
 

 

 

 

1 PURPOSE OF REPORT 

 

1.1 The purpose of the report is to ask the Board to approve the undernoted policy. 

 

 Parental Leave Policy on the Birth or Adoption of a Child 

 

2 MAIN REPORT 

 

2.1 A new statutory right to Shared Parental Leave (SPL) which came into effect from 

5 April 2015 allows the mothers of children born, and the main adopters of children placed 

for adoption, on or after 5 April 2015 to end their maternity or adoption leave early and share 

the remainder of their maternity or adoption leave entitlement with their partners.   

 

 LVJB’s provisions for leave relating to Maternity and Adoption have been reviewed and 

updated to include this new right.  The Policy now sets out how LVJB will manage Shared 

Paternity Leave.   

 

2.2  The Parental Leave Policy on the Birth or Adoption of a Child covers the following types 

of leave:  

 

(a) Maternity Leave;  

(b) Adoption Leave;  

(c) Maternity and Adoption Support Leave; and  

(d) Shared Parental Leave (new).  

 

3 CONSULTATION 

 

3.1 Unison have been consulted and have given their approval to the policy as a Local Collective 

Agreement. 

 

4 FINANCIAL IMPLICATIONS 

 

4.1 Where employees take Shared Parental Leave, the costs and the period of absence from 

work will be no greater than under normal maternity leave arrangements.  Any such 

absences will have to be covered in the same way as a normal maternity leave absence 

would be covered e.g. by reallocation of work or by recruiting on a temporary basis 

which may incur additional costs.  
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5 ENVIRONMENTAL IMPACT 

 

5.1 There are no adverse environmental impacts arising from this report. 

 

6. EQUALITIES IMPACT  

 

6.1  There are no adverse equality issues arising from this report which will impact on 

employee groups with protected characteristics as defined by the Equality Act 2010.   

 

7 RECOMMENDATIONS 

 

7.1 Lothian Valuation Joint Board is recommended to approve the:- 

 

Appendix 1. Parental Leave Policy on the Birth or Adoption of a Child 

 

Joan M Hewton 

ASSESSOR AND ERO  
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PARENTAL LEAVE POLICY ON  
THE BIRTH OR ADOPTION OF A CHILD 

 
 
1 INTRODUCTION 
 
1.1 Lothian Valuation Joint Board and the Trade Unions recognise that family-care responsibilities 

can impact on the working lives of employees.  The aim of this Policy is to help employees 
combine their family-care responsibilities with employment without adversely affecting their 
continuity of employment or employment responsibilities. 

 
1.2 This Policy takes account of individual statutory entitlements and any employee who exercises 

his/her statutory right to take leave for family-reasons will be protected against dismissal or 
detriment.  The Policy also incorporates relevant terms contained in the various National 
Schemes of Pay and Conditions of Service where appropriate.  Some of the provisions are 
more generous than the National Schemes of Conditions of Service.  However, with the 
exception of such improvements the national provisions should continue to be regarded as the 
definitive statement of employees' entitlement.  

 
 
2 SCOPE & APPLICATION OF THE POLICY 
 
2.1 The Policy Parental Leave Policy on The Birth or Adoption of a Child applies to all Joint Board 

employees. 
 
2.2 The terms of the Policy will apply to employees on an individual basis unless otherwise stated.  

Part-time employees will have the same leave entitlements applied on a pro-rata.  
 
2.3 Entitlement to Statutory Maternity, Adoption or Paternity payments will be dependent on an 

employee having average earnings above the Lower Earnings Limit for National Insurance 
Contributions. 

 
2.4 It is an overriding principle that, in considering applications for leave under this Policy, the 

needs of the Joint Board’s services are given due priority.  Accordingly, employees should give 
as much notice of an application for leave as is reasonably practicable and wherever possible 
be prepared to change appointment dates/times to assist in meeting the requirements of the 
service.   

 
 
3. MATERNITY LEAVE AND PAY 
 
3.1 The provisions in this section apply to all employees of LVJB. 
 

Antenatal Care 
 
3.2 If you are pregnant, you have the right to reasonable, paid time off to attend ante-natal care.  

Your manager will ask you to produce evidence of appointments before they approve the time 
off. 

 
Summary of Arrangements  

 
3.3 The conditions relating to maternity leave and pay are set out in Appendix 2  
 
3.4 If you have less than 26 weeks’ continuous service at the beginning of the 15th week before 

the EWC, you have no entitlement to maternity pay.  However, you might be entitled to 
Maternity Allowance through the Department of Work and Pensions. 

  



 
 
3.5 Maternity pay is given on the understanding that you will return to work with Lothian Valuation 

Joint Board for a minimum of 3 months after your maternity leave has ended.   
 

(i) If you do not intend to return to work after maternity leave, your maternity pay will be 
restricted to 8 weeks normal pay plus any entitlement to SMP. 

