PL1

KEELE UNIVERSITY

Application for Parental Leave

Please read the University’s Parental Leave Policy (available from the Human Resources Department before you complete this form).  If you require any advice, please do not hesitate to contact the Human Resources Department.  This form should be completed and returned to your Head of Unit along with documentary evidence (e.g. birth certificate or adoption certificate) to show you are the parent or person legally responsible for the child.
Section A: To be Completed by the Member of Staff

FULL NAME: ………………………………………………..….
Ms/Miss/Mrs/Dr/Prof:…………..……...

JOB TITLE: ………………………………………………………………………………………………………..

UNIT:  ………………………………….………  MANAGER: ...……...…….…………………………...……..

HOME ADDRESS: ………………………………………….…………………………………………………....

(Please inform your Head of Unit and the Human Resources Department if your home address changes during your parental leave.)

……………………………………………………………………………………………………………………...

POST CODE: ………………..  TEL No: (Work)  …………………….  (Home)  ……………….……………

I wish to apply for the following period of parental leave:

From: …………………..….……….………..…………..…
To: ………….…………….……...…..…..…

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

Section B: To be completed by the Head of Unit

Date request for leave received: …………………………………………………………….…………..……..

I agree to the period of Parental Leave for the above named member of staff 

Signature of Head Unit: ..................................................... 
Date: ..........................…………...............

Note: if you are not able to agree to the period of leave requested, please contact your Link Human Resources Manager or Officer for advice as soon as possible so any legal implications may be considered. 

Please return this form to the Human Resources Department and retain a copy of the form on the member of staff’s Personal file kept within the Unit. 
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