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1.0

POLICY STATEMENT

The University aims to support all employees in achieving a healthy work/life
balance, recognising that many employees may need a range of support regarding
their family responsibilities. As such the University has built on its statutory
obligations and developed a number of flexible family friendly policies which are
available to all staff irrespective of their gender or sexual orientation. Employees
can access these policies here.
For further advice and information on this policy or any of the University’s other
family friendly policies, please contact the HR department.
2.0

PURPOSE & SCOPE

This policy sets out the rights of employees who are caring for, or intend to care
for, a child or children under a foster care arrangement with a local authority. This
policy outlines the process employees and managers should follow and ensures a
consistent and fair approach in line with legislative requirements and commitment
to best practice.
Foster care leave normally does not apply to the short or long term care of children
who are family members.
If an employee is fostering for adoption they will become eligible for adoption pay
and leave from when the child comes to live with them and should refer to the
University’s Adoption and Surrogacy Leave Policy/Procedure.
3.0

ELIGIBILITY

To be eligible for Foster Care Leave employees must have been continuously
employed by the University for at least 26 weeks.
An employee who wishes the option of foster care leave should:


give their line manager not less than 4 weeks' notice of their intention to
train as a foster carer;



provide official documentation to their line manager that confirms their
intention to become a foster carer under a local authority arrangement;



specify the period of time off that they require for this purpose; and



try to arrange any appointments at times that will minimise disruption to
the department/school.

3.1.

Kinship Care Leave

Kinship Care Leave may be available to employees who are caring for children of
very close relatives who would otherwise have to be fostered or go into local
authority care. If an employee is in this situation, they are eligible to the same
entitlements as specified in this policy
4.0

ENTITLEMENT

While there is no statutory right to time off work to care for foster children, the
University recognises that employees who are undertaking foster care
responsibilities for a child or children may need to take time off work to help them
settle into their new environment. Employees may also need time off to attend
training courses, meetings with professionals or appointments with the child or
children.
As such, employees are entitled to take a total of up to 5 days (pro-rated for part
time staff) paid leave for the above purposes during the University’s annual leave
calendar. Time off can be requested as a single block, full days or half days.
5.0

NOTIFICATION

If an employee requires leave for foster care purposes, they should notify their
manager at the earliest opportunity by completing a Foster Care Leave Request
Form (see appendix 1) stating the period of leave they wish to request, and
provide official documentation to confirm the arrangement. On approval the
manager will send the completed form and documentation to the HR Department
and the Payroll Department.
If an employee requires an extended period of time off to care for a new foster
child/children, they may be permitted to take time off using annual or unpaid
leave.
6.0

ALTERNATIVE FORMAT

This document can be provided in alternative formats on request by email to
HRInbox@rgu.ac.uk or by calling 01224 262625.
7.0
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Appendix 1
Foster Care Leave FAQs
1.

What other support does the University offer?

The University is committed to helping working parents and carers, and offers a
variety of family friendly benefits and flexible arrangements. Policies and
procedures within the suite of family friendly include: maternity leave,
paternity/supporting partner leave, adoption/surrogacy leave, shared parental
leave, parental leave, fertility treatment leave and foster care leave. In addition
the University offers:
Childcare facilities
The Treehouse Early Care Centre is a purpose build facility based on the University
Campus. It provides high quality care and education for children aged 3 months
to 5 years during Monday to Friday, 7.30am – 6pm. Further information and
contact details can be found at Supporting Working Parents.
Employees may be eligible to salary sacrifice part of their salary for the full cost
of their childcare place, saving between 30% and 42% depending on the tax rate.
Employees are advised to submit applications to their preferred nursery
provider(s) as early as possible as places are normally reserved very quickly.
Kings Camps is a holiday childcare provider (OFSTED-registered) which operate
from RGU:SPORT on the University campus during the Easter, Summer and
October holidays. University Employees can book in advance to spread the cost
and currently receive a discount.
Employees will also find information here on childcare support including the
Governments Tax Free Childcare scheme.
Flexible Working
The University’s flexible working scheme can help achieve a better work-life
balance, and enable employees to develop a work pattern that suits their family
commitments. For more information please refer to the University’s Flexible
Working Scheme.
University Support Helpline
The University recognises that employees may need confidential independent
help, information, and guidance. For that reason a 24 hour confidential support
employee helpline is available to employees and their family members to access.
Professionals are available to answer queries on a wide range of practical and
more sensitive issues and the service offers: life support, legal information,
bereavement assistance, medical information, a wellbeing portal and online CBT.

Appendix 2

Foster Care Leave Request Form

Please refer to the University’s Foster Care Policy/Procedure before completing this form.
Employee Name:
Job Title:
School/Department:

SECTION A: Details of foster care leave
Start Date:
End Date:

No. of days requested: *

*Employees can request a total of up to 5 days (pro-rated for part-time) paid leave during the University’s
annual leave calendar. Leave can be requested as a single block, full days or half days.

SECTION C: Employee Signature
I confirm that the purpose of this leave is to undertake my responsibilities as a foster
carer and confirm that I have submitted relevant documentation to my manager and
have attached these to this form in evidence of the arrangement.
Signed:
Date:

SECTION D: Manager Signature
I confirm that the above application has been discussed with the employee and I am
happy to approve the period of paid foster care leave.
Signed:
Date:

Please return this form along with relevant documentation evidencing the
arrangement to the HR department at HRInbox@rgu.ac.uk and
Payroll@rgu.ac.uk

