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Annex [ff{F Al

RESTRICTED (STAFF)
PBEY (- H)

APPLICATION FORM FOR PATERNITY LEAVE
(Applicable to Childbirth within Marriage)

B
(BEIISE )
Notes FHi=#i:

Please read CSB Circular No. 5/2012 and the notes on pages 3 and 4 of this application form before you fill in this application form. In case of
doubt, please approach the Personnel Section of your Bureau/Department for assistance.
A EER S E O Rhpl 1 5 512012 SRS BV A AR ST 3 0 A FIAVEE o YEH] o Fliln) WAERATRY N HaE i F e

Part | 51— ﬁﬂ Notification of intention to apply for paternity leave [j;[ir f@ﬂlﬁﬁﬁﬁl
(Items 1 to 9 to be completed by the Applicant 57 1 = 9 fif! IHI[% ~ 1 ) (Note F‘ 1)

1.Name of Applicant (English) (Chinese)
FIIGH ot b fli

2.Hong Kong Identity Card No.
TS R

3. Rank/Post/Position 4. Department/Section
LS LV EFHE

5.Contact tel. no.

A=
T Bl

6.Name of Applicant’s wife

Hlﬁ% TR (English) (Chinese)
(Note F 2) Ay fli

(Copy of marriage certificate should be attached 277/ 2//7ff/ %)

7.Expected date of confinement
i F1HH (Note & 2)
(Copy of medical certificate should be attached 7% /ji/#% 4+ ,q%ﬂf//é‘/ﬁf 7)

8.Having no less than 40 weeks of continuous service before the expected or actual date of confinement of the wife :
TS S S e F AR I T DA 40 (i p B
Please tick as appropriate 77 7 # 45 91 7% -
O Yes L

O No F\, (Note F§E3)

9. Signature of Applicant Date
H'ﬁ% b [
(Note F 4)

10. For completion by the Supervisor (where applicable) fli= v * ENEH (I5%5))

Signature Date
aEE F I
Name Rank/Post Contact tel. no.
i, R T AR
(in block letters T3 Hr)
11. For completion by the Approving Officer 1% * ESSEI
Signature Date
T Fis
Name Rank/Post Contact tel. no.
I8 Tk Ik “E}a?é?q“ﬁ’:ﬁ

(in block letters 11 H1)
Note : The Approving Officer should return this form to the Applicant after completion of item 11. The Applicant should continue to use
this form to apply for his paternity leave.

oo RRST IR - Y Y YRR ARG - I R ARV 0 -

CSB(LP) Form 15A 1



Part Il 53 #3  Application for paternity leave [ & B IFH
12. Details of leave applications i@ﬁfjﬂlﬁ%%iﬁ '

Completion by
Completion by Applicant Supervisor Completion by
PG " 3 (if applicable) Approving Officer
(Note 7 5) LES F—"@W Ay~ EiE R
(Z,Uiﬁﬂ
Days of paternity Period [ 1#] Date of Signature %4 /Date [ !il]
leave applied for res“rgﬁglo” of Aoolicant EntSJIorsem_ent of N o
. pplican upervisor pproving Officer

i"?'ﬁgr'@i” From fl1 To = IS 13 -k e ] 1545 - i

(Note &% 6)

If leave is applied in splits, the Applicant should copy pages 1 and 2 of this application form to the Leave Recording Officer and keep the original
copy of this form for remaining applications each time after approval has been granted to each split of leave by the Approving Officer.

I PEHL A G YRR~ 0 STESRSRRR) * RS o R A 20 ORI L IR £ gk
L BT AvVER ™ B Jiﬁ O

For completion by Applicant Ff I%‘? ' (Notes ?-F‘E 7 & 8(i))
13. Actual date of confinement of the wife:
SIRI Ay RN |

Immediately after all five days of paternity leave in relation to this application have been taken by the Applicant or upon expiry of the
leave-taking period/current employment agreement of the Applicant, the Applicant should pass the original copy of this application form,
together with the attached supporting documents, to the Approving Officer.

