[image: image1.jpg]AJISIDAIUN
uadQ 9yl





[image: image1.jpg]

Strictly Private and Confidential
Paternity Leave Request (Births)
	Before completing this form please refer to the Paternity Leave Policy and Procedures on the HR intranet site.


A.  This Section is to be Completed by the Member of Staff

	Name:
	     
	Staff No:     

	Faculty/Unit:
	     

	Expected date of birth of the child:
	     


Please complete checklists 1 and 2 to assess whether you are entitled to contractual paternity leave and pay, or to statutory paternity leave and pay only.
	1.
	To receive contractual paternity leave and pay, the following must apply:
	Yes
	No

	
	· I will have 12 month’s continuous service at the expected week of my wife/partner’s childbirth (shown on the MATB1 form) 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	· The paternity leave is to be taken around the time of birth or when the mother returns home after the birth and no later than 3 months after the date of childbirth 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	


	2.
	To receive statutory paternity leave and pay, the following must apply:
	Yes
	No

	
	· I will have been continually employed by the Open University for at least 26 weeks by the end of the 15th week before the start of the week when the baby is due
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	· I will continue to be employed by the Open University from the 15th week before the due date up until the birth of the baby.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	· The paternity leave is to be taken during the 56 days after the actual date of birth, (or if the baby is born early up to 56 days after the expected date of childbirth).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	


	3.  
	I am attaching a copy of the certificate of expected date of childbirth (MATB1)
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	 
	Or I will forward this as soon as possible
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 


	4.  
	What dates would you like your paternity leave?  (If you are only entitled to statutory paternity leave and pay this must be taken either as one 1 week or one 2 week block).

	From:
	     
	To:
	     


	I declare that:

(you must be able to tick all three boxes below)

	I am 

· The biological father of the baby and/or

· The mother’s husband or partner (including same-sex partner or civil partner).  A partner is someone who lives with the mother of the baby in an enduring family relationship but is not an immediate relative.


	 FORMCHECKBOX 


	And
· I will have responsibility for the baby’s upbringing
	 FORMCHECKBOX 


	And

· I will take time off work to support the mother or care for the baby
	 FORMCHECKBOX 


	
	


	Signature
	Date

	     
	     


Please now pass the form to your Head of Unit (or Delegate) for authorisation.

B. To be Authorised by Head of Unit (or Delegate) 
	A member of staff may be eligible for contractual paternity leave and pay (which incorporates any statutory paternity leave or pay entitlement due) or to statutory paternity leave and pay if they do not meet the service requirement for the Contractual scheme.  Any statutory paternity pay due during the contractual paternity leave period will be included within normal full pay during the paternity leave period.  
Please ensure the member of staff has completed all sections of the checklist in Section A.
This will enable us to recover any statutory paternity payments where these are due from the Department for Work and Pensions, and to fulfil our statutory obligations.  




Please authorise only if the member of staff is eligible for Contractual paternity leave and/or Statutory paternity leave)

	Name
	Date

	     
	     

	Signature
	

	Unit:
	     


A copy of this form, if authorised, should be sent to the Staff Payments Office with a copy of the MATB1 form.  If this is not available at the time the form is sent please ensure that it is forwarded as soon as possible.  
Please also send a copy of the form to HR and give a copy to the member of staff.
	For Staff Payments Office to check - Salary Sacrifice Schemes?


	Yes

 FORMCHECKBOX 

	No

 FORMCHECKBOX 
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