FAMILY LEAVE GUIDANCE
Appendix 1


REQUEST FOR PARENTAL LEAVE
A request for a period of Parental Leave must be submitted to your line manager with a minimum of 21 days (3 weeks) prior to the Parental Leave commences. This is for a maximum of 18 weeks unpaid leave, for each child born or adopted child. Please see section 7 Parental Leave for information on eligibility. 
	Part 1 – To be completed by the employee:



	Full name
	

	Home address
	

	Home Telephone No.
	

	Job Title
	

	Contracted hours
	

	Fixed term expiry date (if applicable)
	

	Division / Ward / Department
	

	NHS start date
	

	Date of expected childbirth or adoption leave (if applicable) 
	

	I wish to apply for Parental Leave 

	From
	

	To
	

	I confirm, that if asked, I can produce evidence to my entitlement and as such I meet the eligibility

	Signed: 
	
	Date:
	

	Print name 
	
	Position 
	

	Authorised by (line manager):

	Signed: 
	
	Date:
	

	Print name 
	
	Position 
	



