
Application for Parental Leave (Unpaid)
Please read the 'Parental Leave (Unpaid)' section of the Family Support Leave Policy, available via Human Resources’ website before you complete this form. If you require any advice, please do not hesitate to contact HR Services via hr-enquiries@york.ac.uk or by calling ext. 4835.
Please complete the form in BLOCK CAPITALS. Remember to sign both the statement below and overleaf.  You should then ask your Head of Department to authorise it; they should forward it to hr-enquiries@york.ac.uk to process.

	Name   
	Title

	Job title 

	Department / Institute / Unit and location (e.g. Heslington / King’s Manor / etc.)



	Contact email address
           
	Work phone
	Home phone


(Please inform your Head of Department and Human Resources if your home address changes during your leave)
	I am applying for unpaid Parental Leave for a period of   ........... weeks, starting on …………….. and ending on  ............................... 

	Signed                  

 
	Date

	Authorised by
	Date
(signature)

	Name of Head of Department (or nominee): 




Please turn over to complete the rest of the form
Pension arrangements
Please read the paragraph below and then complete the rest of the form  

If you require any information on pensions, please contact the Pensions Office on ext. 4805 or at pensions@york.ac.uk
During a period of unpaid parental leave (other than one immediately following the employee's maternity / adoption leave, which will be treated for pension purposes as maternity / adoption leave) the University will continue to pay employer and employee pension contributions, and the employee’s pensionable service will also continue so long as, in each case, the employee has agreed to return to work if fit to do so and to repay the employee contributions for the parental leave period.  Pension contributions for absences of 3 - 4 weeks will be recovered from the person’s salary over the following 2 months; contributions for absences of less than 3 weeks will be recovered in the first salary payment following return to work.  Otherwise, for the duration of the unpaid leave period, contributions will not be paid and benefits will not accrue, but in the event of the employee’s death or ill-health retirement full benefits will be paid on the basis of salary and service up to the date contributions were suspended, unless the member has left the scheme since.

I am a member of:


	the University of York Pension Scheme
	the Universities Superannuation Scheme

	NHS Pensions
	The People’s Pension


Please complete and sign either statement (a), (b) or (c), as applicable:

	a)
	As I am returning to work I would like to maintain my pensionable service and I request that the University pay my pensions contributions during my absence on unpaid Parental Leave and recover them from my salary when I return to work.  I understand that pension contributions for absences of 3 - 4 weeks will be recovered from my salary over the following 2 months; contributions for absences of less than 3 weeks will be recovered in the first salary payment following my return to work.  Should I not return to work for whatever reason I will repay my pension contributions to the University with immediate effect.  

Signed:                                                                                             date                        



	b)
	I am intending to take unpaid Parental Leave immediately after my maternity / adoption Leave, which I understand will be treated for pension purposes as maternity / adoption leave (i.e. my membership of the pension scheme will be suspended until I return to work).

Signed:                                                                                             date                        



	c)
	During the period of my unpaid Parental Leave I want my membership of the pension scheme to be suspended until I return to work.  

Signed:                                                                                             date                        