I - S AL T B B T 55V M IBEOHEL SRS OIR A e R HIRE it e HI T4 G
i t'*’r’ﬁ e

Part Il 33= T!‘B (To be completed by the Approving Officer Fli##*f% * E13EHS) (Note & 8)

r’_.
14. 1have seen and signed on the copies of the following attached documents (Please tick as appropriate) -
B EL RIS R ﬁaﬁﬁ FFYLI ) -
Marriage certificate of the Applicant f| l%t tl RIS
Medical certificate showing expected date of confinement of the Applicant’s wife f| Iﬁ M ST R S
Birth certificate of the newborn related to this application (if submitted) =27 [I it FTJF IR %FIEJ?; (UP=142)
(Notes 5 & 8)
O Medical certificate affirming that delivery has taken place and showing actual date of confinement of the Applicant’s wife (only applicable
to cases of stillbirth) I [ ﬁ% s bﬁ;’? Qo R GO 5 o 1 AP 2 %F‘EJ?} ( Eliﬁif'ﬁi??—ﬁf‘,f[ﬁii‘) (Note £ 7)

EIEIEI

]‘.'_
Signature Date
o IR
Name Rank/Post Contact tel. no.
[ ke f}fﬁéf‘-iﬁf

(in block letters 5 H1)

After completion, please pass this form together with the attached supporting documents to the Leave Recording Officer.

S e+ FRTE AR (A T BRI



Part IV ZTP4ER (To be completed by the Leave Recording Officer f1{BHARS * E1HE H) (Notes 2 5,8 & 9)

15.

days of paternity leave have been recorded.
B R

Signature Rank/Post

e b B
(Leave Recording Officer {BIAFIE * £1)

Name Date

s P

(in block letters T4 Hr)

Notes:

@

@

®

(4)

®)

(6)

U]

@)

The Applicant should notify the Approving Officer via his Supervisor (if the Supervisor is not the Approving Officer) eight weeks in
advance of the expected date of childbirth if he plans to apply for paternity leave by completing items 1 to 9 of this application form. The
Applicant should use the same application form for paternity leave applications for the same childbirth.  Any amendments to the dates of
approved leave should be initialed with date by the Applicant and the Approving Officer concerned.

I~ ISR 19 PO 6 SAROST L2 0 30 » bRl [0 B SAE Y * Pty ~ e g -
£ g §wﬁ A BRI 8 TR 3 15 - WIS~ SO SOF U - L * 585 * )
liﬁ'ﬁffﬂw 4 F@J—EIQEJO

The Applicant should attach a copy each of the marriage certificate and the medical certificate showing the expected date of confinement of
his wife when completing items 1 to 9 of this form for notification purpose.

ISR~ IR A4 IT L % QP HT B R RIS W % PR R AP

An officer is eligible for paternity leave where he has not less than 40 weeks’ continuous service immediately before the expected or actual

date of confinement of his wife, whichever is later. An officer with less than 40 weeks’ continuous service is not eligible for paternity

leave. He may apply for vacation leave (or advance/unpaid leave) on paternity ground following the established procedures and the

designated approving authority for such leave in his Bureau/Department.

AR <5 4 E'E'Eﬂr’"m?rﬁ?%'rﬂ;?tfti FURT (1 e [ TEIEREE ) =LAy oy 1 DA 40 flalld 501 73 8 e qli R 1 19« PN 2 oflgd

mr@ﬁ%mgart TR R B0~ YT SR = A g TR o fofg tﬁﬁ%%WEMWﬁM@wFE
VI R -

Where the Applicant makes any false statement or provides any forged supporting document in his application for paternity leave, he will
be subject to disciplinary action.

DIV I e G Tl TS 5 1R P R A - R B A

Paternity leave will be granted on a provisional basis until the Applicant provides a copy of the birth certificate (or a copy of medical
certificate affirming that delivery has taken place in the case of stillbirth) proving the father-child relationship within ten weeks after the
actual date of childbirth or any extension period of time as determined by the Approving Officer. Where the Applicant wishes to extend
the ten-week period for submission of the copy of the birth certificate, he should provide justifications to the Approving Officer for
consideration as soon as possible. If the copy of the birth certificate has not been provided by the Applicant upon the expiry of the
ten-week or any extension period of time as determined by the Approving Officer, the paternity leave granted will be rescinded and the
Applicant will be required to cover his absence by vacation leave, or in the case of insufficient earned leave, by advance or unpaid leave
subject to the normal rules governing the granting of such leave.
TS A S pIp %‘F'FJE“E VI Gy ™ 1 ‘ﬁrtﬂ FraE SRRV RS 5T e %’IF’F?{FM )| Ipr@’it‘ﬁf’ dpCHIr
i ﬁ@@; rg}ﬁﬁﬁﬂjﬁr, L IFJ;“ﬂJf e glﬁ”’“ﬁﬁ%‘tﬂ}%‘“'i A i B JF%' W E'Iﬂxitl'?ffmﬁﬁ JHEH o D e
L P IED Lt"ﬁfﬁgﬂ’ttwtllﬂ flat B ST > P R R 2RI W FYE - UF l'% k%ﬁ“#ﬁﬂwtl'ﬁ o i B 3
IRy sy - Hairrl ;ﬁliﬁftg R jattu F'Fj' P o FTE SRR & R RERE o flIEE R I TRV A
Hﬁ"piw %pWﬁ%m&w 7 @Jw#ﬁpu IR -

