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For further information on policies:
You can go to the Secretariat pages on InSite at https://outlookuwicac.sharepoint.com/sites/Secretariat; 
You can go to the Policy Hub at cardiffmet.ac.uk/about/policyhub; or
Contact policies@cardiffmet.ac.uk. 
Mae'r ddogfen hon hefyd ar gael yn Gymraeg / This document is also available in Welsh.
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[bookmark: _Toc226053764]Introduction
The University recognises the demands and importance of family life. It is therefore committed to supporting employees through a range of family friendly procedures to achieve a balance between work and home life wherever possible. 
This procedure reflects the statutory rights of eligible employees which begins from the day of employment, to take unpaid time off to care for a child or make arrangements for the child’s welfare and is available to biological parents and those with formal parental responsibility for a child up to age 18.
Parental leave can be used in various ways, for example to spend more time with a child, to settle children into new childcare arrangements or to allow the child to spend more time with family, such as visiting grandparents. 
[bookmark: _Toc226053765]Scope of Policy
This policy applies to all eligible employees, regardless of gender identity, expression or sexual orientation. For the avoidance of doubt, the terms “partner” or “spouse” are inclusive of same-sex partnerships.
[bookmark: _Toc226053766]Parental Leave
All parents, whether they are birth or adoptive parents can qualify for parental leave, provided they are employees of the University. 
The employee must either be named on the child’s birth certificate or they must have, or expect to have, parental responsibility under the law for the child. The parents of a child do not have to be living with the child in order to qualify for parental leave.
In some cases legal responsibility for looking after a child will have been given to someone other than a natural or adoptive parent, such as a guardian. If an individual has acquired parental responsibility for the child, they will be entitled to parental leave if the qualifying conditions set out in this document are met.
[bookmark: _Toc226053767]Eligibility and Entitlement to Parental Leave 
Any parental Leave that employees take in relation to a child while working for another employer counts towards their 18 week entitlement. If the employee has taken parental leave in relation to a child during previous employment, they should provide written details of this to their manager. 
To take a period of parental leave in relation to a child the employee must:
  Have or expect to have responsibility for the child; and
Be taking the leave to spend time with or otherwise care for the child
You have responsibility for the child if you;
Are the child’s biological parent, whether or not you are living with the child or the adoptive parent;
Otherwise have legal parental responsibility for the child. For example if you are the child’s legal guardian or the child has been placed through a court order. 
You must be named on the child’s birth certificate or adoption certificate or have or expect to have parental responsibility.
You must not be self-employed or a ‘worker’ e.g. an agency worker or a contractor.
You must not be a foster parent, unless you have secured parental responsibility through the court.
The child must be under the age of 18.
[bookmark: _Toc226053768]Length of Parental Leave
All eligible employees are entitled to take up to 18 weeks’ unpaid parental leave for each child. 
You may take your leave in blocks or multiples of one week, however, you do not have to take all the leave at once.
If your child is disabled, you may take your leave in blocks or multiples of one day.
The maximum parental leave you may take in any one year is four weeks in respect of an individual child.
A ‘week’ is equivalent to the length of time an employee normally works over 7 days e.g. if an employee works 3 days a week, one ‘week’ of parental leave equates to 3 days.
Please note that parental leave applies to each child and not the individual’s job. For example, if an employee is entitled to 18 weeks and has used 10 weeks with a previous employer, then they will still be entitled to up to 8 weeks with the new employer after 1 year’s continuous service.
[bookmark: _Toc226053769]Welsh Language Standards
The University has considered what effects this policy has on opportunities to use the Welsh language and has considered its duty in treating the Welsh language no less favourably than the English language.  
This policy and associated documents are available in both the Welsh language and the English language. 
Any paper correspondence in relation to this policy will be provided in Welsh, should the employee have chosen to receive any correspondence in relation to their employment, in Welsh.
[bookmark: _Toc222053775][bookmark: _Toc226053770]Policy and Procedure Review
People Services will proactively advise, support, and monitor the application of this policy and procedure.
To ensure it is relevant and effective, this policy and associated procedure will be reviewed every three years or where there is a change in the University’s requirements, employment legislation or case law.
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1. [bookmark: _Toc226053772]Notification by the Employee
You must give the University 21 days’ written notice of your intention to take parental leave using the application to take parental leave form.
If you intend to take parental leave immediately after the birth or adoption of a child, you must give the University written notice of that fact at least 21 days before the beginning of the expected week of childbirth or expected week of placement in cases of adoption. Where this is not possible, you should give notice as soon as is reasonably practicable.
You may start your leave once the child is born or has been placed for adoption
In certain circumstances, the University can postpone your period of parental leave for up to 6 months. When you apply to take parental leave immediately after the birth of a child or the placement of a child in the case of adoption, the University will not postpone the leave. 
[bookmark: _Toc226053773]Cardiff Metropolitan University’s Responsibilities:
The University shall not postpone parental leave if the postponement would result in the leave being taken after the child’s 18th birthday. 
In any other circumstances, specifically when you do not wish to take parental leave immediately after the birth of a child or the placement of a child in the case of adoption, the University may postpone a proposed period of parental leave for up to 6 months where the leave as planned would unduly disrupt the organisation. This may happen where:
You wish to take parental leave during a peak period
A number of employees wish to take parental leave at the same time
The work is of importance to a time critical project
Cover for your absence/work cannot be found before the date on which the parental leave is requested to start on
If the University decides to postpone the parental leave, it will:
Consult with you about the date to which the leave may be postponed
No more than 7 days after you gave notice of your intention to take parental leave, provide written notice stating the reason for the postponement and the new beginning and end dates of the leave which you will be allowed to take. 
The University has the right to request evidence to confirm you are the parent or person who has legally responsibility for the child.  

[bookmark: _Toc226053774]Terms and Conditions during Parental Leave 
Parental leave is unpaid, therefore your contractual provisions relating to pay are suspended during Parental Leave.
During any unpaid period of parental leave, the payment of pension contributions and the treatment of pensionable service will be determined in accordance with the rules of the relevant pension scheme. As a result, the impact on pension benefits may vary.
Where applicable, employees may have the option to make additional contributions in respect of periods of unpaid leave, subject to the provisions of their pension scheme. 
Please contact Payroll: payroll@cardiffmet.ac.uk before you commence your leave to discuss your options.
[bookmark: _Toc226053775]Returning to Work
You are entitled to return to work following Parental Leave to the same position that you held prior to commencing the leave if it was an isolated period of leave lasting 4 weeks or less. Your terms of employment will be the same as they would have been had you not been on leave. Where this is not possible, specifically where the period of Parental Leave has been taken immediately after a period of Maternity Leave, Adoption Leave or Shared Parental Leave the University will fully consult with you and offer you a suitable and appropriate alternative position. 
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