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Subject: Revised Adoption and Paternity Policies 
 

Report to: London Assembly (Plenary)  

 

Report of:  Head of Paid Service Date: 9 November 2011 
 

This report will be considered in public 

 
 
 
1. Summary  
 

1.1 New statutory provisions covering paternity leave and adoption leave came into force in April 2011.  

This report proposes revisions to the GLA’s policies and procedures to incorporate the new 

provisions. 

 

 

2. Recommendation  
 

2.1 That, upon the Head of Paid Service agreeing to the proposed revisions to the GLA’s 

adoption and paternity policies, the Assembly agrees (noting it is a joint decision with the 

Mayor) that the proposed changes, as set out at Appendices 1 and 2, should apply to the 

Authority’s three statutory officers. 

 

3. Background   
 
3.1 The GLA has a Maternity Policy which was last revised in November 2008.  The provisions of 
 the policy exceed the minimum statutory provisions.  No change is proposed to the GLA’s 
 maternity provisions. 
 
3.2 Currently the GLA’s adoption provisions are stated in the terms and conditions as being the  same as 
 for maternity.  However, the provisions are not spelt out in any detail.   
  
3.3 Currently the GLA grants up to two weeks paternity leave (referred to as ‘birth leave’ in the  terms 
 and conditions) with full pay, which exceeds the minimum statutory right to two weeks leave with 
 statutory pay of £128.73   
 

 
4. Issues for Consideration  
 
 New legislation on adoption leave and pay 
 
4.1 Changes to the legislation governing adoption leave and pay came into force in April 2011.  An 
 employee who has adopted a child, or who is one of a couple who have jointly adopted a child and is 
 the nominated ‚adopter‛ of the couple, has the qualified right to take up to 26 weeks' ordinary 
 adoption leave, followed immediately  by up to 26 weeks' additional adoption leave.  
 



        

4.2 The GLA’s terms and conditions already provide for adoptive parents to be given similar 
 provisions as for maternity leave and pay (where eligible).  However, some aspects of the adoption 
 process do not mirror the maternity process exactly and there is a need to clarify the provisions in 
 full, and to incorporate aspects of the statutory provisions concerning qualifying criteria and 
 notification requirements.    
 
 New legislation on paternity leave and pay 
 
4.3 A new right to additional paternity leave came into force in April 2011, and  affects the parents of 
 children born on or after 3 April 2011. Essentially it allows the father / birth partner of the child to 
 take up to 26 weeks off work to care for the child where the mother of the child has returned to 
 work before her maternity entitlement has ended. Adoptive parents are also entitled to take 
 additional paternity leave, and the provisions in relation to adoption largely  mirror those for birth.  
 
4.4 The aim of the legislative change is to encourage fathers / birth partners to take a more active 
 role in their children's upbringing, and to enable both partners to obtain a better balance between 
 their family responsibilities and their working  life.   
 
4.5 The legal right to statutory paternity leave was introduced in 2002, but was  limited to two weeks' 
 leave paid at the lower rate applying to statutory maternity pay (currently £128.73).  This is now 
 known as ‚ordinary paternity  leave‛. The GLA already grants full pay for this leave and no change is 
 proposed to this provision. 
 
4.6 The Work and Families Act 2006 introduced a right to take up to 26 weeks of additional paternity 
 leave. This (as the name suggests) is in addition to, rather than a replacement for, the original two-
 week "ordinary paternity leave" entitlement.  
 
4.7 Whereas ordinary paternity leave is designed to be taken immediately after the birth of a child, when 
 the mother is still on maternity leave, additional paternity leave is an extended period of leave to be 
 taken where the mother has returned  to work. Because it must be taken during the first year of the 
 child's life, full  entitlement to additional paternity leave can be taken only where the mother 
 has returned to work early.  
 
4.8 Subject to certain qualifying criteria, employees on additional paternity leave are entitled to 
 receive Statutory Additional Paternity Pay. 
 

Strategy implications 

 

4.9 As part of our aim of exemplar employer status, the GLA has agreed to ‚value and exceed existing 

relevant legislation and codes of practice in the formulation and implementation of policies and 

procedures‛. The proposed revisions will help to ensure that the GLA achieves this objective and will 

also help protect the GLA from legal challenges. 

