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Bereaved Partner’s 
Paternity Leave Policy
(Approved & Adopted from Schools HR Cooperative)

Mission Statement
Botwell House Catholic Primary School is distinguished by the care, courtesy and concern extended to all its members, regardless of cultural differences and strives to follow the teachings of Jesus Christ to:
“Love one another as I have loved you”

Through a partnership between home, school and parish and through a broad and balanced curriculum, each valued individual is encouraged to grow in their journey of faith and strive towards excellence.

Botwell House Catholic Primary School seeks to ensure that all pupils receive a full-time education which maximises opportunities for each pupil to realise his/her potential.


Date policy Created:		April 2026
Date of next review:		April 2028 *
Delegated to:			Headteacher
			
*This policy will be subject to ongoing review and may be amended by Schools HR prior to the scheduled date of the next review in order to reflect changes in legislation where appropriate
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1. Scope

This policy applies to employees directly employed by schools and academies.
With effect from 06 April 2026 under The Bereaved Partner’s Paternity Leave (BPPL) Regulations 2026, eligible employees have a new statutory right to unpaid bereaved partner’s paternity leave from their first day of employment in circumstances where the child’s primary carer (birth mother/primary adopter) dies within the first year of the child’s birth or within 12 months of adoption. 
Within this policy, references to the school, Headteacher, Governing Board and the Chair of Governors will, for Academies and Academy Trusts, be taken to mean a reference to the appropriate equivalent within those establishments. 

This policy sets out the statutory provisions relating to bereaved partner’s paternity leave and has been developed following consultation with the national trade unions for teaching and support staff.

2. Eligibility for Bereaved Partner’s Paternity Leave (BPPL)

The right applies where:

· The child’s mother or primary adopter dies on or after 06 April 2026; and
· The child is aged under one year (or within 12 months of adoption). 
In the case of birth:
An employee will be entitled to take unpaid Bereaved Partner’s Paternity Leave (BPPL) if the child’s mother has died, and the employee is:
· The biological father, or
· Not the biological father but was married to, or was the civil partner or the partner of, the child’s mother immediately before the death of the child’s mother, and
· The person that has the main responsibility for the upbringing of the child and the purpose of the leave must be to care for the child.
In the case of adoption:
An employee will be entitled to take unpaid BPPL if the child’s primary adopter has died, and the employee was:
· Married to, was the civil partner or the partner of, the child’s adopter on the date on which the child was placed for adoption or immediately before the death of the child’s adopter, and
· The person that has the main responsibility for the upbringing of the child and the purpose of the leave must be to care for the child.
In the case of overseas adoption:
An employee will be entitled to take unpaid BPPL if the child’s primary adopter has died, and the employee was:
· Married to, was the civil partner or the partner of, the child’s adopter on the date on which the child’s adopter received the official notification, or immediately before the death of the child’s adopter, and
· The person that has the main responsibility for the upbringing of the child and the purpose of the leave must be to care for the child.
In the case of surrogacy (parental order):
An employee will be entitled to take unpaid BPPL if the child’s primary parental order parent has died, and the employee was:
· Married to, or was the civil partner or the partner of, the child’s primary parental order parent on the date on which the child was born, or immediately before the death of the child’s primary parental order parent, and
· The person that has the main responsibility for the upbringing of the child and the purpose of the leave must be to care for the child.
3. Entitlement to BPPL

Eligible employees will be entitled to take a single period of up to 52 weeks’ BPPL.  Leave can only be taken after the bereavement date and within the 52 week paternity leave eligibility period, which begins from either:
a. The day after the child is born
b. The day after the child is placed for adoption (for adoption in Great Britain)
c. The day after the child enters Great Britain (for overseas adoption).
Where the bereavement date occurs within the last two weeks of the paternity leave eligibility period, the eligibility period will be extended (up to 56 weeks) and the employee will be entitled to a maximum of two weeks’ leave.
3.1	Entitlement when the purpose for caring for the child cannot be met
An employee may still be entitled to leave where they would be eligible but for a “relevant event” happening. The relevant events are:
a. The death of the child
b. The child being returned after being placed for adoption
c. The child ceasing to live with the employee (overseas adoption).
In these circumstances, the employee is entitled to take BPPL until the earliest of:
a. Eight weeks following the end of the week the relevant event occurred in
b. The end of the 52 week paternity leave eligibility period.
Where this situation arises, in addition to following the notification requirements set out above, the employee must inform the school of the date and nature of the relevant event before their first day of BPPL following the relevant event. They can do this orally or in writing.

