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Family leave requests: line manager guide
This guide explains what you, as a line manager, need to do when an employee asks for family leave. It covers maternity leave, paternity leave, adoption leave, shared parental leave, parental leave and carer's leave. Use it alongside the company's employee policy, which has more detail on each type of leave.
Maternity leave
The employee must tell you she wants to take maternity leave. She must do this at least 8 weeks before the date she wants her maternity leave to start.
Time needed: These steps happen at different points across the employee's pregnancy and leave. Each step takes only a few minutes, but you will need the employee's Mat B1 form, the maternity leave booking form, and a copy of the company's maternity policy to hand.
What you must do
1. Arrange a risk assessment for the employee as soon as she tells the company she is pregnant.
2. Get the original Mat B1 form from the employee. Her midwife or GP gives her this form at the antenatal appointment that happens after her 20-week scan.
3. Ask the employee to complete the maternity leave booking form, and give her a copy of the company's maternity policy.
4. Send the completed booking form and the Mat B1 form to HR to process.
5. Plan how the employee's work will be covered during her maternity leave. For example, you can divide the work between other employees or hire a temporary replacement.
6. Give the employee the leave confirmation letter that HR has prepared. Send HR a signed copy to keep in the employee's file.
7. Tell HR about any changes to the leave start date.
8. Once the employee has given birth, arrange a collection for a gift, organise a send-off, and send a congratulations card.
9. Keep in touch with the employee during her maternity leave.
10. Arrange 'keep in touch' (KIT) days if the employee wants them, and tell HR so these days are paid. The employee can use KIT days to work or attend training during her maternity leave, without this ending her leave.
11. Tell HR and/or Finance the employee's return to work (RTW) date. You must do this at least 8 weeks before the actual date.
For more detail, see the company's employee policy or speak with your HR contact.
Paternity leave
Time needed: This takes about 15 minutes to complete. You will need the employee's SC3 form and a copy of the company's paternity policy to hand.
What you must do
12. Get the completed SC3 form from the employee. The employee downloads this form from the government website.
13. Give the employee a copy of the company's paternity policy.
14. Tell the employee that shared parental leave may also be available to them, and give them the relevant policy.
15. Send the completed SC3 form to HR or payroll to process.
16. Plan how the employee's work will be covered during his paternity leave.
17. Give the employee the leave confirmation letter that HR has prepared. Send HR a signed copy to keep in the employee's file.
18. Tell HR and/or payroll about any changes to the leave start date.
For more detail, see the company's employee policy or speak with your HR contact.
Adoption leave
Time needed: This takes about 20 to 30 minutes in total, spread across the employee's adoption process and leave. You will need the employee's matching certificate, the adoption leave booking form, and a copy of the company's adoption policy.
What you must do
19. Get the matching certificate from the employee.
20. Ask the employee to complete the adoption leave booking form, and give them a copy of the company's adoption policy.
21. Send the completed booking form and the matching certificate to HR to process.
22. Plan how the employee's work will be covered during their adoption leave. For example, you can divide the work between other employees or hire a temporary replacement.
23. Give the employee the leave confirmation letter that HR has prepared. Send HR a signed copy to keep in the employee's file.
24. Tell HR and/or Finance about any changes to the leave start date.
25. Once the employee has started their leave, arrange a collection for a gift, organise a send-off, and send a congratulations card.
26. Keep in touch with the employee during their adoption leave.
27. Arrange 'keep in touch' (KIT) days if the employee wants them, and tell HR and/or Finance so these days are paid. The employee can use KIT days to work or attend training during their adoption leave, without this ending their leave.
28. Tell HR the employee's return to work (RTW) date. You must do this at least 8 weeks before the actual date.
For more detail, see the company's employee policy.
Shared parental leave
Time needed: This takes about 20 to 30 minutes in total. You will need the mother's Mat B1 form, the shared parental leave booking form, and a copy of the company's shared parental leave policy.
What you must do
29. Get the mother's Mat B1 form from the employee. If the mother is the one asking for shared parental leave, HR may already have this form from when they processed paternity leave.
30. Ask the employee to complete the shared parental leave booking form, and give them a copy of the company's shared parental leave policy.
31. Send the completed booking form and the Mat B1 form to HR to process.
32. Plan how the employee's work will be covered during their leave. For example, you can divide the work between other employees or hire a temporary replacement.
33. Give the employee the leave confirmation letter that HR has prepared. Send HR a signed copy to keep in the employee's file.
34. Tell HR and/or Finance about any changes to the leave start date.
35. Keep in touch with the employee during their shared parental leave.
36. Arrange 'shared parental leave keep in touch' (SPLIT) days if the employee wants them, and tell HR so these days are paid. The employee can use SPLIT days to work or attend training during their shared parental leave, without this ending their leave. The company's employee policy has more detail on SPLIT days.
37. Tell HR the employee's return to work (RTW) date. You must do this at least 8 weeks before the actual date.
For more detail, see the company's employee policy.
Parental leave
Employees can take up to 18 weeks of unpaid parental leave for each child, including each adopted child, up to the child's 18th birthday.
Employees can normally take up to 4 weeks of parental leave for each child in a year. The company may agree to something different. Check the company's employee handbook for more detail.
Parental leave must be taken in whole weeks, for example 1 week or 2 weeks, rather than individual days. The employee does not have to take all the leave at once.
Time needed: This takes about 10 minutes to complete.
What you must do
38. Update the internal absence management system with the leave details.
39. Tell HR and/or Finance about the leave promptly, so the employee's payroll is correct.
40. Give the employee the leave confirmation letter that HR has prepared. Send HR a signed copy to keep in the employee's file.
For more detail, see the company's employee policy.
Carer's leave
Employees can take one working week of carer's leave in any rolling 12-month period. They can use this leave to provide or arrange care for a dependant with a long-term care need.
The employee can take this leave as one continuous block or as separate occurrences. Each occurrence must be at least half of the employee's normal working day.
What you must do
Check the request: The employee must ask for carer's leave in writing. Their request must state:
· that they are entitled to carer's leave, in relation to the person they will care for
· that they will take the leave to provide or arrange care for that person
· that they have not gone over their carer's leave entitlement
· the days they want to take as leave, and if the leave covers only part of a day, this fact
The employee must give notice of at least double the length of time they want to take off as carer's leave, or 3 days, whichever is longer.
For more detail, see the company's employee policy.
For advice from an HR professional at Breathing Space HR, call 0113 426 7735 or email us at howtohr@breathingspacehr.co.uk
DISCLAIMER: Breathing Space HR offers advice and these documents to UK organisations as a free service and cannot be responsible or liable to any person or entity in respect of any cost, loss or damage caused, consequential or otherwise, directly or indirectly by the information contained in any advice, policies or procedures or their component parts, this includes any mistakes therein on this website.
_________________________________________________________________________________________________________

Breathing Space HR Ltd,   Registered Office:  19 King Street, The Civic Quarter, Wakefield, WF1 2SQ
                                                                            Company Registration Number 5872679                                                         Page 1 of 2
image1.png




image10.png




cream_bg.png




