Manual
Parental leave

Below you can read how to apply request parental leave in the DSPE. You can
request this yourself, but a supervisor or assistant can also request parental leave

on your behalf.

After the leave has been granted you will receive a confirmation by email and post.

Make sure to keep the municipal register certificate at hand.
Log in to the DSPE using your AUAS ID.
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Step 3

Under Self service, select
the tile Parental leave -
Request

If you have
parental leave in
the past, it will be
shown here.

The maximum
amount of leave
hours per child is
already filled out.
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The documents are filed in your digital personnel file.
Step 6
Parental leave In the upper left corner click on ‘Check’ and

then on ‘Send'.
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The form will now be processed.



The form is forwarded to HR for advice, to budget holder(s) if there is a distribution
of costs for the final agreement.

After processing in SAP HR you will receive a confirmation by email and post. The
attachments are added to your digital personnel file.
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