4. Notice Requirements

4.1	Notice to take leave
Employees must give notice of their intention to take BPPL (Appendix 1).
An employee wishing to start the leave within the first eight weeks following the bereavement date, must give the school notice before they are due to start work on their first day of absence. Notice can be given orally or in writing.
The notice must set out:
a. The bereavement date
b. The date the employee wants the leave to start
c. The date on which either the child was born, placed for adoption, or entered Great Britain for adoption.
If the employee gives notice of intention to take leave orally, they must also give notice in writing of the date they intend to return to work.  If the intended return date is more than eight weeks following the bereavement date, the written notice must also include:
a. A declaration that the leave will be for the purpose of caring for the child and that the child’s mother or main adopter has died
b. A declaration that the employee has an eligible relationship with the child’s mother or main adopter.
The employee must give the written notice no more than eight weeks after the bereavement date and at least one week before their intended return date to work.
An employee wishing to start the leave after the initial eight week period following the bereavement date, they must give the school at least one week’s notice in writing.
This must include the information set out below:
a. The bereavement date
b. The date the employee wants the leave to start
c. The date on which either the child was born, placed for adoption, or entered Great Britain for adoption.
d. The date the employee intends to return to work
e. A declaration that the leave will be for the purpose of caring for the child and that the child’s mother or main adopter has died
f. A declaration that the employee has an eligible relationship with the mother or main adopter.
The Headteacher can provide a written response to the employee using the letter template at Appendix 2.
4.2	Notice to change start date of leave
An employee who intended to start the leave within the first eight weeks following the bereavement date, must give notice that they wish to vary the start date of their leave before the last notified leave start date and, where the new leave start date is no more than eight weeks after the bereavement date, before the new leave start date. Where the new leave start date is more than eight weeks after the bereavement date, notice must be given before the last notified leave start date and at least one week before the new leave start date.
An employee who intended to start the leave more than eight weeks following the bereavement date, must give notice that they wish to vary the start date of their leave at least one week before the last notified leave start date and at least one week before the new leave start date.
Where the new leave start date is no more than eight weeks after the bereavement date, notice can be given orally or in writing. 
Where the new leave start date is more than eight weeks after the bereavement date, notice must be given in writing.
Employees can complete the proforma at Appendix 3 to give notice to change the start date of BPPL.  The school can respond to this notice using the letter template at Appendix 4.
4.3	Notice to cancel leave
An employee can cancel leave by giving notice in writing.  
Where the last notified leave start date is no more than eight weeks after the bereavement date, notice of cancellation must be given before that date.  
Where the last notified leave start date is more than eight weeks after the bereavement date, notice of cancellation must be given at least one week before that date.
Employees can complete the proforma at Appendix 5 to give notice to cancel BPPL.  The school can respond to this notice using the letter template at Appendix 6.
4.4	Notice to change intended date of return to work
An employee may change their intended return date to work by giving notice in writing of their new intended return date.
Where the last notified intended return date is no more than eight weeks after the bereavement date, the employee must give the notice at least one week before that last notified intended return date and at least one week before the new intended return date.
Where the last notified intended return date is more than eight weeks after the bereavement date, the employee must give the notice at least eight weeks before that last notified intended return date and at least eight weeks before the new intended return date.
Employees can complete the proforma at Appendix 7 to give notice to change the intended date of return to work.  The school can respond to this notice using the letter template at Appendix 8.
4.5 	Postponing return to work by the school
If an employee wishes to return to work but has not notified the school as set out above, the school may postpone the employee’s return to work to a date when the employee would have returned to work if they had followed the notice requirements.  The school will provide notification of postponement in writing to the employee (Appendix 9).   
The return to work will not be postponed to a date that is past the end of the paternity leave eligibility period.  
In the event of a postponement, the employee will not be entitled to their normal remuneration until the date set out in the notice of postponement if the employee was to return to work before that date.  This will apply unless the school has revoked the notice of postponement in writing.  
5. Keeping in Touch (KIT) Days

