


To apply for Statutory Additional Paternity Leave and Pay – Feb 2011

An employee who wants to take additional time off work to look after their baby may be entitled to Additional Paternity Leave (APL), if the mother of the baby is entitled to Statutory Maternity Pay (SMP) or Maternity Allowance (MA).  Full guidance is available on the staff web pages. 

To apply an employee and the child’s mother must sign a declaration in the form of a self certificate, available at http://www.hmrc.gov.uk/forms/sc7.pdf and give this to the University, specifying that he/she:

· is the father of the child, or a spouse, partner or civil partner of the baby’s mother who is not the baby’s father
· has or expects to have main responsibility for the upbringing of the child (apart from the mother), and 
· intends to care for the child during the Additional Statutory Paternity Pay (ASPP) and leave period
· has been continuously employed by the same employer for at least 26 weeks ending with the 15th week before the week the baby is due, and
· will continue to be employed by the same employer up to the start of his/her period of ASPP or APL, and 

The University will also require:
· A copy of the child’s birth certificate
· The name and business address of the mother’s employer (or if self employed, her business address)
Please note:
· An employee who wishes to request additional paternity leave and pay must give his/her department manager eight weeks’ written notice of the date on which he/she wishes to commence the leave.
· The earliest an employee’s ASPP and/or APL can start is 20 weeks after the child is born
· An employee cannot start his/her ASPP and or APL before the mother of the child has returned to work
· APL has to be taken in complete continuous weeks
· An employee can apply to take a minimum of 2 weeks and a maximum of 26 weeks
· If an employee wants to change the date of their ASPP and APL they need to give at least six weeks’ notice before the original start date or the new start date, whichever is earlier.

Help and Advice
If you experience any problems downloading this form or have any queries regarding Paternity Leave and Pay, please contact the Personnel Department for assistance.
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