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Parental Leave

What this policy covers

This policy applies to employees only.

The Company recognises that working parents may need to take additional unpaid leave from work to care for their children. This policy outlines the qualifying conditions 
and the procedure to request Parental Leave. It also sets out how and when the leave can be taken, provides information on your contractual rights and your right to return 
to work following Parental Leave. 

If you meet the qualifying conditions set out below, you are entitled to take the relevant Statutory Parental Leave for each child. The Company will consider all requests for 
Parental Leave, however, you must be aware that Parental Leave can only be authorised to be taken at a time to suit the needs of the business.

Your entitlements

Qualifying conditions

In order to qualify for Parental Leave, you must have been employed by the Company for a continuous period of one year or more. You must also have responsibility for 
the child and you must be one of the following:

•	 The biological mother or father of the child

•	 The child’s adoptive parent (male or female)

•	 Have legal responsibility for the child,  such as the child’s legal guardian

You must confirm that the requested leave is intended for the purpose of spending time with or caring for the child.

Taking Parental Leave

If you meet the qualifying conditions, you are entitled to:

•	 A maximum of 18 weeks’ unpaid Parental Leave for each of your children under the age of 18; the leave must be taken before the child’s 18th birthday. 

You should be aware that there is a maximum of four weeks’ Parental Leave that can be taken in any one year.  

Parental Leave can only be taken in blocks of one complete week or more, except in the case of children with a disability, when you may take Parental Leave one day at 
a time.

Contractual benefits during Parental Leave



You are entitled to enjoy your normal terms and conditions of employment, with the exception of pay, while on Parental Leave.

Procedure

If you meet the qualifying conditions detailed above, you are required to give the Company a minimum of 21 calendar days’ notice, in writing, of your request to take 
Parental Leave. The request must specify the start and end date of the intended leave and state that the purpose of the leave is to spend time with or to take care of the 
child.  

You must confirm if you have previously taken Parental Leave, in relation to the same child, during any previous or other employment with another employer.  

You are also required to provide evidence of your responsibility to the child and the child’s date of birth or date of adoption placement. This evidence can be a birth 
certificate; adoption or matching certificate; court order or parental responsibility agreement.  

If you intend to take a period of Parental Leave immediately after a period of Paternity Leave, you must give the Company a minimum of 21 days’ notice from the beginning 
of the expected week of childbirth or placement.

The right to postpone Parental Leave

The Company has the right to postpone your Parental Leave for up to six months if the timing of your absence will unduly disrupt the business. However, any Parental Leave 
requested to take place immediately after the birth of your child, or the date of placement, will not be postponed provided that you have given 21 calendar days’ notice of 
your intention to take Parental Leave at this time.

Returning to work after Parental Leave

You are normally entitled to return to work following Parental Leave to the same position you held before commencing your leave. Your terms of employment will remain 
unchanged upon your return from a period of Parental Leave.

If your Parental Leave has been combined with a period of Maternity, Adoption, Shared Parental or Paternity Leave of more than four consecutive weeks, and it is not 
reasonably practicable for you to return to the same position you held before commencing leave, the Company will offer you a suitable and appropriate alternative position.

Breach of this policy

If you take a period of Parental Leave under this policy for any purpose other than to spend time with or otherwise care for your child, you may be subject to disciplinary 
action, up to and including dismissal.
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