Date of resumption of duty is the first working day after taking paternity leave which may be followed by non-duty days or other types of
leave.

1EZ F PRSI0 6 12 B % 07 (81 P ISR o i (e

All applicants should provide the actual date of confinement of his wife. Only in the case of stillbirth, the Applicant is required to submit a

copy of medical certificate affirming that delivery has taken place and showing the actual confinement date of his wife, and the said

medical certificate copy should be attached to this form when making the application.

F’?J % IR R s p R . F'?Jffﬂ FOTFIR ™ I'% P B ﬁ{,‘w;; T 55 e p VAR R S F
pwf PG I b4 24 -

(i) Immediately after all five days of paternity leave in relation to this application have been taken by the Applicant or upon expiry of the
leave-taking period/current employment agreement of the Applicant, the Applicant should pass the original copy of this application form,
together with the attached supporting documents to the Approving Officer.

T Hr%ﬁ (S| “?Z[WHV :’F' r% u ﬁi‘};rﬁi.f g‘}t[rr‘% , fj’fﬁ/ﬁjﬁ;[ﬁi UEF /$|4JFLJ» Jggjuﬁjﬁ[ﬁ;lﬁ\iji , Hlf‘% IS ’;E@ W;@rﬂrﬁ%
Fy LIS s 0 [

(ii) Immediately upon receipt of this application form from the Applicant after his taking all the five days of paternity leave, or upon the
expiry of the leave-taking period/current employment agreement of the Applicant, the Approving Officer should pass this form to the

3



Leave Recording Officer with all supporting documents, including a copy of the birth certificate of the newborn related to this
application where available. Where the copy of the birth certificate is not yet available, the Applicant should submit it at a later stage
but no later than ten weeks after the childbirth. The Leave Recording Officer should keep in view the submission of the outstanding
copy of the hirth certificate from the Applicant. He should bring up the case immediately eight weeks after the childbirth to remind the
Applicant to submit the outstanding copy of the birth certificate soonest possible and also to remind the Applicant that the paternity leave
granted will be rescinded if the copy is not received within ten weeks after the childbirth. The Approving Officer may rescind the leave
granted in case the birth certificate is not received within ten weeks after the childbirth.

fiq'sri[jﬂl%t L “gﬁfﬁv ﬁf} - FH ? T W“Wﬁ@ ISR 2R o PR = ikl > 1549~ EYt o1 [i%%ffﬁ&g
Il e | ”‘E’F RS E _EJFIFF §J¢ YIrE e JE ) L |E§EFJE'%k fhe i/i'H'? kﬁﬁi'—ﬁﬂfﬁi J»iﬁ*\tiéa 'FJf'Eiii F”ﬁﬂl i
A P REECE0DS B[RRI T - [BIRISR SRR F) IR S ERRTE - RS
Wi o P % 8 Jrﬁi B0 R T o R A Eiiiéi%fﬁlﬁt R pOED o iﬁféi F MO eI A W Y
[RED L BRI o B MHﬁ@@ﬁ@ PRI ef (BB www&ﬂw I e
Rkl F[JI@EF

(iii) If the copy of the birth certificate is submitted by the Applicant at a later stage separate from the application form, the Approving Officer
should sign on it to indicate that he has seen it before passing it to the Leave Recording Officer for onward processing and completion of
Part IV.

