3.4
Adoption leave

1.
Eligibility
1.1
If you have the main responsibility for childcare and have been permanently employed by the Council for a period of six months before you are notified of being matched for adoption you are entitled to adoption leave and pay. 

1.2
If you and your partner have both worked for Camden for at least 6 months, only one of you will be eligible to take adoption leave at any one time. 

2.
Your Obligations 
2.1
To claim adoption leave you must let your Chief Officer know, through your departmental personnel unit, at least 3 weeks before you want your absence to start.

2.2
You should try to give as much notice as possible of the date of the intended adoption. You must give us a ‘matching certificate’ from the adoption agency as evidence of your entitlement to adoption leave and pay.  You may change the date on which you want the leave to start providing you give us 28 days notice of the change. If you fail to give reasonable notice, the Chief Officer may refuse to grant adoption leave.

3.
Right to paid time off
3.1
If you are adopting a child under the age of 5, you are entitled to leave with pay as follows:

a)
Full pay for the first sixteen weeks of absence, and

b)
The option of receiving either:

i) 24 weeks at half pay, and up to 12 weeks without pay

ii) 12 weeks at full pay and up to 24 weeks without pay.

3.2
If you are adopting a child who is 5 years or older, you are entitled to leave with pay as follows:

a)
Full pay for the first eight weeks of absence, and 

b)
18 weeks at the rate of Standard Adoption Pay, and up to 24 weeks without pay.

3.3
You may choose to start your leave from the date of the child’s placement or from a fixed date up to 14 days before the expected date of placement.

3.4
If you wish to return to work before the end of the adoption leave period you should give your departmental personnel unit at least 28 days notice of the new return date. 

3.5
You should take any outstanding annual leave before starting adoption leave wherever possible.  Where this is not possible, you must take any accrued annual leave in a block at the end of the adoption leave period and, where you propose to return on a job sharing or part time working arrangement, before these begin.  The normal rules for the carry over of annual leave will apply.  All annual leave must be agreed by your manager.

3.6
You must return to work for a period of 6 months following adoption leave.  If you do not do this you will be required to repay that amount of salary paid to you after the first sixteen weeks that is above the rate of Statutory Adoption Pay. If you do not do this, we may take legal action to recover the money from you.

3.7
If you take an employment break immediately after your adoption leave, or within six months of your return to work, the obligations as set out in paragraph 3.6 will continue to apply until you have completed the six 

month period following the end of your employment break (unless the break is for more than one year and the Council is not able to offer you a suitable job at the end of the break.)

3.8
Also, if you do not repay the money you owe us we will not re-employ you unless you have guaranteed to repay that amount plus interest at a rate we will determine.

4.
Your rights on returning from adoption leave
4.1
You have the right to return to the job you had under your contract of employment, subject to any organisational change that may have occurred during your period of leave, and on terms and conditions which are as good as those that would have applied to you if you had not been absent.

4.2
 If you want to return to the Council on a job share, part time or other flexible working arrangement you should discuss this with your manager as early as possible. Anyone with a child aged under 6, or a disabled child aged under 18, has a legal right to request flexible working arrangements. 

4.3
Where possible you should apply before you start your adoption leave.  

5.
Your rights and obligations should a placement end 
5.1
If the child does not remain in your care for the full period of the adoption leave then you may continue the adoption leave for up to eight weeks following the end of the placement. You should tell your Chief Officer immediately that there is a change in circumstances and the date you will return to work.

3.5
Dependency Leave 

1.
Eligibility

1.1
If you have more than six months service, you are entitled to up to 5 days paid dependency leave in any leave year, subject to the conditions set out below. If you have less than 6 months service you are entitled to reasonable unpaid time off. 

1.2
We will grant you dependency leave if:

a) a dependent child is involved in an unexpected incident at school during school hours;

b) childcare or other arrangements break down;

c) to cover any other dependent person who reasonably relies on you for:

· assistance if they fall ill (including mental illness, injury or 

      assault); 

· or to arrange for their care in the case of illness or injury. 

1.3
A dependant is defined as a parent, child or someone who lives with you who is dependant on you for specific caring needs.  We will grant dependency leave only in exceptional circumstances, for example, where the normal care arrangements have broken down, without notice. The circumstances shall include taking the dependant person to the doctor, dentist, clinic or hospital for emergency or urgent treatment.  In these circumstances you must provide us with proof of the appointment. You must pay for any cost of this proof.

1.4
When we grant you leave you must fill in a self-certification form.  We do not need a medical certificate from the dependant’s doctor showing that your presence was needed to care for the dependent. However, we may need a medical certificate if the Chief Officer grants you further dependency leave.

1.5
We will grant you dependency leave on a pro-rata basis if you work part time or job share.

1.6
If you meet the criteria for dependency leave but have already had 5 days paid dependency leave during your annual leave year, your Chief Officer may in exceptional circumstances grant you a further period of special leave (paid or unpaid).

2.
Applying for dependency leave
2.1
Before asking for dependency leave, you should take annual leave, flexi leave or unpaid leave, if your manager approves.  If you then provide the appropriate verification and proof, dependency leave will be granted after you take it and we will record this as the reason for your absence.

2.2
To apply for dependency leave fill in the appropriate form and attach any of the documents described in 1.2 and 1.3, if they apply. 

2.3
The Chief Officer will decide whether you meet the conditions for dependency leave and we will let you know the decision.

2.4
If you feel dependency leave has been unreasonably refused you may appeal, by writing to your Head of Department. You should do this within 3 working days of being told we have refused your request.

2.5
If you feel that we are not keeping to our policy in respect of granting dependency leave you may make a complaint by writing to the Assistant Chief Executive – Personnel.

3.6
Paternity Leave (maternity support leave)

1.
Introduction

1.1
If you have over 6 months service and have been nominated to care for your wife, co-parent/co-habitee of either sex, following the birth or adoption of your child(ren), you are entitled to 10 days paid leave.

1.2
You must take this leave within 4 months of the birth, either in a single block or in multiples of half days.

2.
Procedure for requesting paternity leave
2.1
You should give us at least 28 days notice of your intention to take paternity leave. Where this is not reasonably practicable you should give us as much notice as possible. You should complete a nominated carer form letting us know:

a) the week the baby is due (this will be shown on the MATB1 form which you should attach. In the case of adoption the matching certificate should be attached);

b)   how you wish to take the leave.

2.2
You must tell us if you are no longer the nominated carer.

3.7
Parental Leave

1.
Eligibility and leave provisions

1.1
You can take up to 13 weeks unpaid leave to care for your child, provided you have one year’s service, as follows:

1.2
You can take the leave in blocks of a week, or more up to your child’s fifth birthday. Your manager may agree to your taking leave in blocks of less than a week.

1.3.
If your child is disabled you can take the leave in blocks of a day or more up to his or her eighteenth birthday.  

1.4.
The leave entitlement is per child. So if you, for example, were to have twins you would be entitled to 26 weeks unpaid leave.

1.5
Where there are compelling service requirements, your manager may:

a) postpone your parental leave by up to 6 months (except for leave to be taken immediately following the birth);

b) limit the amount of parental leave you take, to 4 weeks in any 12-month period.

2.
Applying for parental leave

2.1
You are required to give 21 days notice for each period of leave you intend to take.

