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We use some essential cookies to make this website work. We’d like to set additional cookies to understand how you use GOV.UK, remember your settings and improve government services. We also use cookies set by other sites to help us deliver content from their services. You have accepted additional cookies.

You can change your cookie settings at any time. You have rejected additional cookies. You can change your cookie settings at any time. Qualifying employees have a statutory entitlement to take either one or two weeks’ off work as paternity leave. During this period, you may also be eligible for Statutory Paternity Pay (SPP). Employees are required
to make their claim for paternity leave using the relevant paternity leave form. In this guide for expectant fathers, we explain how to notify your employer of your paternity leave request using the paternity leave form, and how the SPP rules work. Are you eligible to claim statutory paternity leave? Employees who take time off work to care for a child,
or support the child’s mother, following birth or adoption may be eligible for statutory paternity leave. To qualify for statutory paternity leave, you must satisfy the following criteria: you must be the biological father of the child, or married to or the partner of the child’s mother, including same-sex partners. have, or expect to have, responsibility for
the upbringing of the child. have been continuously employed for a period not less than 26 weeks by the 15th week before the child is due or, if the child is born before then, would have been continuously employed for this period. continue to work for the same employer up to the child’s birth. Importantly, paternity leave is only available if you are an
employee. Self-employed, agency, freelance or casual workers are not entitled to statutory paternity leave, although they may still qualify for statutory paternity pay. Which paternity leave form should you use? To claim for statutory paternity leave and pay you must notify your employer in writing using the correct paternity leave form. The official UK
government paternity leave form used to be known as the SC3. The latest version of the form can be found on the .gov website. Alternatively, the government guidance advises that if your employer has its own version of a paternity leave form that is different to the SC3, you should use this instead. You should check with your employer or HR
department to confirm which version of the form you need to submit. Your employer may also require you to provide a signed declaration of your family commitment. If so, you will need to expressly state that you are the father of the child, or married to or the partner of the child’s mother, that you have or expect to have responsibility for the
upbringing of the child, and that the purpose of your absence from work is to care for the child or support the child’s mother. This declaration can be included on your paternity leave form. You must provide your employer with acceptable evidence of your entitlement to leave at least 28 days before you intend to take your period of leave. How long is
paternity leave? You are statutorily entitled to either one week or two consecutive weeks’ paternity leave following the child’s birth, to be taken within 56 days following the child’s birth, and not before. You can choose to take one or two whole weeks paternity leave, but not two separate weeks.

Application for Paternity Leave

To,

The Manager,

XYZ Pvt. Ltd. (Company Name)
Jaipur. (City)

Subject: Paternity leave Application for 2 weeks
Sir, Respectfully,

I am [Name] working under you as

[Your Designation]. | am writing this letter to request
you for paternity leave. as you are well aware that my
wife delivered a baby last night.

so i am unable to attend the office due to paternity
responsibility. | humbly request to seek paternity leave
for 2 weeks from [Date] to [Date].

Thanking you,
Your sincerely,
Sagar Roy (your Name)

Jr. Engineer (your designation)

myleaveapplication.com
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We use some essential cookies to make this website work. We’d like to set additional cookies to understand how you use GOV.UK, remember your settings and improve government services. We also use cookies set by other sites to help us deliver content from their services. You have accepted additional cookies. You can change your cookie settings at
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You have rejected additional cookies. You can change your cookie settings at any time. Qualifying employees have a statutory entitlement to take either one or two weeks’ off work as paternity leave. During this period, you may also be eligible for Statutory Paternity Pay (SPP). Employees are required to make their claim for paternity leave using the
relevant paternity leave form. In this guide for expectant fathers, we explain how to notify your employer of your paternity leave request using the paternity leave form, and how the SPP rules work. Are you eligible to claim statutory paternity leave? Employees who take time off work to care for a child, or support the child’s mother, following birth or
adoption may be eligible for statutory paternity leave. To qualify for statutory paternity leave, you must satisfy the following criteria: you must be the biological father of the child, or married to or the partner of the child’s mother, including same-sex partners. have, or expect to have, responsibility for the upbringing of the child. have been
continuously employed for a period not less than 26 weeks by the 15th week before the child is due or, if the child is born before then, would have been continuously employed for this period.
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APPLICATION FOR ADDITIONAL STATUTORY
PATERNITY LEAVE (ASPL)/ ADDITIONAL STATUTORY
PATERNITY PAY (ASPFP) - Becoming an adoptive parent

This form can be made available in large print and afternative formats, where fequired, on
request from the Equal Opporiunities Und, el 02800 873038

