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How To Submit Your Initial Parental Leave Request 

Submitting a Paid Parental Leave Request is a 2-part process. At least 30 days prior to birth or adoption, you should submit 
your initial request. Once your child is born or adoption is finalized, you will need to complete Step 2 of the process and 
submit proof of birth or adoption documentation to schedule your Paid Parental leave. Please see “Parental Leave Step 2 
Instructions.  

 

1. Click "Forms" 
once you are 
signed in to 
Dayforce 

 

 

2. Click 
"Parental 
Leave (Step 1) 
– Leave 
Request 
Form" 
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3. Answer 
Questions 1 - 
3, supporting 
documentatio
n is not 
required. 

 

 
4. Lastly, click 

"Submit” 

 
 

You can check the status of your request at any time by selecting "My Form Submissions" in the Forms section of Dayforce. 
Once a decision has been made, you will receive a notification in Dayforce and an email informing you whether your request 
has been approved or denied.  

 

For any questions, please contact your local HR representative or ORice Manager or email benefits@benekeith.com.  
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