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PATERNITY PROVISIONS FOR SCHOOL STAFF 
Introduction

The purpose of this document is to provide advice and guidance on the paternity provisions which apply to all school based staff.  This guidance is based on the Work and Families Act 2006 and the Paternity Leave (Amendment) Regulations 2024 which come into effect from 8 March 2024.
Guidance for Schools

Ordinary Statutory Paternity Leave/Pay

Eligibility

In order to qualify for Ordinary statutory paternity leave (maximum duration is two weeks) employees must meet all of the following conditions:

(
have or expect to have responsibility for the child’s upbringing;

(
be the biological father of the child or the mother’s husband or partner.  The same entitlement is available for same sex couples;

(
have worked continuously for their employer for 26 weeks ending with the 15th week before the baby is due and continue to be employed by the same employer until the date the baby is born;

(
in the case of adoption have worked continuously for their employer for 26 weeks ending with the week that they are notified of the match and have been continuously employed from the end of the week they are notified of the match to the date of the placement.

Leave and Pay Arrangements
The employee must inform their Head Teacher of their intention to take paternity leave by the end of the 15th week before the baby is expected, but they don’t have to give specific dates at this time.  Notice of the actual dates need only be given 28 days in advance of the intended leave dates.
Leave can be taken from the date of the child’s birth but must be taken and concluded within 52 weeks of the actual birth (or placement in the case of adoption).  If the child is born early, leave may commence from the actual date of birth or conclude within 52 weeks starting from the Sunday of the week the baby was originally due.
In the case of adoption, notice must be given to the Head Teacher no more than 7 days after the date of the match being notified and no less than 28 days before the date that payment of OSPP is to begin.  
If the employee changes their mind they must give the Head Teacher 28 days’ notice of the new date and should complete a new SPP4 form. Only one allowance of two weeks paternity leave is available irrespective of whether more than one child is born.  
To qualify for Ordinary Statutory Paternity Pay (OSPP) the employee must also have average weekly earnings over a set period above a certain limit (based on government limits which are reviewed annually).

Employees who qualify are entitled to take up to two weeks’ paternity leave, which can be taken consecutively or as separate weeks. These may need to be requested on 2 separate applications if the dates are not known for the expected second week when applying for the first week of leave. 

Employees are entitled to one week of enhanced occupational pay to full pay and one week of Statutory Paternity Pay, the employee may choose which pay band applies to which week of paternity leave. Odd days are not permitted but the weeks can start on any day, for example, from Tuesday or Wednesday.

Form SPP4 - Claim for Statutory Paternity Pay should be completed and returned to Education Payroll Team, Business Services Centre on each occasion as applicable. Therefore, employees will be sending through either one or two separate forms within the year.   The date can later be changed, provided 28 days’ notice is given, if so a new SPP4 should be completed.

Shared Parental Leave

Shared parental leave will be available for eligible employees. Shared Parental Leave is a form of leave that gives parents more flexibility in sharing the care of their child. A mother can elect to opt out of the maternity leave scheme and she and her partner may opt into the Shared Parental Leave scheme. For full details see Shared Parental Leave in HR Guidance.
Nottinghamshire County Council Claim for Ordinary Statutory Paternity Pay Leave/Pay (SPP4)
	SECTION A - To be completed by Employee

	Name (BLOCK CAPITALS)
	

	Address
	

	Pay Number
	
	Pay Point
	
	National Insurance 

No

	Post
	
	Place of Work
	

	Department
	

	Full name of child’s mother
	
	Date of birth of 

child/ren
	

	Dates of Paternity Leave
	Full Pay Week
From:

To:

(inclusive)
	SPP Week
From:

To:

(inclusive)

	I DECLARE THE INFORMATION GIVEN ABOVE IS CORRECT

	Signed
	
	Date:
	

	SECTION B- To be completed by Head Teacher

	I certify the paternity absence

from

to

is at full pay 
	

	I certify the paternity absence

from

to

is at SPP only
	

	Date of NCC continuous service
	

	Signature
	
	Name (Print)
	

	Designation
	
	Date:
	

	ALL sections above must be completed before forwarding to:

EDUCATION PAYROLL TEAM, BUSINESS SERVICES CENTRE, COUNTY HALL, WEST BRIDGFORD, NOTTINGHAM NG2 7QP
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