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[bookmark: _Toc196825014]1.  Introduction
The University is committed to fully supporting members of staff whose partners are pregnant, have just given birth, who are adopting children or having a baby through a surrogacy arrangement. This policy outlines your rights and responsibilities, as well as the Neonatal Care leave and pay benefits you can expect to receive if your baby requires specialised neonatal care after birth. 
From 6th April 2025, parents of babies requiring neonatal care for a minimum of seven consecutive days will be entitled to a new statutory leave under the Neonatal Care (Leave and Pay) Act 2023. This entitlement is granted from the first day of employment, with leave being remunerated for those employees who meet the specified eligibility criteria.
If you need more information about how this procedure might apply to you, please speak to HR.   
[bookmark: _Toc196825015]2. Key Principles of neonatal care leave
You can take one week of neonatal care leave for every week your child has spent in neonatal care without interruption. 
The maximum number of weeks you can take as neonatal care leave is capped at 12 weeks. 
Even if you have more than one child, from the same pregnancy, requiring neonatal care you can take only up to 12 weeks of neonatal care leave, 
[bookmark: _Toc196825016]3. Purpose
The purpose of this policy is to inform employees of their right to request a period of Neonatal Care Leave (NCL) when their baby requires neonatal care. This leave is in addition to existing parental leave entitlements such as: maternity, adoption, paternity/partner, shared parental, parental and parental bereavement leave, collectively known as “family friendly leave”. 
[bookmark: _Toc196825017]4. Scope 
This procedure applies to all University staff whose baby was born on or after 6th April 2025 and who have a child that meets the definition of neonatal care in Section 3. This procedure applies to staff of any gender and to same-sex partnerships.  
[bookmark: _Toc196825018]5. Definitions 
The following definitions are used throughout this policy:
· Neonatal – the period immediately after birth, specifically the first 28 days of a baby’s life.
· Neonatal care - the following definition of neonatal care is used in this Policy:
· medical care that your child receives in a hospital;
· medical care that your child receives in any other place providing: 
· your child was previously admitted to a hospital as an inpatient and needs continuing care after leaving the hospital;
· the care is under the direction of a consultant; and
· the care involves ongoing monitoring and visits from healthcare professionals arranged by the hospital where your child was an inpatient; or
· palliative or end-of-life care.
· Partner - includes someone, of whatever sex, who lives with the mother/birth parent or the child in an enduring family relationship but who is not their child, parent, grandchild, grandparent, sibling, aunt, uncle, niece or nephew.
· Tier 1 –  is for the period when the baby is still receiving care, including 1 week after the care has ended
· Tier 2 - leave is for the period outside the time the baby is receiving care and before the end of 68 weeks from the date of birth
· SNCP - Statutory Neonatal Care Pay 
[bookmark: _Toc196825019]6. Neonatal care leave and pay entitlements
[bookmark: _Toc196825020]6.1 Eligibility
This policy applies to all University Staff whatever your length of service, you have a statutory right to take neonatal care leave if at the date of the child's birth:
· you are the child's parent and have responsibility for the upbringing of the child; or
· you are the partner of the child's mother/birth parent and have main responsibility for the upbringing of the child (apart from the mother/birth parent).
Both parents are entitled to take neonatal care leave. The following conditions must also be met:
· your child was born on or after 6th April 2025;
· your child started receiving neonatal care within 28 days after the date on which they were born (the 28 days are counted from the day after the child is born);
· the neonatal care has lasted seven days or longer without interruption (the seven days are counted from the day after the neonatal care started);
· you are taking the leave to care for your child.
[bookmark: _Toc196825021]6.2 Taking Neonatal Care Leave 
You can commence the neonatal care leave on any day after your child has received seven days of uninterrupted neonatal care. 
The seven days are counted from the day after the neonatal care started. For example, if your child's started receiving neonatal care on 7th April, the seven-day count begins on 8th April. This means that you can commence neonatal care leave on any day from 15th April.
Neonatal care leave can be taken in one block or taken as non-consecutive periods of at least one week. 
