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	1.
	[bookmark: _Toc211509518]Who this policy applies to

	1.1
	This policy applies to all employees who are parents or have parental responsibility for a child under a Special Guardianship Order . Eligible employees — including new starters — may request statutory unpaid parental leave from day one of employment. This policy does not apply to casual workers, consultants, agency workers or any other individuals who are not employees of the 
Council.

	
	

	1.2
	Foster parents are not eligible for parental leave unless they have secured parental responsibility through the courts.

	
	

	2.
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	2.1
	Employees are entitled to take up to 18 weeks of unpaid parental leave per child before the child’s 18th birthday.  This applies both for birth children and adopted children.

	
	

	3.
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	3.1
	Where both the employee and their partner work for the City Council, each parent is entitled to 18 weeks of unpaid leave per child up to their 18th birthday for the purpose of taking care of a child under 18.

	
	

	4.
	[bookmark: _Toc211509521]Taking Parental Leave

	4.1
	Parental leave can be taken in blocks of one or more weeks, up to a maximum of four weeks per year for each child.

	
	

	4.2
	Where an employee has a disabled child, they may be able to take parental leave in in shorter, more flexible blocks of days or hours with the agreement of their manager.

	
	

	5.
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	5.1
	Employees must give their manager as much notice as possible of their intention to take parental leave. If their leave is for one week or longer, 21 days’ notice should be given. The notice, which must be in writing, should provide start and finish dates, and include a copy of the child’s birth certificate and/or adoption papers. All periods of parental leave should be recorded in the respective system used by the School for recording absences.

	
	

	5.2
	If the father or partner wish to take parental leave immediately following the birth of a child or placement of an adopted child, they must give 21 days ‘notice before the expected week of childbirth or date of placement.

	
	

	5.3
	If the employee wishes to take parental leave following maternity, adoption or shared parental leave, they must give 21 days’ notice of their intention before the end of their maternity, adoption/ or shared parental leave period.

	
	

	5.4
	If the employee takes a continuous block of parental leave immediately following maternity or adoption leave, they will not be counted as having returned to work for the purposes of the requirement to repay any Occupational Maternity or Adoption Pay (half pay). However, if an employee takes parental leave, for example, every Friday due to childcare arrangements, then this will be viewed differently to an employee who takes an 18 week block and then gives their notice. 

	
	

	6.
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	6.1
	In exceptional circumstances (e.g. a peak in workload) the manager can ask the employee to postpone their parental leave. In this instance the manager should meet with the employee to agree alternative arrangements (e.g. a different pattern of leave)

	
	

	6.2
	If the employee and their manager cannot agree on the requested leave dates, the employee is still entitled to take the same amount of leave. This leave must be scheduled in consultation with the manager and taken within six months of the originally requested start date. However, the leave cannot be postponed beyond the point at which the employee would no longer be eligible for parental leave — for example, after the child’s 18th birthday.

	
	

	6.3
	The manager will confirm the postponement within seven days of receiving the original notice, outlining the reasons for the postponement and the new dates on which the agreed leave will begin and end.

	
	

	6.4
	Parental leave taken immediately after maternity leave, adoption support leave, paternity leave, or at the time of adoption cannot be postponed. However, employees must give as much notice as possible of their intention to take this leave.

	
	

	6.5
	If the employee holds more than one job with the School (and City Council ) , they must agree a period of parental leave with the relevant line managers for each of their jobs. If one manager wishes to postpone leave this will have the effect of postponing leave for all of the employee’s jobs. If the employee holds more than one job with the City Council, this does not affect their total leave entitlement.

	
	


	7.
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	7.1
	If the employee feels that their manager has unreasonably postponed a period of parental leave or they have unreasonably refused time off, they can appeal through the Resolution and Grievance Procedure.

	
	

	8.
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	8.1
	The employees’ contract of employment will continue during any periods of parental leave and there will be no break in service. The employee will be entitled to return to their original post following parental leave.

	
	

	8.2
	For Support Staff : If the employee is making contributions to the Local Government Pension Scheme, these will cease whilst they are on a period of unpaid parental leave. However, upon their return to work they will have up to 30 calendar days to decide if they wish to buy back lost pension via the Shared Cost Additional Pensions Contract (SCAPC). Employees should contact the pensions team if they wish to pay to do this by raising a Freshdesk ticket via the Employee Service Centre (ESC).


	8.3
	For Teachers: Teachers making contributions to the Teachers’ Pension Scheme (TPS) will need to contact the TPS directly to discuss the effects on their pension and the arrangements to buy back any shortfall


	8.4
	If the employee falls ill during a period if parental leave, they will be entitled to sick pay subject to providing the correct sickness notifications and supplying the appropriate certificates. Any period of sickness will not count towards their parental leave entitlement

	
	

	9.
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	9.1
	Employees may choose to spread the financial impact of unpaid parental leave by taking it over a longer period. This approach allows their full pay to be gradually reduced across several weeks within the current financial year, including the unpaid portion. Employees who wish to do this should speak to their manager in the first instance.

	
	

	10.
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	10.1
	Any misuse of the scheme will be dealt with under the Council’s Disciplinary Procedure. The following will constitute misuse:

· Taking leave for purposes other than for caring for a child. This will generally be in circumstances where someone other than the employee is taking primary responsibility for the child. 
· Making a false statement as to the entitlement to parental leave, for example the age of the child, the relationship with the child or the amount of parental leave taken with a previous employer.
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