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PARENTAL LEAVE






    

The University is committed to promoting equality and diversity by helping working parents balance the needs of work and family life and supporting employees to take parental leave.

This policy implements the provisions of the Maternity and Parental Leave etc Regulations 1999 and the Amendment Regulations 2002.  Parental leave may be taken in addition to any period of maternity leave, paternity leave, adoption leave or shared parental leave. 
1. Entitlement

The right to parental leave is subject to the following conditions:

· A minimum of one years’ service with Bournemouth University or one years’ recognised continuous service with a previous employer.
· Having parental responsibilities for a child who is under eighteen years of age.
· Giving at least 21 days’ notice in writing.

· Provision of evidence of entitlement to parental leave (such as birth or adoption certificate), if requested by the University.

2.

General Conditions

2.1
Parental leave must be for the purpose of caring for a child, such as to spend more time with the children, look at new schools, settle children into new childcare arrangements, or to spend more time with family, for example visiting grandparents.
2.2 Parental leave will be unpaid.

2.3 Up to 18 weeks of unpaid parental leave can be taken in total, per child, for children under 18 years. This includes any parental leave taken during a previous employment as in the event of change of employer the balance transfers with the individual.

2.4 Leave may be taken straight after the birth or adoption or following a period of maternity, adoption, paternity or shared parental leave.
2.5 A maximum of 4 weeks’ parental leave may be taken in each calendar year in respect of any individual child. 
2.6 Parental leave may not be taken in periods of less than one week, except in the case of a child who is awarded disability living allowance, in which case the leave may be taken one day at a time or in blocks or multiples of one day.
2.7 One week's parental leave is equal to the length of time you are normally required to work in a week.
2.8 It may be possible to maintain National Insurance and Pension contributions during parental leave, and advice should be sought from the Payroll Department.

3.

Applying for Parental Leave

3.1
Applications for parental leave must be made in writing by means of the Parental Leave application form (PL1 Form - copy attached), giving adequate notice, and confirming the intended duration of leave.    

3.2
Any request to alter the duration of leave must be made in writing, at least 21 days before the expected start date of the leave, and will only be refused if necessary and reasonable.

3.3
If a member of staff or their partner is having a baby or adopting they can start leave once the child is born or adopted, providing they have 12 months recognised continuous service. They may arrange to take time off immediately after a child is born or placed in the family for adoption provided that written notice is submitted at least 21 days before the beginning of the expected week of childbirth/adoption confirming:

· the week in which the birth/placement for adoption is expected, and

· the duration of parental leave.

3.4
Completed application forms must be completed and submitted to the Executive Dean/Director/Head of Professional Service for countersignature and onward transmission to the Human Resources department.

3.5
The Human Resources Department will record the period of parental leave and notify the Payroll Department.

3.6
The Human Resources Department will formally acknowledge the period of parental leave.

4.
Postponing Parental Leave

The University may postpone leave where necessary and reasonable for up to 6 months.  
Leave can’t be postponed (delayed) if:

· the employer doesn’t have a ‘significant reason’, eg it would cause serious disruption to the business
· it’s being taken by the father or partner immediately after the birth or adoption of a child (section 3.2 above)

· it means an employee would no longer qualify for parental leave, eg postponing it until after the child’s 18th birthday

If it is postponed, the line manager:

· must write explaining why within 7 working days of the original request

· suggest a new start date – this must be within 6 months of the requested start date

· can’t change the amount of leave being requested

Appeals against any such postponement may be made through the Grievance Procedure.

5.
Return to work

All staff who meet the conditions stated in section 1 above are entitled to return to work following parental leave.  This will normally be to the job in which they were previously employed.  Occasionally, this will not be reasonably practicable, for example, if there has been restructuring during the absence.  In such circumstances staff will be entitled to return to another job which is both suitable and appropriate in the circumstances (should such a vacancy be available), and on terms and conditions which are not less favourable.  

6.
Entitlement to parental leave will cease in the following circumstances:

· The child reaches the age of 18.

· The employee ceases to have parental responsibility

7. Important

Employees are entitled to unpaid parental leave subject to the terms of this document, and will not suffer any detriment for doing so, or seeking to do so.  Employees are responsible for ensuring that they qualify for parental leave and apply in accordance with the correct procedure, as any unauthorised absence may lead to disciplinary action.

Parental Leave Request Form






           Form PL1
	APPLICATION FOR PARENTAL LEAVE

	Name 
	 
	Job title
	 

	Faculty / Professional Service
	           

	Date of commencement of employment
	           

	Name of child
	

	Date of birth / adoption / expected week of childbirth or expected date of adoption
	                     

	Has the above-named child been awarded  disability living allowance
	YES
	NO

	I would like to apply for unpaid Parental Leave from [insert date] to [insert date]. 

Parental leave in periods of a day or multiples thereof may only be taken where the child in question is awarded disability living allowance. All other applications must be one week blocks.

	I recognise that the University is entitled to make enquiries of all or any of my previous employers in relation to any previous periods of parental leave taken.

I also recognise that the University may postpone the period of leave requested by up to six months where the leave requested does not coincide with the expected week of my child's birth or adoption and service provision would otherwise be unduly disrupted by my absence.

	Signed
	 
	Date
	 

	Please return this form to the Executive Dean / Director or Head of Professional Service or nominee for countersignature at least 21 days prior to the date on which your requested period of parental leave is due to commence.

	Request approved by Executive Dean / Director of Professional Service or nominee:

	Signed
	
	Date
	

	In the event that the request is to be postponed, the Executive Dean / Director or Head of Professional Service or nominee will write within seven days of receiving the Application for Parental Leave, stating the reason for the postponement and the dates on which the leave can be taken.


DATA PROTECTION

	Information about how BU uses your data in connection with your application, and the basis for processing your data is provided in BU’s Staff and Applicants Privacy Notice. This includes details of any third party with whom we will share your data, such as your pension provider and HMRC.
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