 
(ii) If you are not sure if you are going to return to work, you can choose to receive 8 weeks 

normal pay and defer payment of any remaining entitlement until a later date. 
 
(iii) If you intend to return to work and then change your mind and do not return to work for at 

least the 3-month period, you will have to pay back the equivalent of 6 weeks’ maternity 
pay, issued at normal pay less any SMP paid.  Any period of sickness absence during this 
time does not count towards the three-month total. 

 
 Notification and Certification Requirements  
 
3.7 You should let your Head of Service/HR Manager know as soon as possible of your EWC and 

your plans for taking time off. 
 
3.8 To qualify for maternity leave and pay you must do the following at least 15* weeks before the 

EWC (or as soon as is reasonably practicable): 
 

(a) tell your line manager in writing that you are pregnant, noting: 
 

(i) the EWC; and 
 
(ii) the date you want to start your maternity leave 

 
(b) produce a certificate from your doctor or midwife, stating EWC. 

 
3.9 Once you have given your line manager your notice, the Human Resource Manager will reply to 

you in writing within 28 days of receipt.  Their letter will confirm the latest date that you must 
return to work by, if you take your full entitlement. 

 
3.10 If you change your mind about the date you want to start your leave, you will need to give your 

line manager 28 days’ notice of your new start date, in writing, where this is reasonably 
practicable. 

 
 Start of Maternity Leave 
 
3.11 Maternity leave can start on any day of the week but no earlier than 11 weeks before the EWC 

or from the date of childbirth. 
 
3.12 If you are absent from work with a pregnancy-related illness during the 4 weeks before the 

EWC, your maternity leave will start automatically. 
 
 Compulsory Maternity Leave 
 
3.13 You must take maternity leave for a minimum of two weeks, starting on the date your child is 

born. 
 
 Transfer or Suspension on Health and Safety Grounds 
 
3.14 If you are pregnant or have recently given birth, or are breastfeeding and you cannot carry out 

your normal duties because a health and safety risk has been identified, you must be offered 
suitable alternative work and transferred to that post, if it is suitable to do so.  If no suitable 
alternative work is available, then you will not be required to work but will continue to be paid 



 
your normal pay ie you will be suspended on health and safety grounds.  Your suspension will 
last until either alternative work is found or your maternity leave starts. 

 
  
 

Return to Work at end of Maternity Leave  
 
3.15 The provisions relating to returning from maternity and adoption leave and pay are set out in 

Appendix 4. 
 
3.16 When you return to work, you have the right to return to the post you were doing before you 

went on maternity leave.  This means on the same contract of employment and on terms that 
are no less favourable 

 
3.17 If you cannot return to your previous job because your post has been made redundant or 

because there has been an organisational review that has changed your original job, then you 
are entitled to be offered a suitable alternative post, where a vacancy exists. 

 
 Return to Work when Employee Left at Start of Maternity Leave 
 
3.18 If you decide not to return to work after your maternity leave ended but your child dies, then you 

are entitled to return to work provided: 
 

(i) we have a suitable vacancy (not necessarily the same post at the same grade and salary); 
 
(ii) you provide a doctor's statement saying that you are medically fit to return to work and 
 
(iii) you give us notice as set out in Appendix 4. 

 
3.19 In these circumstances, we would expect that you would return to work no later than the date on 

which your maternity leave entitlement would have ended had the baby lived. 
 
 Maintaining Contact during Maternity Leave 
 
3.20 You and your line manager should maintain reasonable contact during your maternity leave.  

This gives the opportunity to discuss your return to work plans, any job vacancies, development 
opportunities or significant workplace developments and helps keep you updated during your 
absence. 

 
3.21 You and your manager should discuss and agree mutually suitable contact arrangements 

before you start your maternity leave.  This should cover the frequency of contact and how you 
will maintain contact with each other (eg office visits, home visits, by telephone, letter, e-mail 
etc.).  You can amend these if your circumstances change. 

 
3.22 This sort of contact during maternity leave is not considered to be work and does not count 

towards your 10 Keeping in Touch (KIT) Days. 
 
 Breastfeeding Mothers Returning to Work 
 
3.23 If you are breastfeeding your child, you may want to continue to do so once you return to work.  

If you do, you are entitled to the following up to your child’s first birthday: 
 

(a) paid time off and access to a private room or area (this cannot be a toilet) so that you can 
express breast milk; 

 
(b) a refrigerator to store your expressed milk; and/or 
 
(c) unpaid time off during normal working hours to breastfeed your baby, if it is being cared 

for somewhere within close proximity to your normal place of work. 



 
 
3.24 A Maternity Information Pack is available from the Human Resource Manager or you can 

download from LVJB’s Intranet. 
 
