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(Unpaid) Parental Leave Policy & Procedure

1. 
Summary

Qualifying employees are entitled to take 18 weeks’ unpaid parental leave, (per child), to look after their child’s welfare. Examples include, but not limited to:

· spend more time with their child 

· look at new schools 

· settle child into new childcare arrangements 

· spend more time with family, such as visiting grandparents
Entitlement is pro-rata for part-time employees e.g. an employee who works one day a week is entitled to 18 days’ parental leave for each child. 
2.  
Eligibility and Conditions

Employees have the right to parental leave if they have one year’s continuous employment and they:

· are the parent of a child who is under 18; or
· have acquired formal parental responsibility for a child who is under 18; or
· have adopted a child, where that child is under the age of 18.

Parental leave must be taken by the child’s 18th birthday.
This right applies to eligible parents, irrespective of their sexual orientation. 
3.  
Taking Parental Leave

· Parental leave must be taken in blocks of one week.  If an employee chooses to take parental leave in a block of less than one week, a full week will be deducted from their entitlement.
· Parents of disabled children are entitled to take leave in blocks of one day or more.  
· A maximum of four weeks’ parental leave can be taken each year. For these purposes a ‘year’ is the period of 12 months beginning when the employee requests their initial period of parental leave. Each successive period of 12 months begins on the anniversary of that date.
· At least 21 days’ written notice must be given for any parental leave, specifying the exact dates.
· Upon returning from parental leave employees are entitled to return to the same job.
· Additional care provision policies such as Flexible Working Policy, Shared Parental Leave, Carers Leave (are available to be downloaded from Inside.Barnardo’s). 
4.  
 Requests to take Parental Leave

a)
An employee must make a written request to take parental leave through their manager, giving 21 days’ notice, using the Unpaid Parental Leave Request form (available to download from Inside.Barnardo’s).
b)
Documentary evidence will be required to support first requests for parental leave. This may take the form of a MatB1, child’s birth certificate, adoption papers or Disability Living Allowance notice or personal Independence payment if the entitlement relates to a disabled child. In the case of new born babies it should be provided as soon as possible.

c) 
On receipt of a completed form, the manager must discuss the request with the employee. If the request is approved the manager must ensure that, the period of unpaid leave is entered via Direct Input, the form is saved within the employee’s electronic staff file and a link to the form is emailed to the Local People Team. 
5.
Employer’s right to postpone Leave


The timing of parental leave is at the discretion of the manager and may be postponed (other than where parental leave has been requested immediately after childbirth or placement for adoption), due to the requirements of the business e.g. if the business will be ‘unduly disrupted’ if the employee were to take the leave during the period requested. In such a case, Barnardo’s will allow the employee to take an equivalent period of parental leave beginning no later than six months after the commencement of the period originally requested. The manager will give notice in writing of the postponement stating the reason for it and specifying suggested dates for the employee to take parental leave. Such notice will be given no more than 7 days after the employee’s notice was given to the organisation.   

If the employee is unhappy with any decision to postpone parental leave then they should, in the first instance, try to resolve the problem by discussing it with their manager or manager’s manager.  
6.  
Annual Leave

Employees will continue to accrue annual leave during parental leave.
7.
Barnardo’s Pension Arrangements
Barnardo’s will not make any pension contributions during any period of unpaid parental leave, as this is a period of unpaid absence. 
However, employees may choose to pay additional and/or voluntary employee pension contributions by contacting Aviva directly. Aviva can be contacted at 0845 900 0817 or contactus@aviva.com 

Members of Public Sector pension arrangements should contact our pension team directly for further information on 0208 498 7088 or phil@barnardos.org.uk
Review
This policy will be reviewed by the Policy & Advice Team one year after implementation then at three yearly intervals. Proposed changes will be subject to consultation with UNISON.  

Statutory changes will be incorporated automatically and any legal or organisational developments may prompt more frequent reviews.  
Document history

	 Version
	Date
	Author
	Status
	Comment

	2.0
	05.04.15
	PAT
	Draft
	Update of age eligibility criteria following change in legislation

	3.0
	10.09.19
	Policy & Advice Team 
	Final 
	Policy review 

	4.0
	07.07.23
	People, Strategy & Projects Team
	Agreed
	Policy updated to reflect revised review date in accordance with planned schedule agreed by CLT


	


Owner

People, Strategy & Projects Team 
� Jersey employees should contact their Local People Team for information on leave and pay provisions





Page 1 of 1
Page 2 of 2