 

  Equalities Implications 

 
4.10 The Adoption and Paternity policies apply to all staff.  The aim of the policies is to enable fathers / 
 birth partners to take an active role in their children’s upbringing, and to enable both partners to 
 obtain a better balance between their family responsibilities and their working life. 
 
4.11 Having clear policies and procedures for adoption and paternity entitlements will help ensure that 
 staff are treated fairly and consistently.   
 

  



        

Consultation 

4.12 The Business Management and Administration Committee has been consulted on the 
 proposals.  The Committee resolved to support the proposed revisions and to recommend to the 
 Assembly that the proposed changes should apply to the statutory officers. 
 

4.13 Unison has been consulted on these proposals and is content with the proposed changes.   

4.14 The Mayor has been consulted on the proposals and has agreed (noting it is a joint decision with the 

 Assembly) that the proposed changes should apply to the statutory officers. 

 

5. Legal Implications 
 

5.1 Under section 70 (2) of the Greater London Authority Act  1999 the Head of Paid Service may settle 

the terms and conditions of employment for staff appointed under section 67(2) of the Act, after 

consultation with the Assembly and the Mayor.  Under section 70(1) of the Act, the Mayor may also 

fix the terms and conditions of employment for his staff appointed under section 67(1)(a) and (b).  

The Head of Paid Service has already agreed the changes to the Adoption Policy and the Paternity 

Policy for all section 70(2) employees.   

 

5.2 With regards to the Statutory Officers, their terms and conditions must be set by the Mayor and 

Assembly acting jointly.  It is for this reason that the Assembly is asked to approve the changes to 

the Adoption Policy and the Paternity Policy in so far as they affect Statutory Officers.   

 

5.3 The terms and conditions of employees incorporate several policies and procedures, including the 

Adoption Policy and the Paternity Policy.  Amendment to the policies is therefore a change to the 

terms and conditions of employees.  In order for changes to be effective, employees must agree the 

proposed change to their employment contracts.   

 

5.4  It is a contractual term of employee’s contracts that Unison is able to negotiate terms and conditions 

on behalf of employees and any changed to such terms can be made further to agreement between 

Unison and the Greater London Authority.  As set out above, the GLA has consulted with Unison to 

obtain their agreement to the amended Adoption Policy and Paternity Policy before they are 

implemented.   

 

6. Financial Implications 
 

6.1 There are no additional financial implications for the GLA arising from this decision.  

 

6.2 Indirectly costs may be incurred by the GLA in covering the extended leave of staff in regard of 

adoption and paternity leave. These costs are covered by the GLA Long Term Absence Reserve in 

the first instance.  

 

6.3 GLA salary budgets are monitored as part of the ongoing GLA budget monitoring process.    

 

 

List of appendices to this report: 
 

Appendix 1 – Adoption Policy 

Appendix 2 – Paternity Policy 
 



        

Local Government (Access to Information) Act 1985  
List of Background Papers: None. 

 

Contact Officer: Viv Kemsley, Senior Human Resources Manager 

Telephone: 020 7983 4169 

E-mail: viv.kemsley@london.gov.uk 



        

Appendix 1 

Adoption Policy 

 

New policy, incorporating existing GLA provisions which were not previously detailed in a separate policy, 
and incorporating new statutory provisions. 

 
1. Introduction 
 
1.1 This policy sets out the rights and responsibilities of employees to adoption leave, pay and other 

related arrangements.   
 
2. Scope of the policy 
 
2.1 The policy applies where an employee is notified of a match with a child on or after 3 April 2011, or, 

in the case of overseas adoption, where the child enters the UK on or after 3 April 2011. 
 
3. Eligibility for adoption leave and adoption pay  
 
3.1 The policy allows employees who have the primary or sole responsibility for a child adopted through 

an approved adoption agency to take adoption leave with pay, depending on their length of service 
with the Authority at the date of adoption. 

 
3.2 Where a couple jointly adopts a child, only one of them will be entitled to take adoption leave (the 

couple can choose which one at the time when the official notification is received). The other 
adoptive parent will normally be entitled to take paternity leave, provided that he or she meets the 
relevant statutory criteria.  

 
3.3 Adoption leave and pay is not available where a child is not newly matched for adoption, for 

example when a step parent is adopting a partner’s child or children already in residence. 
 
