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Surrogacy Leave Application Form

	Purpose: This form must be completed by all employees who wish to apply for surrogacy leave (including additional surrogacy leave)
The surrogacy leave procedure, available on the HR Website should be read before completing this form.  

· Please use Block Capitals
· EMPLOYEE to complete Sections 1, relevant part of Section 2 and Employee’s Declaration on Page 2.
· Head of department / Managers to complete Declaration and Recommendation.
· HR Division to complete Declaration



1. Personal Details – To be completed by the Employee
	Forename:
	Surname:

	Personnel Number:
	
	
	
	
	
	
	
	Department / Division:


	Personal E-Mail:
	Correspondence address while on Leave: 


	UL Staff Email:
	

	Mobile Number:
	



2. Leave Details – To be completed by the Employee
	Start 
Date:
	D
	D
	M
	M
	Y
	Y
	Y
	Y


	End 
Date:
	D
	D
	M
	M
	Y
	Y
	Y
	Y


	
Tick:
The nominated parent is required to submit the surrogacy leave application as soon as is practicable, but no later than four weeks prior to the expected date of birth of the child(ren). 

The following documentation must be submitted as part of the application:
	Documentation Required
	Please tick to indicate documentation enclosed together with application form.

	Written confirmation of the surrogacy arrangement (e.g. legal or medical correspondence). 

Where this documentation is not available in English, it must be accompanied by a certified legal translation.

	

	Expected date of birth or actual date of birth (in cases of premature birth). 

Where this documentation is not available in English, it must be accompanied by a certified legal translation.

	




	A copy of the child’s birth certificate is required to be submitted to Human Resources (compsandbens@ul.ie) within four weeks following the birth. 
	
Where this documentation is not available in English, it must be accompanied by a certified legal translation.

	




	Surrogacy Leave (24 weeks)
	Start Date 
	

	
	End Date
	



Employees wishing to avail of the additional 16 weeks’ unpaid surrogacy leave are required to apply for additional surrogacy leave via the surrogacy leave application form no later than four weeks prior to the end of the paid surrogacy leave period
	Additional Unpaid Surrogacy Leave (16 weeks unpaid leave available)
	Start Date
	

	
	End Date
	



Employee Declaration: 
I wish to apply for the leave arrangement highlighted in accordance with the University’s terms and conditions of the University of Limerick Surrogacy Leave Procedure and confirm that I have read, understand and accept the terms which such a request may be approved.  I confirm that this information is accurate and correct on the date indicated below and I understand that I must notify the University of any changes to this information. By signing below, I declare that I am the nominated individual availing of the surrogacy leave. 

Employees Signature: 	__________________________________     Date:  ________________


Head of Department / Manager Declaration: 
I have checked that the start and end dates specified comply with requirements and that the overall period indicated does not exceed that which is allowed under this leave.  
I have examined the documentation/information provided and hereby:

	Recommend Approval 
	

	Start Date
	

	End Date
	



Head of Department / Manager Approval 

Head of Department / Manager Signature:  ___________________________      Date:  _________________

Please Print Name:  _______________________________________________                  




HR Division Use Only


HR Approval (Signature)   		____________________        	Date:  ______________






Please note, the following leave types should be applied for on Core Portal via “Employee Requests”.

	Employee led requests

	Manager Led requests


	· Additional Unpaid Maternity Leave
· Maternity Leave
· Parental Leave
· Surrogacy Leave
· Adoptive Leave
· Compassionate Leave
· Unpaid Compassionate Leave
· Special Unpaid leave
· Force Majeure
· Leave For Medical Care
· Marriage Leave
· Parents Leave
· Part-Time Working Application
· Paternity Leave Application
· Shorter Working Year
· Breastfeeding breaks

	· Certified Sick Leave
· Uncertified Sick Leave.
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