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PATERNITY LEAVE REQUEST
[image: image1.png]Name of Employee



Location




Division or Section

I hereby request Paternity Leave (PL) to bond with and take care of my:

a.-
newly-born child whose date of birth is 
:






or











D/M/Y

b.-
expected child whose anticipated date of birth is: 











D/M/Y


PL is requested from:

First period:




through



(first working day-D/M/Y)




(last working day – D/M/Y)

Second period:




through



(first working day-D/M/Y)




(last working day – D/M/Y)


While on PL, I can be reached at the following address(es) and telephone number (s):

ADDRESS (ES)




TELEPHONE NUMBER(S)


DATES





Signature of Employee








D/M/Y


Signature of Supervisor








D/M/Y


Signature of Human Resources Associate






D/M/Y

� The request must be accompanied by a copy of the childs´s birth certificate or, if not available, satisfactory documentary evidence as per local law.





� The request  be accompanied by a certificate from a licensed medical practitioner or midwife attesting to the expected delivery date. A copy of che child´s birth certificate must be submitted after delivery or, if not available, satisfactory documentary evidence as per local law.
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