
PREGNANCY  
 

Notify Line Manager 

& Human Resources  

ASAP 

Appendix 2  

Surrey Heath Borough Council 
Standard Paternity Process 

 8 weeks before due date 

APL request submitted to line 

manager/HR with declaration 

from pregnant partner.  

RETURN TO WORK  

(First Day) 

BIRTH  
 

Maternity Leave 

Begins 

[Mandatory 2 weeks] 

APL 
 

 From 2 - 26 weeks 

Additional Paternity 

Leave 

OML  
 

Up to 26 week 

Ordinary Maternity 

Leave 

15 weeks before due date 

Notice of birth to be provided to 

line manager with copy of MAT 

B1 form to be presented to HR. 

Paternity Leave 

Single block of 1 or 2 weeks 

within 8 weeks of the birth of the 

child.  

Keeping-In-Touch (KIT) Days 

Up to 10 days during OML or 

AML without bringing the period 

of their maternity leave to an end 

and without loss of a week's SMP. 

Ordinary Maternity Leave 

Starts at any time from 11th week 

before the expected week of 

childbirth OR upon childbirth.  

Mandatory Maternity Leave 

Staff may not work for Council or 

attend training within 2 weeks of 

birth without loss of 1 week SMP. 

Keeping-In-Touch (KIT) Days 

Up to 10 days during APL without 

bringing the period of their 

paternity leave to an end and 

without loss of a week's SPP. 

Additional Paternity Leave 

Starts upon return of partner from 

maternity, no earlier than 20 

weeks following birth of child.  

Early Return 

Council must be given at least 8 

weeks' written notification of date 

of early return.  

HUMAN RESOURCES TO 

ADVISE REGARDING 

NON-STANDARD 

PATERNITY  


