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Mission Statement 
All policies are written in line with our Trust Mission statement: 
 

“Inspired by faith through love, friendship and joy.” 

We embrace the teachings of Jesus Christ, infusing every aspect of our trust with love. Our 
pupils, families, and staff are encouraged to show compassion, kindness, and respect to one 
another, creating nurturing environments where everyone feels valued and loved. We foster 
a deep sense of love for God, self, and others, empowering our pupils to make positive 
contributions to society. 

We recognise the importance of relationships and the power of friendship in shaping lives. 
Our schools foster an atmosphere of genuine fellowship, where pupils form deep connections 
with their peers, teachers, and the wider community. We promote inclusivity, understanding, 
and empathy, cultivating an environment where diversity is embraced and friendships are 
built on mutual respect. Our pupils learn the value of teamwork, cooperation, and service, as 
they become compassionate leaders who forge lasting friendships rooted in faith. 

We believe that joy is a reflection of God's presence in our lives. Our schools are places where 
joy abounds, where pupils are encouraged to find joy in learning, discovering their talents, 
and building meaningful relationships. Through engaging and innovative teaching, we inspire 
a lifelong love of learning, instilling in our students a sense of wonder and curiosity about the 
world around them. We celebrate achievements, milestones, and special moments, ensuring 
that joy permeates our school communities. 
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Change Control 
 

Version Date Author Changes  

1.2 24/04/2026 HR Manager Updated with new day one right to request 

legislation 

1.1 July 2024 HR Manager Updated onto new template and new legislation 

added 

1.0 April 2023 HR Assistant Newly created policy and procedure 

 
 

 



 
 

3 | P a g e  
Trust Paternity and Nominated Carer Policy & Procedure 2026 

Contents 
Mission Statement .................................................................................................................... 1 

Change Control .......................................................................................................................... 2 

1. Introduction ..................................................................................................................... 4 

2. Scope ................................................................................................................................ 4 

3. Data Protection ................................................................................................................ 4 

4. Responsibilities ................................................................................................................ 4 

4.1 Line Managers ........................................................................................................ 4 

4.2 Employees ............................................................................................................... 5 

5. Antenatal or Adoption Appointments ............................................................................ 5 

6. Paternity and Nominated Carer Leave and Pay.............................................................. 6 

7. Paternity Leave and Pay – Eligibility and Entitlement.................................................... 6 

8. Nominated Carer Leave and Pay – Eligibility and Entitlement ...................................... 7 

9. Notification Requirements .............................................................................................. 8 

10. Pay Eligibility .................................................................................................................... 8 

10.1 Paternity Pay .......................................................................................................... 8 

10.2 Nominated Carer Pay............................................................................................... 8 

11. Further Periods of Paternity or Nominated Carer Leave ............................................... 9 

12. Returning to Work from Paternity or Nominated Carer Leave.................................... 10 

13. Not Returning to Work .................................................................................................. 10 

14. Accessing Shared Parental Leave and Pay .................................................................... 10 

15. Associated Documents .................................................................................................. 10 

16. Monitoring and Review of this Policy ........................................................................... 11 

 

 

 

 

 



 
 

4 | P a g e  
Trust Paternity and Nominated Carer Policy & Procedure 2026 

1. Introduction  

1.1 This document provides information and guidance to managers and employees with regard 
to the Trust’s Paternity and Nominated Carer Policy & Procedure.  

  

2. Scope  

2.1 This Policy & Procedure applies to all Bishop Konstant Catholic Academy Trust employees, 
including teachers and others working in community schools under the direction of a 
Governing Body. 

2.2 Employees that have transferred to the Trust in accordance with TUPE will be subject to 
the statutory provisions reflected within this Policy & Procedure; however, if they have 
retained on transfer, terms and conditions relating to an entitlement to Paternity or 
Nominated Carer Leave and Pay which differs to that contained within this Policy & 
Procedure, then those terms and conditions will continue to apply until any agreement is 
reached with those employees to adopt this Policy & Procedure.  

2.3 Agency workers with continuous service of 12 weeks or more are entitled to the provisions 
for Antenatal and Adoption Appointments as set out in section 4.  

