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· Fill out top portion of form with your personal information.
· #1 – Select “Care and bonding with a newborn child” if your spouse is pregnant or the adoption / foster care option if that applies to you.
· #2 – Use the due date for the start date and put the end date as 2 weeks later. *Note – these are only to give the company an idea of when you might be off, not when you actually will be off.
· Answer questions 3a, 3b, 3c & 4
· Sign and date the bottom two lines of page 1
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· Select “B” on page 2. I know it doesn’t make sense, but the company can’t process the form unless this box is checked. If you are the one that is pregnant, select “A”. If it is an adoption or foster care placement, select “C”.
· Sign and date the middle two lines of page 2
· Have your spouses doctor fill out the bottom of page 2
Once this form is completed by you and the doctor, submit the form to Dawn in medical. Once they are done with it, they will forward it onto HR for final processing. You should receive an email from HR with an approval letter attached. This process should be done ahead of time, but does not need to be in order to still get the 2 weeks paid parental leave. 

