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Parental Leave

Purpose

RCSI is committed to being an employer of choice and to providing an inclusive and
supportive environment with regard to personal situations and work life balance of
staff.

The purpose of this policy is to explain the support you will receive from RCSI if you
wish to take parental leave to enable you to take care of your young children. It
explains the criteria and process of applying for, and receiving parental leave.

Scope
This policy applies to all staff whether they are full or part time employees, with one
year’s consecutive service who are -

e the natural parent of a child up to their 18" birthday

e the adoptive parent of a child up to their 18" birthday

e someone acting in loco parentis to a child up to their 18™ birthday

Policy Statement

RCSI understands that there are times when a member of staff needs to take time
out from their role to care for their child or children. It is committed to supporting
any member of staff who is eligible to apply for Parental Leave.

The content of this policy and procedure complies with the Parent Leave Acts
1998-2006.
All eligible RCSI staff are entitled to the following:

e a period of up to 22 weeks unpaid leave for each of your eligible children

e the option to take a combination of periods of leave up to a total of 22 weeks

While on Parental Leave you retain your annual leave, public and privilege
holiday entitlements. Contributions to the Pension Scheme will be
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suspended for the period of leave and benefit will be reduced by the period
of service in question.

Procedure

You are encouraged to discuss your plans to apply for Parental Leave with your
line manager at the earliest opportunity. This will give them the opportunity to
provide you with the support you need and to plan activities during your leave
period and on your return.

In order to ensure consistency of application of the policy and fairness for all, the
following procedure will be followed whenever Parental Leave is requested.

Eligibility for Parental Leave

Under usual circumstances, eligibility for parental leave is reliant on you having
completed one year's consecutive service.

However, in circumstances where, on the latest day for commencing a period of
parental leave, you have more than three months, but less than one years’
continuous service, you will be entitled to parental leave at the rate of one week
for each month of continuous service which the employee has completed at the
time of commencement of the leave.

Making an Application for Parental Leave

The Human Resources Department and the relevant Head of
Department/Nominee must be notified in writing no later than 6 weeks before the
date upon which you wish your parental leave to commence.

You should complete this form and return it to the Human Resources Department;
a copy of the child’s Birth Certificate or Adoption Order should accompany this
form.

The notice must specify-
o The date you intend to commence parental leave
e The duration of the leave
e The manner in which you propose to take the leave

e You may revoke this application at any point before the confirmation document
is signed.


https://eu.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=51c45b0e-6d55-4450-afff-a27a044a7888
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Duration of Parental Leave

You may take your Parental Leave as follows:
e oOne continuous period of 22 weeks

e a combination of lesser periods of leave, not to exceed the overall period
of 22 weeks

« Please note - you are not obliged to take the full entitlement.

Confirming the Intention to take Parental Leave

Not later than 4 weeks before the commencement of the parental leave, you must
complete what is called a ‘confirmation document’ specifying the date of
commencement of the leave and its duration.

Both you and a member of the Human Resources Department must sign the
confirmation document and a copy will be returned and retained by you.

Once signed, no amendment can be made to this document without the agreement of
both parties

Postponement of Parental Leave

While you will be facilitated as far as possible, RCSI may postpone parental leave
if such leave would have a substantial adverse effect on the operation of the
Department concerned.

You will be notified in writing of the need for RCSI to postpone your Parental Leave
not later than 4 weeks before the intended date of commencement of the leave
and before the "confirmation" document is signed. The postponement may be to
an agreed date, not later than 6 months from the date on which you had originally
intended to start your parental leave.

Please be assured that Parental Leave will not be lost if, solely as a result of
postponement, the child reaches the age threshold laid down in the Act.

Additional Information

« You must take Parental Leave before your child's 18" birthday.

e If you have more than one child under the age of 18 years, you should seek
the consent of your Head of Department/Nominee if you wish to take more
than 22 weeks Parental Leave in one 12 month period. The exception to this
is in the case of multiple births (e.g. twins or triplets).
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e The Parental Leave Acts states that, where both parents work for the same
employer, up to 14 weeks can be transferred with the approval of the
employer. RCSI supports this and you are encouraged to discuss this with
Human Resource if applicable.

o If you are taken ill once your Parental Leave has started, you are entitled to
suspend parental leave and transfer onto paid sick leave as outlined in
RCSI’s sick leave policy. You must notify Human Resources in the same way
as would apply for usual sick leave.

o If you are within your probationary period at the start of parental leave, the
period of probation will stand suspended during your absence on parental
leave and will be completed by you on your return to work.

Approval of an Application

Human Resources will consider your application in line with legislation and make
a final decision as to whether to approve your request for Parental Leave.

An application for parental leave may be refused where RCSI has reasonable
grounds for believing that you do not have a legitimate entitlement under the terms
of the Act.

You will be notified of the decision within 10 working days.

Social Welfare Arrangements

When you are on parental leave, you are covered by social insurance, and are
entitled to credited PRSI contributions from the Department of Employment Affairs
and Social Protection. This will preserve your record for social insurance purposes.

For further information please contact the Department of Employment Affairs and
Social Protection on LoCall 1890 690 690 or via their website (www.welfare.ie).

Your Right to Appeal

Should any element of the Parental Leave be refused or you feel that the legislation
has not been adhered to you have the right to appeal.

You should appeal to the Human Resources in writing in the first instance clearly
explaining the reason you believe the decision made was incorrect.

If you are not satisfied with the outcome of your appeal, you have the right to raise
you concerns with the Director of Human Resources whose decision at appeal is
final.

Getting Further Help


http://www.welfare.ie/
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The Human Resources department is available to support any member of staff in
understanding the content of this policy and procedure and making an application.

Policy Review

The Human Resources Department will ensure that this policy will be monitored and
kept under review.