 
4. ADOPTION LEAVE AND PAY 
 
4.1 If you adopt a child, you may be entitled to Adoption Leave.  If you are part of a couple who are 

adopting a child together, one of you may be entitled to Adoption Leave and the other may be 
entitled to Adoption Support Leave.  You will have to decide which of you takes which type of 
leave. 

 
4.2 The selection process for becoming adoptive parents involves a number of assessment visits at 

home, which prospective parents must attend.  We will grant reasonable paid leave to 
prospective adoptive parents to attend such meetings, provided you give us reasonable notice 
and are able to produce evidence that these meetings are taking place, such as appointment 
letters or letters from the adoption agency. 

 
Summary of Arrangements 

 
4.3   The conditions relating to adoption leave and pay are set out in Appendix 2  
 
4.4 Adoption pay is made on the understanding that you will return to work for at least 3 months 

when your adoption leave ends.  If you do not return to work for the 3-month period, you will 
have to pay back the equivalent of 6 weeks’ adoption pay, issued at normal pay less any 
Statutory Adoption Pay paid. 

 
4.5 If you are adopting more than one child at the same time as part of the same adoption eg  

siblings, you will only get one period of adoption leave. 
 
4.6 You will not get adoption leave if the child is already living with you, for instance, if you are 

adopting your partner’s child or children. 
 
4.7 If the child's placement ends for any reason while you are on adoption leave, then you can 

continue your adoption leave for up to 8 weeks after the placement ends. 
 
 Notification and Certification 
 
4.8 To qualify for adoption leave and pay, you need to do the following within 7 days of being 

notified by the adoption agency that you are being matched with a child: 
 

(a) notify the Joint Board, in writing, of the date you expect the placement to begin and the 
date you intend to start your adoption leave; 

 
(b) provide the adoption certificate you get from your adoption agency to the Human 

Resource Manager – you may not get this immediately but you will need to provide it as 
soon as you get it. 

 
4.9 When you have let the Board know the date your adoption leave is likely to start, the Human 

Resource Manager will write to you within 28 days of getting your notification.  In this letter, you 
will receive confirmation of the latest date when you can return to work if you take your full 
entitlement to adoption leave. 

 
4.10 If you need to change the date you want to start your adoption leave, you will need to give the 

Board 28 days' notice in writing, where that is reasonably practicable. 
  

https://orb.edinburgh.gov.uk/downloads/file/3235/maternity_information_pack_all_staff_other_than_teachers


 
 
 Return to Work at End of Adoption Leave 
 
4.11 The provisions relating to returning from adoption leave are set out in Appendix 4. 
 
4.12 If you want to return to work before the end of your full entitlement, then you must let the Board 

know when you want to return at least 28 days before the date you want to return.  If you do not 
give the right amount of notice, then the Board can postpone your return to work for up to 21 
days, though no later than the end of your full adoption leave period. 

 
 Maintaining Contact during Adoption Leave 
 
4.13 You and your manager should maintain reasonable contact during your adoption leave.  This 

gives the opportunity to discuss your return to work plans, any job vacancies, development 
opportunities or significant workplace developments and helps keep you updated during your 
absence. 

 
4.14 You and your manager should discuss and agree mutually suitable contact arrangements 

before you start your adoption leave.  This should cover the frequency of contact, how you will 
contact each other (eg office visits, home visits, by telephone, letter, e-mail etc.).  You can 
amend these if your circumstances change. 

 
4.15 Reasonable contact during the Adoption Leave period does not constitute work and would not 

counts towards the 10 Keeping in Touch Days (see below). 
 
 
5. MATERNITY AND ADOPTION SUPPORT LEAVE AND PAY 
 
 Before birth 
 
5.1 If you are the child’s father or the partner or nominated carer of the expectant mother (see 

Definitions - Appendix_1), you are entitled to paid time off to accompany the pregnant woman to 
up to three ante-natal appointments.  Leave is subject to reasonable notice being given and the 
production of evidence that the appointments are taking place, as well as being subject to the 
needs of the service.  

  
 Before adoption 
 
5.2 If you are adopting a child, you are entitled to a maximum of 3 working days’ paid leave to allow 

you to attend the meetings required as part of the adoption process.  Leave is subject to 
reasonable notice being given and the production of evidence of meetings that both prospective 
parents must attend, as well as being subject to the needs of the service. 

 
 Maternity and Adoption Support Leave Arrangements 
 
5.3 Maternity and Adoption Support Leave is granted at the time of birth or adoption to an employee 

who meets the definitions at 6.1.  It allows you to: 
 

(a) care for the child; and/or 
 
(b) support the mother or the adopter. 

 
5.4 You can only get one period of leave, whether more than one child is placed for adoption at the 

same time or there is a multiple birth. 
 
5.5 If you take Maternity and Adoption Support Leave, you must take either one whole week or a 

single two-week block.  You cannot take two separate weeks.  You have to take the leave within 
56 days (8 weeks) of the baby's birth or placement.  If the baby is born or placed early, you 
have to take the leave with 56 days of the start of the EWC. 