Ploase sty completed form fo the Equal Opporunities Unit.  Additional paternity leave
additional paternity pay can only be authorised when the completed form has been
received

Saction 1 - Applicant Arrangemants and Details

| wish 10 commance my ASPL on | [y
1 wish my ASPL 1o end on | (dmmiyyyy)
10 commenca by ASPP* on tadmemiyyyyh

My ASPP is sxpocted o end on 1 (g mmyyyy )
“Ei ASPP will e asstssed by the Universily s salanes office

by the adopbon agency that | (d'mmiyyyy}
hise natehed with & child on |

The child was piaced on {dmmyyyy)

HOLIDAY ENTITLEMENT — Ploase indicate if you wish to add any holiday entitlemant
to the end of your additional patemity leave period.
i wish 10 add days holiday ipave entitiement to the end of my additional patemity

My holday lsave will commence on I (dmmyyyy)
My holdary leave will end on (@dmenyyyy)

42 8 yoar
Head of SchookDepartmant/Unit

| DECLARE THAT | AM ELIGIBLE FOR ADDITIONAL PATERNITY LEAVE | PAY AS
OUTLINED IN THE UNIVERSITY'S PROCEDURE

Staff number

Full name: (PRINT)

Positon: i

School DapartmendUing

Stafl category (9.9, Academic,

Clarical)

Applecand's signature:

Date
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any time. You have rejected additional cookies. You can change your cookie settings at any time. Qualifying employees have a statutory entitlement to take either one or two weeks’ off work as paternity leave. During this period, you may also be eligible for Statutory Paternity Pay (SPP).

Employees are required to make their claim for paternity leave using the relevant paternity leave form. In this guide for expectant fathers, we explain how to notify your employer of your paternity leave request using the paternity leave form, and how the SPP rules work. Are you eligible to claim statutory paternity leave? Employees who take time off
work to care for a child, or support the child’s mother, following birth or adoption may be eligible for statutory paternity leave. To qualify for statutory paternity leave, you must satisfy the following criteria: you must be the biological father of the child, or married to or the partner of the child’s mother, including same-sex partners. have, or expect to
have, responsibility for the upbringing of the child. have been continuously employed for a period not less than 26 weeks by the 15th week before the child is due or, if the child is born before then, would have been continuously employed for this period.
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Form B SCHEDULE XXX
(R.116(2)
TEAUCHERS SERVICE COMMISSION
Telephone: THE TSC HOUSE

+254-020- 289200007 22-208-552

KILIMANJARO ROAD

Emuail: fnfo@ tse.gn ke UPPFER HILL
Website: hiipiwww ter.goke PRIVATE BAG 00100
MAIROBL KENY A
School Address
To:

TheSub County Director Sub- County
Thro'

The Head of Institution

PO, Box

PART I{To be completed by applicani)
I (Mr.)
1o apply for Paternity leave for the period _ _to

TSC N wish

{A certified copy of the Birth Notification must accompeany this application)

Drate:

Signature _

PART I1iTo be completed by The Sub County Director)
Paternity leave is hereby granted with effect from {1+

You will be expected 1o resume duty on

Name: Designation Signaiure

Official stamp Dane

!‘im !n; -
l.  The Secretary
Teachers Service Commission
Private Bag
NMATRORI

A

2. T3C County Derector Cousty
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We use some essential cookies to make this website work. We’d like to set additional cookies to understand how you use GOV.UK, remember your settings and improve government services. We also use cookies set by other sites to help us deliver content from their services. You have accepted additional cookies. You can change your cookie settings at
any time. You have rejected additional cookies. You can change your cookie settings at any time. Qualifying employees have a statutory entitlement to take either one or two weeks’ off work as paternity leave. During this period, you may also be eligible for Statutory Paternity Pay (SPP). Employees are required to make their claim for paternity leave
using the relevant paternity leave form. In this guide for expectant fathers, we explain how to notify your employer of your paternity leave request using the paternity leave form, and how the SPP rules work. Are you eligible to claim statutory paternity leave? Employees who take time off work to care for a child, or support the child’s mother,
following birth or adoption may be eligible for statutory paternity leave. To qualify for statutory paternity leave, you must satisfy the following criteria: you must be the biological father of the child, or married to or the partner of the child’s mother, including same-sex partners. have, or expect to have, responsibility for the upbringing of the child. have
been continuously employed for a period not less than 26 weeks by the 15th week before the child is due or, if the child is born before then, would have been continuously employed for this period. continue to work for the same employer up to the child’s birth. Importantly, paternity leave is only available if you are an employee. Self-employed, agency,
freelance or casual workers are not entitled to statutory paternity leave, although they may still qualify for statutory paternity pay. Which paternity leave form should you use? To claim for statutory paternity leave and pay you must notify your employer in writing using the correct paternity leave form.
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Qualifying employees have a statutory entitlement to take either one or two weeks’ off work as paternity leave. During this period, you may also be eligible for Statutory Paternity Pay (SPP).

