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Policy Statement 
 
1.1 The policy is intended to promote an employee’s awareness of their rights and entitlements, and 

conforms to the NHS Staff Council Conditions of Service, the Employment Act 2002 and other current 
legislation.  

 
1.2 Parental Leave is provided to enable employees to take time off work to look after a child or make 

arrangements for a child’s welfare. Parents and those who have formal parental responsibility can 
use it to spend more time with children and strike a better balance between their work and family 
commitments.  

 
1.3 All eligible employees have a statutory right to take Parental Leave. It should be noted that Parental 

Leave is unpaid. 
 
1.4 This policy should be read in conjunction with the rest of NHS Coventry and Warwickshire Integrated 

Care Board’s (‘the ICB’) Family Friendly Leave Policies. 
 

Roles and Responsibilities 
 
2.1     Line Manager Responsibilities 
 

• Ensure that they understand their obligations within this policy. 
• Ensure that all staff are aware of this policy and understand their entitlements and obligations 

within this policy. 
• Promote and implement employment practices in accordance with this policy, supporting staff 

wellbeing and enabling a healthy work/life balance. 
• Process all paperwork in a timely manner, keeping a record in the employees personnel file. 
• Seek help and advice from HR when matters are complex or further guidance is required. 

 
2.2    Employee Responsibilities 
 

• Ensure that they understand their obligations within this policy. 
• Understand their entitlements in line with this policy, their employment contract and if applicable 

personal circumstances. 
• Submit all paperwork in a timely manner. 
• Seek help and advice from their line manager or HR when matters are complex or further 

guidance is required. 
 
2.3    Human Resources Responsibilities 
 

• Ensure that the ICB has robust HR policies and procedures in place which are legally compliant 
and adhere to the principles of fairness, equality and diversity.  

• Advise the Associate Director of Governance and Corporate Affairs of any non-compliance with 
this policy for consideration of further action. 

 
Scope 

  
3.1     This document applies to staff employed by the ICB, including those who are seconded out to another 

organisation, and will be applied consistently and equitably to all staff. It does not apply to staff 
employed by other organisations and seconded into the ICB (those staff are the responsibility of their 
substantive employer), agency staff or contractors (e.g. those engaged on a contract for service).  

 
Part 1 – Principals 

 
4.1 Training and support will be provided to all Line Managers in the implementation and application of 

this policy  
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Entitlement to Leave 

 
4.2  The right to parental leave entitles all employees who have completed 12 months continuous NHS 

service to take a period of unpaid leave to care for each child aged up to 18.  
 
4.3 The leave can start once the child is born or adopted, or as soon as the employee has completed 

twelve months service, whichever is later. 
 
4.4 The entitlement is 18 weeks unpaid leave per child to be taken in periods of at least one week at a 

time. (In cases where the child is disabled, parental leave may be taken in days rather than in weeks.) 
 
4.5 An Employee may use a maximum of four weeks in any one year.  
 
4.6 Both parents can take parental leave.  
 

Contractual Rights 
 
4.8 All contractual rights, apart from remuneration, will continue to accrue during Parental Leave periods. 
 
4.9 Bank holiday leave will not accrue during periods of parental leave. 
 

Pay Progression Framework 
 
4.10  The expectation is that an employee on Parental Leave will progress through a pay progression 

gateway on the due date if concerns have not been raised about the employee’s capability prior to 
the leave commencing. 
 
Pension  

 
4.11  Unless an Employee has chosen to opt-out of the pension scheme, contributions will continue to be 

payable during periods of Parental Leave.  On return to work, arrears of contributions will be recovered 
and deducted from salary over an agreed period of time, NHS SBS Shared Services will write to the 
individual to confirm the arrears and repayment plan. 
 
Contact during Parental Leave  

 
4.12 Before an employee's Parental Leave begins, the Line Manager will discuss the arrangements for 

them to keep in touch during their leave. The ICB reserves the right in any event to maintain 
reasonable contact with the employee from time to time during their Parental Leave. This may be to 
discuss the employee's plans to return to work, to ensure the individual is aware of any possible 
promotion opportunities, to discuss any special arrangements to be made or training to be given to 
ease their return to work or simply to update them on developments at work during their absence.  

 
Equality 
 

5.1 In applying this policy, the ICB will have due regard for the need to eliminate unlawful discrimination, 
promote equality of opportunity, and provide for good relations between people of diverse groups, in 
particular on the grounds of the following characteristics protected by the Equality Act (2010); age, 
disability, sex, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, 
religion or belief, and sexual orientation, in addition to offending background, trade union membership, 
or any other personal characteristic.  