 

3. Data Protection  

3.1 The Trust processes personal information/data collected in the application of this Paternity 
and Nominated Carer Leave Policy & Procedure in accordance with its legal obligations set 
out in the Data Protection Act 2018 and the General Data Protection Regulations 2016, 
which are confirmed within the Trust’s Data Protection Policy.  

3.2 Information/data specifically obtained to address issues raised under this Paternity and 
Nominated Carer Leave Policy & Procedure is held securely and accessed by, and disclosed 
to, individuals only for the purposes of addressing these issues. Inappropriate access or 
disclosure of an employee’s personal information/data constitutes a data breach and 
should be reported in accordance with the Trust’s Data Protection Policy immediately. It 
may also constitute a matter which will be considered in accordance with the Trust’s 
Disciplinary Policy.  

  

4. Responsibilities  

4.1 Line Managers 

a) Must approve requests for Antenatal or Adoption Appointments in accordance with 
the employee’s eligibility;  

b) Must bring this Policy & Procedure to the attention of employees, when aware that 
it might be relevant to their circumstances;  

c) Must update Payroll records to correctly record time off for Antenatal or Adoption 
appointments; 
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d) Must ensure that the Leave Request Form is submitted to their Designated Paternity 
or Carers Leave Contact (DPCLC) in accordance with payroll deadlines to effect the 
start and end of Paternity or Nominated Carer Leave; and  

e) Must ensure that Payroll is notified of changes in circumstances (for example if the 
employee’s Paternity or Nominated Carer Leave start date has changed).  

4.2 Employees   

a) Must comply with the notice and evidence requirements in this Policy & Procedure (see 
section 5);  

b) Should, if they are adopting jointly, consider with their partner at the earliest possible 
stage which of them is to be the Primary Adopter to take advantage of Adoption Leave 
and paid Adoption Appointments and which is to be the Secondary Adopter and take 
Paternity Leave and unpaid Adoption Appointments; and  

c) Should seek advice from their DPCLCS if they have any queries about this Policy & 
Procedure. 

  

5. Antenatal or Adoption Appointments  

5.1 Employees (and agency workers with 12 weeks continuous service) may have time off for 
Antenatal or Adoption Appointments as follows:  

a) The father of an expected child or the partner1 or spouse of an expectant mother may 
have unpaid time off to attend up to 2 Antenatal Appointments  

b) Where a couple are jointly adopting a child through a UK Adoption Agency, one of 
the couple (the Primary Adopter2) may have paid time off to attend up to 5 Adoption 
Appointments that have been arranged by or at the request of the Adoption Agency. 
The other (the Secondary Adopter) may have unpaid time off to attend up to 2 such 
Adoption Appointments. It is important for the couple to consider at this stage which 
of them will be the Primary Adopter and take Adoption Leave and which of them will 
be the Secondary Adopter and take Paternity Leave. This is because the person who 
takes paid time off to attend Adoption Appointments cannot subsequently take 
Paternity Leave; whoever is planning to take Paternity Leave is only entitled to a 
maximum of 2 occasions of unpaid leave for such appointments  

c) Someone having a child through surrogacy arrangements and intending to apply, or 
having already applied with their partner, for a Parental Order in respect of the child 
may have unpaid time off to attend with the surrogate mother up to two Antenatal 
Appointments, if the surrogate mother agrees.  

 
1 partner is defined as a person, whether of a different sex or of the same sex, who lives with the mother or adopter and with the child in 

an enduring family relationship but is not the mother or adopter’s child, parent, grandchild, grandparent, sibling, aunt, uncle, niece or  

nephew  
2 Primary Adopter means in the case of a child adopted by one person, the person by whom the child has been or is to be adopted or, in 

the case where two people adopt the child jointly, whichever of them has elected to be the Primary Adopter for the purposes of taking 

Adoption Leave (the other will be the Secondary Adopter).  
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 5.2 The maximum time off work permitted in respect of each Antenatal or Adoption 
Appointment is 6.5 hours.  

5.3 Employees should provide as much notice as possible of appointment times and, where 
able, make their appointments near the start or end of the day or such other times to 
minimise disruption to service delivery.  

5.4 Appointments (except the initial Antenatal Appointment) must be supported by 
documentation confirming the appointment date and time (and for Adoption 
Appointments that the appointment has been arranged by or at the request of the UK 
Adoption Agency).  

5.5 DPCLC must record absences for Antenatal or Adoption Appointments onto the Payroll 
system as appropriate. It is important that DPCLC selects the appropriate option for this 
according to the circumstances of the adopter – either paid or unpaid leave as described 
above.  

  

6. Paternity and Nominated Carer Leave and Pay  

6.1 The purpose of Paternity Leave is to assist in the care of the child and to provide support 
to the mother, Primary Adopter or Primary Parental Order Parent at or around the time of 
the birth or adoption. Usually this support is provided by the father of the child, Secondary 
Adopter, Secondary Parental Order Parent or the spouse or partner of the mother / Primary 
Adopter / Primary Parental Order Parent.  

6.2 Nominated Carer Leave is intended for any other person providing support to a mother, 
Primary Adopter or Primary Parental Order Parent who is not the father of the child, 
Secondary Adopter, Secondary Parental Order Parent spouse or partner of the mother, 
Primary Adopter or Primary Parental Order Parent, e.g. other family members.  

6.3 Only one person may take Paternity or Nominated Carer Leave to support a mother, 
Primary Adopter or Primary Parental Order Parent around the time of birth or adoption. If 
there are multiple births from the same pregnancy or more than one child is being adopted 
at the same time, only one period of Paternity or Nominated Carer Leave is permitted.  

6.4 Employees are entitled to take Paternity or Nominated Carer Leave following the child's 
date of birth or placement or arrival in the UK. The leave must end within 52 weeks days of 
the date of birth (or due date if the baby is early) or placement or arrival in the UK. 

  

7. Paternity Leave and Pay – Eligibility and Entitlement  

 7.1 To qualify for Paternity Leave and Pay, the employee must be:  

a) the father of the child, or married to or be the partner of the expectant mother; or  

b) the Secondary Adopter or Secondary Parental Order Parent, who would have been 
eligible for Adoption Leave and Pay had they not agreed that their partner would take 
Adoption Leave and Pay; or the spouse or partner of a Main Adopter.  

 7.2 The employee must also:  
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a) be taking time off to care for the child and/or support the mother, Primary Adopter or 
Primary Parental Order Parent;  

b) be an employee of the Trust, as day one rights to request leave now apply from 6th April 
2026 so employees no longer have to have been working for the Trust for at least 26 
weeks by the “qualifying week”3;  

c) have or expect to have the main responsibility, other than the mother, Primary Adopter 
or Primary Parental Order Parent for the upbringing of the child;  

d) provide the necessary notice;  

e) not have already taken Shared Parental Leave in respect of the child or children; and  

f) if applicable, have average weekly earnings in the eight weeks up to and including the 
qualifying week of at least the lower earnings limit for National Insurance (in order to 
qualify for payment of Statutory Paternity Pay (SPP)  in the second week).  

7.3 Employees can choose to take 1 or 2 weeks’ Paternity Leave, if you choose to take 2 weeks, 
you can take them together or separately. 

7.4 An employee’s eligibility for Paternity Leave and Pay is unaffected if the child is stillborn 
after 24 weeks of pregnancy or was born and subsequently died.  

  

8. Nominated Carer Leave and Pay – Eligibility and Entitlement  

8.1 In a situation where there is no eligibility for Paternity Leave or Pay in relation to a child 
or children, there is an option for the expectant mother, Primary Adopter or Primary 
Parental Order Parent to nominate a carer to be their primary provider of support 
(sometimes referred to as maternity support leave). The employee who is nominated as 
the carer must:  

a) be taking time off work to care for the child and/or support the mother,  

b) Primary Adopter or Primary Parental Order Parent; and  

c) have worked for the Academy Trust for at least 26 weeks by the qualifying week  

8.2 Employees will not qualify for Paternity Leave or Nominated Carer Leave and Pay in relation 
to adoptions where the person they are supporting is: 

a) becoming a special guardian or kinship carer; 

b) adopting a family member or stepchild; or 

c) adopting privately, for example without permission from a UK Adoption Agency 

8.3 Nominated Carer Leave is for a maximum period of 1 week.  

8.4 Employees should discuss with their manager the approximate timeframe when they 
intend to take their Paternity or Nominated Carer leave.  

 
3 For Maternity and Parental Order Parents - the qualifying week is the end of the 15th week before the baby is 

due. For Adoption – the qualifying week is the week in which the child is matched to the adopter  
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9. Notification Requirements   

9.1 Employees are required to give notice of their intention to take Paternity or Nominated 
Carer Leave by the appropriate date below:  

• The 15th week before the EWC, unless this is not reasonably practicable, in which case 
notice should be given as soon as reasonably practicable;  

• Within 7 days of the Primary Adopter being notified by the UK Adoption Agency that 
they have been matched with a child, unless this is not reasonably practicable, in 
which case notice should be given as soon as reasonably practicable; or  

• Within 28 days of the Primary Adopter receiving official notification (overseas 
adoptions).  

9.2 Employees are required, as part of the notification process, to complete the Leave Request 
Form and return it to their line manager, stating:  

a) The week the baby is due or when the adopted child is expected to be placed;  

b) If applicable, the date on which the Primary Adopter was notified of having been 
matched with the child;  

c) Whether they intend to take 1 week’s leave, or (for Paternity Leave only) 2 weeks’ 
leave;  

d) When they intend to take their Paternity or Nominated Carer Leave;  

e) That they are taking Paternity or Nominated Carer Leave to care for the child and/or 
support the child’s mother, Primary Adopter or Primary Parental Order Parent;  

f) That they are the father, or married to or the partner of the child’s mother, Primary 
Adopter or Primary Parental Order Parent, or that they have been nominated by the 
mother as their primary provider of support around the time of the birth or adoption;  

g) If applicable, that they expect to have responsibility for the upbringing of the child 
(Paternity Leave only).  

 

10. Pay Eligibility  

10.1 Paternity Pay  

• Week 1: Full pay (offset by any SPP paid)  

• Week 2:  SPP, which is the lower of either 90% of the employee’s average gross weekly 
earnings or standard rate SPP  

10.2 Nominated Carer Pay  

• Week 1:  Full pay  

10.3 In addition, employees are required to complete and return (together with the Leave 
Request Form) one of the following forms available on the www.gov.uk website:  

a) Applying for paternity leave for a birth parent – Form SC3  - Form sc3 - Search - GOV.UK 
(www.gov.uk). 

http://intranet/Staff/family-friendly/Documents/NCL1-Form-Paternity-Nominated-Carer-Leave-Notification.doc
http://www.gov.uk/
http://www.gov.uk/
https://www.gov.uk/search/all?keywords=Form+sc3&order=relevance
https://www.gov.uk/search/all?keywords=Form+sc3&order=relevance
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b) Applying for paternity leave for adoption or intended parent in surrogacy arrangement 
– Form SC4 - Form sc4 - Search - GOV.UK (www.gov.uk). 

c) Applying for paternity leave for overseas adoption – Form SC5 - Form sc5 - Search - 
GOV.UK (www.gov.uk). 

10.4 A Parental Order Parent4 (in surrogacy arrangements) is also required to provide a 
declaration to the effect that they have applied, or intend to apply, for a Parental Order 
within 6 months of the child’s birth.  

10.5 An employee claiming Paternity Leave and Pay who is adopting a child must confirm in 
writing that their partner is claiming Adoption Leave and/or Pay or provide a copy of their 
partner’s Form SC6 -  Form sc6 - Search - GOV.UK (www.gov.uk). 

10.6 DPCLC must submit the Leave Request Form to Payroll giving the Paternity or Nominated 
Carer Leave start date in time for the payroll deadline for the month in which the Leave 
begins. Failure to submit this information in a timely manner may result in incorrect 
payments being made to the employee. Where it is not possible to give advance 
notification of the Paternity or Nominated Carer Leave start date, managers must notify 
Payroll as soon as possible.  

10.7 If an employee wishes to change the start date of their Parental or Nominated Carer Leave 
(and start date of SPP where applicable), they may do so by giving 28 days’ notice, unless 
it is not reasonably practicable to give such notice, in which case the employee must give 
as much notice as possible.  

10.8 DPCLC will enter the Paternity or Nominated Carer Leave onto Payroll. Managers will be 
able to view the absence information on Payroll.  

10.9 Employees who are absent from work due to Paternity or Nominated Carer Leave which 
coincides with a Bank Holiday will receive a compensatory day (pro rata for part time 
workers) for each Bank Holiday that falls during their Paternity or Nominated Carer Leave.  