Any neonatal care leave must end within 68 weeks of your child's date of birth.
The right to neonatal care leave is in addition to, and will not impact your right to take, any other statutory leave that you may be entitled to such as maternity, adoption, paternity/partner, parental or shared parental leave. 
Neonatal care leave is available to take in two tiers:
· The "tier 1 period" begins when your child starts receiving neonatal care and ends on the 7th day after your child is discharged. This means leave can be taken while the baby is still in neonatal care or within the first week post-discharge. If you take neonatal care leave in the tier 1 period, you can take it in one continuous block or a number of non-continuous blocks of a minimum of one week at a time. 
· The "tier 2 period" is leave taken after the end of tier 1 (more than 7 days following the conclusion of the child's neonatal care) and may be taken up to 68 weeks after the child's birth. This means leave can be taken starting from the second week after discharge and extending up to 68 weeks post-birth. If you take neonatal care leave during the tier 2 period, you must take the leave in one continuous block.
If the employee is the primary carer and is on maternity or adoption leave, they may take neonatal care leave after their maternity or adoption leave concludes or is curtailed. They have the option to begin this leave immediately following their maternity or adoption leave or at a later time, provided it is within 68 weeks of the baby’s birth date. 
The University may request evidence of neonatal care to process this leave. 
[bookmark: _Toc196825022]6.3 Neonatal care pay 
There are two options for Neonatal Care Pay – Statutory or Enhanced.  The option you are eligible for is dependent on your length of service.
Option 1 - Statutory Neonatal Care Pay (SNCP)
Statutory neonatal care pay (SNCP) is available during your neonatal care leave period, provided you meet the eligibility criteria.
The rate of statutory neonatal care pay is determined by the Government for the relevant tax year or 90% of your average weekly earnings, whichever is lower.
You will qualify for statutory neonatal care pay if:
· You are entitled to take neonatal care leave.
· You have at least 26 weeks of continuous employment with us by the end of the relevant week.  The relevant week in birth cases is the 15th week before the expected week of childbirth (your 26th week of pregnancy).  In adoption cases, the relevant week is the week in which you are notified of being matched with the child.
· You remain in continuous employment from the end of the relevant week (or from your child's birth, if they were born before the relevant week).
· Your average weekly earnings meet or exceed the lower earnings limit for national insurance contributions.
· You comply with the notice and evidential requirements and can provide the declarations outlined in this policy.
· You confirm when you wish to start receiving statutory neonatal care pay on the Form to Provide Notice of Intention and Entitlement to Take Neonatal Care Leave.
Statutory neonatal care pay is treated as earnings and is subject to PAYE and national insurance deductions.
Employees must submit a request for Neonatal Pay to their employer within 28 days of starting Neonatal Leave.
Option 2 - Enhanced Neonatal Care Pay
You will be eligible for Enhanced Neonatal Care Pay while taking neonatal care leave, provided you meet the eligibility requirements set by the University:
· You are entitled to take neonatal care leave.
· You have at least 52 weeks of continuous employment with us by the end of the relevant week.  
· You remain in continuous employment from the end of the relevant week (or from your child's birth, if they were born before the relevant week).
· Your average weekly earnings meet or exceed the lower earnings limit for national insurance contributions.
· You agree that you will return to post for a minimum of six months following your period of maternity/birth parent leave.
· You comply with the notice and evidential requirements and can provide the declarations outlined in this policy.
· You confirm when you wish to start receiving statutory neonatal care pay on the Form to Provide Notice of Intention and Entitlement to Take Neonatal Care Leave (Birth).
The payment of enhanced neonatal care pay includes any statutory neonatal care pay (SNCP) you may be entitled to for the same period and is payable as follows:
· Upto 4 weeks of full pay (inclusive of SNCP), followed by
· Upto 4 weeks of half pay (inclusive of SNCP), followed by
· Upto 4 weeks of Statutory Neonatal Care Pay
[bookmark: _Hlk204767794]Neonatal care pay is prorated to the normal weekly hours of work and payment will be based on the normal rate of pay.  If your normal rate of pay is less than Statutory Neonatal Care Pay,  you will be paid in accordance with the SNCP rules detailed in Option 1. 