3.4 The policy incorporates statutory provisions which apply to all employees.  However, the GLA’s 

provisions for paid adoption leave are dependent on length of service and employment status.  
Employees should contact the Human Resources and Organisational Development Unit for detailed 
advice about the provisions that apply in individual cases. 

 
3.5 The GLA has two adoption leave schemes.   
 
3.6 Scheme A 
 
3.6.1 Employees who have been continuously employed by the GLA for a period of one year or more at 

the beginning of the week in which notification of matching is given by the adoption agency are 
entitled to the provisions of this scheme, which provides: 

 

 up to 52 weeks’ adoption leave with up to 40 weeks’ paid leave as follows: 

 full pay for the first eighteen weeks of adoption leave *; and  

 the option of receiving either: 

 a further eleven weeks at full pay*, or 

 twenty two weeks at half pay **  
 

*   Statutory Adoption Pay (SAP) is included in this payment. (see www.direct.gov.uk for the 
current rate) 

 ** SAP will be paid in addition to this payment. 

http://www.direct.gov.uk/


        

 
3.6.2 When the adoption leave ends the employee must return to work for the GLA (or another GLA 

Group employer) for at least six months.  If the employee does not do this, she /he will have to 
repay any salary paid to her/him after the first eighteen weeks of her adoption leave in excess of 
SAP.  Failure to repay could result in legal proceedings being taken to recover the money. 

 
3.7 Scheme B 
 
3.7.1 Employees who have been continuously employed by the GLA for less than one year, at the 

beginning of the beginning of the week in which notification of matching is given by the adoption 
agency are entitled to up to 52 weeks adoption leave with up to 39 weeks paid leave as follows: 

 

 ten weeks at 9/10 pay *and 

 sixteen weeks at half pay** and, for employees with at least 26 week’s continuous service at the 
beginning of the week in which notification of matching is given by the adoption agency, a 
further thirteen weeks SAP  

 
 *   any entitlement to SAP is included in these payments. 

** For employees with at least 26 weeks continuous employment at the beginning of the week in   

which notification of matching is given by the adoption agency, SAP will be paid in addition to this 

payment. 
 
3.7.2 When the adoption leave ends the employee must return to work for the GLA (or another GLA 

Group employer) for at least six months. If the employee does not do this, she/he will have to repay 
any salary paid to her after the first eighteen weeks of her adoption leave in excess of Statutory 
Adoption Pay. Failure to repay could result in legal proceedings being taken to recover the money. 

 
3.8 The first 26 weeks of adoption leave is referred to as Ordinary Adoption Leave (‚OAL‛) and the 

second 26 weeks of adoption leave is referred to as Additional Adoption Leave (‚AAL‛).   
 
4. Time off for pre-adoption assessment 
 
4.1 Reasonable paid time off will be granted to employees for attendance at preparation classes, 
 assessment meetings and introduction meetings when it is not possible to arrange such meetings 
 outside normal working hours. Requests should be made to the employee’s line manager, giving as 
 much notice as possible.    

 
 

5. Timing of Adoption Leave 
 
5.1 Adoption leave can start on the day the child is placed for adoption, or up to 14 days later. 
 
5.2 In order to made administration as easy as possible, the employee should discuss the timing of 

her/his adoption leave with her/his manager as early as possible. 
 
6. Notification requirements (adoption within the UK) 
 
6.1 The employee must tell their manager in writing, no later than seven days after the date on which 

notification of the match with the child was provided by the adoption agency:  

 the date the child is expected to be placed for adoption with the employee; 

 the date the employee wants her/his adoption leave to start 

 whether or not she/he intends to return to work for the GLA for a period of at least six months 
at the end of the adoption leave. 



        

 
6.2 The employee must produce a ‚matching certificate‛ certificate from an approved adoption agency.   
 
6.3 Should an employee wish to change the start date of their adoption leave,  she/he must advise 

her/his manager of this in writing at least 28 days before the new start date, or the existing start 
date where this is earlier, or as soon as reasonably possible thereafter. 

 
7. Notification requirements (overseas adoption) 
 
7.1 If the employee has completed at least 26 weeks continuous employment, she/he  must tell her/his
 manager in writing, no later than 28 days after the date on which official notification: 

 the date the notification was received 

 the date on which the child is expected to enter Great Britain.   

