
	UNPAID PARENTAL LEAVE POLICY



1.
Policy Statement
This policy explains the statutory and contractual entitlements to unpaid parental leave under the Employment Relations Act 1999 (as amended by the Maternity and Parental Leave etc. (Amendment) Regulations 2014). 

2.
Scope
This policy relates to school based employees employed by Southampton City Council or where the school’s governing body have adopted this policy.  Separate procedures apply to those Council staff not in schools.
3.
Eligibility

3.1
In accordance with the Employment Relations Act 1999, an employee who has one year of continuous service may take up to 18 weeks ”Unpaid Parental Leave” (this includes previous service with other local government organisations under the Modification Order) if they:
 

· have a child under the age of 18 and is the parent named on the birth certificate, or


· is the parent named on the adoption certificate and has adopted a child under the age of 18, or


· have legal parental responsibility for a child, who is under 18 years old. 


3.2
Parental Responsibility will bear the same meaning as in the Children’s Act 1989.  It is understood that this covers, amongst other things, when a legal guardian will have parental responsibility.


3.3
The child does not have to be living with the parent.  The right applies to both parents (as named on a birth certificate), but not to the partner of a parent unless that person is named on the birth certificate or has acquired parental responsibilities in accordance with the Children’s Act 1989.  The right applies separately to each child in multiple births.  However, even if both parents work for the Local Authority, it is not transferable between them.


3.4
Leave can be taken in blocks of one week (part weeks count as a week and for part-time staff it is one of ‘their’ weeks), except for the parent of a child with a disability who may take the leave a day at a time.
3.5
Unpaid parental Leave may also be granted to foster parents, adoptive parents (prior to placement), step-parents and grandparents with a significant parenting role.

4.
Notice

4.1
The employee is required to give at least 21 days notice, if more than two weeks leave is required, or at least double the time off requested, as notice.  Notice must be given in writing.


4.2
Except where the leave is taken straight after the birth or adoption of a child the leave may, in very exceptional circumstances, be postponed to ensure the continuity of education, to allow for exams or for sufficient cover to be arranged.  Such postponement will be notified in writing before half of the notice period has elapsed.


4.3
In exceptional circumstances managers may waive all or part of the 
notice period.


4.4
The leave is a right in addition to Maternity Support Leave/Paternity Leave and to any schemes applied by the school, e.g. compassionate leave, shared parental leave, extended leave etc.


5.
Additional Information

5.1
Employees are encouraged to discuss their requests for Unpaid Parental Leave with the headteacher.  Once agreed please use the ‘Unpaid Parental Leave Application Form’ found in the Forms section of the YoungSouthampton site or a hard copy can be requested from your payroll provider.


5.2
If employees take more than 4 weeks unpaid leave in any year, arrangements to maintain superannuation payments etc. will need to be made by the employee (contact your HR / payroll provider for more information).


5.3
As the entitlement is to a maximum of 18 weeks (in total), schools will need to put in place a system of recording.  It is suggested that a note on the employee’s personal file, stating the length of the leave and which child it was related to, should suffice.
 
5.4
If headteachers are unsure of the employee’s right to Unpaid Parental Leave, they may ask for proof (e.g. child’s birth certificate, papers confirming the child’s adoption or the date of placement in adoption cases, or the award of disability living allowance for a disabled child). 
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