Paternity Leave Flow Chart

Employee informs line
manager of decision to take
Paternity Leave

Y

Employee completes a
Paternity Leave Request
Form

Y

Employee sends Paternity
Leave Request Form to Line
Manager for decision to
sign off

A\ 4

Line manager signs off
Paternity Leave request

A4

Line Manager sends to
Local HR Team

A4

Employee receives approval
letter

A\ 4

Employee commences
Paternity Leave

Document Author: Emily Thomas
Policy Area Lead:  Jan Haliburton
Approved by: Staff Committee
Date of Approval:  TBA

Date for Review: TBA + 3 years

Newcastle
University

HUMAN RESOURCES

Related Policies and documents: [insert
links]

Paternity Policy

Paternity Leave Request Form

Parental Leave Policy

Shared Parental Leave Policy



	Page-1�

