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EDINBURGH NAPIER UNIVERSITY
PARENTAL LEAVE

1. 
ELIGIBILITY
1.1
The right to Parental Leave entitles all eligible staff who have completed one year’s qualifying service to take a period of unpaid leave to care for each child born or adopted on or after 15 December 1994.

1.2
To qualify for Parental Leave you must either be the parent: 
· named on the child's birth certificate
· named on the child's adoption certificate
· have legal parental responsibility for a child under five (under 18 if the child is disabled)
1.3
If you are separated and you don't live with your children, you have the right to parental leave if you keep formal parental responsibility for the children
1.4
You are able to start taking parental leave as soon as the child is born or placed for adoption, or as soon as you have completed the required one year’s qualifying service with the University, whichever is later.
2. 
KEY ELEMENTS WHICH APPLY IN EVERY CASE
2.1
You are entitled to 18 weeks’ parental leave for each child under the age of 5, so if you have a multiple birth you are entitled to 18 weeks leave for each child. Therefore if you have twins, you are entitled to up to 36 weeks parental leave. 
2.2
If your child is adopted, each parent can take a total of up to 18 weeks' parental leave. This can be until the fifth anniversary of their placement with you or until their 18th birthday, whichever comes first.

2.3
If you have a child entitled to a disability living allowance you are entitled to 18 weeks for each child up until the child’s 18th birthday;
2.4
You remain employed while on parental leave. Some terms, such as contractual notice and redundancy terms, will still apply;

2.5
You are entitled to accrue annual leave and fixed leave during parental leave. 
2.6
Pension arrangements differ during periods of unpaid leave dependant on your Pension Scheme Provider; please view Appendix A for more information.  
2.7
At the end of parental leave, you are guaranteed the right to return to the same job as before, or, if that is not practicable, a suitable alternative which has the same or better terms and conditions. Where leave is taken for a period of 4 weeks or less, you are entitled to return to the same job.
2.8
Parental leave is an individual right and you cannot transfer the leave between parents. For example a father cannot decide to take only 16 weeks and the mother take 20 weeks

3. 
THE PURPOSE OF PARENTAL LEAVE
3.1
The purpose of parental leave is to care for your child. This means looking after their welfare and could include making arrangements for the good of your child.

3.2
Caring for a child does not necessarily mean being with the child 24 hours a day. Parental leave might be taken simply to enable you to spend more time with your young child. Examples of the way parental leave might be used include:
· straight after your maternity, paternity or adoption leave

· spending more time with your child in their early years

· time with your child during a stay in hospital

· looking at new schools

· settling your child into new childcare arrangements

· allowing your family to spend more time together, for example, taking your child to stay with grandparents

3.3
You can take parental leave immediately after your maternity, paternity or adoption leave providing you give the correct notice.
4. 
PARENTAL LEAVE FOR PART-TIME STAFF
4.1
Parental Leave for part-time staff will be allocated on a pro-rata basis according to your hours worked.

5. 
LENGTH OF PARENTAL LEAVE
5.1
The University may limit the amount of Parental Leave taken by you to 4 weeks in any one year. Parental Leave can be taken in single days or in blocks of days or weeks up to the agreed maximum. Parental Leave, taken in one or more whole days, may also be spread over a number of consecutive weeks in  agreement with your Dean of School/ Director of Service.

6. 
PARENTAL LEAVE NOTIFICATION PROCEDURES
6.1
If you wish to take unpaid Parental Leave, you must apply in writing to your Line Manager giving at least 21 days notice. This should include the dates  that you would like  your leave to begin and end. 
6.2
Once agreed you must complete a Special Leave Form and ensure that this is signed by your Dean of School/ Director of Service and then sent to Human Resources to action and record. 
7. 
CONDITIONS OF PARENTAL LEAVE
7.1
The timing of Parental Leave is at the discretion of your Line Manager and will be subject to operational needs. However, the University’s aim is to grant leave when it is needed and will therefore attempt to avoid refusing or postponing leave as far as practicably possible. 
7.2
It is therefore in your interest to give your Line Manager as much advance notice as possible. In the most extreme cases, and for business reasons, Parental Leave can be postponed by your Line Manager for up to 6 months from the date of request. However, such a request will not be postponed if you wish to take Parental Leave immediately after the time of birth or placement of a child for adoption.
8. 
USEFUL LINKS

http://webarchive.nationalarchives.gov.uk/+/http://www.dti.gov.uk/employment/employment-legislation/employment-guidance/page18480.html

http://www.direct.gov.uk/en/Parents/Moneyandworkentitlements/WorkAndFamilies/Parentalleaveandflexibleworking/DG_10029416

http://www.worksmart.org.uk/rights/parental_leave
9. 
RELATED UNIVERSITY POLICIES
Disability Leave Policy
Time off for Dependants 
Paternity Leave Policy 
Maternity Leave Policy
Flexitime Scheme Policy 
Flexible Working Policy 

Appendix A 

PENSION INFORMATION
Lothian Pension Fund 
Unpaid leave
If you are granted an unpaid leave of absence:
The first 30 days - full Local Government Pension Scheme membership continues to build up during this period and you must pay the pension contributions that would have been paid had you been at work. 
After 30 days - this period will not count as membership unless you pay for it to do so. You can elect to pay contributions for the whole period of your absence, up to a maximum of 3 years, and maintain your full pension benefits. For the period to count towards your membership, you must pay the contributions that you would have paid if you had been at work. 
Paying back contributions
You can pay back contributions after authorised leave of absence. Your employer will write to you within 30 days of your return to work , (or within 30 days of leaving if you do not return) to give you this option and they will let you know how much this would cost. If you do not repay contributions, this period will not count as scheme membership. 
What if I am paying extra? 
If you have entered into a contract to buy extra pension (additional regular contributions) or additional LGPS membership (added years) and you are absent from work due to authorised leave of absence, you must continue to make the extra pension payments and/or payments to buy additional membership you had contracted to pay as if you were not on leave. 
AVCs
If you are paying Additional Voluntary Contributions (AVCs) you can arrange to continue to make your AVC payments throughout your leave. If you are paying AVCs for extra life cover you should arrange to continue with these payments throughout your leave or cover may cease. 
Link to Relevant Page of Lothian Pension Fund Website: 
http://www.lpf.org.uk/lpf1/info/3/current_members/4/benefits/14 
STSS
If you are granted an unpaid leave of absence, you will be expected to continue to pay your pension contributions; these will be based on the rate of pensionable pay immediately prior to the leave starting. 
Link to relevant page of the STSS Website: http://www.sppa.gov.uk/index.php?option=com_content&view=article&id=31:types-of-leave&catid=13:what-do-i-pay&Itemid=67 
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