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Metanoia Institute Shared Parental Policy

1. Policy Statement

The institute is committed to helping its staff to balance their family and work commitments. This

policy explains the leave and pay available to you when taking Shared Parental Leave.
2. Purpose

Shared Parental Leave will allow you to take leave in a much more flexible manner to care for
your child(ren) and allows you to take a period of leave much earlier than under the maternity

and paternity provisions.
3. Scope

The Shared Parental Leave (SPL) and Shared Parental Pay (ShPP) arrangements detailed
below apply to eligible parents who are expecting a baby due and to parents who have a child

placed with them for adoption.

4. Definitions

SPL: Shared Parental Leave
SHPP: Shared Parental Pay

5. Roles and Responsibilities

¢ Metanoia Managers: are responsible for ensuring that the process is followed and
where appropriate refer to Metanoia HR Team to guarantee that all matters are
resolved promptly and fairly.

e All staff are advised to familiarise themselves with this policy and the appropriate

Metanoia Policies. Any issues related to this policy, please contact hr@metanoia.ac.uk

6. Eligibility for Shared Parental Leave
If you meet the following criteria, you are eligible for Shared Parental Leave:

26 weeks service at the 15th week prior to expected week of childbirth (the qualifying week), or
notification of a match in terms of adoption, and still be employed by us in the week before any

shared parental leave is due to start.

have a partner who has worked (employed/self-employed) for 26 of the 66 weeks prior to the

EWC/placement week and who has earned on average at least £30 per week in any 13 weeks.
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Share the primary responsibility for the child with the other parent at the time of the
birth/adoption.

Have properly notified us of their entittement and have provided the necessary declarations and

evidence.

7. How much Shared Parental Leave can be taken.

You can decide how you wish to split Shared Parental Leave provided that your partner takes

her compulsory maternity leave entitlement because this is a legal requirement. The

remaining 50 weeks of leave can be split as decided by employees (subject to our approval

in certain circumstances). Leave must be taken in minimum blocks of one week. Leave must

end 52 weeks after the date leave started.

Partners (i.e. baby’s father/mother’s husband/mother’s civil partner/mother’s partner) are still

entitled to take 2 weeks Ordinary Paternity Leave subject to qualifying conditions.

8. Booking Leave

You must submit various notices to take Shared Parental Leave:

the mother or primary adopter must provide a Curtailment Notice to end Statutory
Maternity or Adoption Leave. This must be given after the 11" week prior to the EWC but
at least 8 weeks prior to the start date of the first period of Shared Parental Leave.

You must provide a Notice of Entitlement setting out both their eligibility, and their
partners eligibility to take Shared Parental Leave.

You must submit an approximate indication of how periods of Shared Parental Leave will
be taken.

You must provide the following details if requested within 14 days of such request;

(i) Inrelation to a birth, the birth certificate and their partner’'s employer’s details;

(i) Inrelation to an adoption, the name and address of the adoption agency; the date
that the employee was notified of having been matched for adoption with the child;
and the date on which the adoption agency expects to place the child with the

employee.
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¢ You must submit a Period of Leave Notice in order to book a period of shared parental
leave, giving at least 8 weeks written notice of the period of leave. The Period of Leave
Notice must contain the start and end date of the leave requested. A Period of Leave

Notice may notify details of one period of leave, or more than one period of leave.

The Curtailment Notice may only be revoked in limited circumstances. A Period of Leave may
be amended providing that the amendment notice is given at least 8 weeks before leave

starts/was due to start.

Period of Leave Notices, and amendments to Period of Leave Notices, may only be submitted

on a maximum of 3 occasions.
9. Accommodating the Notifications/Requests

If you request one continuous block of leave in a Period of Leave Notice, you are entitled to take

this period of leave.

However, if you request more than one period of leave i.e. discontinuous blocks of leave in one
Period of Leave Notice, we reserve the right to refuse this request. Discontinuous leave is, for
example, where a period of 6 weeks Shared Parental Leave is requested, then you return to

work for a period of 4 weeks and then take a further 6 weeks of Shared Parental Leave.

When discontinuous leave is requested, we will arrange to discuss the request with you. The

outcome of the request will be one of the following:

e Agreement to the request.
e Proposal of alternative leave dates; or

e Refusal of the request.

Should we refuse a request, the default provisions will apply which means you are able to
withdraw the request. If the request is not withdrawn, the leave requested will be taken one

continuous block, rather than in discontinuous blocks.
10. Working During Shared Parental Leave

During Shared Parental Leave, you may work for up to 20 days without statutory payments being
affected. These days are called SPLIT days i.e. Shared Parental Leave In Touch days. We
recognise the benefit of SPLIT days and encourage you to use them, however, they are optional

and you are not obliged to use them and we are not obliged to permit them.

