MT 25 - 
Application for a second parental leave
Parental leave may be taken by parents of a child under the age of 6, or under 12 in the case of adoption, who wish to interrupt their professional career to devote themselves to the upbringing of their child for a certain period of time.
ATTENTION: Parental leave must begin before the child's 6th birthday, or before the 12th birthday in the case of adoption.
In case of adoption, parental leave may be taken within 6 years following the end of the adoption leave or, if no such leave was taken, within 6 years following the adoption judgment, and no later than the child’s 12th birthday.
Parental leave may be taken by either parent. Each parent is individually entitled to parental leave.
The first parental leave must be taken by one of the two parents directly following the maternity or adoption leave, otherwise it is lost.
The second parental leave may be taken by the parent who did not take the first leave, up until the child’s 6th birthday, or 12th in the case of adoption.
If neither parent has taken the first parental leave, the second parental leave remains available to be taken by one of the parents.
Parents can take parental leave at the same time by indicating in their respective applications who will take the first and who will take the second parental leave.
If one parent (either the mother or the father) does not take his or her parental leave, that entitlement is lost. A parent may not waive his or her right in favour of the other parent. Law clearly states that parental leave is not transferable from one parent to the other.
Parental leave options
Full-time parental leave of 4 or 6 months
The employee stops working completely.
Part-time parental leave of 8 or 12 months
An employee whose working hours are at least half of the company's normal working hours is entitled to choose this half parental leave, which will correspond to a 50% reduction in working hours.
Split parental leave
An employee working full-time for the same employer, in principle 40 hours per week may, with the employer’s agreement, either reduce their working time by 20% per week or take a reduction in working time spread over four separate one-month periods, within an overall period of 20 months.
PLEASE NOTE: While full-time parental leave constitutes a right for the employee, this is not the case for part-time or split parental leave, which are subject to the employer’s approval. The employer may refuse to grant part-time or split parental leave, in which case the employee must either take full-time parental leave of four or six months, or withdraw their request.
For part-time or split parental leave arrangements, the employee continues to work for their employer in accordance with a work schedule to be defined in an amendment to the employment contract (see MT 26).
Procedure for submitting the application
The person concerned must first apply to their employer and submit a formal request for the granting of parental leave.
In the case of the first parental leave, the written request must be submitted to the employer no later than two months prior to the start of maternity leave.
In the case of adoption, the request must be received by the employer before the start of the adoption leave.
If the request concerns the second period of parental leave, it must be submitted with four months’ notice. In other words, parental leave may begin no earlier than four months after the date on which the request is submitted.
After submitting their application to the employer, the person concerned must contact the CAE to collect a special form or download it from the website: www.cae.lu.
The employee is required to complete the form, obtain the employer’s signature, and submit it to the CAE:
· in the case of the first parental leave, within 15 days of the notification of the parental leave request to the employer;
· in the case of the second parental leave, within 15 days of the notification of the employer’s response or, failing such response, within 15 days from the expiry of the four-week period provided for in the event of a postponement of the leave.
For the sake of completeness, it should be noted that various other pieces of information must also be declared to the CAE:
· the birth of the child must be declared within 15 days from the date of registration with the civil registry
· in the case of adoption, the application for the parental leave allowance must be accompanied by a court certificate attesting that the adoption procedure has been initiated.
Form of the application
The application must be sent by registered letter with acknowledgement of receipt.
Content of the application
There are no specific requirements regarding the content of the application. The application must clearly state whether the parent is requesting full-time, part-time or split parental leave.
It must also indicate whether the application concerns the first or the second period of parental leave. If the application relates to a second period of parental leave, the parent must specify the starting date of the leave.
Employer's response
A written application for a first period of full-time parental leave shall not be refused by the employer provided that it fulfils the substantive and procedural requirements established by law.
However, the employer may object to a request for part-time parental leave, in which case the applicant must either take full-time parental leave or withdraw their application.
Under certain conditions, the employer may request that the start date of the second parental leave be postponed. 
(Name and address of employee)
(Name and address of employer)

(Place and date)
BY REGISTERED LETTER WITH ACKNOWLEDGEMENT OF RECEIPT
Concerning: application for parental leave

Ms/Mr[footnoteRef:1] , [1:  Unnecessary wording should be deleted.] 

I hereby notify you of my application for: 
Select the desired parental leave option: 
· full-time parental leave of 4 or 6 months
· part-time parental leave of 8 or 12 months
· split parental leave according to the following arrangements
For split parental leave, choose one of the following 2 options:
· a split parental leave with a reduction of my working time by 20% per week for a period of 20 months, or

· a split parental leave taken in four separate periods of one month each, within a maximum overall period of 20 months.
In compliance with the statutory notice period of four months, I wish to take this parental leave as from [footnoteRef:2] _____________.  [2:  Parental leave can start no earlier than four months after the day of application. Attention: employees are only protected against dismissal during the legal notice period.

Attention: The 4 or 6 months, or respectively 8 or 12 months, of parental leave must begin before the child’s 6th birthday, or before the 12th birthday in the case of adoption. Given that the employer may request a postponement of the starting date of parental leave, it is therefore advisable to submit the application at least 6 months before the child’s 6th or 12th birthday. In companies with fewer than 15 employees, it is recommended to submit the application at least 10 months before the child’s 6th or 12th birthday. It should also be recalled that, in the case of adoption, parental leave must in any event begin within 6 years following the end of the adoption leave, or, if no adoption leave was taken, within 6 years from the date of the adoption judgment.
Note: The masculine gender is used without discrimination and solely for the sake of brevity. It refers to all gender identities and covers both male and female people, transgender people, as well as people who do not feel they belong to either sex or those who feel they belong to both sexes.] 

This application is based on Articles L.234-43 and following of the Labour Code.

Yours sincerely,
________________
                                                                                                                    (Signature)
