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How To Finalize Your Parental Leave 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. Reminder, this is a 2 step process, if you have not already 
submitted your initial request for Parental Leave please do so before you start step 2.  

 

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

 
2. Click "Parental Leave 
(Step 2) - Proof of Birth" 
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3. Answer Question 1. 
Please note, you are 
required to reach out to 
LFG and provide proof of 
birth to submit.  
 

 
4. Answer Question 2, this 
is the date you plan to start 
your Parental Leave. 
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5. Upload proof of birth or 
adoption by drag and drop 
or by clicking "Browse for 
File(s)" 
 

 
6. Once acceptable file is 
attached, click "Upload" 
 

 
7. 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 OTice Manager or email benefits@benekeith.com.  

 

mailto:benefits@benekeith.com