 
 
5.6 The conditions relating to maternity and adoption leave and pay are set out in Appendix 2.  You 

will not get maternity/adoption support leave or pay if you are already getting maternity leave 
and pay or adoption leave and pay or shared parental leave and pay. 

 
5.7 To qualify for the leave, you have to inform your line manager of the following, in writing, by the 

15th week before the child is expected, or as soon as is reasonably practicable: 
 

(a) the week the child is expected to be born or placed; 
 
(b) whether you are going to take 1 week or 2 weeks’ leave; 
 
(c) the date you are going to start your leave; 
 
(d) that you will be supporting the mother or adopter; 
 
(e) that the child is under 18, in the case of adoptions. 

 
5.9 If you need to change the date that you had intended to start your leave, you will need to give 

the Board 28 days’ notice, in writing, where this is reasonably practicable.  You will also need to 
confirm whether you are taking one week or two weeks. 

 
 
6. SHARED PARENTAL LEAVE 
 
6.1 Shared Parental Leave (SPL) is available to all eligible parents of children due to be born or 

expected to be placed for adoption on or after 5 April 2015.  If eligible, the mother would end her 
maternity leave (or the main adopter would end their adoption leave) early and opt instead to 
share parental leave with the child's father or with her partner.  It is up to them how they want to 
divide their SPL and any entitlement to Shared Parental Pay (ShPP). 

 
6.2 Shared Parental Leave is an option and is not compulsory.  If you do not want to opt for SPL, 

you can still take your normal maternity and adoption leave entitlement. 
 
6.3 You can take shared parental leave (SPL) if: 
 

(i) you are the mother or adopter of a child; or 
 
(ii) you are either: 

 

 the father of the child (in the case of birth); or 

 the spouse, civil partner or partner of the child’s mother or the child’s adopter. 
 

Eligibility 
 
6.4 To be eligible for SPL both parents must meet the following criteria: 
 

 They must both have been continuously employed for at least 26 weeks by the end of the 
15th week before the EWC; 

 
 They must still be employed until the week before any period of SPL starts; 
 
 They will have the main responsibility for caring for the child; 
 
 The mother is entitled to statutory maternity leave; 
 
 The mother has stopped her entitlement to maternity leave or has returned to work; 

  



 
 
 They have provided their employers with notice of entitlement and intention to take SPL; 
 
 They have provided evidence of the birth or adoption within 14 days of being asked; 
 
 They have given LVJB the correct period of leave notice. 

 
6.5 If you are considering taking SPL, you should speak to your line manager as soon as you can to 

talk about your plans for leave, in case there are any difficulties in trying to accommodate them. 
 
6.6 When you give your line manager notification of your entitlement to take SPL, they will arrange 

an informal discussion with you at that point, to talk about your intentions, especially if you have 
not talked to them about your plans before. 

 
6.7 Even though any such meeting is informal and there is no statutory right to be accompanied you 

may be accompanied by a workplace colleague or trade union representative if you choose,  
 
Note: This right is applicable where one or both partners sharing the leave is employed by LVJB.   

This means that partners of women who are not LVJB employees may make a request for SPL.  
See sections 6.17 to 6.23 for further information. 

 
6.8 SPL will also be available to fathers if the mother works but does not qualify for statutory 

maternity leave.  This may be the case if she is self-employed. 
 

Shared Parental Leave Arrangements 
 
6.9 The conditions relating to Shared Parental Leave (SPL) and Pay are set out in Appendix 5 (all 

staff). 

 

6.10  The mother must take the first two weeks after a birth as compulsory maternity leave.  Periods 

of SPL can overlap so parents can take SPL at the same time or separately and the father can 

take SPL at any time, including during the first two weeks after the child’s birth. 

 

Shared Parental Pay (ShPP)  

 

6.11 The number of weeks that you can receive ShPP will depend on how many weeks the mother 

takes as maternity leave. It can be paid for a maximum of 37 weeks if: 

 

 you have an average weekly wage for the eight weeks up to and including the 15th week 

before the EWC/matching date that is not less than the lower earnings limit for national 

insurance contributions;  

 

 you must continue to be employed by us until at least the first week of ShPP; 

 

 you need to give proper notice in line with this policy. 

 
Continuous SPL 

 
6.12 Continuous SPL is where you plan to take only one period of SPL.  We cannot refuse a request 

for continuous SPL, provided you meet the eligibility criteria stated above. 
 
6.13 The total number of weeks you can take as continuous SPL is the total number of weeks still 

available, once the mother has returned to work or has confirmed the date on which she will 
return to work.  The total will be noted in your notice of entitlement. 

  



 
 

Discontinuous SPL 
 
6.14 Discontinuous SPL is where you take up to three separate periods of SPL but return to work for 

a short time after each period of leave.  There is no statutory obligation to agree requests for 
discontinuous SPL and agreement is at your manager’s discretion. 

