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1. Introduction
1.1. The right to parental leave is a statutory right which entitles employees to a total of 18 weeks unpaid leave for the purpose of caring for a child. This is a personal right and cannot be transferred between parents and the 18 weeks is a maximum period, it is not 18 weeks per employer. Therefore, if you have already used some of your parental leave entitlement with another employer you will only be able to take the remainder of your outstanding parental leave whilst at Salford City Council.

1.2 In its widest sense caring for a child may be viewed under the regulations as allowing parents to spend more time with their children and to relieve some of the stresses of working and caring.
1.3 Parental leave is different to carers leave which is paid and is usually used to cover emergency situations, for example where existing care arrangements have broken down. Parental leave is unpaid and must be taken in ‘whole’ weeks rather than odd days and there is a maximum of four weeks per year and it must be taken before the child’s eighteenth birthday. For more information on carers leave, please see the special leave of absence policy.

1.4 It is vital that the procedure for the granting of parental leave is applied consistently, fairly and sensitively to all groups of employees.
1.5 This policy does not form part of the contract of employment and can be amended at any time.
1.6 This policy reflects statutory rights in force from April 2026, including day one entitlement to parental leave for eligible employees and provisions relating to bereaved partner’s paternity leave.

2. Qualifying for parental leave
2.1 The right to parental leave applies to any child under the age of 18 that the employee has parental responsibility for. Where the child is adopted, parental leave may be taken from the date the child is placed with the family up to them being 18 years of age.
2.2 Employees are entitled to take parental leave where they have parental responsibility for a child under the age of 18.
For children born or placed for adoption on or after 6 April 2026, there is no minimum service requirement and the right to parental leave applies from day one of employment.
For children born or placed for adoption before 6 April 2026, employees must have completed at least one year’s continuous service to qualify.
Employees qualify for parental leave if they meet the following criteria:
• they have parental responsibility for the child
• they are named on the child’s birth or adoption certificate (where applicable)
• (for children born/adopted before 6 April 2026 only) they have at least one year’s continuous service
3. Evidence
On applying for parental leave, the employee may be asked to produce a copy of the child’s birth certificate. If this does not show proof of parental responsibility the employee may also be required to produce further evidence, for example, adoption papers.

4. Notice
4.1 Employees must give 21 days’ notice before their intended start date. If they or their partner are having a baby or adopting, notice is required 21 days before the week the baby or child is expected.

4.2 Employees must confirm the start and end dates in their notice.

4.3 Parental leave may be granted to employees who have not given the required notice in special circumstances at the discretion of their Headteacher.

5. How parental leave is taken
5.1 The school will strive to be sympathetic to flexible parental leave-taking arrangements as requested by employees.

5.2 Parental leave should be taken in whole week blocks of up to a maximum of four weeks per child per year except in the case of parents of a disabled child who will be granted the flexibility to take leave in individual days.

6. Postponement of parental leave
6.1 Parental leave can’t be postponed (delayed) if:

· the school does not have a ‘significant reason’, e.g. it would cause serious disruption to the provision of education to the pupils
· it is being taken by the father or partner immediately after the birth or adoption of a child
· it means an employee would no longer qualify for parental leave, eg postponing it until after the child’s eighteenth birthday

6.2 If the school does want to postpone the request for parental leave they must write to the employee explaining why they are requesting the postponement within seven days of the original request suggesting a new start date which must be within six months of the requested start date. The school cannot change the amount of leave being requested by the employee.

7. Return to work
7.1 Employees on parental leave have the same right to return to their job as provided to those on maternity leave. Briefly the provision for returning to work after parental leave is as follows:
· if they are intending to return to work, they will be entitled to return to the job in which they are employed under the same terms and conditions of employment.
· in exceptional circumstances (eg redundancy, general re-organisation), it may not be possible to return to their present job. In such cases, they should be offered suitable alternative employment under similar terms and conditions (if available). If such circumstances occur during a period of parental leave then the employee should be fully communicated with.
8. Bereaved Partner’s Paternity Leave
From 6 April 2026, eligible employees may be entitled to Bereaved Partner’s Paternity Leave where the child’s mother or primary adopter dies.
This entitlement allows the surviving parent to take statutory paternity leave and, where eligible, statutory paternity pay, regardless of whether they have previously taken paternity leave.
The purpose of this leave is to support the employee in caring for the child following the death of the child’s mother or primary adopter.
The amount of leave, eligibility criteria, and notice requirements will be in line with the relevant statutory provisions in force at the time.
Employees should notify the school as soon as reasonably practicable in these circumstances, and the school will respond sensitively and supportively.
Further guidance can be obtained from the Trust HR Provider.
9. Terms and conditions during parental leave

8.1 Continuity of service
Time taken as parental leave shall be treated as continuous service for the purpose of part 2 paragraph 14 of the Green Book.

8.2 Maternity leave

No entitlement to maternity leave will arise during parental leave although a period of parental leave could follow a period of maternity leave.

8.3 Redundancy

A period of absence for parental leave will not be regarded as a break in service for redundancy.

8.4 Annual leave

Whilst on parental leave an employee will continue to accrue annual leave. However, you should take any outstanding annual leave prior to commencing parental leave if you are nearing the end of your annual leave year. Up to 5 days annual leave can be carried forward into the next leave year but this is at the discretion of your line manager.
8.5 Sick leave

Employees who fall sick during a period of parental leave and who give the school notice of this shall be entitled to pay under the sickness scheme and this period shall not count towards their parental leave entitlement.

8.6 Pension

During parental leave employees won’t build up any pension benefits, but they can catch up on the lost benefits by paying additional pension contributions (APCs) and the employer will share the cost by paying 2/3. Employees only have 30 days from returning to work to take up this option. If they choose to pay APCs outside this deadline, they will have to pay the full cost.
8.7 Pay

Parental leave is unpaid and therefore employees who request a period of parental leave are agreeing to the suspension of their pay and benefits for the agreed period.

10. Misuse of the scheme
It is expected that any requests for parental leave are made for the purpose of caring for a child for the duration of the leave period. Misuse of the scheme may be dealt with in line with the schools disciplinary procedure.






















Appendix 1

Application form for Parental Leave

Name: ……………………………………………… Job title: ……………………………………………. School………………………………………………
1. I  wish  to  apply  for  parental  leave  for  the  period	to
…………………..

2. I have parental responsibility for a ……… child/…… children [please complete the relevant number] who is/are under the age of 18 years. I understand that if asked I will provide proof of this.

3. I have taken	days/weeks parental leave with previous employer/s


I certify that the information provided is correct and understand that any misuse of the scheme may be dealt with under the schools disciplinary procedure.
Signed: …………………………………………. Date: ……………………………………………


















Appendix 2

Parental leave record

Name of employee: ……………………………………………………… Name of child: …………………………………………………………….. Entitlement: ………………………………………………………………..
Start of parental leave year: ……………………………………………. (Child’s date of birth)

	Request for leave
	No of weeks absent
	Balance due
	Approved

	From
	To
	
	
	

	
	
	
	
	


The entitlement is 18 weeks per child (up to 4 weeks can be taken in any one year), unpaid leave minus any weeks taken with a previous Employer.

1 record for each child should be completed
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