[bookmark: _GoBack]Parental Leave of Absence Approval 
	The Parental Leave of Absence provides one work week of paid time off (40 hours) to be taken in consecutive days at the time of the event.  However, there may instances when a need arises to take the time in non-consecutive days (extended hospital stay, foster parenting, business reason, etc.).
Employee Request:
· I request one week of paid time off in consecutive days.
· I request an exception to take the time in non-consecutive days.  The reason for my request is below.  
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Dates for Leave:  From __________________ to _______________.  


                                                                                                                                              
Employee                                                                 Date


Approved by:

                                                                                                                                              
Manager                                                                    Date


                                                                                                                                              

	Human Resources                                                     Date
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