 
6.15 Where you submit notice for discontinuous SPL leave, your manager will do one of the following 

within two weeks of getting your notice: 
 

 agree your request and confirm that in writing to you; or 
 
 meet with you to propose alternative dates; or 
 
 refuse the leave without proposing alternative dates. 

 
6.16 If you meet and cannot agree on alternative dates then you can either withdraw the request for 

SPL entirely or take the total amount of leave requested as one continuous period of leave.  If 
you choose the latter, your SPL will start on the date you asked the discontinuous leave to start, 
provided you have given at least eight weeks’ notice to your line manager. 

 
Requesting SPL and Notice Periods 

 
6.17 If you want to take SPL, three things need to happen: 
 

(i) the mother needs to bring her maternity or adoption leave to an end; 
 
(ii) you need to let your line manager know that you are entitled to SPL, confirming your 

entitlement and how much you intend to take; 
 
(iii) you and your line manager need to agree your SPL dates. 

 
6.18 To satisfy para 6.17 as above you require to complete an SPL form, which is available from the 

Human Resource Manager or online.  In it, you will: 
 

(i) give notice that you have ended or will end your maternity or adoption leave (or that the 
mother has done so or will do so); 

 
(ii) tell us what your entitlement is; 

 
(iii) tell us the dates that you would like to take SPL. 

 
You should send this form to the Human Resource Manager as soon as possible and at least 8 
weeks before the date you want to start SPL. 

 
6.19 The form asks you for the following information: 
 

 the names and national insurance numbers of both parents; 
 
 the start and end dates of the mother’s statutory maternity leave and pay (either 

contractual, SMP or MA); 
 
 how much SMP or MA the mother will have received before SPL starts (if she’s entitled to 

any); 
 
 the EWC or the child’s date of birth, if you are giving notice after the birth; 
 
 the total amount of SPL and ShPP available; 
 



 
 confirmation that the leave is being shared with someone who has joint childcare 

responsibilities with the person applying; 
 
 confirmation that, if they are not the mother/adopter, they’re either the father of the child or 

the spouse, civil partner or partner of the mother/adopter,  
 
 an indication of how much SPL and ShPP each partner intends to take with the proposed 

start and end dates;  
 
 confirmation that: 

 
- both parents satisfy the eligibility criteria; 
 
- that the information given is accurate;  
 
- that you will notify your manager if either you or your partner stops meeting the 

eligibility criteria for SPL and ShPP. 
 
6.20 If you give notice before the birth, you can change that any time before the end of the sixth 

week after the date of birth.  This allows you to change your plans if there are any 
complications or changes in your circumstances after the birth of the child. If you are giving 
notice before your child is born or placed, then you can ask for a start date any number of days 
after the child is born. 

 
6.21 You can vary or cancel an agreed and booked period of SPL, provided you give your line 

manager at least eight weeks’ notice before you want the change to start.  Up to 8 weeks or 
more before the date you intend to start SPL there is no limit on the number of times you can 
vary your SPL arrangements.  However, once you are within 8 weeks of starting SPL, you 
can only request a maximum of three variations and these must be given at least 8 weeks 
before start date of the requested change. 

 
6.22 A variation will not count towards the total of three if: 
 

(i) the child is born early; or 
 
(ii) LVJB asks you to change your dates and you agree for your variations are agreed, the 

Human Resource Manager will confirm that to you in writing within 14 days of receipt. 
 
 Contact during SPL 
 
6.23 Your line manager will discuss arrangements for keeping in touch with you before you start your 

SPL.  LVJB reserves the right in any event to maintain reasonable contact with all employees 
from time to time SPL.  This may be to discuss plans to return to work, to ensure employees are 
aware of any possible promotion opportunities, to discuss any special arrangements to be made 
or training to be given to ease their return to work or simply to update them on developments at 
work during their absence. 

 
 Return to Work Arrangements 
 
6.24 The conditions relating to returning from Shared Parental Leave are set out in Appendix 6. 
 
6.25 You will be expected to return to work on the next working day after the end date you agreed 

with your line manager, unless you notify us otherwise.  If you are sick on that day, you must 
report this in line with LVJB’s sickness absence reporting procedure.  If you do not return on the 
agreed date without prior authorisation, your absence will be treated as unauthorised absence. 

  



 
 
6.26 If you want to return to work earlier than agreed, you will need to give us at least eight weeks’ 

notice of your proposed return date.  This will count as one of your three notifications.  If you 
have already used your three notifications to book or vary leave, then we do not have to accept 
your notice to return early.  However, if your line manager feels that it is reasonably practicable 
to do so, they can agree. 

