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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Paid Parental Leave

In the interest of assisting and supporting new parent relationships and balancing work and family matters, the Company provides Paid Parental Leave (PPL) to eligible employees. Paid Parental Leave provides wages to employees on leave to recover from giving birth and/or to bond with their new child.

Eligibility
You are eligible for PPL if you meet the following requirements when the parental leave period begins:

· You have worked for the Company for 180 days.
· You have worked an average of 25 hours per week in the six months preceding the leave. 
· You are a regular full-time or part-time employee.

Leave Provisions 
Eligible employees will receive 8 weeks of paid leave at 100% wage replacement. 

Employees qualify for PPL in the following events:

· For the recovery from the birth a child, and/or
· For bonding time with a new child in the event of a birth, adoption, surrogacy, foster care placement or court-ordered placement. Only the biological parent, the spouse or partner of a biological parent, adoptive parent, surrogate parent, foster parent, or court-ordered parent/caregiver qualifies under this provision. 

Leave is required to be taken within one year of the birth, adoption, or placement of the child. If both parents work for the Company and meet eligibility requirements, each parent will be eligible for up to 8 weeks of paid parental leave.

An employee will not receive more than 8 weeks of paid parental leave in a rolling 12-month period, regardless of whether more than one birth, adoption, or foster care placement event occurs within that time frame. 

PPL may be taken intermittently at the employee’s request with the written approval of the employee’s supervisor. 
Calculation of Leave
· Eligible employees working a full-time schedule of 40 hours per week will receive 320 hours of paid parental leave. 
· Eligible employees working less than 40 hours per week will receive a prorated amount of leave based on percentage of time worked. The amount of leave is calculated by multiplying the number of hours worked per week by eight. For example, if an employee works 25 hours per week, they will be eligible for 200 hours of paid parental leave.

Coordination with Other Policies 
· PPL runs concurrently with state and federal protected leave, such as the Oregon Family Leave Act (OFLA) and the Family Medical Leave Act (FMLA).
· If the employee is earning short-term disability benefits at the onset of the leave, the employee may use pro-rated PPL to bring the total of the employee’s earnings to 100% of their wages. Once the short-term disability benefit is exhausted, PPL will then pay 100% of the employee’s wages. 
· Once PPL is exhausted, the employee is required to use all accrued and unused paid time off, in the following order: sick, vacation, and unpaid time. 
· While on PPL, the employee will continue to receive all insurance benefits. Any portion of insurance premiums for which the employee is responsible will continue to be deducted from their paycheck. 
· Unused PPL is not eligible to be paid out upon termination of employment.

Requests for Paid Parental Leave and Call-In Procedures
Employees should provide their supervisor with at least 30 days’ notice of the requested leave. If the need for the leave is unforeseeable, the employee should contact their supervisor as soon as practicable.

During leave, employees are required to follow all call-in procedures and provide their supervisor updates on their status and intent to return to work. Employees are required to notify their supervisor if there are changes to their expected return-to-work date. If they intend to return to work prior to their planned return date, the employee should notify their supervisor within two days of the expected time of return.  

Returning to Work
Upon return from approved PPL, employees will return to their original position or to an equivalent position with equivalent pay, benefits, and other terms and conditions of employment. Employees will have no greater right to reinstatement than if they had been continuously employed rather than on leave. For example, if reductions in force would have impacted the employee’s position regardless of leave status, or if the position was eliminated during leave as a result of business operations and sustainability determination, the employee will not be reinstated to employment. 
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