An employee may, by mutual agreement with the school, work for up to 10 days during BPPL.
For this purpose, any work carried out on any day, even just an hour's work, is deemed to constitute "a day's work".  Any days' work done under this provision will not have the effect of extending the total duration of the BPPL period.
· The KIT days do not have to be consecutive and may be used for an activity, which would normally be classed as work under the contract of employment, for which the employee would be paid. This can include training events and attending meetings etc.  
· Any work and the type of work undertaken during the BPPL period must be by mutual agreement with the school; there is no obligation on the school to offer work or for the employee to accept it
· Part-days worked will count as whole days and employees will be paid their normal daily rate of pay for days worked.
The template forms at Appendix 3 and Appendix 4 can be used to record KIT days and to submit for payment respectively.
6. Employee Rights during BPPL 

All contractual terms and conditions (except for normal remuneration) should continue throughout a period of BPPL.  BPPL is regarded as continuous service and does not constitute a break in service.  During this period, the employee will continue to be bound by the terms of their contract of employment including the implied term of trust and confidence and any terms as to notice of termination by the employee.
7. Returning to Work from BPPL

An employee returning to work after a period of 26 weeks or less of BPPL, is entitled to return to the same job, with the same terms and conditions, in which they were employed before their absence.
An employee returning to work after a period of more than 26 weeks’ BPPL, is entitled to return to the same job in which they were employed before their absence or, if that is not reasonably practicable, to another job which is both suitable and appropriate for them in the circumstances on terms no less favourable. 
8. Protection from Detriment or Dismissal

An employee has the right not to be subjected to detrimental treatment or be dismissed because they are exercising their rights under this policy in taking or seeking to take Statutory BPPL or because the employer believed they were likely to take BPPL.  Where BPPL lasts six weeks or more, enhanced redundancy protection will apply for up to 18 months after the child’s birth or placement.

9. Local Government Pension Scheme Members – buying ‘lost’ pension

BPPL is unpaid.  Any period of unpaid leave will not count for pension purposes.  Members of the Local Government Pension Scheme (LGPS) can elect to pay Additional Pension Contributions (APCs) to buy back the ‘lost’ pension.
Where unpaid leave has been approved, the Headteacher will inform the employee of the effect of the unpaid leave on their pension and their right to choose to buy ‘lost’ pension.  The model letter at Appendix 6 can be used for this purpose.  The employee can then apply, if they wish to do so, using the model letter at Appendix 7.
If the member makes their election to buy the ‘lost’ pension within 30 days of returning to work from the authorised unpaid leave, the cost of buying the ‘lost’ pension is shared between the member and the employer with the member paying 1/3rd of the total cost and the employer paying 2/3rds of the total cost.  This is known as a Shared Cost Additional Pension Contract (SCAPC).  
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	Notice to take Bereaved Partner’s Paternity Leave (BPPL) Form



School: …………………………………………………………….

	Employee Details



Name: ………………………………………………………………	

Job Title: ……………………………………………………………	

	Details of Bereavement



Date of bereavement: ………………………………………………………………..

	Details of Birth/Placement (Adoption)



Date of birth: …………………………………………………………………

Date of placement (Adoption): ………………………………………………………..

	Details of BPPL



I would like the BPPL to start on:              	……/……/……….. (dd/mm/yyyy) 

☐	The start date of the BPPL is within eight weeks of the bereavement date.

☐	The start date of the BPPL is after the initial eight weeks of the bereavement date.	

