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APPENDIX A REQUEST FOR PARENTAL LEAVE

For full details, please refer to the Human Resources Handbook which is available on the intranet.

A minimum of 21 days notice must be given for taking leave (please see the full guidance for exceptions).  The reply to your request must be given within 7 days.  Parental Leave may be refused (please see the full guidance for details and the appeals procedure).

	Name
	
	Payroll No.
	

	Department
	
	Tel No.
	

	Absent Date From
	
	Absent Date To 
	

	
	
	

	Employee’s Signature
	
	Date
	

	
	

	Department Parental Leave Request – to be completed by Line Manager

	Parental Leave Authorised:
	YES
	NO            (Please circle the appropriate response)

	Name
	
	Signature
	

	Position
	
	Date
	

	
Where Parental Leave is not authorised the Line Manager must do this in consultation with an HR Representative and discuss the reasons with the member of staff and confirm the arrangements for postponing the leave.  The Line Manager must put this is in writing no later than 7 days after the member of staff gave notice to take leave and forward a copy of the letter to the HR Department.  The letter must state the reason for the postponement and set out the new dates for parental leave as agreed with the member of staff which must be equivalent to the length of leave originally requested.

HR Department Use  Only:

Date Received:_____________ Date leave recorded on Personnel Computer System _____________

Signature of Person entering information on Personnel Computer System __________________




