
PATERNITY LEAVE 
FLOWCHART - BIRTH 

 
 

 
Does employee have 26 weeks 
continuity of service at the 15th 
Week before Expected Week of 

Childbirth (EWC)? 

 
YES NO 

 

Has the employee notified you in writing by 15th week 
before EWC, confirming the EWC and that they meet the 

eligibility requirements (see box). 

 
YES 

 

No entitlement to statutory paternity leave. 

 
NO 

NO 
 

Have they given you at least 28 
days’ notice in writing that they 

intend to take a period of Paternity 
Leave, giving details of the duration 

of the leave, its start date and 
confirming that they intend to use 
the leave to care for the child or 

support the child’s mother? 

 
 

 
YES 

 

 
Have they given you as much notice 
as reasonably practicable of their 

eligibility? 

 

 
As soon as possible after the birth, 

the employee should send a new 

notice to the employer detailing the 

child’s actual date of birth. 

 

YES 
NO

 

 

 
Leave can be taken in a two week 

block, a single one week block or in 
two separate one week blocks. Leave 

must generally be taken within 52 
weeks of the child’s birth. 

 
 

 
No entitlement to paternity leave 

until valid notice is given. 

Eligibility requirements: 

 
- father of the child and expects to 

have responsibility for upbringing; 

 
- the partner of the child’s 

mother and expect to have main 

responsibility (apart from mother) for 

child’s upbringing. 

 
 
 

 

If employee gave notice for paternity 
leave to start on a predetermined 

date and the child is not born on or 
before that date the employee must 
vary the start date to a later date and 
give notice of this to the employer as 
soon as possible with confirmation 
that they intend to use the leave 

to care for the child or support the 
child’s mother. 

If employee wants to change the 
start-date of paternity leave period 
or cancel it they must give 28 days’ 
notice from the original start date 
or varied start date or, if this is not 

possible, as much notice as they 
can. If leave is being varied then 

employee needs to give a new notice 
confirming they intend to use the 

leave to care for the child or support 
the child’s mother. 

 
 
 
 
 
 

 


