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Employee informs line 
manager of decision to take 

Paternity Leave

Employee completes a 
Paternity Leave Request 

Form

Line Manager needs to be 
informed at least 15 
weeks before the baby is 
due or the week the 
primary adopter is 
notified of being matched 
with a child 

Leave is recorded on SAP

Line Manager to discuss 
the employee’s plans and 
arrangements for Paternity 
leave with them, including 
ensuring cover for while 
they are on leave
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