 
 
7. KEEPING IN TOUCH (KIT) & SHARED PARENTAL LEAVE IN TOUCH (SPLIT) DAYS 
 
7.1 You can work up to 10 KIT days if you decide to take maternity or adoption leave. 
 
7.2 If you opt to take Shared Parental Leave (SPL), you are entitled to take up to 20 SPLIT days 

during your period of SPL.  This means that if you are the mother of the child, or the main 
adopter, and you take shared parental leave, you are entitled to up to 10 KIT days plus 20 
SPLIT days.  Note that you have to take any KIT days during your period of maternity leave ie 
before you take any SPL. 

 
7.3 Taking KIT or SPLIT days does not bring maternity, adoption or shared parental leave to an end 

and nor does it extend it.  You can use the days in a single block of 10 days (or 20 for SPL) or 
use them separately for any work-related activity that helps keep you informed and involved 
with the workplace.  This could be coming in to do your normal job, working on a project, 
shadowing a colleague, attending team meetings or taking parting training or development. 

 
7.4 You do not have to take any KIT or SPLIT days.  Your line manager cannot insist you do any 

work during maternity, adoption or shared parental leave and you cannot insist on being given 
work to do.  You and your line manager should discuss and agree whether you are going to 
take any KIT or SPLIT days, what you will do on those days and agree the dates before you 
start your maternity, adoption or shared parental leave. 

 
7.5 You will be paid at your normal rate for any KIT or SPLIT days you work, pro-rata for any part 

days worked.  Pay for KIT and SPLIT days is inclusive of any Statutory Maternity Pay or 
Statutory Adoption Pay. 

 
7.6 If your manager agrees, you can use SPLIT days to work part of a week during SPL.  You can 

also use SPLIT days as a phased return to work towards the end of a period of SPL or to trial a 
possible flexible working pattern. 

 
 
8 CONTRACTUAL ISSUES 
 
 Maternity Leave  
 
8.1 Maternity Leave is not treated as sick leave and will not be counted towards sickness absence. 
 
8.2 Your time on maternity leave counts towards continuous service with LVJB. 
 
8.3 Your contractual terms and conditions of service are preserved, with the exception of pay ie you 

are paid whatever you are entitled to under LVJB’s Maternity Pay scheme rather than your 
normal salary. 

 
8.4 You will continue to accrue contractual annual leave and public holidays during your maternity 

leave.  You must agree with your manager how you want to use the leave you have accrued.  If 
you are going on an employment break after your maternity leave, you will have to use all your 
accrued leave before you start your employment break. 

  



 
 
 Adoption Leave 
 
8.5 The above advice will similarly apply to employees who take adoption leave. 
 
 Shared Parental Leave 
 
8.6 The above advice also applies to employees who take sharing parental leave. 
 
 
9 PENSION ISSUES 
 
9.1 If you are a member of the Local Government Pension Scheme (LVJB’s scheme is Lothian 

Pension Fund) and you qualify for occupational maternity/adoption pay or Statutory Maternity 
Pay, you will continue making pension contributions from whatever pay you get.  If you then go 
to a period of unpaid the maternity/adoption/shared parental leave, then you will have to decide 
if you want to continue to pay pension contributions.  When you return to work, you have 30 
days from the date of your return to decide if you want pay the extra contributions. 

 
9.2 If you tell us that you are not returning to work, you also have 30 days from the date that you let 

us know to decide if you want to make the extra payments. 
 
9.3 If you do not pay pension contributions for the unpaid period of your maternity leave, then that 

period will not count as membership of the Local Government Pension Scheme. 
 
9.4 If your unpaid period of leave is for 30 days or less, both you and LVJB have to pay the normal 

pension contributions due.  This happens automatically and it means that a period of leave of 
that length will count as a period of Pension Scheme membership. 

 
 
10 LOCAL AGREEMENT 
 
10.1 This document is a local collective agreement between the Joint Board and Unison the 

recognised Trade Union.  Every effort will be made by both parties to ensure that this document 
will be maintained as a local collective agreement and adjusted by agreement to meet changing 
future needs.  In the event of failure to reach agreement both parties reserve the right to 
terminate this local agreement by giving four months’ notice in writing.  In such circumstances 
the terms of the local agreement will cease to apply to existing and future employees. 
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DEFINITIONS 

 

TERM MEANING 

Adoption Formal adoption of a child newly matched for adoption by an employee who is 
named on the approved adoption agency's matching certificate. 

Childbirth Means the birth of a living child or, after 24 weeks of pregnancy, the birth of a 
child whether living or dead. 

Continuous Service Means continuous service with the Lothian Valuation Joint Board (or its 
predecessors) or any local authority or employer to which the Redundancy 
Payments (Continuity of Employment in Local Government etc.) (Modification) 
Order 1999 (as amended) applies. 

Note: Certain exceptions apply for "Red Book" employees returning to local 
government service following a break for maternity reasons provided the break 
does not exceed 8 years and that no paid employment has intervened. 