 The date the employee wants her/his adoption leave to start (this cannot be before the child 
enters Great Britain) 

 whether or not she/he intends to return to work for the GLA for a period of at least six months 
at the end of the adoption leave. 

 
7.2 If the employee has less than 26 weeks continuous employment, then she/he must give written 

notice of the above within 28 days of completing 26 weeks continuous employment. 
 
7.3 The employee must produce a copy of the official notification and, within 28 days of the child’s 

entry into Great Britain the employee must confirm the date of entry and provide evidence of this 
date in the form of a plane ticket or copies of entry clearance documents.   

 
7.4 Should an employee wish to change the start date of their adoption leave,  she/he must advise 

her/his manager of this in writing at least 28 days before the new start date, or the existing start 
date where this is earlier, or as soon as reasonably possible thereafter. 

 
 
8. Contact during adoption leave 
 
8.1 Shortly before the employee’s adoption leave starts, the line manager will discuss the arrangements 

for the employee to keep in touch during the leave.  In any event, the GLA reserves the right to 
maintain reasonable contact with the employee during adoption leave.  This may be to discuss plans 
for the employee’s return to work, to discuss any special arrangements to be made or training to be 
given to ease her/his return to work, or simply to update her/him on developments at work during 
the absence.  Such contact will not constitute ‘work’ and will not count towards the 10 days 
specified below. 

 
9. Keeping in touch days 
 
9.1 The employee can agree to attend work or training courses for the GLA for up to ten days during the 

period of adoption leave, without that work bringing the adoption leave to an end and without the 
loss of a week’s SAP.  These are known as ‘keeping-in-touch’ (KIT) days.  Any work carried out on a 
KIT day will constitute a day’s work for these purposes. 

 
9.2 There is no obligation on the employee to carry out any work, and the employee has no right to 

undertake any work, during adoption leave.  The GLA will grant time off in lieu for any agreed work 
undertaken, which should be taken by the employee following her/his return to work.  Any keeping-
in-touch days do not extend the period of adoption leave. 



        

10.  Annual leave 

 

10.1  Employees will continue to accrue annual leave while on adoption leave, pro rata to their contractual 

 entitlement of 30 days per leave year.   
 
10.2 Employees will also accrue public holiday leave for any public holiday that falls within the period of 
 adoption leave.  Part-time employees have a pro-rata entitlement to public holiday leave.  
 

10.3 Only five days untaken annual leave may be carried over from one leave year to another. To prevent 

loss of any leave entitlement (for example, where the adoption leave spans two leave years) the 

employee will need to take her/his annual leave before the start of adoption leave. 
 
 
11. Returning to work 
 
11.1 Subject to the exception below, the employee has the right to return to the job in which she/he was 

employed under her/his contract of employment, or in the case of AAL to the job in which s/he was 
employed under her/his contract of employment unless it is not reasonably practicable for her/him 
to do so.  Where it is not reasonably practicable, the employee has the right to return to a job that is 
both suitable and appropriate for them to do in the circumstances.    

  
11.2 This is subject to any organisational change that may have happened during the period of adoption 

leave. If the employee’s substantive post has been deleted she/he must be offered any suitable 
alternative post but the terms and conditions must be no less favourable as those that would have 
applied to her/his substantive post. 

 

11.2 An employee on a fixed term contact, whose contract expires during the period of adoption leave, 

will have no right to return to work, regardless of her/his length of service. 
 
11.3 The employee will have been formally advised in writing by Human Resources of the date on which 

she/he is expected to return if she/he takes her/his full 52 week entitlement to adoption leave.  
The employee is expected to return on this date, unless she/he notifies the GLA otherwise.  While 
there is no legal obligation for the employee to confirm that she/he will be returning on the 
expected date, it will assist the GLA if she/he does so.  

 
11.4 If the employee wishes to return to work earlier than the expected date she/he must give at least 

eight weeks notice of her/his intended return date.  If she/he does not do so, the GLA will retain 
the right to postpone her/his return until eight weeks notice has been given.  

