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 REQUEST for PARENTAL LEAVE FORM
This template form is intended to assist member businesses develop their own workplace forms. The following information should be used as a guide only. Any wording changes, other than those to insert a business name, may change the context, meaning or purpose of the form. We recommend you receive advice from the Victorian Chamber of Commerce and Industry prior to making such changes.  

This form will enable employees to apply for parental leave.

Contacting the Victorian Chamber of Commerce and Industry

The Victorian Chamber’s team of experienced workplace relations advisors can assist members with a range of employment, human resources and industrial relations issues.  

Our experienced workplace relations consultants can also provide assistance to both members and non-members on a range of more complex matters for a fee-for-service. The consultants can, among other things, provide training to employees, conduct investigations and provide representation at proceedings at the Fair Work Commission. 

For assistance or more information, please contact the Workplace Relations Advice Line on (03) 8662 5222.
Disclaimer

The information contained in this document has been prepared by the Victorian Chamber of Commerce and Industry in this format for the convenience and benefit of its members and is provided as a source of information only. The Victorian Chamber does not accept responsibility for the accuracy of the information or its relevance or applicability in particular circumstances. The information does not constitute, and should not be relied on, as legal or other professional advice about the content and does not reflect the opinion of the Victorian Chamber, its employees or agents. The Victorian Chamber and its employees, officers, authors or agents expressly disclaim all and any liability to any person, whether a member of the Victorian Chamber or not, in respect of any action or decision to act or not act which is taken in reliance, whether partially or wholly, on the information in this communication. Without limiting the generality of this disclaimer, no responsibility or liability is accepted for any losses incurred in contract, tort, negligence, or any other cause of action, or for any consequential or other forms of loss. If you are uncertain about the application of this information in your own circumstances you should obtain specific advice.

REQUEST for PARENTAL LEAVE FORM

	Name:

	Position:

	Date:

	Employment commencement date:


What type of parental leave are you applying for?
	· Maternity leave
	· Special maternity leave (due to pregnancy related illness or end of pregnancy otherwise than by the birth of a living child)
	· Paternity leave
	· Adoption leave

	· Pre-adoption leave
	 
	 
	 

	Expected date of birth/placement of child: ________________________________________________

	Intended period of leave
Your total period of intended absence: _______________________weeks/days

Important Note:

· Not all employees have a legal entitlement to take parental leave. Your entitlement to parental leave will be dependent on the terms of your contract of employment, any relevant policy and the relevant legislation.
· Any total period of absence on maternity leave (including special maternity leave and ordinary maternity leave), paternity leave (including short paternity leave and long paternity leave) and adoption leave (including short adoption leave and long adoption leave) cannot be more than 52 weeks, less any period paid leave taken by you (eg annual leave or long service leave) and of leave your partner/spouse is taking in connection with the birth/adoption of the child, apart from 8 weeks (either in total or in separate periods) where you both can take concurrent leave. Concurrent leave may be taken from the date of birth (for birth-related leave) or the day of placement (for adoption-related leave). Employees must give 10 weeks’ notice of their intention to take concurrent parental leave and the concurrent leave is deducted from the total entitlement to unpaid parental leave.
· Pre-adoption leave and paid leave where there is no safe job available for you to perform, do not count towards the 52 week limit.

	Commencement date of leave:

Last day of leave: 
	Return Date:

	TOTAL period of your leave
	weeks/days

	Total period of leave your partner/spouse is taking in connection with the birth/adoption of your child:
	weeks/days

	What leave entitlements are you applying for to cover your absence?

	Maternity leave
	days
	Annual leave
	days

	Special maternity leave (due to pregnancy related illness or end of pregnancy otherwise than by the birth of a living child)
	days
	Long service leave

Pre-adoption leave (up to 2 days unpaid)
	days

days

	Short paternity leave
	days
	Short adoption leave 
	days

	Long paternity leave (primary care-giver)
	days
	Long adoption leave (primary care-giver)
	days

	Other leave — please specify type of leave 
	days

	Arrangements during period of parental leave
Please indicate which matters you would like to be contacted about during your period of parental leave

I would like to be contacted about positions vacant — YES/NO

I would like to be contacted about pay review and bonus information — YES/NO

I would like to be contacted about staff social functions — YES/NO

I would like to be contacted about staff briefings — YES/NO

What other matters would you like to be contacted about? ___________________________________________________________________________​​​​​​​​​​​
___________________________________________________________________________

Preferred contact method
Email: ___________________________________________________________________________

Phone: ________________________________                 mobile/home telephone___________________________

	Attachments to form
· Medical certificate (maternity leave, special maternity leave, paternity leave only)
	· Statutory declaration (ordinary maternity leave, special maternity leave due to end of pregnancy otherwise than by the birth of a living child, long paternity leave and adoption leave)

	· Other (for example, placement notice, placement approval notice, statement from adoption agency)
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