ULV S I AR L R AT o e R AR I R Y PR R R
ﬁiﬁﬁﬂ%ﬁﬁ%ﬂb@mw %ﬁﬁ%

(iv)If the Applicant fails to submit the copy of the birth certificate within the ten-week period and requests to extend the period for
submission of the copy of the birth certificate, the Approving Officer may consider the justifications provided and decide whether such
extension should be granted. The Approving Officer should convey the decision to the Applicant by stating the reasons (such as
rescinding the approval granted due to non-provision of the copy of the birth certificate), and send a copy of the decision to the Leave
Recording Officer. He should also consider taking appropriate follow-up action (such as requesting the Applicant to apply for
vacation/advance/unpaid leave to cover the period of absence, or in the case the Applicant has already left the service, to refund the
salaries etc.). The original application form should be kept by the Leave Recording Officer.

I ﬁtiiEWﬁﬁW¢uFﬂw“iﬂwrfi¢ EW“'Eﬁﬁﬁﬂi’ﬁﬁkgﬁW%ﬁﬂé”*? OB [
i W PR HUE I SR O e R 102 G A 1y ?Tﬁr“ﬁl GO & 18D SpH ﬁ%& P SRR £ A
SRR By o IR S R R AV Jﬁgl TE (i/[';;lﬂi ﬁ% ST > @ TRV BT R Y ﬁ‘?ﬁt‘%iﬁiﬁ%%
é,gj:—a@gfjgu ;Y ﬁ% b ETEEE > APl EIVSERE 57 o TR AR SRR S R -

(9) (i) Part 1V isto be completed by the Leave Recording Officer after recording all the approved paternity leave under this application.  After

completion, the Leave Recording Officer should properly file this application form and the attached supporting documents.

YDA IS - 7 RSP G072 [ 5 ) P - 5155 » SIS FP R OGRS 5
i -

(ii) If the Leave Recording Officer has subsequently found that the type or number of days of leave applied by the Applicant under this
application has to be adjusted (for instance, counting of leave for continuous absence exceeding 12 days under CSR 1154(5), 1164(3) or
1174(3) as applicable to the case of civil servants, or rescinding of paternity leave granted and deducting the leave taken against the
Applicant’s earned leave etc.), he should contact and advise the Applicant of the appropriate follow up action. A copy of this
application form may be provided to the Applicant if he so requests after the recording of his leave.

YPPRRTIEA & EY R % ~ ] '%ﬁilﬁiﬁftﬁﬂﬂfl%@r FIECTRRTE (U™ e 22 s I py (5 ISP ) 57 1154(5) ~ 1164(3)
9HJ@”“Wﬁ%ﬁ i 12 [l - Wﬁﬁ%“ﬁ%Wﬁ@@wwmw% BRI - PR ¢
,gi PUESLE S o Y b jrﬁiH ool o (BRI N I 0 el S i HLH A A Jﬁf CHISE S .

Personal Data Collection :

[5& [~ 5¥F]
@) The information provided will be used for the processing of paternity leave applications, staff planning and other related purposes. It may

(b)

(©

(d)

be disclosed to the Secretary for the Civil Service, Bureau Secretaries, Heads of Department/Grade and/or their designated officer(s) who
are required to handle leave, staff planning and other related matters.

i% " AR PR R if”%%'ﬁﬁzl@ﬂ ﬁt L AR l*’fii'ﬁfi ORI o ZEFERIETIARER © R AIFTELR - B
=BT I FUECE I N IR T R R S B HIE T rﬁﬂ'xﬁﬂ*e%l

It is the responsibility of the Applicant to provide all the required information. An application with incomplete information will not be
processed.
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The Applicant has the right to request access to or correction of personal data provided on this form in accordance with the provisions of the
Personal Data (Privacy) Ordinance. Such requests may be made in writing to the officers designated for handling data access/correction
requests as promulgated in relevant departmental/internal circulars.
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It is the responsibility of the Applicant to obtain the consent of his wife regarding the provision of the personal data of the wife in this
application form and the use of such data in connection with the purposes in (a) above.
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RESTRICTED (STAFF)
PBE (- )

APPLICATION FORM FOR PATERNITY LEAVE
(Applicable to Childbirth Outside of Marriage)
7% 15 307
CREI2HERS B5D)
Notes &=

Please read CSB Circular No. 5/2012 and the notes on pages 3 to 5 of this application form before you fill in this application form. In case of
doubt, please approach the Personnel Section of your Bureau/Department for assistance.
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Annex i {F B1