 
11.5 If the employee has already given notice of an early return date, and subsequently wants to return 

even earlier, she/he will need to give notice eight weeks before the new date.  If the employee 
wants to postpone her/his early return date, she/he will need to give notice eight weeks before the 
original early return date. 

 
11.6 If the employee wishes to return on a part-time or job share basis, or any other flexible working 

arrangements, she/he should discuss this with the line manager before the start of adoption leave, 
or at least twelve weeks before she/he is due to return. Although there is no automatic right to such 
changes in the employee’s working patterns, where possible, depending on the needs of the service, 
every effort will be made to accommodate requests for part time or flexible working. 



        

12.  Termination of placement 

12.1 If the child's placement is terminated during the employee's adoption leave, the employee will 
 continue to be entitled to adoption leave and pay (if applicable) for up to eight weeks after the 
 placement ends. Notice of the employee’s early return must be given in accordance with 11.5-11.6 
 above.    

13. Resigning before adoption leave 
 
13.1 Employees who wish to resign before taking adoption leave, and have been continuously employed 

for a minimum of 26 weeks by the week in which notification of matching is given by the adoption 
agency, will still be entitled to SAP.  Employees wishing to resign will be required to give their 
normal period of contractual notice. 
 

13.2 Employees wishing to resign before taking adoption leave, who have less than 26 weeks continuous 
service by the week in which notification of matching is given by the adoption agency, will not be 
entitled to SAP.   

 
14. Resigning following adoption leave 
 
14.1 If the employee decides not to return to work at the GLA following adoption leave she/he will need 

to give the normal period of contractual notice.                                                                                                                                                                                                                                                                                                                                      
 
14.2 Any adoption pay in excess of SAP paid to the employee from the 19th week of absence (Scheme A) 
 or the 11th week of absence (Scheme B) will need to be repaid, unless the employee is taking up a 
 job with another organisation in the GLA Group. 
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Appendix 2 

 

Paternity Policy 

 

New policy, incorporating existing GLA provisions which were not previously detailed in a separate policy, 
and incorporating new statutory provisions. 

 

1. Introduction 

1.1 This policy sets out the rights and responsibilities of employees who wish to take paternity leave. 

2. Ordinary paternity leave 

2.1 Ordinary Paternity Leave (OPL) gives eligible employees the option to take paid time off work to 
care for their child or support the child’s mother / primary adopter following the birth or adoption of 
a child. 

2.2 Eligible employees are entitled to take up to 10 days paid OPL as a single 1 or 2 week block which 
can start from any day of the week.  Only one period of leave is available irrespective of the number 
of children born as the result of the same pregnancy or the number of children placed under the 
same adoption arrangement. . 

 
2.3 OPL must be completed within 56 days of the actual date of birth or placement (or within 56 days of 

the expected date of birth where the child is born early). 
 
 
3. Eligibility for OPL 
 
3.1 To be eligible for OPL, with full pay, an employee must: 

 be the child’s father or the husband, partner or civil partner of the child’s mother (in the case of 
a birth child) or be the spouse, partner or civil partner of a child’s adopter (in the case of a child 
placed for adoption); 

 Have 26 weeks’ or more continuous employment with the GLA at the 15th week before the baby 
is due (in the case of a birth child) or have 26 weeks’ or more continuous employment with the 
GLA at the date of being matched with a child for adoption / the date of the child entering the 
UK in the case of overseas adoptions  

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

 be taking the time off to care for the child or to support the child’s mother / primary adopter. 
 
 
4. Ordinary Paternity Pay (OPP) 
 
4.1 During a period of OPL, employees will be entitled to receive their full contractual salary. 
 
 
 
 
 
 



        

5. Notification requirements 
 
5.1 Employees must notify their manager of their intention to take OPL at least 8 weeks before the baby 

is due or, in the case of adoption, no later than 7 days after being notified of being matched with a 
child.   

 
5.2 The Paternity Leave Application Form must be used for this purpose.  The employee should also 

provide a copy of the birth / matching certificate to Human Resources as soon as it is available. 
 
5.3 Should an employee wish to change the start date of their OPL, or cancel their leave altogether, 

he/she must advise his/her manager of this in writing at least 28 days before the new start date, or 
the existing start date where this is earlier, or as soon as reasonably possible thereafter. 

