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Purpose: This document is to confirm that both the Line Manager and Employee are agreeable to the 
taking of Parental Leave over the course of the From and To dates and to the way in which it will be 
taken, as stated below.   
This document must be completed no later than four weeks before the leave is due to begin.  Once this 
document has been signed by both parties, it cannot be altered unless both parties agree. The applicant 
must be given a copy of this confirmation document. 

Section 1 To be completed by Employee 
Surname: First Name: 

Grade: Personnel No:         

Location: PPS No:         

Name of Child 

Date of birth of child         

Date of adoption order (if applicable)         

Section 2 Confirmation Agreement  
From         To         

 

 

 

 

 

 

Agreed manner and duration of 
Parental Leave: 

 

Effective Period of Parental Leave 
Date of commencement         

Date of termination         

To Be Completed by Employee 
Signature Date         

Name (please Print) Tel No 

e-mail address Mobile No 

To be completed by Line Manager on behalf of HSE 

Signature Date D D M M Y Y Y Y 

Name (please Print) Tel No 

e-mail address Mobile No 
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