Expected week of  

childbirth (EWC) 

"Week" in this context means the period of 7 days, beginning at 0000 hours on 
Sunday, in which the birth is expected to take place. 

Maternity Allowance (MA) A benefit paid to pregnant women who usually work but do not qualify for SMP. 

Nominated Carer A person nominated by the mother or adopter to assist in the care of the child 
and to provide support to the mother or adopter at or around the time of the 
birth or adoption placement. 

Parent Is a child’s mother, father, guardian, foster carer or some other person with 
parental responsibility. 

Qualifying week The 15
th
 week before the week in which the maternity certificate indicates that 

the baby is due. 

Shared Parental Leave (SPL) Leave which entitles eligible mothers, fathers, partners and adopters to choose 
how to share time off work after their child is born or placed for adoption.  It can 
be taken once the mother or main adopter has given notice that they are 
bringing their maternity or adoption leave to an end. 

Shared Parental Pay (ShPP) A legal entitlement to an amount of pay set annually by the Government that is 
made to parents who take shared parental leave.  It is available for a maximum 
of 39 weeks, offset against the number of weeks of maternity or adoption leave 
taken. 

Statutory Adoption Pay (SAP) A legal entitlement to an amount of pay set annually by the Government that is 
made to employees or former employees who adopt a child. 

Statutory Maternity Pay (SMP) A legal entitlement to an amount of pay set annually by the Government that is 
made to female employees or former employees who have had or are about to 
have a baby. 

Statutory Paternity Pay (SPP) A legal entitlement to an amount of pay set annually by the Government that is 
made to male employees or former employees who are absent on paternity 
leave. 

Week’s pay If your pay does not change with the amount of work done over the period, a 
week’s pay is the amount the LVJB pays the employee under their contract of 
employment for working their normal hours in a week. 

Where there are no normal working hours, a week’s pay is the average pay 
over the 12 weeks before the date on which the last complete week ended, 
excluding any week where the employee did not get any pay. 
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MATERNITY AND ADOPTION BENEFITS 
 

 Statutory  
Entitlement 

Eligibility 
Requirement 

LVJB  
Enhancement 

Eligibility 
Requirement 

Maternity  
Leave 

Up to 52 weeks – can 

start 11 weeks before 
EWC. 

No minimum service 
but must be in 
employment. 

Up to 63 weeks – can start 

11 weeks before EWC. 
Employed for 26 
weeks continuously 
up to 15 weeks before 
EWC. 

Maternity  
Pay 

6 weeks @ 90% of 

normal pay plus up to 33 
weeks pay at SMP rate or 
90% of normal salary 
whichever is lowest. 

 

Total 39 weeks’ pay. 

Employed for 26 
weeks continuously up 
to 15 weeks before 
EWC. 

14 weeks* @ normal pay 

plus up to 25 weeks @ 
SMP rate or 90% of normal 
salary whichever is lowest. 

 

Total 39 weeks’ pay 

 

*reduced to 8 weeks if you 
do not return to work for at 
least 3 months after end of 
maternity leave period. 
 

Employed for 26 
weeks continuously 
up to 15 weeks before 
EWC. 

Adoption  
Leave 

Up to 52 weeks – can 
start 11 weeks before 
EWC. 
 

No minimum but must 
be in employment. 

No enhancement to 
statutory entitlement. 

N/A 

Adoption  
Pay 

39 weeks pay at SMP 
rate or 90% of normal 
salary whichever is 
lowest. 

Employed for 26 
weeks continuously up 
to date notified of 
match. 

14 weeks* @ normal pay 

plus up to 25 weeks @ 
SMP rate or 90% of normal 
salary whichever is lowest. 

 

Total 39 weeks’ pay 

 

*reduced to 8 weeks if you 
do not return to work for at 
least 3 months after end of 
maternity leave period. 
 

Employed for 26 
weeks continuously 
up to 15 weeks before 
EWC. 

Maternity/ 
Adoption  
Support Leave 
and Pay 

1 or 2 weeks @ SMP rate 
or 90% of normal salary 
whichever is lowest. 

 

1. Employed for 26 
weeks 
continuously up 
to 15 weeks 
before EWC; or 

date notified of 
match. 

2. You must be the 
father, the 
husband or 
partner of the 
mother or adopter 
or the child’s 
adopter. 

1 week @ normal pay plus 
1 week @ SMP rate 

1. Employed for 26 
weeks 
continuously up to 
15 weeks before 
EWC; or date 

notified of match. 
2. You are child’s 

father or the 
mother’s partner; 
and 

3.  You have or 
expect to have 
responsibility for 
the upbringing of 
the child. 

 

1 week @ normal pay plus 
up to 1 week unpaid leave. 

