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What is Parental Leave?

1.1
Parental Leave was first introduced on 15 December 1999 to give parents of children born or adopted on or after that date, the right to take a period of time off work to look after a child or make arrangements for the child’s welfare.  Parents may use it to spend more time with children and strike a better balance between their work and family commitments.

1.2 The leave is unpaid.

1.3
Section 35: Balancing Work and Personal Life of the Agenda for Change Terms and Conditions of Service handbook gives further guidance on this. 
2
Qualifying Period

2.1
In accordance with the Parental Leave Directive both mother and father are eligible for Parental Leave if they meet the following criteria:

· employees who have had a baby or adopted a child on or after 15 December 1999 and who have been continuously employed by the Trust for 12 months by the time they want to take their leave.

2.2
Parental Leave is extended to those with 12 months’ service in the NHS who have nominated caring responsibility for a child under age 14 (age 18 in cases of adoption or disabled children).

3
Length of Parental Leave

3.1
Employees may have a total of 13 weeks of normal contracted hours Parental Leave for each child.  Therefore, if twins are born, each parent may take 13 weeks for each child.

3.2
Employees who are parents of a disabled child may have a total of 18 weeks of normal contracted hours. 

3.3
Leave must be taken in blocks or multiples of one week.

3.4
Parents of a disabled child may take leave in blocks or multiples of one day.

4
When Entitlement to Parental Leave Ceases

4.1
Parents who have less than 12 months’ NHS service

· Parents of children born on or after 15 December 1999 may take the leave up until the child’s fifth birthday

· In adoption cases, where the date of placement is on or after 15 December 1999, leave may be taken for up to five years after the child is first placed with the family for adoption (or until the child’s 18th birthday if that is sooner).

· In the cases of a child with a disability, leave may be taken up until the child’s 18th birthday (for the purposes of Parental Leave, a disabled child is one for whom disability living allowance has been awarded).

4.2
Parents who have 12 months’ or more NHS service

· Parents may take the leave up before the child’s 14th birthday (or before the child’s 18th birthday in cases of adoption or disabled children)

5
Notice of Intention to Take Parental Leave

5.1 Applications for Parental Leave should be made by submitting a Parental Leave Request Form (See Appendix A)

5.2 Employees must notify their manager of their request to take Parental Leave in writing within 21 days of the requested leave period if the leave period is less than 3 weeks.  Employees wishing to take 3 or more weeks of Parental Leave at any one time must give notice equal to at least double the amount of leave which they are intending to take (i.e. 6 weeks’ notice for 3 weeks’ leave, 8 weeks’ notice for 4 week’s leave etc.)

5.3
The Trust will have the option to postpone Parental Leave within 1 week of receiving a request from a member of staff.

5.4 The Trust will only postpone Parental Leave where the service would be particularly disrupted if the leave were taken at the time requested. The manager will discuss the matter with the member of staff and confirm the postponement arrangements in writing no later than seven days after the employee’s notice to take leave.  This will include the reason for the postponement and the new dates of Parental Leave.  The length of leave will be the equivalent to the employee’s original request. 

5.5 Leave will not be postponed when the member of staff gives notice to take it immediately after the time the child is born or is placed with the family for adoption.

5.6
Employees may postpone or cancel Parental Leave by giving written notice of this at least 21 days in advance of the original date that the Parental Leave was due to commence.

5.7
Parental Leave may be taken flexibly, subject to a maximum of 4 weeks per child in any one year, out of the total entitlement of 13 weeks (18 weeks for disabled children).

5.8
The Trust will verify a member of staff’s right to Parental Leave by asking for proof (i.e. sight of the child’s birth certificate and/or references from previous employer, papers confirming the award of disability living allowance for the child etc).

6
Return to Work

6.1
Employees are entitled to return to the same job on their return to work following Parental Leave.

7
General

7.1
During Parental Leave, employees retain all of their contractual rights except remuneration. Staff continue to be bound by the Trust’s terms and conditions relating to good faith, notice of termination, disclosure of confidential information, acceptance of gifts or participation in other business.

