GUIDANCE NOTE ER15








PARENTAL LEAVE SCHEME








The Council has a variety of flexible working arrangements for employees to use, if they need time off from work for reasons unconnected with work.  





These include annual leave provisions, the flexitime scheme, maternity leave, parental leave, adoption leave and special leave.  All these policies incorporate statutory, national and local LBS terms and conditions.  In a number of circumstances the Council gives staff a more generous entitlement than that required by law.  LBS supports the right of its employees to take time off work to deal with child care and other family commitments.





This guidance covers the parental leave scheme.  There is separate guidance available on additional, special, adoption, annual, maternity and paternity leave and flexitime, available from your Personnel Section.





Parental Leave





These provisions allow employees to take a period of leave to look after their young children.





Who is entitled to parental leave?





Any employee who has been employed by the London Borough of Sutton for at least one year at the date on which they wish to start their parental leave, and who has or expects to have responsibility for a child and is:


the mother or


the father of the child (including where he has acquired parental responsibility under the Children Act 1989) or


a guardian appointed under the Children Act 1989 or


an adoptive parent or


a spouse or partner of any of the above (of either sex) if he or she is living with the child, eg step-parent


permanent foster parent (ie where it is anticipated that the child will be with them until adulthood.) 


grandparents with a significant parenting responsibility





The right to parental leave is in addition to a female employee’s entitlement to maternity leave, or to adoption leave, and is an entitlement per child.





�
What are they entitled to?





Up to 13 weeks unpaid leave for each child under 8 (pro rata for part-time staff), to be taken in blocks or single days (actual days taken to be recorded against entitlement) up to a maximum of 4 weeks in any 12-month period.  This maximum may be extended in exceptional circumstances, by agreement with the Executive Head of Service.  The 12 months starts from the anniversary of the date on which the employee became entitled to take parental leave for the child in question.  For adoptive children the eight-year period runs from the date of placement for adoption, or until the child is 18, whichever is the earlier.  If the employee becomes entitled to the leave part-way through the eight-year period - eg a step-parent of a child who is 6, or if a child is adopted who is 15 - their leave may be reduced, as they will still be subject to the maximum 4 weeks leave in 12 months.





Up to 18 weeks unpaid leave for each child under 18 in receipt of disability living allowance (pro rata for part-time staff), to be taken in blocks or multiples of single days, up to a maximum of 4 weeks in any 12-month period.  This can be spread over the full 18 years.





The purpose of the leave has to be to care for the child.





The employee has the right to return to their job or another suitable job after the leave.





The employee will continue to receive all contractual benefits, except pay, during their leave.





The right to accrue annual leave will continue during any period of parental leave.





Where a public holiday falls during parental leave, normal pay for that day will be provided.





Employees with more than one job with the Council will have only one entitlement to parental leave.





How to apply





Employees will need to give notice of the dates when they wish to take the leave in writing, equivalent to the amount of leave they wish to take, with a minimum of 7 days’ notice (managers will consider requests without the full notice period sympathetically).  They will also need to show evidence of their entitlement to the leave (eg birth certificate, parental responsibility order or adoption papers), and to give details of any parental leave previously taken.  





�
Depending on the timing of the leave, the manager may postpone the leave for operational reasons, up to a maximum of 3 months.  However, postponement is the last resort, and the manager and the employee should discuss other possibilities first.  This might include looking at a different pattern of leave, a shorter or longer period of leave, alternative dates, or any other options.  The manager will give written notice to the employee of the postponement, within 7 days of receiving the request, stating the reason for the postponement and when the postponed leave may be taken.  Leave requested for the period immediately after childbirth or date of adoption cannot be postponed.





For employees who are members of the Local Government Pension Scheme, the period of parental leave will count as pensionable service, subject to the employee choosing to pay pension contributions during the period of absence.  If the leave is for less than 30 days, contributions will continue to be deducted automatically from pay for the first 30 days of absence. If the leave is for more than 30 days, the employee will need to make special arrangements to continue payments, by contacting Pensions Section.


Leave taken with a previous employer will count against the 13 weeks overall entitlement, and employees will be asked to declare any parental leave already taken.


Application forms for parental leave are available from the Group Personnel Sections.





