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1  	Purpose and Scope
1.1	The purpose of this policy is to provide guidance on the entitlement to unpaid parental leave.  It is available to employees with children aged under 18 years and for a maximum of 18 weeks for each child.  

1.2	The Human Resources Department should be contacted for further advice on this policy if required.  The relevant application form is at the end of this policy.

1.3	All periods of parental leave approved under this policy will be treated as unpaid leave.

2.	Qualifying Criteria
2.1	In order to qualify for unpaid parental leave rights, an employee must meet the following criteria:
· Possess 1 year’s continuous service at the date of commencement of unpaid parental leave
· Hold formal parental responsibility for a child
· Request unpaid parental leave for the sole purpose of caring for the child
· Have not exceeded their unpaid parental leave entitlement

Both natural and adoptive parents may exercise these rights.

3.	Entitlement 

3.1	An employee who meets the qualifying criteria is entitled to a maximum period of 18 weeks’ unpaid leave for each child. 

3.2	Unpaid parental leave can be taken anytime up until a child’s eighteenth birthday. 

3.3	Periods of unpaid parental leave must be taken in blocks of one week. Employees may take periods of unpaid parental leave of more than 1 week at a time and up to a maximum of 4 weeks in any 1 year.

3.4	Periods of unpaid parental leave taken in blocks of less than 1 week, except in the case of a disabled child, will be deducted as a full week from the parental leave entitlement. 

3.5	Where the child qualifies for a disability living allowance, there will be flexibility to take individual days from the unpaid parental leave entitlement with only the actual number of days being counted against the unpaid parental leave entitlement.

3.6	Entitlement for part-time employees will be calculated on a pro-rata basis based on the number of days worked.  

4.	Applying for Parental Leave 
4.1	An application form for unpaid parental leave form should be completed and returned to your line manager along with the requested documentation. Forms, once completed and authorised by the appropriate manager, must be forwarded to the Human Resources Department.




4.2	Documentation - Employees should:
· Specify the dates on which leave is to begin and end
· Provide evidence of parental responsibility and age of child. The first request for leave for a child must be supported by a copy of the birth certificate or papers confirming the adopted child’s placement.
· Give at least 21 days’ notice before the beginning of the expected leave period

5.	Postponement of Parental Leave
5.1 	Unpaid parental leave may be postponed where the timing would cause significant  	operational problems or undue disruption to the operation of the organisation.

5.2   	If a request for leave is postponed:
· Postponement will be for no longer than 6 months after the beginning of the period originally requested. 
· Deferred leave offered will be for the same length as that requested, specifying the start and end date of the deferred leave.
· Notice of deferral must be given to the employee within 7 days of the employee’s notice being given to the employer
· An employee, who does not wish to accept the dates offered by the employer, can cancel the request for parental leave and make a new request.
· An employee who considers that their request for leave has been unreasonably postponed, may use the grievance procedure to have the decision reviewed.

6. Arrangements during Parental Leave
6.1	Annual leave, including Public Holidays and the 3 “floating days” in respect of May and September, will continue to accrue throughout any period of unpaid parental leave. 

6.2	Pension rights will continue to accrue during any periods of unpaid parental leave.

6.3	Some other terms and conditions of employment will continue to apply during periods of unpaid parental leave. These are set out below:

	An employee is entitled to benefit from their employer’s implied obligation of trust and confidence during parental leave, and any contractual terms relating to:

· Notice periods
· Any compensation if the employee is made redundant
· Disciplinary and grievance procedures

6.4 The employee is bound by their implied obligation of good faith during unpaid parental leave and by any contractual terms and conditions relating to:

· Notice Periods
· Disclosure of confidential information
· Acceptance of gifts, or other benefits
· The employee working for someone else

7.	Returning from Unpaid Parental Leave
7.1	On return from unpaid parental leave, where the period of leave is for 4 weeks or less, the employee has the right to return to the same job. 

7.2	If your period of leave is for longer than four weeks (because it followed on from other statutory leave), you should be able to return to the same job. If this is not possible, you are entitled to return to a similar job with the same or better status and terms and conditions as the old job.

8. 		Records 

The Human Resources Department will maintain a record of periods of unpaid parental leave.
Where an individual leaves employment, the HR Department will, if requested by a future employer, confirm periods of unpaid parental leave taken by a former employee.

9. 	Review
[bookmark: _GoBack]This policy will be reviewed on a regular basis by HR, The Hub and Ministries Council senior managers to ensure adherence to best practice, and any related legislation.  If necessary, the policy will be taken to Ministries Council as part of a consultation process.
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