Notice of intention to take Neonatal Care Leave


	Employee name
	

	Job title
	

	Department
	

	Line manager
	

	Date of birth of child, 
or date of placement, 
or date child entered Great Britain 
	

	Start date of neonatal care 
	

	End date of neonatal care (where ended) 
	

	Start date of leave 
	

	Number of weeks of neonatal care leave 
	





I confirm that I am entitled to take this leave and will be caring for the child who is receiving, or has received, neonatal care.  


Signed: 
Dated: 

Line manager’s acknowledgement: 
Dated:  

Once completed the line manager should send this to their HR Advisor and to Payroll to ensure that the appropriate payments are made. 
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