  

11. Further Periods of Paternity or Nominated Carer Leave  

11.1 The fact that an employee is on Paternity or Nominated Carer Leave does not change their 
rights in relation to further periods of Paternity or Nominated Carer Leave and Pay relating 
to other children. The normal rules for the employee to qualify for Paternity or Nominated 
Carer Leave and Pay will apply.  

11.2 Only one period of Paternity or Nominated Carer Leave is permitted for a multiple birth or 
for any number of children being adopted under one matching certificate.  

 

 
4 See https://www.gov.uk/become-a-childs-legal-parent for information about who can apply and how 

to apply.  

  

https://www.gov.uk/search/all?keywords=Form+sc4&order=relevance
https://www.gov.uk/search/all?keywords=Form+sc5&order=relevance
https://www.gov.uk/search/all?keywords=Form+sc5&order=relevance
https://www.gov.uk/search/all?keywords=Form+sc6&order=relevance
https://www.gov.uk/become-a-childs-legal-parent
https://www.gov.uk/become-a-childs-legal-parent
https://www.gov.uk/become-a-childs-legal-parent
https://www.gov.uk/become-a-childs-legal-parent
https://www.gov.uk/become-a-childs-legal-parent
https://www.gov.uk/become-a-childs-legal-parent
https://www.gov.uk/become-a-childs-legal-parent
https://www.gov.uk/become-a-childs-legal-parent
https://www.gov.uk/become-a-childs-legal-parent
https://www.gov.uk/become-a-childs-legal-parent


 
 

10 | P a g e  
Trust Paternity and Nominated Carer Policy & Procedure 2026 

12. Returning to Work from Paternity or Nominated Carer Leave  

12.1 Employees are entitled to return to work after Paternity or Nominated Carer Leave to the 
job in which they were employed before their Paternity or Nominated Carer Leave.  

12.2 If an employee is unfit to return to work due to medical reasons on the date they were due 
to return to work from Paternity or Nominated Carer Leave, this will still be treated as a 
return to work from Paternity or Nominated Carer Leave. The Trust’s Sickness Absence 
Policy will thereafter apply for that period of sickness absence.  

  

13. Not Returning to Work  

13.1 Where an employee decides that they do not wish to return to work from Paternity or 
Nominated Carer Leave, and would like to resign from their employment, they may do so 
by giving the appropriate contractual notice.  

13.2 DPCLC must then complete the leavers information on Payroll in order that the necessary 
action can be taken on the Payroll system.  

  

14. Accessing Shared Parental Leave and Pay   

14.1 A new mother, Primary Adopter or Primary Parental Order Parent may choose to end their 
Maternity or Adoption Leave early and convert the balance of this leave to Shared Parental 
Leave, provided both partners in the relationship are eligible. This Shared Parental Leave 
can then be shared between the mother, Primary Adopter or Primary Parental Order 
Parent and their partner. It therefore allows an employee taking Paternity Leave the 
opportunity to share in the childcare. Any untaken Statutory Maternity Pay, Statutory 
Adoption Pay or Maternity Allowance can be taken as Statutory Shared Parental Pay 
(subject to eligibility).   

14.2 A new mother, Primary Adopter or Primary Parental Order Parent choosing to end their 
Maternity or Adoption Leave early and convert the balance of this leave to Shared Parental 
Leave must give 8 weeks’ notice of this.  

14.3 Where an employee is considering taking Paternity Leave and Shared Parental Leave, they 
must take their Paternity Leave first. This is because an employee cannot take Paternity 
Leave in respect of a child if they have already taken Shared Parental Leave for that child.  

14.4 For full details see the Trust’s Shared Parental Leave Policy. 

  

15. Associated Documents  

• Trust’s Adoption Policy & Procedure  

• Trust’s Maternity Policy & Procedure  

• Trust’s Shared Parental Leave Policy & Procedure  
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16. Monitoring and Review of this Policy 

16.1 The Trust shall be responsible for reviewing this policy from time to time to ensure that it 
meets legal requirements and reflects best practice. 

 

The Bishop Konstant Catholic Academy Trust is an exempt charity regulated by the Secretary of State for Education.   It is a company limited by 

guarantee registered in England and Wales, company number 08253770, whose registered office is at 

St Wilfrid’s Catholic High School & Sixth Form College, Cutsyke Road, Featherstone WF7 6BD 
 