You should note that if you qualify for Enhanced Neonatal Care Pay and decided that you do not wish to return to work after your maternity/birth parent leave, or if you leave the University before the end of 6 months, you will only be eligible to receive Statutory Neonatal Care Pay.  Therefore, you will be required to  repay the enhanced element of your neonatal care pay, pro-rated to the amount of time (if any) you returned to work).  The University will discuss repayment options with you to ensure arrangements are reasonable.
Employees must submit a request for Neonatal Pay to their employer within 28 days of starting Neonatal Leave.
In accordance with HMRC Regulations, Neonatal Care leave pay is payable in blocks of complete weeks. If you choose to return to work early and only utilise part of a week of Neonatal Care leave pay entitlement, you will not receive any Neonatal Care leave pay in that week (although you will receive your normal pay in respect of any hours worked).
Other Financial Support
Employees may be eligible to receive financial support through the Scottish Government Young Patients Family Fund, which helps cover costs associated with having a child (under 18) in hospital, including neonatal care. The fund allows claims for expenses such as transport, meals, parking, and accommodation.
[bookmark: _Toc196825023]6.4 Notifying the University
Tier 1 – Notice to take neonatal care leave 
For each week of neonatal care leave you intend to take under tier 1, please notify your line manager via telephone or email. Ideally, this should be done prior to your first day of absence for that week. However, we recognise that this may be a particularly challenging time for you, so please provide notice as soon as it is reasonably practicable.
Tier 2 – Notice to take neonatal care leave 
If you wish to take neonatal care leave during the tier 2 period, you are required to provide written notice of your intention and entitlement using our designated form (Neonatal Care Leave Form Mother/Birth Parent and lead Adopter or Neonatal Care Leave Form Partner) to provide notice of intention and entitlement to take neonatal care leave. This form includes a declaration that you will need to sign.
For a single week of neonatal care leave, your notice should reach us at least 15 days before the chosen start date of your leave. If this is not feasible, please provide notice as soon as reasonably practicable.
For two or more consecutive weeks of neonatal care leave, your notice must be submitted at least 28 days before the chosen start date of your leave. If this is not possible, we ask that you provide notice as soon as it is reasonably practicable.
Employees can contact their HR Adviser/Partner for support and advice to discuss their options at any time.
Change to your previously requested neonatal care leave
If you have previously submitted a notice of intention and entitlement to take neonatal care leave during the tier 2 period but now wish to cancel your leave, you must notify your line manager as soon as it is reasonably practicable.
Late notice
The University recognises that having a child in neonatal care can be an exceptionally challenging time for parents. If you are unable to meet the specified timeframes for providing notice as outlined in this policy, we will accept a later notice. In certain circumstances, we may waive the requirement to provide notice entirely.
[bookmark: _Toc196825024]6.5 Starting neonatal care leave 
Your neonatal care leave will commence on the date specified in your notice.
If you provide notice on the same day you wish to begin your leave and are already at work on that day, your neonatal care leave will start from the following day.
In cases where it was agreed to waive the notice requirements, your neonatal care leave will begin on a mutually agreed date.
[bookmark: _Toc196825025]6.6 Neonatal care leave and any other statutory leave 
You are entitled to take neonatal care leave in addition to any other statutory leave to which you may be entitled, such as maternity, adoption, paternity, ordinary parental, parental bereavement, and shared parental leave.
If you have already commenced a period of statutory leave and later become eligible for neonatal care leave, you may commence neonatal care leave after completing the other statutory leave, provided it is taken within 68 weeks of your child’s birth date.
Should you have started neonatal care leave during the tier 1 period but need to begin another type of statutory leave, your neonatal care leave will be temporarily paused immediately before the other statutory leave begins. You may resume the remaining weeks of your neonatal care leave in one of the following ways:
· If still within the tier 1 period: immediately after the other statutory leave ends.
