Exeter College
Parental Leave policy

1. Introduction

We understand that employees may sometimes face circumstances which mean that it is difficult for them
to balance their family and working commitments. We recognise the anxiety that this may cause, and the
following document sets out our policy on Parental Leave.

This policy is not contractual but sets out the way in which we plan to manage statutory Parental Leave
entitlements. If you have any questions about this policy, or about any other aspects of Parental Leave, you
should contact the HR Manager.

Unpaid statutory Parental Leave should not be confused with Shared Parental Leave, which is a separate
entitlement that allows parents to share some maternity or adoption leave and pay between them. More
information about Shared Parental Leave can be found in our Maternity, Paternity, Adoption & Shared
Parental Leave policy.

2. Scope of this policy

This policy applies to all employees, irrespective of contract type (permanent or fixed-term) or working
pattern (full-time or part-time).

3. Aims of this policy

This policy aims to explain the statutory rights to Parental Leave and the process that should be followed by
employees who wish to take such leave.

4. Definitions

Parental Leave is time off work to look after a child, or to make arrangements for the child’s welfare. Such
leave is a statutory entitlement, and it will be unpaid.

5. Eligibility to take Parental Leave
Employees have the right to statutory Parental Leave if they :

e are the parent of a child who is under 18 years old, and are named as a parent of the child on
the birth/ adoption certificate ); OR

e  have, or expect to have, parental responsibility for a child who is under 18 years old.

There is no minimum length of service to qualify for Parental Leave (i.e. the entitlement applies from Day 1
of your employment at the College).
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Both parents may take Parental Leave, including those in same-sex relationships. However, Parental Leave
is an individual right and cannot be transferred between parents.

Foster parents are not entitled to Parental Leave, unless they have secured parental responsibility through
the courts.

6. Taking Parental Leave
If the above criteria are satisfied, an employee will be able to claim:

- a maximum of 18 weeks' Parental Leave for each eligible child, to be taken at any time before
the respective child’s 18 birthday.
- upto 4 weeks of leave per child in any year.

Note: a year, for this purpose, is calculated as a twelve-month period commencing on the date the
employee first became entitled to take Parental Leave in respect of the child in question. .

Parental Leave should be taken in blocks of one week. If taken in blocks of less than a week, a full week will
normally still be deducted from the employee's entitlement (unless the child is disabled, in which case
leave may be taken in multiples of a day).

Part-time employees are entitled to Parental Leave on a pro-rata basis.

Parental Leave is unpaid.

7. Carrying leave over from a previous job

Parental Leave applies to each child, not to an individual’s job.

For example, an employee is entitled to 18 weeks of Parental Leave. They have used 10 weeks with a
previous employer. They can use up to 8 weeks with their new employer, if they’re eligible.

8. Requesting to take Parental Leave

Employees must give at least 21 days' written notice before the intended start date of a period of Parental
Leave begins, and they should state:

- the start and end dates of the leave period the employee wishes to take; and

- the identity of the child to whom the request relates

Notice should normally be provided in writing to the employee’s line manager and/ or to the HR Manager,
wherever possible.

Parental Leave may be postponed by the College for up to six months if the operational needs of the
College would be unduly disrupted if the employee took leave during the period requested (except for
prospective parents and adoptive parents who request time off immediately after the time the child is born
or is placed with the family for adoption.) The reason for any such postponement will be explained
(normally within 7 days of the original request), but if an employee feels that a request for leave has been
unreasonably refused or postponed, they may raise a grievance using our Grievance procedure.

Employees should provide the HR Manager with a copy of the child's birth certificate or adoption certificate
(only required for the first period of Parental Leave for each child).
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9. Terms and conditions of employment
Parental Leave is unpaid.

During any period of Parental Leave, the employee will remain bound by their duty of good faith to Exeter
College and their duty not to disclose confidential information.

They remain employed during Parental Leave, and their normal terms and conditions of employment apply
(with the exception of remuneration). Continuity of service is unbroken, and employees also continue to
accrue statutory holiday entitlement as normal.

10. Returning to work

Upon returning from Parental Leave of four weeks or less employees are entitled to return to their same
job, on the same terms and conditions.

If the employee takes more than four weeks Parental Leave - for example, where leave spans across an
anniversary of employment (or the birth of the child) and the employee decides to take both years'
entitlements, or leave is taken for more than one child, or if the Parental Leave (of whatever duration)
follows on immediately after a period of additional maternity or adoption leave - the employee is entitled
to return to the same job unless this is not reasonably practicable, in which case they must return to a job
which is suitable and appropriate. The right to return is on terms and conditions not less favourable.

11. Visa holders

Where the member of staff taking unpaid Parental Leave is Skilled Worker visa holder, a period of unpaid
leave may need to be reported to the Home Office. Please discuss this with the HR Manager, for further
guidance.

12. Monitoring and review of this policy

This policy will be reviewed on a regular basis, and additionally whenever there are relevant changes in
statutory requirements.

Any queries or comments about this policy should be addressed to the HR Manager.
13. Related policies
We also have the following related policies:

e Maternity, adoption, paternity, and shared parental leave
e Flexible working

e Time off to care for dependents

By College Order 26/027, this policy was approved by Governing Body on 11 March 2026. It
will take effect from 6 April 2026, and is to be reviewed by 31 March 2029. It was also
approved for display on the College website.
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