	Details of Return to Work



I intend to return to work on:			……/……/……….. (dd/mm/yyyy)

	Employee Declaration



I confirm that BPPL will be for the purpose of caring for the child and that the child’s mother/ primary adopter has died.
I confirm that I have an eligible relationship with the child’s mother/primary adopter as set out in Section 2 of the Bereaved Partner’s Paternity Leave Policy.
I confirm I will have caring responsibilities for the child and will be responsible for their upbringing and the purpose of BPPL will be to care for the child.

Employee’s Signature ………………………………………		Date …………………………………


Manager’s Signature …………………………………………   	Date …………………………………


Employees commencing BPPL within eight weeks of the bereavement date, should send this form to their manager before they are due to start work on their first day of absence, or as soon as possible thereafter but within eight weeks after the bereavement date. 

Employees commencing BPPL after the initial eight weeks of the bereavement date, must send this form to their manager at least one week before the BPPL is due to start.   

The manager will then send this form to HR to be recorded and payroll to be processed.
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	Response to Employee’s Request for Bereaved Partner’s Paternity Leave (BPPL)



Dear (insert name of employee)

Re: Request to take Bereaved Partner’s Paternity Leave (BPPL)

I am writing in response to your request for leave under the Bereaved Partner’s Paternity Leave Policy.

Firstly, on behalf of everyone at (insert school name), please accept our sincere condolences for your loss.

In accordance with your request, your leave will commence on (insert start date of leave).  It is noted that this is (within eight weeks of the bereavement date/after the initial eight weeks of the bereavement date).  

It is noted that your intention is to return to work on (insert return to work date).

If you wish to change the start date of your leave or cancel it, please ensure that you provide the requisite notice as set out in Sections 4.2 and 4.3 of the Bereaved Partner’s Paternity Leave Policy.  

Similarly, if you wish to change your return to work date, please provide the requisite notice as set out in Section 4.4 of the same policy.  Failure to provide the required notice may result in your return to work being postponed.

Please be advised that leave under the Bereaved Partner’s Paternity Leave Policy is unpaid.  
All other contractual terms and conditions will continue throughout the period of the leave.  BPPL is regarded as continuous service and does not constitute a break in service.  During this period, you will continue to be bound by the terms of your contract of employment, bar remuneration, and related policies and procedures.   
If you require any further support or would like to discuss arrangements for keeping in touch during your leave or your return to work, please do not hesitate to contact (insert details of contact).

While writing I would also like to remind you of the school’s Employee Assistance Programme (EAP) that is available to employees at the school to access support.  (Insert details of any EAP service that the school has available for its employees).

Yours sincerely




Headteacher





Appendix 3

	Notice to Change the Start Date of Bereaved Partner’s Paternity Leave (BPPL)



School: …………………………………………………………….

	Employee Details



Name: ………………………………………………………………	

Job Title: ……………………………………………………………	

[bookmark: _Hlk57101666]Telephone Number: ………………………………………….  Email: ………..……………………………………….


	Details of Previously Notified Start Date of BPPL



I had previously requested to start my BPPL on: ……/……/……….. (dd/mm/yyyy)

☐	The start date of the BPPL was within eight weeks of the bereavement date.

☐	The start date of the BPPL was after the initial eight weeks of the bereavement date.

	Details of the New Start Date of BPPL



I wish to change the start date of my BPPL to: ……/……/……….. (dd/mm/yyyy)  

☐	The new start date of the BPPL is within eight weeks of the bereavement date.

☐	The new start date of the BPPL is after the initial eight weeks of the bereavement date.


Employee’s Signature ………………………………………	Date …………………………………


Manager’s Signature …………………………………………   	Date …………………………………


Employees commencing BPPL within eight weeks of the bereavement date, should send this form to their manager before the new start date of BPPL. 

Employees commencing BPPL after the initial eight weeks of the bereavement date, must send this form to their manager at least one week before the new start date of BPPL.   

The manager will then send this form to HR to be recorded and payroll to be processed.




