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MALAYSIA

APPLICATION FORM
PATERNITY LEAVE

Conditions
1.

Employee must be legally married and have provided the marriage certificate to the
Company.

. Employees are entitled to seven (7) consecutive days for each confinement and must be

taken as a block leave without any break.
Restricted to five (5) confinements irrespective of the number of legally married spouses.
Have completed twelve (12) months of service before the commencement leave.

. Notify the Company of the pregnancy of his spouse at least thirty (30) days from the

expected confinement or as early as possible after the birth.
The consecutive days shall include off-days and rest days.

. Employees who chose to delay the commencement of the paternity leave must obtain

approval from the company no later than 48 hours after the commencement of the
confinement period.

. Should there be any public holidays that fall during the paternity leave, the said public

holiday(s) shall be substituted.

Employee Details

Name

Employee ID

Mobile Number

Position

Department

Leave Start Date Leave End Day

Confinement and Spouse Details

Name of Spouse

Expected
Confinement Date

| have provided my marriage certificate

| attach my marriage certificate along with this application
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MALAYSIA

HR FORUM
Employee Superior Human Resource
Signature
Name
Date

This sample policy/letter/document is merely a sample or guidance. Companies are advised to
practice caution when drafting its HR documentation and shall always be in compliance with
the Employment Act and Industrial Relations Act as well as past case laws so as to ensure the
policy does not violate or infringe the prevailing employment regulations. Companies are
encouraged to adopt best practices to be attractive employers and promote a productive and
competitive operating landscape. The author shall not be held liable for any damages or claims
arising from the usage of the contents of this document.
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