Employees are required to make their claim for paternity leave using the relevant paternity leave form. In this guide for expectant fathers, we explain how to notify your employer of your paternity leave request using the paternity leave form, and how the SPP rules work. Are you eligible to claim statutory paternity leave? Employees who take time off
work to care for a child, or support the child’s mother, following birth or adoption may be eligible for statutory paternity leave.

To qualify for statutory paternity leave, you must satisfy the following criteria: you must be the biological father of the child, or married to or the partner of the child’s mother, including same-sex partners. have, or expect to have, responsibility for the upbringing of the child. have been continuously employed for a period not less than 26 weeks by the
15th week before the child is due or, if the child is born before then, would have been continuously employed for this period. continue to work for the same employer up to the child’s birth. Importantly, paternity leave is only available if you are an employee.

Self-employed, agency, freelance or casual workers are not entitled to statutory paternity leave, although they may still qualify for statutory paternity pay.

Which paternity leave form should you use? To claim for statutory paternity leave and pay you must notify your employer in writing using the correct paternity leave form. The official UK government paternity leave form used to be known as the SC3. The latest version of the form can be found on the .gov website. Alternatively, the government
guidance advises that if your employer has its own version of a paternity leave form that is different to the SC3, you should use this instead. You should check with your employer or HR department to confirm which version of the form you need to submit. Your employer may also require you to provide a signed declaration of your family commitment.
If so, you will need to expressly state that you are the father of the child, or married to or the partner of the child’s mother, that you have or expect to have responsibility for the upbringing of the child, and that the purpose of your absence from work is to care for the child or support the child’s mother. This declaration can be included on your
paternity leave form. You must provide your employer with acceptable evidence of your entitlement to leave at least 28 days before you intend to take your period of leave. How long is paternity leave? You are statutorily entitled to either one week or two consecutive weeks’ paternity leave following the child’s birth, to be taken within 56 days
following the child’s birth, and not before. You can choose to take one or two whole weeks paternity leave, but not two separate weeks. A week is calculated based on your normal working hours; if you work five days a week, you would be entitled to two, five-day weeks.

When do I give notice for statutory paternity leave? To claim statutory paternity leave and pay, you must provide your employer with notice of your intention to take leave at least 15 weeks before the expected week of your child’s birth. You should use the paternity leave form to give notice for leave and pay together. You must provide the following
information: the child’s due date the date you intend to take your period of leave the amount of time you will be taking off work. If you have been unable to notify your employer by the qualifying week, you should give notice as soon as is reasonably practicable. In the event that you change your mind about the dates for pay and leave, you must give
your employer at least 28 days notice of the new dates. If you do change your mind, always check if you are required to complete a fresh paternity leave form. If you do not qualify for statutory paternity leave or pay, your employer must inform you, with reasons why, within 28 days of your notice using form SPP1. How do I work out the qualifying
week? To establish the qualifying week in which you must give your employer notice, you will need to ascertain the Sunday before the baby is due, or the due date if it is a Sunday, and count back 15 Sundays from there. That is the start of the 15th week before your child’s due date. When can paternity leave start? You do not have to give a precise
date when you want your paternity leave and pay to commence, rather you may choose to state any one of the following: on the day your child is born a fixed number of days after the birth a fixed date after the first day of the week the child is due. Paternity leave must be taken within eight weeks of the birth of your child. You can decide when during
this period you want to start your paternity leave. For example, you could start the period of leave as soon as your partner or the mother of your baby goes into labour, or you may decide to wait until the baby is home from hospital. In all cases, you have to notify your employer of the start date of your leave. Employers are expected to be supportive of
the employee’s request, particularly where there are challenging circumstances.

If the child is born prematurely, paternity leave can be taken any time from the actual date of birth up to 56 days from the date the child would have been due. Given that statutory paternity leave and pay cannot start before the child is born, your employer will need to be flexible with cover arrangements to account for the possibility that the child
may not arrive on time.