Appendix 4

	Response to Employee’s Notice to Change Start Date of Bereaved Partner’s Paternity Leave (BPPL)



Dear (insert name of employee)

Re: Notice to change the start date of Bereaved Partner’s Paternity Leave (BPPL)

I am writing in response to your notice to change the start date of your leave under the Bereaved Partner’s Paternity Leave Policy.

In accordance with your notice, your leave will now commence on (insert start date of leave).  It is noted that this is (within eight weeks of the bereavement date/after the initial eight weeks of the bereavement date).

It is noted that you intend to return to work on (insert return to work date).

All other details relating to the leave remain as previously notified.

If you require any further support or would like to discuss arrangements for keeping in touch during your leave or your return to work, please do not hesitate to contact (insert details of contact).

While writing I would also like to remind you of the school’s Employee Assistance Programme (EAP) that is available to employees at the school to access support.  (Insert details of any EAP service that the school has available for its employees).

Yours sincerely




Headteacher



Appendix 5

	Notice to Cancel Bereaved Partner’s Paternity Leave (BPPL)



School: …………………………………………………………………………..

	Employee Details



Name: ………………………………………………………………	

Job Title: ……………………………………………………………	

Telephone Number: ………………………………………….  Email: ………..……………………………………….

	Details of Cancellation of BPPL



I wish to cancel my BPPL which was due to start on: ……/……/……….. (dd/mm/yyyy).  

☐	The start date of the BPPL was within eight weeks of the bereavement date.

☐	The start date of the BPPL was after the initial eight weeks of the bereavement date.


Employee’s Signature ………………………………………	Date …………………………………


Manager’s Signature …………………………………………   	Date …………………………………


Employees’ whose BPPL was due to start within eight weeks of the bereavement date, should send this form to their manager before the BPPL was due to start. 

Employees’ whose BPPL was due to start after the initial eight weeks of the bereavement date, must send this form to their manager at least one week before the BPPL was due to start.   

The manager will then send this form to HR to be recorded and payroll to be processed.



Appendix 6

	Response to Employee’s Notice to Cancel Bereaved Partner’s Paternity Leave (BPPL)



Dear (insert name of employee)

Re: Notice to cancel Bereaved Partner’s Paternity Leave (BPPL)

I am writing in response to your notice to cancel your request to take leave under the Bereaved Partner’s Paternity Leave Policy.

In accordance with your notice, I can confirm that your request to take bereaved partner’s paternity leave has been cancelled.  

While writing I would like to remind you of the school’s Employee Assistance Programme (EAP) that is available to employees at the school to access support.  (Insert details of any EAP service that the school has available for its employees).

Yours sincerely




Headteacher




























Appendix 7

	Notice to Change the Intended Date of Return to Work from Bereaved Partner’s Paternity Leave (BPPL)



School: …………………………………………………………………………..

	Employee Details



Name: ……………………………………………………………………

Post Title: ………………………………………………………………

Telephone Number: …………………….……………… Email: …………….…………………………………

	Details of BPPL



My BPPL is due to start on:              	……/……/……….. (dd/mm/yyyy) OR

My BPPL started on: 			……/……/……….. (dd/mm/yyyy)

☐	The start date of the BPPL is/was within eight weeks of the bereavement date.

☐	The start date of the BPPL is/was after the initial eight weeks of the bereavement date.	
	Details of the New Intended Date of Return to Work



I would like to change my intended date of return to work from ……/……/……….. (dd/mm/yyyy) to
……/……/……….. (dd/mm/yyyy).


Employee’s Signature ………………………………………	Date …………………………………


Manager’s Signature …………………………………………   	Date …………………………………


Where the last notified intended return date is no more than eight weeks after the bereavement date, the employee should send this form to their manager at least one week before that intended return date and at least one week before the new intended return date. 

Where the last notified intended return date is more than eight weeks after the bereavement date, the employee should send this form to their manager at least eight weeks before that intended return date, and at least eight weeks before the new intended return date.