Part I 53— ¥ Notification of intention to apply for paternity leave f ﬂjiﬁ: B #;@iﬂ[l
(Items 1 to 9'to be completed by the Applicant 57 1 = 9 il 115 * 3 H) (Note & it

1.Name of Applicant (English) (Chinese)
I - 1 ¥ i
2.Hong Kong Identity Card No.
L) 5) YRR
3. Rank/Post/Position 4.Department/Section
BRI HRRHAE I

5.Contact tel. no.

e T

6.Name of the mother/mother-to-be of the newborn/
child-to-be born (English) (Chinese)
GER T LTI L e Rl i d Y [l
7.Expected date of confinement
i [ 1(Note Z2)
(Copy of medical certlflcate should be attached 77 /j/§84+ Z4/Z, f//zé)

8.Having no less than 40 weeks of continuous service before the expected or actual date of confinement of the mother/mother-to-be of the new
born/child-to-be born:

Tk S5 R)  B GI R YR SRR BT e VRIS T A 40 iR
Please tick as appropriate 7 7y 15 1 /v 4=

O Yes fL
O No F\, (Notel?f 3)
9. Signature of Applicant Date
H'ﬁ% b F i
(Note r,%t 4)
10. For completion by the Supervisor (where applicable) fli= #y*~ ESSEH (=)
Signature Date
b FIE
Name Rank/Post Contact tel. no.
e Tk /Tyl T

(in block letters }tﬁ@ H)

11. For completion by the Designated Officer in Bureau/Department fl1ASFIFHEE * V8 H (Notes 3% 1&5)

Signature Date
b IR
Name Rank/Post Contact tel. no.
It g Tk R Efﬁ?éb

(in block letters T4 )

Note : The Designated Officer should return this form to the Applicant after completion of item 11 for the Applicant to submit paternity
leave application. He should remind the Applicant to submit the first application to the Secretary for the Civil Service (SCS) for
approval in good time. If the application is ready to be submitted to SCS for consideration of the first application of paternity
leave together with the notification, i.e. case details and first application as indicated under item 12 have been provided by the
Applicant, the Designated Officer should pass the original copy of this form, together with the case details and supporting
documents provided by the Applicant, to SCS for consideration.
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RSB I I ‘T‘imﬂ*’ﬂ?ﬂ =% ] 2 P S ;Jwtﬂt ngﬂjﬁﬁpu ﬁ»ﬂl A 'jﬂfr ’[‘*iibulhp
sv;rar 12 IR - e ’E#lrlf%ﬁ%pu—myfuthﬂﬁs S AR PR R Jw [T AISEE AR

JE.L"

CSB(LP) Form 15B 1



Part Il 53 #3  Application for paternity leave & B IFH

12. Details of leave applications @ﬂfjﬂlﬁ%l%’iﬁ (Note ?_t 6) :

Completion by Applicant flif[15H ~ 3 (Note F 7) Signature & Date [
: Period | I'H#1 : Supervisor
Days of paternity ericd 1171 Date of resumption (if agplicable) Designated Officer
leave applied for of duty Applicant =T ﬁi ~ B
TG 5 From fli To %= [FITF= F 3P FlIH - S e
Fige (Note Fé_t 8) ﬁ% U= D) (Notes P 6&7)

If leave is applied in splits, the Applicant should copy pages 1 and 2 of this application form to the Leave Recording Officer and keep the original
copy of this form for remaining applications each time after approval has been granted to each split of leave.

vt'ﬁ%iﬁq'%ﬂfﬂl J’Fllﬁi T SRS ERPEAY R - TR AT 2 I PRV IR S L R ATt
FITRYEVER ™ fV g 2 IEIFU‘ °

For completion by Applicant Ff I%‘? HEH (Notes 3% 9 & 10)
13. Actual date of confinement of the mother of the newborn:
Pk BRI BRI pup 1

Immediately after all five days of paternity leave in relation to this application have been taken by the Applicant or upon expiry of the
leave-taking period/current employment agreement of the Applicant, the Applicant should pass the original copy of this application form,
together with the attached supporting documents, to the Designated Officer.

EEH I~ VAL I B 18 Y R PRSI CREOIBE s By HI * ST T4 G
[Fil e e [ R IfFW\“ P ?

