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APPLICATION FOR NEONATAL CARE LEAVE

	Please complete the relevant sections below and give the form to your line manager.

	Name:
	
	Employee No:
	
	
	
	
	
	
	

	Job Title:
	

	Location:
	

	Eligibility Criteria

	I confirm that:

	· My baby/babies have spent at least 7 continuous days receiving neonatal care that started within 28 days of their birth;
· I have at least 26 weeks continuous service;
· I have parental responsibility for the baby/babies.

	Signature:
	Date:  


	Neonatal Care Details

	Baby/babies’ name(s):
	

	Baby/babies’ Date of Birth:
	

	Date Neonatal Care Started:
	

	Date Neonatal Care Ended (state if ongoing):
	

	Your relationship to the baby/babies:
	

	Neonatal Care Leave
Employees can take one week’s neonatal care leave for every uninterrupted week their baby receives neonatal care, up to a maximum of 12 weeks. 

	Please indicate the leave you are applying for by placing a  in the relevant box below:


	Neonatal Care Leave while my baby is still in hospital or within seven days of discharge:
	
	

	(Leave can be taken in non-continuous blocks of a minimum of one week, and only requires notice before you would normally start work on the first day of leave – in this case this form can be completed and submitted to payroll by the line manager on behalf of the employee)

	Neonatal Care Leave after neonatal care has ended and up to 68 weeks after the birth:
	
	

	(Leave must be taken in one continuous block and this form completed and submitted no later than 15 days before the first day of leave)

	Dates of Leave – a separate form should be completed for each block of leave if taking in non-continuous blocks.


	Number of weeks’ leave requested:

	


	
	D
	D
	M
	M
	Y
	Y
	To
	D
	D
	M
	M
	Y
	Y

	Dates of Leave Requested (inclusive)
	From
	
	
	
	
	
	
	
	
	
	
	
	
	


	Signatures:


	Employee Signature:
	Date:  

	Authorising Manager:
	Date:



Completed forms should be submitted to hrchanges@weslothian.gov.uk 
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