Relationship with other leave





Parental leave may be taken in conjunction with paternity, adoption, annual or maternity leave.  Employees will need to give the maximum notice possible, with a minimum of 7 days.  This should not present a problem, as parental leave is intended to be planned in advance, and would not usually be used to cover emergency or unplanned situations.


The Council’s officers have the discretion to grant special leave to staff in specific circumstances.  There may be some situations where paid special leave (see separate policy available from Group Personnel Sections) is debitted against an employee’s entitlement to parental leave.  This could be where up to 3 days paid leave can be granted to deal with an emergency breakdown in care arrangements where this is for their child, or up to 5 days paid leave to deal with the illness of a child or to accompany them to a medical/hospital appointment where this is for a child.  However, given the notice requirement, it is unlikely that parental leave will be used for this purpose, and it is more likely to fall under special leave arrangements.  





The Council has separate provisions for additional leave (See ER18) that cover situations such as emergency leave for assisting dependants and compassionate leave.  These are covered in separate policies in this Handbook and are available from Group Personnel Sections.





�
Recording leave





Employees taking parental leave must complete their leave card and pass it to their line manager.  In addition, a record of parental leave taken will be made on the employee’s record within the Council’s Human Resources IT system.  Information about parental leave taken may be included in requests for employment references if asked, and the Council will ask for this information from previous employers.





Misuse of leave





Any deliberate misuse of any of these provisions will be dealt with under the disciplinary procedure.











This policy has been agreed in consultation with the Employee Side, and will be reviewed and revised as necessary.





It supercedes paragraph 7 of the Guidance Note PB6 ‘Flexible Working Arrangements’. 






































Human Resources


October 2002
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PARENTAL LEAVE REQUEST








These provisions allow employees to take planned periods of leave to look after their young children and is unpaid.  Please see the Council’s policy on Parental Leave, to check your eligibility and conditions attached.





The council has separate provisions for adoption, paternity and additional leave to cover situations such as emergency leave for assisting dependants and compassionate leave.  These are covered in separate policies available from your Group Personnel Section.





If this is your first request in respect of this child since starting work with the London Borough of Sutton please complete Sections 1 and 2 of the form.  If this is not your first request for this child please move directly to Section 2.





Section 1


I confirm that I meet the eligibility conditions for Parental Leave.


Have you been granted any Parental Leave in respect of this child with a previous 


employer?                             Yes/No


If yes, please supply details of the leave taken and the employer for whom you were working when the leave was taken.


..............................................................................................................................................


..............................................................................................................................................


..............................................................................................................................................


Details of the child for whom Parental Leave is requested:-


If you are requesting the leave in respect of a child who is not yet born please attach a copy of the MatB1 Certificate showing the expected week of childbirth.


If the child is already born:





Child’s Name  ……………..........................................    DOB ...…………………..............


(Please supply the original Birth Certificate to confirm this information)





Are you in receipt of a Disability Living allowance for this child?                Yes/No


If Yes please provide evidence of this.


If the child is adopted:   


Child’s Name  …………………..................................   DOB…………………………............


(Please supply original Adoption Certificate)


�
Section 2


I would like to request parental leave in respect of :


Child’s Name .......................…………….................


From ……....................................................... To  …………..............................................  


Total number of working days ……...........................


I have previously taken ...……….......... number of days for this child.  


(This must include any leave taken with a previous employer.)


I declare that all the above details are true and accurate.  I declare that the information given on this form is correct to the best of my knowledge and belief, and I understand that any false statements on this form may justify my dismissal from the Council’s service.  I understand that the information on this form will be stored and processed for the purposes of personnel management.


Name  ……………….........................................      Date ................................................


Signed ..............................................................     Group ..............................................





Section 3


Manager’s comments


I agree to the parental leave requested*/I have agreed to postpone the request 


until …………………...........................*


Name  …………………………....................................


Signed  ………………………....................................  Date  ……………………………......


Authorised by ............................................................


(Executive Head of ...............................................)





Section 4


Group Personnel Section Action


Date received   .........…………………..             Payroll advised…………………………....


Noted on HR System .....................................  Noted on record card ...........................





* Delete as appropriate





Human Resources


May 2003





