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Paternity Leave Plan

For further guidance, please refer to the Paternity Leave policy and ‘How To… Guide’, which can be found on the HR webpages.

You are required to complete this plan and let your Department have a copy. This form will help you find out if you qualify for paternity leave and pay and is also intended to ensure you give the University all the necessary information. You should complete this form after having read the Paternity Leave Policy and Procedure on the HR pages on the intranet.  If you require further advice please contact your link HR Business Partner. 

Please read the following form carefully and complete the questions applicable to you.

Once complete, please scan together with a copy of your matching certificate or official notification, if applying for Paternity Leave (adoption), scan together as one .pdf document and upload to SuccessFactors as part of the online process for recording Paternity leave.

	Employee Name
	

	University Number
	

	Department
	



	Baby is due/the child is expected to be placed in the week beginning
	Sunday…



	Paternity Leave (birth)
	Paternity Leave (adoption)

	I confirm that I have worked for the University continuously for at least 26 weeks ending with the 15th week before the expected week of childbirth (EWC)

and 
I am the biological father or the mother’s husband or partner

and
I confirm I have or am expected to have responsibility for the child’s upbringing 









☐  Yes   
You qualify for paternity leave and pay.
☐  No
You do not qualify for paternity leave and pay
	I confirm I have worked continuously for the University for 26 weeks ending with the matching week

or (in the case of overseas adoption) 
I confirm I have worked continuously for the University for 26 weeks ending with the week in which the child’s adopter received official notification from the relevant domestic authority, or starting with the week in which my employment began.

and 
I am married to or am the partner of the child’s adopter

and 
have or expect to have responsibility for the child’s upbringing with the adopter





☐  Yes   
You qualify for paternity leave and pay.
☐  No
   Yoo         You do not qualify for paternity leave and pay




	STARTING PATERNITY LEAVE
If you are eligible for Paternity Leave, please state the date that you wish to start your paternity leave on… 


	

Paternity Leave Start Date: ………………………………….



	And whether you wish to take:

☐  One period of two weeks’ leave               

or 

☐  Two blocks of one week     
(please specify all dates) 

	

Dates requested (for two x one week blocks only):

………………………………. to ……………………………….

………………………………. to ……………………………….




	Shared Parental Leave
If you wish to apply for shared parental leave in addition to Paternity Leave, please also complete the Shared Parental Leave form.




	I have read and understood the terms of the Paternity Leave Policy and Procedure.

Signed:

Date:
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