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(Unpaid) Parental Leave Request Form

Parental leave is unpaid time off work to look after your child’s welfare or to make arrangements for the good of your child. You must give at least 21 days’ notice for a request for parental leave specifying the start and end dates.  

	Section 1 - To be completed by the employee

	Personal Details:

	Full Name


	

	Post Held


	

	Start date with Barnardo’s


	

	Work Base/department


	

	Section 2 - To be completed by the employee

	Details of Child for whom you are taking Parental Leave:

	Date of birth of child/children
	

	Evidence of relationship to child attached.

(Please see Unpaid Parental Leave Policy & Procedure on Inside.Barnardos for details of evidence required) 


	YES/NO*

	Parental Leave Entitlement Checks

	Do you have one year’s continuous service with Barnardo’s? 
Do you have parental responsibility for the child/children and they are under 18?

I'm requesting unpaid parental leave to look after my child’s/children’s welfare
	YES/NO*
YES/NO*
YES/NO*

	Previous Parental Leave

	Amount of parental leave taken so far? (if nil please state)

Date of last period/s of parental leave (including any taken with a previous employer).


	From: ……………     To: ……………………………

From: ……………     To: ……………………………

From: ……………     To: ……………………………



	Requested Period of Parental Leave

	Start date of requested period of parental leave
	

	Finish date of requested period of parental leave
	

	Signed…………………………………………………………
	Date…………………………………………………………..


	Section 3 - To Be Completed By the Manager

	I have discussed the period of parental leave and agreed the dates 
	YES/NO*

	Signed


	

	Name of Manager


	

	Date
	


*Delete as appropriate
� Jersey employees should contact their Local People Team for information on leave and pay provisions
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