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1. Parental leave 

 
We respect that there will be occasions when working parents wish to take time off work to care for or spend 
time with their child or children. No-one will be subjected to a detriment for taking or seeking to take parental 
leave in accordance with this policy 

 
2. Eligibility  

 
Parental Leave is available to employees who have been continuously employed for a period of 12 months’ 
and who meet one of the following conditions: 
 

• He/she is the parent of a child who is under 18 years of age. 

• He/she has adopted a child under the age of 18 (the right to parental leave lasts for a period of 5 
years from the date of adoption or until the child’s 18th birthday, whichever is the sooner).  

• He/she has acquired formal paternal responsibility for a child who is under five years of age.  
 

You must be taking the leave to spend time with or otherwise care for the child. 
 
3. Amount of parental leave  
 
If you are eligible for Parental Leave, you will be entitled to up to 18 weeks’ unpaid Parental Leave per child, 
which is to be taken up until the child’s 18th birthday. If you work part time, your entitlement to leave will be 
proportionate to the weekly hours or days worked subject to;  
 

• A maximum of 4 weeks per year 

• Leave being taken in blocks of one week. 
 

4. Children with Disabilities 
 

Parents of children who have disabilities have the right to: 

• Take leave up to the age of 18 

• Up to 18 weeks unpaid leave. 
 

5. Notice of Intention to take Parental Leave 
 
To apply for Parental Leave, you must provide proper notice of the period of leave that you propose to take. 
This notice must be given to the Headteacher/Line manager at least 21 days before the date on which leave 
is to start and must specify the dates on which the period of leaves is to begin and end.  
 

The expectation is that the Headteacher and employee will be able to agree a suitable time for such leave, 

subject to: 

• postponement by up to six months if the period proposed is unduly disruptive 

• Where a father gives notice of his intention to take leave starting when the child is born, the Head 
Teacher cannot postpone this leave. 

 

6. Keeping Records 
 

Employers are not required to keep statutory records of parental leave taken, but Heads may wish to record 

requests for parental leave and the amount of parental leave taken.  It is open to employers to make enquiries 

of a previous employer or seek a declaration from the employee as to how much parental leave he or she 

has taken. 


