[image: ]
PARENTAL LEAVE POLICY 
Contents
Introduction	1
Eligibility	1
Entitlement	1
Purpose of Parental Leave	2
Notifying the employer	2
Postponing the Commencement of Parental Leave.	2
Contractual Conditions	3
Pension	3
Communication with Employees	3
Returning to Work	4

[bookmark: _Toc231200633]Introduction
This policy aims to provide details of and guidance on an employee’s entitlement to statutory parental leave. 
Parental leave may be taken in addition to maternity, paternity, shared parental and adoption leave. 
Employees can take parental leave to care for their child if they have, or expect to have, parental responsibility for the child. Parental leave is unpaid.
[bookmark: _Toc231200634]Eligibility
Employees qualify if all of these apply:
· they’re named on the child’s birth or adoption certificate, or they have or expect to have parental responsibility
· they’re not self-employed or a ‘worker’, for example an agency worker or contractor
· they’re not a foster parent (unless they’ve secured parental responsibility through the courts)
· the child is under 18
[bookmark: _Toc231200635]Entitlement
Employee can take up to 18 weeks' unpaid leave for each child until each child is 18 years old, subject to a maximum of four weeks' leave for each child in any one-year period.
Employee must take parental leave in blocks of at least one week. However, if the child has a disability i.e. if the child is entitled to either Disability Living Allowance or Personal Independence Payment, they can take the leave in blocks of days or hours.
Parental leave is unpaid.
If an employee works on a part-time basis the entitlement is for 18 weeks of their normal working week i.e. if an employee works 3 days a week, one ‘week’ of parental leave equals 3 days.
Parental leave applies to each child, not to an individual’s job. Any period of parental leave taken with a previous employer for the same child will be taken into account when calculating an employee’s entitlement. 
Parental leave is an individual right and cannot be transferred between parents.
[bookmark: _Toc231200636]Purpose of Parental Leave
Parental leave can be used for the welfare of children for example to:
· spend more time with their children;
· look at new schools;
· settle children into new childcare arrangements;
· spend more time with family, such as visiting grandparents etc.
This list is not exhaustive.
[bookmark: _Toc231200637]Notifying the employer
An employee must notify their line manager at least 21 days before either of the following:-
· the date on which they intend to start parental leave 
· the week in which the child is born or expected to be placed with them for adoption.
A Parental Leave Application Form should be completed, signed and sent to the line manager as per the above notice.  
On the first occasion parental leave is requested the employee will be asked to provide evidence of their entitlement, for example their child’s birth certificate to prove their child’s age and that they have responsibility for that child. In the case of adoption, a Matching Certificate that will be issued to the employee by the authorised adoption agency/local authority.
[bookmark: _Toc231200638]Postponing the Commencement of Parental Leave.
Parental leave cannot be postponed by employer if: 
· there is no ‘significant reason’, for example it would cause serious disruption to the business 
· it’s being taken by the father or partner immediately after the birth or adoption of a child 
· it means you would no longer qualify for parental leave, for example postponing it until after the child’s 18th birthday  
In some exceptional circumstances the line manager may be unable to agree to an application for parental leave on the specific dates requested due to the particular specific operational/ business needs of at that time.  In these circumstances the line manager will need to discuss the postponement with the employee and alternative dates will need to be mutually agreed.   
The line manager will need to confirm in writing this change to the employee within seven days of receiving the application.  The alternative dates must fall within six months of the originally requested start date and must conclude before the child's 18th birthday, without altering the amount of leave requested. 
[bookmark: _Toc231200639]Contractual Conditions
All the terms and conditions of the employee’s contract, except normal pay, will continue and their continuity of employment is not affected. 
The employee will continue to accrue annual leave during parental leave. 
[bookmark: _Toc231200640]Pension
The employee should contact the pension provider directly to get advice and information about arrangements for this period.
[bookmark: _Toc231200641]Communication with Employees
The Employer reserves the right to maintain reasonable contact with the employee during parental leave. This may include discussions about arrangements for the employee’s return to work, any necessary workplace adjustments, or important updates regarding developments within the District.
Before parental leave begins, the line manager and employee should discuss and agree the preferred level and method of contact, taking into account the expected duration of the leave. An employee may choose not to receive routine updates, and where this is agreed, it must not result in any detriment to the employee.
[bookmark: _Toc231200642]Returning to Work
Employees are entitled to return to the same job they held before taking parental leave where:
· they take a single, stand‑alone period of ordinary parental leave of four weeks or less; or
· they take up to four weeks of ordinary parental leave immediately following a period (or consecutive periods) of maternity, adoption, paternity, and/or shared parental leave for the same child, provided that the total period of statutory leave taken (excluding parental leave) has not exceeded 26 weeks.
Where an employee takes:
· more than four weeks of ordinary parental leave, or
· up to four weeks of ordinary parental leave following statutory leave exceeding 26 consecutive weeks for the same child,
they remain entitled to return to the same job, unless this is not reasonably practicable. If returning to the same job is not possible, the employee will be offered a suitable and appropriate alternative role on terms and conditions that are no less favourable.
If, due to operational or work‑related reasons, it is not possible for the employee to return to work on the expected date, the line manager must discuss the situation with the employee and agree appropriate arrangements in consultation with the District Lay Employment Secretary (DLES) re appropriate practical steps.
Line managers must, without delay, seek advice from and inform the DLES if an employee does not return from parental leave as expected.
1
Last updated Apr 2026
image1.png
Ak
The Methodist Church™
Northampton District