7.2
Pension rights will be frozen during Parental Leave unless the employee wishes to continue to pay pensions contributions during this period of leave.

7.3
A period of absence on Parental Leave does not affect entitlement to paid annual leave under the Working Time Regulations.  

7.4
Staff will be protected against dismissal or subjection to any other detriment as a result of taking Parental Leave

7.5
Where staff do not qualify for the Trust’s enhanced maternity leave scheme consideration will be given to individuals taking all their Parental Leave in one block following their statutory maternity leave.

7.6
Parental Leave may be added to periods of maternity or paternity leave.

7.7
Periods of Parental Leave will be regarded as continuous service.

8
Keeping in touch
8.1
Managers must discuss and agree any voluntary arrangements for keeping in touch with employee prior to the commencement of any period of Parental Leave. This must include any arrangements which the employee may find helpful to keep him/her in touch with developments at work, and to facilitate a return to work, such as:-

Newsletters, changes affecting terms and conditions, information on training courses and seminars or social or departmental events.

The manager may wish to nominate another member of staff to be the contact point and carry out these arrangements.

The employee must keep his/her employer in touch with any developments which may affect his/her return to work.

9
Childcare Information


Childcare information can be accessed through the Norfolk Childcare Information Service via www.norfolkchildcare.info
10
Further information

10.1
Detailed advice on the application of this policy can be obtained from the Human Resources Department.

10.2
Any differences arising from the application of these guidelines should in the first instance be discussed with the line manager. If they cannot be resolved the employee may refer the matter through the Trust's Grievance Procedure.

APPENDIX A

NORFOLK AND NORWICH UNIVERSITY HOSPITAL NHS TRUSTPRIVATE 

APPLICATION FORM FOR PARENTAL LEAVE

Applicants should complete this form and return it to their Manager

	PRIVATE 
PERSONAL DETAILS
Title (Optional)    ......
Surname.......................................................(((((..

Forenames
.......................................................................................(((((
Post, Title And Grade
 ..................................................................((((((
Directorate 
.............................(((( Ward/Department
.....................(((

	PRIVATE 
SECTION A

	Length of service with the Trust
.....................  years   ................ months

Other NHS service 
...................................
years 
................
months

Date of Birth of child/ or date of placement for Adoption:
(((((((((.

Is the child registered disabled:   Yes/No

Is the child adopted:    Yes/No

PRIVATE 
Previous Parental Leave Takentc  \l 2 "Previous Parental Leave Taken"
Previous Employer
((((((((
Days/Weeks

Current Employer
((((((((..
Days/Weeks

PRIVATE 
Period Of Leave Requestedtc  \l 2 "Period Of Leave Requested"
Dates 
(((((((((((((.    

Number of Days/Weeks
(((((((.

PRIVATE 
Pension Contributionstc  \l 2 "Pension Contributions"
I would like to continue to pay pension contributions during this period of unpaid leave:   Yes/No

I undertake to make available to my manager a copy of the Birth Certificate, Adoption documentation, documentation confirming the award of disability living allowance and references from my previous employer if required.

Signature (Applicant) 
.....................................((((
Date
....(((((.


	PRIVATE 
SECTION B

MANAGERS ARE REQUIRED TO COMPLETE AND SIGN THE BOX BELOW

	I AGREE to the applicant's request for unpaid Parental Leave

From the ((((((((
to
((((((((((..

And have made arrangements for the ESR3 to be completed and sent to payroll.

Signature (Manager)
.................................
Date
........................... 

Post Title 
.........................................

	I POSTPONE  this request for Parental Leave for a period of (((. months (max 6 months) for the following reasons: ..............................................................................................................................................................................................................................................................................................................................(((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((((
Signature (manager)
.........................................
Date ..........(((((.

Post title 
......................................................




EACH MANAGER MUST ENSURE THAT:-

i)
The original form is returned to the employee/applicant.

ii)
Copy 1 is retained by the manager and filed in the Employee's Personal File.  Copy 2 is sent to the HR Department for absence monitoring.

iii)
An ESR3 form is completed for this period of unpaid leave.


Time sheets must record both paid and unpaid leave.
PRIVATE 
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