· If you have transitioned into the tier 2 period: immediately following any neonatal care leave taken during the tier 1 period.
Please note that neonatal care leave cannot be taken during the tier 2 period if, at the time of giving notice, you are aware that it will overlap with another type of statutory leave.
[bookmark: _Toc196825026]6.7 Changes affecting your entitlement to neonatal care leave and pay
You must inform your line manager of the date your child's neonatal care ends as soon as it is reasonably practicable after the care has concluded.
If your child resumes neonatal care after you have previously notified us of its end, you are required to promptly inform your line manager of the new start and end dates.
[bookmark: _Toc196825027]6.8 Contact during Neonatal Care Leave 
Whilst we do not expect any work to be undertaken, we retain the right to maintain reasonable contact with you during your neonatal care leave. This may include discussing your plans for taking leave, addressing any special arrangements to support your time away from work, or keeping you informed about workplace developments during your absence.
[bookmark: _Toc196825028]6.9 Returning to work after neonatal care leave 
You have the right to return to the same job on the same terms and conditions after a period of isolated neonatal care leave.
If your NCL immediately follows another period of statutory leave (such as maternity, adoption, paternity, parental bereavement, or shared parental leave) and your total time on leave exceeds 26 weeks, you are entitled to return to the same job wherever possible. If this is not reasonably practicable, we will provide a suitable alternative job with terms and conditions that are no less favourable.
This also applies if you have taken NCL consecutively with a single period of more than four weeks of parental/partner leave.
If you are unable to return to work due to sickness or injury, this will be treated as sickness absence in line with the University’s Sickness and Attendance Management Procedure, which is accessible from the Policy Zone.
[bookmark: _Toc196825029]7. Terms and Conditions of employment during neonatal care leave
All the terms and conditions of your employment remain in force during your neonatal leave, with the exception of those relating to normal pay and pension benefits. 
[bookmark: _Toc196825030]7.1 Continuity of Service 
The date of your continuous service with the University is not affected by any period(s) of maternity/birth parent leave which you take. This means that there will be no break in service during your absence on maternity/birth parent leave.
[bookmark: _Toc196825031]7.2 Pay
You will continue to receive all pay awards and any increments which are due to you during your maternity/birth parent leave. If you are on a period of unpaid leave when such awards become due, your salary will be adjusted upon your return to work.
[bookmark: _Toc196825032]7.3 Annual Leave 
Your contractual annual leave entitlement will continue to accrue throughout the period of your Neonatal Care leave. You can, with your Line Manager’s agreement, add your annual leave entitlement to the beginning or end of your Neonatal Care leave. 
Arrangements for carrying over annual leave entitlement should be discussed and agreed with your Line Manager. Where you do not return to work following your Neonatal leave, you will be paid for your accrued holidays.
[bookmark: _Toc196825033]7.4 Pensions 
During a paid period of Neonatal Care leave, the University will continue to pay employer’s contributions to your pension scheme for as long as you continue to make contributions. The percentage paid will be based on what your earnings would have been if you had not been on Neonatal Care leave. The period during which you receive paid Neonatal Care leave also counts towards your pensionable service.
During unpaid Neonatal Care leave, the University will not make employer’s contributions into your pension scheme. You do not have to make any contributions, but you may do so if you wish. It should be noted that if you choose to make these contributions, you would be required to pay both employer and employee contributions to the scheme. If you choose not to make such contributions, your membership of the pension scheme will be suspended, and the period of unpaid Neonatal Care leave does not count as pensionable service.
Further information about your pension benefits and how they will be affected by your Neonatal Care leave is available from the Pensions Office (pensions@abdn.ac.uk).
[bookmark: _Toc196825034]7.5 Resignation
If you choose to resign from your post, you will continue to accrue contractual benefits (excluding normal pay), until the end of your notice period. 
Links to other relevant policies and guidance
· Adoption/Surrogacy
· Maternity/Birth Parent
· Shared Parental Leave
· Parental/Partner Leave
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