 
5.4 The HR & OD Unit will write to the employee within 28 days of receipt of the application form, 

confirming the relevant start and end dates for OPL. 
 
6. Additional Paternity Leave and Pay 

6.1 Additional Paternity Leave and Pay will be available to eligible employees whose children are born / 
matched for adoption (or in the case of overseas adoption, enter the UK) on or after 3 April 2011.  

7. Additional Paternity Leave 
 
7.1 In addition to OPL, eligible employees may take up to 26 weeks’ Additional Paternity Leave (APL) 

within the first year of their child’s life or, in the case of adoption, the first year of their child’s 
placement, provided that the mother has returned to work. 

 
7.2 APL must be taken as a single block of time calculated as multiples of complete weeks.  The 

minimum period that may be taken is two weeks and the maximum period is 26 weeks. 
 
7.3 The earliest that APL can commence is 20 weeks after the date of the child’s birth / placement and 

the latest it can end is 52 weeks after the child’s birth / placement. 
 
8. Eligibility for APL 
 
8.1 To be eligible for APL, an employee must: 

 Meet the eligibility criteria for OPL (see Eligibility for OPL section above) 

 Remain in continuous employment until the week before the first week of APL; 

 Be taking the APL to care for the child. 
 
8.2 Additionally, the mother / primary adopter of the child must: 

 be entitled to receive Statutory Maternity / Adoption Leave and  Statutory Maternity / Adoption 
Pay or Maternity Allowance; and 

 have ended her/his maternity / adoption leave period by returning to work with at least 2 weeks 
of her/his statutory entitlement left untaken. 

9. During APL 

9.1 During the period of additional paternity leave, the employee’s contract of employment continues in 
force and he/she is entitled to receive all his/her contractual benefits, except for salary.  

9.2 Pension contributions will continue to be made during any period when the employee is receiving 
statutory paternity pay but not during any period of unpaid additional paternity leave. Employee 



        

contributions will be based on actual pay, while employer contributions will be based on the salary 
that the employee would have received had he/she not gone on additional paternity leave. 

9.3 Annual leave will continue to accrue during the period of APL. Employees will also accrue public 
holiday leave for any public holiday that falls within the period of APL, on a day that the employee 
would normally work. 

 
9.4 Only five days untaken annual leave may be carried over from one leave year to another and 

therefore if the holiday year is due to end during additional paternity leave, the employee should 
take his/her outstanding entitlement before starting his/her additional paternity leave. 

 
 
10. Additional Paternity Pay 
 
10.1 Statutory Additional Paternity Pay (APP) may be payable during some or all of additional paternity 

leave, depending on the length and timing of the leave.  
 
10.2 Statutory Additional Paternity Pay is payable whether or not an employee intends to return to work 

after his/her APL.  
 
10.3 Any APP due will be paid at the prevailing statutory rate (see www.direct.gov.uk for the current 

rate) or at a rate equivalent to 90% of the employee's average weekly earnings where this is lower 
that the statutory rate. 

 
 
11. Eligibility for APP 
 
11.1 APP will be payable where the following conditions are met: 

 The employee meets the eligibility criteria for APL (see Eligibility for APL above) 

 The employee’s average weekly earnings are not less than the lower earnings limit for national 
insurance contributions; 

 The mother / primary adopter is entitled to receive Statutory Maternity Pay, Maternity Allowance or 
Statutory Adoption Pay; and 

 The mother of the child must be entitled to one or more of maternity leave, statutory maternity pay 
or maternity allowance.  In the case of adoption, the primary adopter must be entitled to one or 
both of adoption leave or statutory adoption pay. The mother or primary adopter must have 
returned to work with at least two weeks of Statutory Maternity Pay, Maternity Allowance or 
Statutory Adoption Pay period remaining untaken at the point they returned to work. 

12. Notification requirements 
 
12.1 Employees must provide eight weeks’ written notice of their intention to take APL to their manager.  

In submitting notice, an employee will be required to provide a written and signed declaration from 
both themselves and the child’s mother or primary adopter confirming their eligibility for APL.  The 
relevant Additional Paternity Leave Application Form must be used for this purpose. 

 
12.2 The HR & OD Unit will write to the employee within 28 days of receipt of the application form, 

confirming the relevant start and end dates for APL. 
 
