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1.0
Policy   

Employees of St. Attracta’s Residence are entitled to unpaid Parental Leave to take care of their child/children. Male and female employees are eligible for Parental Leave in respect of each child of which they are the natural or adoptive parent. 

2.0
Responsibility

2.1
All Staff Members – Adherence to this process with regards to the appropriate use of parental leave 
2.2
General Manager – Review and approve leave, with consideration to the staffing requirements of St. Attracta’s Residence. 
Procedure   

3.0 
Eligibility

3.1
Parental leave is available to all parents as specified in Parental Leave Act 1998 and the Parental Leave (Amendment) Act 2019.  It is subject to terms and conditions as outlined below.

An employee is entitled to Parental Leave in respect of each child of which they are the natural or adoptive parent. The Leave shall be availed of before the child’s 12th birthday. However, this can be extended where an adopted child is involved (see below) or in the case of a child with a disability where it is extended until the age of 16. If you adopted your child between the age of 10 and 12, you can take parental leave for them for up to 2 years after the date of the adoption order
3.1.2 
Service

· An employee shall have completed one year’s continuous service with St. Attracta’s Residence before commencing Parental Leave. 
· Where an employee will not have completed one year’s continuous service 18 weeks before the child’s 12th birthday but has completed three month’s continuous service, they are entitled to parental leave of one week for each month of continuous service completed at the time Parental Leave commences.

3.2
Parental Leave is not transferable between partners, i.e. the father may not avail of the mother’s entitlement and vice versa.

3.3
In the case of multiple births (e.g. twins), an employee is entitled to 18 weeks’ leave for each child of the multiple birth.

3.4
Where an employee is entitled to two periods of parental leave in respect of children whose births are closely spaced, no more than 18 weeks of parental leave may be taken in any 12 month period, unless the employer agrees otherwise.  (Note: This restriction does not apply to parental leave granted in respect of multiple birth children.)

4.0 
Duration

· From 1 September 2019, you can take up to 22 weeks parental leave

· From 1 September 2020, you can take up to 26 weeks parental leave

This leave may be taken with the agreement of the Director of Nursing and the employee, 
· One continuous period of leave or

· 2 separate blocks of a minimum of 6 weeks each or
· If your employer consents, broken into working days and/or hours
A combination of the above subject to service needs and requirements.
4.3
Each situation of agreeing parental leave is determined on a case by case basis.  


Where it is agreed that the parental leave can be taken in the form of a number of hours, then the entitlement is based on the hours the employee worked in the 18 weeks prior to the commencement of the leave. 

5.0 
Employee Entitlements

5.1
Parental leave is unpaid leave. Employees are not entitled to pay from St. Attracta’s Residence while on Parental Leave nor are they entitled to any social welfare payment equivalent to Maternity or Adoptive Benefit.
5.2
An employee on Parental Leave shall be treated as if they had not been absent, so that all their employment rights, except the right to remuneration and superannuation benefits, will be unaffected during the leave. 

5.3
The employee retains their entitlements to any public holiday and annual leave falling during a period of Parental Leave. The corresponding number of days in lieu of public holidays shall be added to the end of the period of leave, or otherwise determined by St. Attracta’s Residence.
5.4
Where Parental Leave is approved for an employee serving a probationary period, probation shall stand suspended while the employee is on Parental Leave.  The date for completion of probation of the trial period shall be adjusted accordingly. 

5.5
Periods of Parental Leave are not reckonable as service.  

5.6
If the parent becomes ill while on parental leave and is unable to care for the child the leave can be suspended for the duration of the illness. In order to suspend the parental leave the employee must give written notice and relevant evidence of the illness to the employer as soon as is reasonably practicable. The parental leave resumes after the illness. During the illness the parent is treated as an employee who is sick.
6.0 
Notification Requirements

The process for notifying St. Attracta’s Residence and agreeing parental leave is outlined below: 

6.1
An employee is obliged to give at least 6 weeks’ written notice to the Director of Nursing of their intention to take parental leave. 