You will be paid at normal rate for work on a SPLIT day. Any work done on one day will count
as one SPLIT day.
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11. Shared Parental Pay

Shared Parental Pay (SHPP) can be paid to both parents to a maximum of 39 weeks in total.

This includes any Statutory Maternity or Adoption pay and will be decided between the parents.

Only 37 weeks of paid leave will be shared to allow for the mother to take 2 weeks Compulsory

Maternity Leave.
To be eligible to receive SPP, you must:

have been continuously employed for at least 26 weeks up to and including the “qualifying week”

(the 15th week prior to the expected week of childbirth or placement for adoption).

have average earnings not less than the lower earnings limit for the payment of national

insurance contributions in the 8 weeks prior to the qualifying week.
comply with the notification requirements.
12. Holidays and Benefits

We encourage you to take any outstanding annual leave due in the current holiday year before
the commencement of Shared Parental Leave, or during periods of work in between periods of

Shared Parental Leave.

You will continue to receive all contractual benefits (with the exception of salary) during Shared

Parental Leave.
13. Contact whilst Away from Work

For the benefit of both parties, we encourage communication during periods of leave. You
should agree with your manager (before leave is due to start) the level of contact and how you
would prefer to be contacted (phone call, letter, home visit, workplace visit etc.). The Company

reserves the right in any event to maintain reasonable contact from time to time with you.

Near the end of your leave period, a manager may contact you. This may be to discuss plans
for return to work, to discuss training that may be available, or simply to update you on

developments at work during the absence.

If there are any business changes that impact your role whilst on leave, you will be considered

in the same way as any other employee and this will be communicated with you.
14. Rights on or after Returning from Shared Parental Leave

After Shared Parental Leave, provided the total amount of leave taken by you (including
maternity leave) does not exceed 26 weeks, you are entitled to return to the same job on the

same terms and conditions of employment as if they had not been absent.
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When you are considering your return to work, for reasons of childcare, you may request a
change to your previous working arrangements. Any such request will be considered in line with
the operational requirements of the Company and there is no automatic right to return to work
on altered conditions.

15. Monitoring and Review

Human Resources are responsible for monitoring the effectiveness of this policy and supporting
procedures and will conduct reviews at appropriate intervals. Anyone who feels they have been

unfairly treated or discriminated against should contact Human Resources
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Annex 1 FLOWCHART

Metanoia Shared Leave Policy Flowchart

You have received
a maternity or
adoption leave

curtailment notice
‘ Inform the employee of

alternative options,
including contractual
maternity, paternity or
adoption leave benefits

Is the employee eligible where applicable.

to take shared parental

leave?

Remind the employee
their maternity or
adoption leave will end
on the date indicated on
the curtailment notice.

End of procedure

You do not need to

Has the employee consider the request
submitted a notice of until the notice of

entitlement and entitlement and

intention? intention is received

End of procedure

Consider holding an informal discussion

with the employee about their plans to take

shared parental leave.
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e . Remind the employee
I::isrﬁEdemp Df: ¢ that they must submit a
E}:ﬂ — ) = Pﬂ: DE period of leave notice
ot 2 o with at least 8 weeks'
weeks before the period .
(1 egtad? notice or you cannot
Of fedve Teque consider the request.

End of procedure

Check that the form contains all of the
necessary information, including names of

both parents, the start and end dates of the
mother’s maternity leave and how much
shared parental leave and pay each parent

intends to take.
You must accept a

request for a
continuous block of
leave and the employee
is entitled to take th
i - is en o take _e
) 1 dates requested. Write
continuous leave?
to the employee
confirming the
acceptance of their
notice and confirming

the dates of their leave.

End of procedure
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As the notice requests discontinuous leave,
you have two weeks to make your decision
regarding the employee’s request. You can
either accept the request, propose
alternative dates or refuse the request.

Do you accept the
request?

Do you refuse the
request?

Do you propose
alternative dates?
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Write to the employee
confirming the
acceptance of their
notice and confirming

the dates of their leave.

End of procedure

Write to the employee
informing them that
you are refusing their
leave notification,
explaining the reasons
for the refusal.
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Outline the proposed alternative period of
leave to the employee.

Does the employee
agree to the proposed
alternative?

Inform the employee of the options now
available to them. The employee can either
withdraw their notice and submit an

alternative application or shared parental

leave or agree to a single block of shared

parental leave.

Does the employee
withdraw their request?
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Write to the employee
confirming the agreed
alternative and
confirming the dates of
their leave.

End of procedure

The employee can make
another request for
shared parental leave.
Remember, if a notice is
withdrawn because a
pattern of leave canmot
be agreed, this notice
does not count as one of
the employee’s three
notices.

End of procedure

May 2024 V.02

12



Does the employee

ch to take the total Write to the employee

amount of leave confirming the dates of
requested in a single their leave.

continuous period?

End of procedure

Inform the employee they can only
withdraw the request and make another or
choose to take the leave as a single
continuous block.

End of procedure
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