

Parental Leave/Phase Back Request Form

Employee Name:			                				Click or tap here to enter text.	
Employee personal email (non-Relias):               	Click or tap here to enter text.
Employee personal phone number:               		Click or tap here to enter text.
Anticipated due date of birth/placement/adoption: 	Click or tap here to enter text.
Relias/Original Date of Hire:				              Click or tap here to enter text.  	
(You must be employed for at least one year before your leave begins to be eligible for Parental Leave/Phase Back benefit.)

Please acknowledge:
☐  I have confirmed my address in UKG is correct. (To view, click on Myself  Personal  Name, Address, and Telephone, if you need to update.)

Please select all that apply:
☐  Newborn Parent (Birthing)
☐ 10 weeks* – 50 days      (eligible for Phase Back Plan)
· *Will be reduced to 8 weeks for Ceserian delivery
☐ Other (less than 10 weeks, minimum of 2 weeks): Click or tap here to enter text.  
☐ Starting before birth (up to 2 weeks prior, counts towards overall leave): Click or tap here to enter text.  

☐  Newborn Parent (Non-Birthing)
☐ 10 weeks – 50 days	(eligible for Phase Back Plan)
	☐		Beginning leave at time of birth
	☐		Beginning leave within 3 months of date of birth
· Anticipated Leave Start Date, if delaying start: Click or tap here to enter text.  
☐ Other (less than 10 weeks, minimum of 2 weeks): Click or tap here to enter text.  
☐ Starting before birth (up to 2 weeks prior, counts towards overall leave)*subject to manager approval: Click or tap here to enter text.  

☐  Adopting Parent 
☐ 10 weeks – 50 days	(eligible for Phase Back Plan)
	☐		Beginning leave at time of adoption
	☐		Beginning leave within 3 months of date of adoption
· Anticipated Leave Start Date, if delaying start: Click or tap here to enter text.  
☐ Other (less than 10 weeks, minimum of 2 weeks): Click or tap here to enter text.  
	
☐  Phase Back Plan – Eligible employees have the option to gradually return to work after their 10 weeks of Parental Leave has ended. This program is paid at 100% of your base pay for 4 weeks and allows you to work for 2 days for 2 weeks and 3 days for 2 weeks (the days worked are agreed upon between the employee and manager prior to leave beginning). Once the 4th week of this program is complete, the employee returns to work full time (5 days/week). 
· Working Days
· Weeks 1 & 2: Click or tap here to enter text.
  
· Weeks 3 & 4: Click or tap here to enter text.
  






______________________________				_________________
Employee Signature									Date


 ______________________________				_________________
Manager Signature									Date
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