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Paternity Leave Application Form
Please note that this form needs to be returned to School Officer Manager or your line manager for central services staff either on or before the 15th week before baby’s due date (plus a copy of the MATB1 form). A copy of this form once approved will need to be sent to payroll for processing – payroll@reachsouth.org 
	Notice of Intention to Take Paternity Leave Form


	Name
	

	Job Title
	
	Pay Band / Salary
	

	Academy/Department
	
	Work base
	

	Line Manager
	

	

	Date of Initial Notification
	

	Date of Change Notification
(if applicable)
	

	

	What is the expected date of birth of the child?  OR
	

	What is the expected date of placement of the child? 
	

	When do you want to take your paternity leave?
	

	Duration of Paternity Leave:
(please indicate)
	One Week / Two Weeks

	Start date(s) of paternity leave: 
(if known)
	

	End date(s) of paternity leave:
(if known)
	

	

	By authorising and submitting this Notice of Intention to Take Paternity, I confirm that:
· I have, or expect to have, responsibility for the child’s upbringing AND 
· I am taking time off work to support the mother/adopter or to care for the child AND 
· I am the biological father of the child or the mother’s/adopter’s spouse, partner or civil partner AND 
· I have 26 weeks continuous service with Reach South Academy Trust ending with the 15th week before the week the baby is due or the week the adopted child is due to be placed
 
Further information and advice is available from the People Team. 





Please ensure you also attach a copy of your original MAT B1 certificate.   
Alternatively, you can complete Statutory Paternity Pay and Leave Form SC3: https://www.gov.uk/government/publications/ordinary-statutory-paternity-pay-and-leave-becoming-a-birth-parent-sc3.

	

	Authorisation


	Employee Name 
	

	Employee Signature
	

	Date
	

	Line Manager Name
	

	Line Manager Signature
	

	Date
	




image1.png
% REACH
B/\S

ACADEMY TRUST




