Parental Leave Policy
Eligibility

Employees with one year’s continuous service with <NAME OF THE ORGANISATION> have the right to unpaid leave for the purposes of caring for dependent children, born or adopted after 15 December 1999 or who were under 5 on that date. (This is separate to employees’ rights covering emergencies involving children and others).

Period of Leave

· The period of parental leave is up to a total of 13 weeks in respect of each individual child (for part-time employees the amount of leave is proportionate to the time worked).  This leave must be taken by the child’s fifth birthday except where the child is entitled to a disability living allowance in which case leave must be taken by the child’s eighteenth birthday or where the child is placed for adoption by the fifth anniversary of the placement or the child’s eighteenth birthday whichever is the earlier.  In the case of parents of children who were under 5 on 15 December 1999 a special arrangement means that this leave may be taken up to 31 March 2005.
· Leave can only be taken in blocks of a week or multiples of that period.  An employee may not take more than 4 weeks leave in respect of any individual child during any particular year.  For these purposes a year starts on the date on which the employee first became entitled to take Parental Leave.  Where the leave is taken in respect of a disabled child there is no minimum period of leave, but the maximum of 4 weeks leave still applies.
Notice

· A minimum of 21 days notice is required to apply for Parental Leave and the exact start and end dates of the leave must be given.  Fathers wanting to take parental leave immediately after the birth of a child can do so by giving 21 days notice before the beginning of the expected week of childbirth provided that the father specifies the expected week of childbirth and the duration of the leave.

· Where adoptive fathers want to take parental leave immediately after the placement they can do so by giving 21 days notice before the beginning of the week in which the placement is expected to occur (or if that is not reasonably practical as soon as is reasonably practical).
Employer’s Rights & Obligations

<NAME OF THE ORGANISATION> has the right to refuse the request for parental leave except in cases immediately following birth or adoption where the employee has given the required notice.  <NAME OF THE ORGANISATION> may postpone leave for up to six months after the commencement of the start date identified by the employee if the employer considers that the leave would disrupt the organisation unduly.  <NAME OF THE ORGANISATION> will give the employee notice in writing of the postponement, state the reason for it and specify dates on which the leave may be taken within seven days of the employee’s request to <NAME OF THE ORGANISATION>.
Although parental leave is unpaid the employee remains employed and is bound by the terms of the employment contract in respect of such conditions including; good faith, confidentiality and notice.  Similarly <NAME OF THE ORGANISATION> will continue its obligation of trust and confidence and any terms relating to notice, disciplinary and grievance procedures.
Return after Leave

If the absence of parental leave is 4 weeks or less (other than immediately after taking additional maternity leave) the employee is entitled to return to the job in which he or she was employed before the absence.  Those who take parental leave for more than 4 weeks are entitled to return to the job in which they were employed before absence or, if not reasonably practical, to another job which is suitable and appropriate to the circumstances.

Previously taken Leave

New employees must inform the Chief Executive of any parental leave taken with a previous employer.  Failure to do so which results in leave being taken in excess of the entitlement may be a disciplinary matter.
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