Employed for less 
than 26 weeks. 
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RETURNING FROM MATERNITY AND ADOPTION LEAVE 
 

 Statutory Entitlement Eligibility LVJB Enhancement Eligibility 

Return from 
Maternity 
Leave 

NOTICE 

1. If you return after taking your full 
entitlement to maternity leave, 
you do not need to give notice of 
your return.   

 

2. If you want to return to work 
before the end of your full 
entitlement, you need to give 
your manager 28 days’ notice.  
If you do not, your return may be 
postponed by your manager as 
follows: 

 

- By up to 7 days If you were 
entitled to 52 weeks leave 

- By up to 21 days, if you 
were entitled to 63 weeks 
leave. 

 

3. If you take up to 26 weeks’ 
leave you can return to the 
same job; 

 

4. If you take more than 26 weeks’ 
leave, you have the right to 
return to the same or a similar 
job. 

 

 

Employed for  
26 weeks 
continuously up to 
15 weeks before 
EWC 

 

 

1. You have the right to 
return to the same job 
you were doing before 
you went on maternity 
leave. 

 

2. If your job has changed 
/does not exist on your 
return, you are entitled 
to be offered a suitable 
alternative post if one 
exists. 

 

 

As for statutory 
entitlement –see 
column 2. 

Return from 
Adoption 
Leave 

1. If you return after taking your full 
entitlement to maternity leave, 
you do not need to give notice.   

 

2. If you want to return to work 
before the end of your full 
entitlement, you need to give 
your manager 28 days’ notice. 

 

3. If you do not, your return may be 
postponed by you by up to 21 
days. 

 

4. If you take up to 26 weeks’ 
leave you can return to the 
same job. 

 

5. If you take more than 26 weeks’ 
leave, you have the right to 
return to the same or a similar 
job 

 

Employed for  
26 weeks 
continuously up to 
15 weeks before 
EWC 

1. You have the right to 
return to the same job 
you were doing before 
you went on maternity 
leave. 

 

2. If your job has 
changed/does not exist 
on your return, you are 
entitled to be offered a 
suitable alternative post 
if one exists. 
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SHARED PARENTAL LEAVE AND PAY BENEFITS 
 

 Statutory Entitlement Eligibility 

Shared Parental Leave 1. Up to 50 weeks to be taken before the 
child’s first birthday OR before the first 

anniversary of the child’s placement; 

 

2. Minimum period is one week; 

 

3. Can be taken in one single block or up 
to three separate blocks; 

 

4. Can start on any day of the week. 

1. Both parents to have been continuously 
employed for at least 26 weeks by the end of 
the 15

th
 week before EWC; 

 

2. Mother must be entitled to statutory maternity 
leave OR the main adopter must be entitled 

to statutory adoption leave; 

 

3. Mother must have stopped her maternity 
leave or agreed to end it OR the main 

adopter must have stopped their adoption 
leave or agreed to end it; 

 

4. Employee must have given at least 8 weeks’ 
notice that they want to take SPL. 

 

Shared Parental Pay 1. Up to 37 weeks at the statutory Shared 
Parental Pay (ShPP) rate. 

 

 

As above plus: 

 

1. The mother must be entitled to statutory 
maternity pay OR the main adopter is entitled 

to statutory adoption pay; 

 

2. The mother must have agreed to end her 
entitlement to maternity pay early OR the 

main adopter must have agreed to end their 
entitlement to adoption pay early; 

 

3. You must be looking after the child during the 
weeks you’re getting ShPP; 

 

4. You must continue to be employed by the 
LVJB until at least the first week you get 
ShPP. 
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RETURNING FROM SHARED PARENTAL LEAVE 
 

 Statutory Entitlement Eligibility LVJB Enhancement Eligibility 

Return 

From 

Shared 

Parental 

Leave 

1. If you take 26 weeks or 

less leave (including 

maternity/ adoption/ 

paternity and SPL) you 

have the right to return 

to the same job.   

 

2. If you take more than 26 

weeks leave (including 

maternity/ adoption/ 

paternity and SPL) you 

have the right to return 

to the same job unless it 

is not reasonably 

practicable to do so. 

 

1. Both parents to have been 

continuously employed for at 

least 26 weeks by the end of 

the 15
th

 week before EWC; 

 

2. Mother must be entitled to 

statutory maternity leave OR 

the main adopter must be 

entitled to statutory adoption 

leave; 

 

3. Mother must have stopped 

her maternity leave or 

agreed to end it OR the main 

adopter must have stopped 

their adoption leave or 

agreed to end it; 

 

4. Employee must have given 

at least 8 weeks’ notice that 

they want to take SPL. 

 

1. You have the right to 

return to the same job 

you were doing before 

you went on SPL 

regardless of the length 

of leave, unless it is not 

reasonably practicable to 

do so.  

 

2.  If you cannot return to 

your previous post, then 

you are entitled to be 

offered a suitable 

alternative post, where a 

vacancy exists. 

 

As for 

statutory 

entitlement –

see column 

2. 

 
 