12.3 Should an employee wish to change the start date of their APL, or cancel their leave altogether, they 

must advise their manager of this in writing at least six weeks before the new start date, or the 
existing start date where this is earlier, or as soon as reasonably possible thereafter. 

 
 

http://www.direct.gov.uk/


        

13. Annual Leave 
 
13.1 Employees will continue to accrue annual leave while on paternity leave, pro rata to their contractual 

entitlement of 30 days per leave year.   
 
13.2 Employees will also accrue public holiday leave for any public holiday that falls within the period of 

paternity leave, on a day that the employee would normally work. 

13.3 Only five days untaken annual leave may be carried over from one leave year to another. To prevent 
loss of any leave entitlement (for example, where the paternity leave spans two leave years) the 
employee may need to take his/her outstanding entitlement before starting his/her additional 
paternity leave. 

14. During APL 
 
14.1 During APL an employee’s contract of employment continues in force and he/she will remain 

entitled to receive all contractual benefits, except for salary. 

14.2 Pension contributions will continue to be made during any period when the employee is receiving 
statutory paternity pay but not during any period of unpaid additional paternity leave. Employee 
contributions will be based on actual pay, while employer contributions will be based on the salary 
that the employee would have received had he/she not gone on additional paternity leave.  

14.2 For any period of unpaid paternity leave, the employee will need to decide whether he/she wishes to 
pay pension contributions.  The contributions will be based on the rate of pay the employee was 
receiving immediately before commencing unpaid leave.  If the employee decides to pay, he/she 
should complete form LG/211  and return this to Human Resources within 30 days of returning to 
work.    

 

14.3 If the employee chooses not to pay, the relevant period will not count towards his/her service for 

pension purposes. For further advice please contact the London Pension Fund Authority (LPFA) on 

0207 369 6118. 
 

15. Contact during paternity leave 
 
15.1 Before paternity leave starts, the employee’s line manager will discuss the arrangements for him/her 

to keep in touch during the period of leave, should the employee wish to do so.  In any event, the 
GLA will maintain reasonable contact with the employee during paternity leave.  This may be to 
discuss plans for the employee’s return to work or simply to give an update on developments at 
work during the employee’s absence.   

 
15.2 Whilst employees are not obliged to undertake work or attend any events during their APL, if both 

the manager and the employee agree, up to 10 days’ work can be undertaken during the APL 
period.  These ‘Keeping in Touch’ days do not have to be limited to the usual work carried out by 
the employee and could be used for training, to attend events or to ease the employee’s return to 
work. 

15.3 Any keeping-in-touch days worked do not extend the period of additional paternity leave. Once the 
keeping-in-touch days have been used up, the employee will lose any further entitlement to 
statutory paternity pay for any week in which he/she agrees to work for the Authority. It may also 
bring the additional paternity leave period to an end. 

 
 



        

16. Returning to work 
 
16.1 Subject to the exception below, the employee has the right to return to the job in which he/she was 

employed under his/her contract of employment, provided that their period of APL lasted no longer 
than 26 weeks, unless it is not reasonably practical for them to do so.  Where it is not reasonably 
practicable, the employee has the right to return to a job that is both suitable and appropriate for 
them to do in the circumstances.   

 
16.2 The right to return to the same job is also subject to any organisational change that may have 

happened during the period of leave. If the employee’s substantive post has been deleted he/she 
must be offered any suitable alternative post but the terms and conditions must be no less 
favourable as those that would have applied to his/her substantive post. 

 

16.3 An employee on a fixed term contact, whose contract expires during the period of paternity leave, 

will have no right to return to work, regardless of his/her length of service. 
 
16.4 If the employee wishes to return to work earlier than the expected date he/she must give at least 

eight weeks notice of his/her intended return date.  If he/she does not do so, the GLA will retain 
the right to postpone his/her return until eight weeks notice has been given. 

 
16.5 If the employee is unable to return to work at the end of their APL due to sickness or injury, normal 

arrangements for sickness absence reporting will apply. 

16.6 If the employee decides not to return to work after additional paternity leave, he/she must give 
notice of resignation as soon as possible and in accordance with the terms of his/her contract of 
employment. If the notice period would expire after additional paternity leave has ended, the GLA 
may require the employee to return to work for the remainder of the notice period. 
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