 
5.2 This policy has been reviewed in relation to having due regard to the Public Sector Equality Duty 

(PSED) of the Equality Act 2010 to eliminate discrimination, harassment, victimisation; to advance 
equality of opportunity; and foster good relations. Due regard to the protected characteristics has been 
given that comprises two linked elements: proportionality and relevance. The weight given to equality 
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should therefore be proportionate to its relevance to a particular function. It should also be noted that 
there will policies/proposals that have no impact and little relevance to equality. This policy is specific 
to a target group defined in the eligibility criteria. 

 
Monitoring and Review 
 

6.1 This policy and procedure will be reviewed periodically by Human Resources in conjunction with 
operational managers and Trade Union representatives.  Where review is necessary due to legislative 
change, this will happen immediately. 

 
6.2 Implementation and operation of this policy will be monitored on an annual basis by the ICB 

Leadership Team.  It will also be assessed on an ongoing basis as part of the monthly review of 
performance of ICBs and the annual governance review of ICBs undertaken by the NHS England ICB 
Transition team. 

 
Data Protection 
 

7.1 In applying this policy, the ICB will have due regard for the Data Protection Act 201eight and the 
requirement to process personal data fairly and lawfully and in accordance with the data protection 
principles. Data Subject Rights and freedoms will be respected and measures will be in place to 
enable employees to exercise those rights. Appropriate technical and organisational measures will 
be designed and implemented to ensure an appropriate level of security is applied to the processing 
of personal information.  Employees will have access to a Data Protection Officer for advice in relation 
to the processing of their personal information and data protection issues. 
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Part 2 - Procedure 
 

Applying For Parental Leave 
 
1.1 When applying for parental leave the employee must, where possible, complete Appendix 1: Request 

for Parental Leave form (PAR1) and:                                                           
• specify the length of leave required; 
• give at least 21 days’ notice before the beginning of the period of leave. 

 
Employer Postponement of Parental Leave 

 
1.2 Parental Leave may be postponed by the ICB in exceptional circumstances where the timing would 

cause significant operational problems. 
 
1.3 Parental leave cannot be postponed immediately following a birth or adoption. 

 
1.4 If a request for leave is postponed: 

 
• it will only be deferred once and alternative dates will be offered; 
• postponement will be for no longer than three months; 
• deferred leave offered will be for the same length of time as that requested, and the start and 

end dates of deferred leave will be mutually agreed; 
• an employee will be given reasonable written notice of a deferral. The minimum notice will be: 

o two weeks before the start of the requested leave where the leave is for two weeks or 
less; 

o where the leave is more than two weeks, the same length as the parental leave 
requested; 

• the postponed period of parental leave must be completed before the child's 18th birthday. 
 

1.5 An employee who considers that his/her request for leave has been unreasonably postponed, may 
appeal through the Grievance Procedure. 

 
Notifying Payroll about Parental Leave 

 
1.6 The employee and line manager must ensure that Payroll are notified of leave booked by fully 

completing the HR2 Form and returning it to People Services. 
 
Employee Cancellation of Parental Leave 

 
1.7 Where an Employee wishes to cancel a period of booked Parental Leave the ICB requests that the 

employee give notice in writing at the earliest opportunity, thus enabling the Employee and Manager 
to complete and return a further HR2 form to People Services prior to any deductions to pay being 
made.   

 
1.8 The employee will be expected to follow the normal application process for any revised Parental Leave 

periods. 

Returning from Parental Leave 
 
1.9 On resuming work after a period of parental leave, employees will return to their job on remuneration 

and other terms and conditions no less favourable than if they had not taken parental leave.  
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APPENDIX 1: Request for Parental Leave form (PAR1)      
                         
Section 1: TO BE COMPLETED BY EMPLOYEE 
 

Full Name:  

Assignment Number:  

Job Title:  

Department:  

Continuous NHS Service Date:  

Children(s) Names and Date of Birth(s)  

Parental Leave Start Date:  

Parental Leave End Date:  

Amount of Parental Leave Remaining: 
Please state amount per child, based on the current 
leave request being approved. 

 
 
 

                                         

I have read and understood the Parental Leave Policy I request authority for the above Parental leave and I 
accordingly authorise deduction from my pay. I understand that leave requested can be postponed in 
exceptional circumstances and a written explanation will be provided.  
 

Signed (Employee): Date: 
 
Section 2: TO BE COMPLETED BY MANAGER 
 

Date Application Received:  
 
☐ I support this application for a parental leave. 

OR 
☐ This request is not supported.   

Reasons and Alternative Parental Leave arrangements must be provided below: 
 

Business Reason: 

 
 
 
 

Alternative Parental Leave Start Date:  

Alternative Parental Leave End Date:  
 
I have discussed this with the applicant and the new date has been agreed.  
 

Signed (Line Manager): Date: 

Name (Printed):  

Job Title:  
 

Date Input into ESR:  

ESR Inputter Name:  
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