6.2
The notice shall specify the date on which the employee wishes to commence parental leave, its proposed duration and the manner in which it is to be taken. St. Attracta’s Residence may request verification of the child’s date of birth and/or date of the adoption order.  
6.3
The employee and employer shall prepare a confirmation document, once notification of the intention to take parental leave has been made, and is agreed with St. Attracta’s Residence.  This document shall be prepared no later than four weeks before the leave is due to begin and shall include the following: 

· The date on which the leave will commence

· The duration of the leave

· The manner in which the leave will be taken

· Signatures of the employer and employee 

Once the confirmation document has been signed by both St. Attracta’s Residence and the employee it cannot be altered unless both parties agree. 
6.4
The employee may revoke a notification of their intention to take parental leave by giving further written notification of this fact to the Director of Nursing before the confirmation document has been signed.  However, in exceptional circumstances, St. Attracta’s Residence shall review requests to change parental leave arrangements on an individual basis.  
6.5
In the event of an employee who is entitled to parental leave, wishing to commence the leave without having observed the notification requirements as outlined above, the Director of Nursing may, at their discretion, consider this leave to be Parental Leave. 

7.0
Changing the Arrangements for Taking Parental Leave

7.1
Once written approval has been given, the employee is obliged to take parental leave for the period specified in the document.  However, the Director of Nursing may agree to allow the employee to postpone/curtail the leave, reduce the leave or vary the manner in which it is taken.  In such cases, written confirmation shall be drawn up setting out the revised arrangement.

7.2
Parental Leave may be postponed where the granting of leave for the period requested would create operational difficulties owing to the unavailability of a person to carry out the employee’s duties, the nature of those duties or the number of employees who are availing of leave during that period.  
7.3
Postponement of parental leave is subject to the employee being permitted to take the leave not later than 6 months after the date on which they had proposed to take leave. The Director of Nursing shall consult with the employee before postponing the leave. Parental leave in respect of a particular child may not be postponed more than once.
7.4
The Director of Nursing cannot postpone parental leave once written confirmation has been signed by both parties.
7.5
The employee shall receive written notification of the postponement at least 4 weeks before the date on which they had intended to commence leave. The notice should also specify the reasons for the postponement and the new date of commencement.
7.6
The provision requiring parental leave to be taken before the child exceeds the age limit is waived in the event that postponed parental leave would breach these restrictions.

8.0 
Refusal of Application

8.1
An application for parental leave may be refused where an employer has reasonable grounds for believing that the employee is not entitled to parental leave.  

8.2
A written notice shall be sent to the employee setting out the grounds on which it is proposed not to grant leave and stating that the employee may, within 7 days of receiving the notice, make representations in relation to this proposal. 

8.3
If after considering representations from the employee, the employer decides that the employee is not entitled to parental leave, a further notice shall be sent to the employee outlining the reasons for this decision.

9.0
Abuse of Parental Leave

9.1
The granting of parental leave is conditional on it being used by the employee to take care of the child concerned.  Where St. Attracta’s Residence has reasonable grounds for believing that an employee on parental leave is not using the leave for this purpose, the leave may be terminated.  A written notice shall be sent to the employee outlining the reasons for the proposed termination and stating that the employee may, within 7 days of receiving the notice, make representations to this proposal.

9.2
If, after considering representations from the employee, St. Attracta’s Residence decides to terminate the leave, a further notice shall be sent to the employee setting out the reasons for the termination and giving a date of return to work.  The return date shall be not earlier than 7 days after the employee receives the notice of termination and not later than the return date specified in the confirmation document.

9.3
Abuse of Parental Leave will be investigated under HR-023 Disciplinary Procedure and an offending employee may be liable to disciplinary action, up to and including dismissal for unauthorised absence. 
9.4
It is considered an abuse of parental leave for an employee to take up other employment while on parental leave and this will be treated as a disciplinary issue.  
10.0
Records


10.1
For the purposes of administering entitlements to Parental Leave and compliance with Section 27 of the Act, personnel records for individual employees shall be maintained to reflect the following: 
· Copy of birth certificate in respect of each parental leave application. 
· Parental status in respect of each child

· Date of adoption order in respect of each child adopted

· Parental Leave availed of in St. Attracta’s Residence  in respect of each child

· Parental leave availed of in other employments in respect of each child

· All applications and notices issued/completed in relation to Parental Leave in    respect of each child.
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