The manager will then send this form to HR to be recorded and payroll to be processed.



Appendix 8

	Response to Employee’s Notice to Change Intended Date of Return to Work from Bereaved Partner’s Paternity Leave (BPPL)



Dear (insert name of employee)

Re: Notice to change intended date of return to work from Bereaved Partner’s Paternity Leave (BPPL)

I am writing in response to your notice to change the intended date of your return to work from bereaved partner’s paternity leave. 

In accordance with your notice, your new intended date of return to work is now (insert new intended date of return to work).

As you have provided the requisite notice as set out in Section 4.4 of the Bereaved Partner’s Paternity Leave Policy, I can confirm that the requested change to your intended return to work date has been accepted.

All other details relating to the leave remain as previously notified.

If you require any further support or would like to discuss arrangements for keeping in touch during your leave or your return to work, please do not hesitate to contact (insert details of contact).

While writing I would also like to remind you of the school’s Employee Assistance Programme (EAP) that is available to employees at the school to access support.  (Insert details of any EAP service that the school has available for its employees).

Yours sincerely




Headteacher



Appendix 9

	Letter Postponing the Employee’s Return to Work from Bereaved Partner’s Paternity Leave (BPPL)



Dear (insert name of employee)

Re: Notification of Postponement of Return to Work from Bereaved Partner’s Paternity Leave (BPPL)

I am writing in response to your notification dated (insert date) that you will be returning/wish to return to work on (insert date).  

It is noted that you have not given the requisite notice of your return to work as required under Section 4.4 of the Bereaved Partner’s Paternity Leave Policy.

Under Section 4.5 of the Bereaved Partner’s Paternity Leave Policy where the requisite notice of return to work has not been given, the school is able to postpone the employee’s return to work.

Under the circumstances, please take this letter as notification that, regretfully, your return to work will be postponed and you are expected to return to work on (insert date).  This date takes into account when you would have returned to work if you had followed the notice requirements.

Please be advised that should you decide to return to work earlier than the postponement date, you will not be entitled to your normal pay until the date of postponement.

While writing I would like to remind you of the school’s Employee Assistance Programme (EAP) that is available to employees at the school to access support.  (Insert details of any EAP service that the school has available for its employees).

Yours sincerely




Headteacher
















Appendix 10

	Keeping in Touch (KIT) Days Record Form



School: …………………………………………………………………………..

	Employee Details



Name: ……………………………………………………………………

Job Title: ………………………………………………………………

[bookmark: _Hlk57034424]Telephone Number: …………………………………… Email: …………….…………………………………

	KIT Details



This form should be used to record Keeping in Touch (KIT) days worked by an employee on Bereaved Partner’s Paternity Leave (BPPL).  You may not exceed 10 KIT days during BPPL.


	Start Date
	End Date
	Balance
	Employee’s Signature
	Manager’s Signature

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	





Appendix 11

	Keeping in Touch (KIT) Days Payment Form



School: …………………………………………………………………………..

	Employee Details



Name: ……………………………………………………………………

Job Title: ………………………………………………………………

Telephone Number: …………………….……………… Email: …………….…………………………………


	Details of KIT Days for Payment



	KIT Days Worked

	Start Date
	End Date
	Total

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total days to be paid
	



Please send this form to the school in the month in which any KIT Days are worked so that payment can be made to the employee.  Payment will be made at the employee’s normal daily rate of pay prior to starting Bereaved Partner’s Paternity Leave.


Signature: ……………………………………..       Date: ……………………………
                      (Headteacher)

Appendix 12
Process for Buying ‘Lost’ Pension - Flowchart
Headteacher approves authorised unpaid leave


Where the employee is a member of the LGPS, and takes unpaid leave, the Headteacher writes to the employee informing them about the effect of the unpaid leave on their pension and their choice to buy back ‘lost’ pension (Appendix 13)




Employee completes Request for total lost pensionable pay during period of unpaid leave (Appendix 14) and returns it to the designated person prior to going on unpaid leave or as soon as possible after they have returned to work from their unpaid leave.






