
Notification of parental or adoption leave must be submitted no later than
· 8 weeks after the birth/arrival of the child[image: ], if born/arrived BEFORE 2.8.22
· 6 weeks after the birth/arrival of the child, if born/arrived 2.8.22 or later
Detailed guidance on leave can be found at DTU Inside
Use F11 to move from field to field
1. Basic information – must be filled in:
	Civil registration (CPR) no.
	     

	Name
	     

	Department
	     

	Privat email address
	     

	Privat phone nr.
	     

	Are you on a fixed-term employment contract?
	YES
     
	NO
     



2. Complete this section if you wish to extend your employment contract:
	Are you a PhD student, Post.Doc. Assistant Prof. or Researcher and do you want to extend your employment by the leave of absence period? 
	YES
     
	NO
     



3. Childbirth/date of arrival – must be filled in:
	The child’s birth date / date of arrival:
Please enclose documentation and place it with this form on DTU Fusion.
	Child birth:     
Date of arrival if adoption:      



4. Paternity or maternity leave – must be filled in:
	If you are a father/co-mother: 2 weeks of paternity leave is/was held 
	FROM
     
	UNTIL AND INCLUDING
     

	If you are a mother: max. 10 weeks of maternity leave is/was held. Please note that the maternity leave starts the day after the child is born. (birth 2.8.22 or later)
	FROM
     
	UNTIL AND INCLUDING
     



	Must be filled in ONLY if child birth is 2.8.22 or later. –and if there is transferred maternity leave
The mother can transfer up to 8 weeks of her maternity leave to father/co-mother. If the leave is transferred because the mother resumes full-time work, the transferred maternity leave must be taken immediately. If the mother transfers part of the maternity leave, but begins full-time leave according to the rules on further absence, the transferred maternity leave must not be taken immediately. But must be taken within one year after the child´s birth. 
Please note that transferred weeks are without salary.

	IF Mother: do you transfer maternity leave to father/co-mother
	      yes/no
	      weeks

	If father / co-mother: Have you received transferred maternity leave from mother
	      yes/no
	      weeks

	If yes: Is the mother on full-time parental leave
Or has the mother resume work on full-time
	      Yes/no
      Yes/no

	The transferred maternity leave will be taken in the period:
	From:      
	Until and including:      



5. Please complete this section if you wish to take parental leave:
Parental leave is taken as whole weeks. Please note that if a period of leave contains public holidays (such as Store Bededag or Kr. Himmelfartsdag), such days will count as days of leave, and no compensation will be paid.

You are obliged to ensure that DTU is entitled to receive reimbursement corresponding to full benefits in the entire parental leave period. 

You can check how many weeks in total you have available on “Min side” on www.borger.dk – click on the child to which the leave relates.

	Of the 32 weeks of parental leave with right of absence, you will take a total of:
	     	weeks



	Is the mother a state employee?
	YES
     
	NO
     

	Is the father/co-mother a state employee?
	YES
     
	NO
     



5.1 Please complete this section if both parents are state employees:
	Being employed with DTU means you are a state employee, and thus you are entitled to 6 extra weeks of leave with pay. This field is only relevant if your partner is also a state employee, in which case you must divide these 6 extra weeks with pay between you. In order to calculate your weeks with pay, we need you to specify how you intend to divide the 6 weeks with pay between you. 

	Mother
	     	weeks

	Father/co-mother
	     	weeks



5.2. Please complete this section if you wish to extend your leave:
	We wish to exercise our right to extend* the 32 weeks of benefits to a total of:
	40 weeks
     
	46 weeks
     


* If you extend benefits to 40 or 46 weeks, you should be aware that
1. All Leave must be taken consecutively
2. Extention can once be held when all weeks with pay have been taken.
3. If you choose to extend the leave, it is not possible to postpone part of the leave or to resume work in whole or in part.
4. If you choose to extend the leave, it is not possible to interrupt the leave to take holiday or childcare days.
5. It is not possible anymore to extend the daily allowance, if the child is born 2.8.22 or later


Here you must write how many of the 32 weeks of parental leave you are taken and in which period(s): 
· Earmarked leave must be taken before the child turns 1 year old.

	I take parental leave in total:
	                	weeks

	Dates/weeks:      
	From:      
	Until and including:      

	Dates/weeks:      
	From:      
	Until and including:      

	Dates/weeks:      
	From:      
	Until and including:      

	MUST BE FILLED IN:
I have received benefits from mother/father/co-mother (max. 13 weeks). It is your own responsibility to ensure registration of this with Udbetaling Danmark.
	Weeks      

	
	
	


6. Please complete this section if you are requesting to exercise your legal right to defer your parental leave:

I would like to exercise my right to defer 
· at least 8 weeks and no more than 13 weeks of parental leave, if the child is born before2.8.22
· maximum 5 weeks, if the child is born 2.8.22 or later
1. The weeks must be taken consecutively after week 46 and before the child turns 9.
· Earmarked leave must be taken before the child is 1 year old.
2. If you defer leave, you cannot also extend it (to 40 or 46 weeks).
3. You must give 16 weeks’ notice of when you expect to take the deferred leave.
· Must be submitted with at least 8 weeks, if the child is born 2.8.22 or later. 

	I would like to defer
	     	weeks



7. Please complete this section if you have agreed to defer leave:

I would like to make an agreement to defer parental leave.
1. The leave must be taken as agreed and before the child turns 9 year old.
2. You must give your at least 8 weeks’ notice of when you expect to take all deferred leave. Leave must be taken in whole weeks.

	I wish to defer leave for a total of:
	     	weeks



If you already know when you will be taking all or part of the deferred leave, you may notify here:
	We have already agreed that I will take:
		     	weeks

	From:      
	Until and including:      

	From:      
	Until and including:      



8. Please complete this section if you wish to take holidays in continuation of your leave:
Please note that all paid leave must be taken before taking any holidays.

You must be aware that holidays of up to 4 weeks are transferred automatically if you are not able to take holiday due to maternity, parental or adoption leave on 31 December. Holidays beyond 4 weeks is paid out unless you have agreed that these days will also be transferred to the next holiday period.

	I an unable to take holiday as of 31. December and would like to transfer holiday beyond 4 weeks:
			

	YES:      
	NO:       (holiday beyond 4 weeks is paid out)



DTU recommends that you already now plan how much holiday there is to be taken as an extension of your leave.

	I wish to take holiday in continuation of my leave:
		     	 weeks

	From:      
	Until and including:      




Please upload the completed form to DTU Employee – see how at DTU Inside (M1 – How to, request leave of absence)
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