If the child is stillborn after the 24th week of pregnancy, or if the child is born alive at any point during the pregnancy but later passes away, you are still entitled to full statutory paternity rights and pay, so long as you satisfy the eligibility criteria. How much is statutory paternity pay? Throughout the period of paternity leave, statutory paternity pay
is payable to eligible employees at a weekly rate of £156.66 a week until 1 April 2023, or £172.48 from 2 April 2023, or 90% of your average weekly earnings, whichever is less. Whilst you may be contractually entitled to a higher rate of pay, any contractual rate cannot be lower than the statutory rate. Am I also entitled to statutory shared parental
leave and pay? If the expectant mother intends to curtail her maternity leave, this can create up to a maximum of 50 weeks’ shared leave and 37 weeks pay to be divided between the two of you. Statutory shared parental pay is payable at the same rate as paternity pay. When taking shared parental leave, you must give your employer not less than 8
weeks notice before the start date of the first period of leave. You can be off work at the same time as the mother or, alternatively, stagger this leave. This shared leave can be taken at any time between the birth and the child’s first birthday. Whilst you can choose to take both paternity leave and shared parental leave, you cannot take paternity leave
if you have already taken a period of shared parental leave. The period of paternity leave must come first. Paternity leave form FAQs To claim statutory paternity leave and pay, you must notify your employer in writing using paternity leave form SC3. Form SC3 should be used for an employee requesting paternity leave and pay. Fathers use form SC3
to notify their employer of their paternity leave. A week for the purposes of paternity leave is based on your the number of days in your normal working week. For instance, if you usually work three days a week, your paternity leave entitlement would be up two working weeks of three days. Use form SC3 to claim paternity pay as an employee. Yes you
must tell your employer at least 15 weeks before the week your child is expected and inform your employer when you want your leave to start. Legal disclaimer The matters contained in this article are intended to be for general information purposes only. This article does not constitute tax, financial or legal advice, nor is it a complete or authoritative
statement of the rules and should not be treated as such. Whilst every effort is made to ensure that the information is correct, no warranty, express or implied, is given as to its accuracy and no liability is accepted for any error or omission. Before acting on any of the information contained herein, expert tax, financial, legal or other advice should be
sought. Did you get the information you need from this page? Yes No This paternity leave contract clause sets out the eligibility requirements for taking paternity leave and confirms that paternity leave is paid at the current statutory rate.

The clause also refers to the organisation's paternity leave policy for further information on notice requirements. Paternity leave contract clause.docx57.94 KB This form should be given to an employee who wishes to take unpaid time off to accompany a pregnant woman at an ante-natal appointment. The form allows the employee to declare their
eligibility and to outline the date and time of the appointment.

The form also includes a definition of a ‘qualifying relationship’ which entitles the employee to accompany a pregnant woman. This form details the information required from an employee who is requesting paternity leave. The form allows the employee to outline the expected week of birth (EWC) of the child or the expected date the child will be
placed for adoption or the date the child was born/placed for adoption. The form also asks the employee to outline the dates of leave requested. Paternity leave request form.DOCX55.02 KB This letter confirms that a request for paternity leave has been accepted, setting out details on pay and terms of employment.
letter-accepting-paternity-leave-request.docx57.22 KB Send this letter to an employee who has submitted a request for paternity leave that does not meet the necessary requirements. The letter outlines that the request does not meet the requirements as paternity leave cannot be taken as a series of occasional days which adds up to two weeks and
explains that the employee can resubmit their request in accordance with the guidelines set out in the letter. This letter should be sent to an employee to explain their right to paternity leave in the event of infant death. This letter confirms current or upcoming paternity leave entitlements and explains the statutory provision for unpaid time off for
dependants. There are also options to offer the employee compassionate leave and counselling if applicable. This letter should be sent to an employee whose partner has suffered a stillbirth after 24 weeks of pregnancy. The letter informs an employee that under the circumstances they are still entitled to current or intended paternity leave. It explains
statutory time off for dependants as well as compassionate leave and counselling if applicable. This letter sets out the reasons why a request for paternity leave has been refused by the organisation, including options for agency/casual workers, length of service and responsibility for the upbringing of the child. Letter refusing paternity leave
request.docx56.12 KB This letter asks the employee to provide further information in support of an application for paternity leave and includes options such as the date the baby is due, the date that the child the employee is adopting is due to be placed with them and whether the employee wishes to take one or two weeks’ paternity leave. The
paternity leave policy covers eligibility, length of leave, paternity pay and paternity leave following adoption. Note - this policy has been updated to reflect the introduction of parental bereavement leave from 6 April 2020. Paternity leave policy Feb 2020.docx61.22 KB This policy outlines the right of partners and fathers to take unpaid time off to
accompany a pregnant woman at up to two ante-natal appointments. The policy outlines the eligibility requirements for this right and has an optional clause asking employees to submit a written declaration confirming their eligibility.



