Parental Leave Policy
* Add/delete іnfоrmаtіоn in brасkеtѕ as аррrорrіаtе 

Aims:
· To provide employees who have children with the time and support that they need to care for them.

· Understand what our policy for parental leave is
· Know how to apply for parental leave

· Understand our obligations and those of employees
It is the policy of the Company to ensure that, as far as possible, our employees are able to combine their career and family responsibilities. We recognise that it is important for employees to support their partners following the birth of their children. 

Parental Leave
Parental Leave is the right for parents (including adoptive parents) to take unpaid time off work in order to look after, or make arrangements for, the welfare of their children.  
Parental leave is available to each of the following: 
· The natural parent
· The adoptive parent

· The adopting parent

· An employee acting in loco parentis to a child. 

Where an employee is acting in loco parentis it is a matter for the Company to be satisfied that the granting of parental leave is appropriate.

In loco parentis means that the employee applying for Parental Leave must be either legally responsible for or fulfil the criterion that he or she is actively parenting the child on an ongoing basis.

Employees who have been continuously employed by the Company for one year qualify for 26 weeks unpaid parental leave in respect of each child (either born to them or adopted by them) who is under 12 years of age (or disabled children under 16 years of age).
If you have more than one child, leave is limited to 26 weeks in a 12-month period. 
This is pro-rated for part-time employees. 

Requests for parental leave will be considered in the light of the needs of the business, but every effort will be made to allow employees who qualify for parental leave to take the leave they have requested at the time of their choice.  The employer reserves the right to postpone any request for parental leave for up to 6 months.
The Company will not seek to postpone parental leave when it has been requested to coincide with the birth or adoption of a child.
All of the rights granted to an employee under the terms and conditions of their employment continue throughout Parental Leave [with the exception of the right to remuneration].
[Parental Leave is unpaid. However, employees may be credited with Social Welfare contributions during the period.  You can contact the Department of Social Protection for details.] 

OR 

[Employees who take Parental Leave will be paid on the following terms: <<insert terms>>.]

Parental Leave applies to each child and not to an employee’s job. For example, if an employee has used 10 weeks of parental leave with a previous employer, the employee can use up to 16 weeks parental leave with the new employer if he or she is eligible.
Procedure for Parental Leave
Parental leave may be taken in one continuous period or in 2 separate blocks of a minimum of 6 weeks each. There must be a period of 10 weeks between the 2 periods of parental leave per child. If the employee has more than one child, the Employee can take no more than 26 weeks parental leave in any 12-month period. Part of a week counts as a full week in calculating parental leave taken for that year.  For example, if a full-time Employee takes 3 days parental leave and then returns to work, one week is deducted from the 26- week entitlement.
Employees wishing to take Parental Leave must provide a minimum of 6 weeks written notice to <<individual/title>>, and including the following information:

· Their child’s birth certificate; or

· Evidence of an adoption placement; or 

· Evidence of a disability living allowance (in the case of a disabled child); or

· Notice of the Expected Week of Childbirth; and 

· The date on which the employee wants the Parental Leave to start; and 

· How much Parental Leave the employee wishes to take.
When the Parental Leave is in respect of an adopted child, and the employee wishes the Parental Leave to begin at the start of the adoption placement, the notice must be given at least 21 days before the beginning of the week in which the child is to be placed for adoption or as soon as is reasonably practicable thereafter.
<<Individual/Title>>  will discuss the matter with the employee and provide written confirmation of either approval or postponement of the Parental Leave within 7 days of receiving the notice. 

Postponement of Parental Leave

In the event that Parental Leave is postponed, the letter will set out the reasons for doing so and the new dates for Parental Leave.
Parental Leave will not be postponed for any more than 6 months from the date on which the Employee requested it to start.  The Company will try to agree a suitable alternative time with the Employee but if this is not possible, the Company will guarantee that the Employee will be able to take his/her parental leave at a time, not more than 6 months ahead which best fits the needs of the business and the needs of the Employee.  The Employee will be allowed to take the postponed parental leave even if it is postponed beyond the 12-year limit.  
In the event that an employee on Parental Leave wishes to return to work early, they must provide at least 7 days’ notice.

Return from Parental Leave
Employees who take up to 4 weeks’ Parental Leave in any given year will be entitled to return to the job in which they were employed before their absence on the same terms and conditions.

In the event that an employee takes more than 4 weeks’ Parental Leave in any given year the Company will endeavour to return the employee to the same job they were employed in before their absence, and where this is not reasonably practical to a similar job on the same or more favourable terms and conditions.
Overlap of Statutory Leave Types

It is not permissible to be simultaneously absent on two types of statutory leave. Where there is an overlap (e.g. maternity leave), parental leave may be postponed for a reasonable period by mutual agreement between the Company and the employee
Abuse of Entitlement

Employees found to be abusing their entitlement to parental leave will immediately have their parental leave entitlement terminated and may be subject to the disciplinary procedure, which may result in disciplinary action, up to and including dismissal.

Rights During Parental Leave Period

All employees have the following rights whilst absent on Parental Leave:

a. The employee’s contract of employment subsists throughout their absence for Parental Leave, and they will continue to benefit from their terms and conditions of employment, except for the right to remuneration.

b. Before the commencement of Parental Leave the employee will be informed of the arrangements for covering their work and for remaining in contact with the Company whilst they are on leave. As far as possible, such arrangements will be finalised in consultation with the employee, who will be reasonably involved in decisions relating to the temporary reporting arrangements to cover their Parental Leave.
c. Any entitlements in respect of public holidays occurring while on parental leave will be addressed by additional annual leave. These annual leave entitlements are to be taken [at a time outside of the period of parental ty leave] OR [at the end of the period of parental leave]
d. All employees on Parental Leave will remain on circulation lists for internal memoranda and other documents and will be included in invitations to work-related social events as if they were still at work. Where appropriate, if the employee has executive/managerial/supervisory responsibilities the Company will try to ensure that the employee is given the opportunity for consultation about key decisions taken in their absence.

e. [As far as reasonably possible the Company will seek to defer key decisions until the employee’s return from Parental Leave.]
f. The employee will be entitled to return to the same job on the same terms and conditions following Parental Leave.
g. Where the parental leave has commenced, and the employee is employed under a fixed term/specified purpose contract, and the contract is due to expire, then the last day of the parental leave shall be the day on which the contract expires.
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