Schools not in the London Borough of Hillingdon are advised to check with their Local Government Pension Fund administering authority.

For London Borough of Hillingdon schools, the designated person can complete ‘Buying lost pension due to absence form (LG35)’ and send it to their payroll provider.  This is available to download from the Schools HR website.
On receipt of the employee’s Request for total lost pensionable pay during period of unpaid leave
(Appendix 14), the designated person will obtain details of total lost pensionable pay during period of unpaid leave from their payroll provider.  This information will be provided in writing in the format acceptable to the pension fund administering authority.  










The designated person will provide written details of total lost pensionable pay, obtained from the payroll provider to the employee on their return to work from unpaid leave, or as soon as possible thereafter.





Employee applies to buy ‘lost’ pension within 30 days of their return to work from their unpaid leave.  Employee prints off a copy of the application and submits this together with the LG35/written statement of total lost pensionable pay to the school.
The employee uses this information to obtain a quote from the LGPS Website https://www.lgpsmember.org/more/apc/lost.php showing the total cost of buying the ‘lost’ pension and allows employee to apply to buy ‘lost’ pension.

The designated person at the school sends the information submitted by the employee to their payroll provider and their pension fund administering authority







On receipt, the payroll provider will make the appropriate deduction from the employee’s salary (1/3rd of total cost to buy the lost pension)





Appendix 13

	Model Letter to Employee – Buying ‘Lost’ Pension




Dear (insert name of employee)

Authorised Unpaid Leave 
Local Government Pension Scheme Member – Buying ‘lost’ pension

I refer to your request for unpaid leave under the school’s Bereaved Partner’s Paternity Leave Policy for the period from (insert date) to (insert date).

Any period of authorised unpaid leave of absence will not count for pension purposes.  You can however elect to pay Additional Pension Contributions (APCs) to buy back the ‘lost’ pension.  If you elect to buy the ‘lost’ pension within 30 days of returning to work from your period of unpaid leave, the school will pay 2/3rds of the total cost of buying the ‘lost’ pension and the remaining 1/3rd of the total cost of buying the ‘lost’ pension will be paid by you by way of a deduction from your salary.   

If you are interested in buying the ‘lost’ pension, please complete and sign the form at Appendix 14 - Request for Total Lost Pensionable Pay during Period of Unpaid Leave and return it to (insert name of designated person) prior to going on leave or as soon as possible following your return to work from your period of unpaid leave.  

The school will provide you with details of the total lost pensionable pay for the period of the unpaid leave on your return to work, or as soon as possible thereafter.  This information will enable you to obtain a quote from the Local Government Pension Scheme website (https://www.lgpsmember.org/help-and-support/tools-and-calculators/buy-lost-pension-calculator/) showing the total cost of buying the ‘lost’ pension and allow you to apply to buy ‘lost’ pension should you choose to do so.

Yours sincerely




Headteacher












Appendix 14

	Request for Total Lost Pensionable Pay during Period of Unpaid Leave



Request for Total Lost Pensionable Pay during Period of Unpaid Leave

I have been granted authorised unpaid leave from (insert date) to (insert date).

I am aware that this period will not count for pension purposes unless I make an election to pay Additional Pension Contributions (APCs) to buy back the ‘lost’ pension.  

I am aware that if I elect to buy the ‘lost’ pension within 30 days of returning to work from the period of the unpaid leave, 2/3rds of the total cost of buying the ‘lost’ pension will be paid by the school and I will be responsible for paying 1/3rd of the total cost of buying the ‘lost’ pension.  

My share of the payment will be deducted from my salary. 

I am interested in buying the ‘lost’ pension and would like to request details of total lost pensionable pay for the period of unpaid leave so that I can obtain a quote for the total cost of buying ‘lost’ pension.   


Name: …………………………………………………………………………………..

Position: ………………………………………………………………………………..

Signature: ……………………………………………………………………………..

Date: …………………………………………………………………………………….


	**Please return this request for information to (insert name of designated person)**
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