Part 111 57=#[ (To be completed by the Designated Officer in the Applicant’s Bureau/Department E”F['ﬁ? alay L .i/‘ﬁ[fF'FJ

K
}"p‘— FYHE ) (Notesﬁ_t 9,10 & 11)
14. I have seen and signed on the copies of the following attached documents (Please tick as appropriate)

BRI IR o 2 IR R A D -
;i

O Medical certlflcate showing expected date of conflnement of the mother of the newborn 2 & [l 2 HIpo-F ik R 2 S5 i
O Birth certlflcate of the newborn related to this application (if submitted) (Note 10 (ii))
I RO P (1) (R 1060)
O Medicarcertl icate of the mothe|f of the newborn affirming that delivery has taken place and showmg actual date of confinement (only
applicable to cases of stillbirth) *|I'JfEdtspr<t Ztpi U%FJ €755 fa e B AT foi | IR 5 Fhﬁj’ Wﬁ_ﬂflﬁi)
Signature of
Designated Officer Date
et Erat F1E]
Name Rank/Post Contact tel. no.
ft e T AT

(in block letters 48 Hr)

After completion, please pass this form together with the attached supporting documents to the Leave Recording Officer.

WO s T ARERIFIRERTY RIS T IR L



Part IV ZTP4¥ER (To be completed by the Leave Recording Officer fl1{BHARIGR * E1E H) (Notes 7 10 & 11)

This part is to be completed by the Leave Recording Officer after (i) receiving the copy of the birth certificate from the Applicant (which has
been seen and signed by the Designated Officer); or (ii) in the case of stillbirth, receiving a copy of the medical certificate showing the delivery
date of the mother of the new born; or (iii) in case where the Applicant fails to provide a copy of the birth certificate within the permitted
timeframe, the advice from SCS to rescind the paternity leave approval has been received.

iﬁfll’ﬁi JE SR S AL A JFJ'&L?JF? (i) = llfrllﬂ'%“ PIET O IS AT (Rt “'ﬁi{i*'ﬁa DN ACIDRI: I‘lEJ
b

? AN U“T\EH ;g?i Elélb—a

%lnﬁwt'ﬁ“l?éﬂﬁﬂr pri s g Gl YT 1 R AR IﬁL"iﬁ'Fj' prI 4 o b

l
quu AT ENE TR R ﬁﬁ% R ARt

15. Please tick as appropriate ﬁ%& ﬁ%lt’gjﬁfﬁﬁpf\/% -

O days of paternity leave have been recorded.

S

OR ¥
O Approval for paternity leave has been rescinded by SCS. Appropriate follow up action will separately be taken
regarding the absence of the Applicant on dates as shown in item 12.

ﬁ@ TSp=fg =l ‘;,,g 5 ;[lwﬁ(‘fﬁl HiRF1 % MHEEY 12 TRARE ERIE TS %A/h@jf?}f%?l/ﬁjfgli’l’ﬁfjﬂégéf?éﬁ o

Signature Rank/Post
H Tk Bk
(Leave Recording Officer {i#=Ig8 * £1)
Name Date Contact tel. no
[E3d FIE] T e

Notes:

=

@

@)

®)

(4)

Q)

(6)

(in block letters T3 )

(i) The Applicant should notify the Designated Officer in his Bureau/Department via his Supervisor (if the Supervisor is not the
Designated Officer) eight weeks in advance of the expected date of childbirth if he plans to apply for paternity leave by completing
items 1 to 9 of this application form. The Applicant should use the same application form for paternity leave applications for the same
childbirth Any amendments to the dates of approved Ieave should be initialed with date by the Applicant and the Designated Officer.

i -t ?ﬂaaia a@mamv 1% QI » MR GIAUSRE LN [ (B RS ﬂa'tp A
, F',ﬁ« IR Fl) ﬁ\‘ A Il gmiﬁ‘,ﬁlpl qflag'ﬁﬂ'%lﬁﬁ (B WF;'E“T“W*WF”H i A A L
M EY Elij:{l:li‘?z IET R I .

(i) The Applicant’s first application for paternity leave has to be made to the Secretary for the Civil Service (SCS) in good time for
approval via his Bureau/Department. Please read CSB Circular No. 5/2012, in particular paragraphs 17 to 19.
HI% A ﬁl UEITR fjjﬁ I@F gr? El’w”}lljﬂt_ 7] EEIJEFEI 1#”"?":2’5' n}/?‘mﬂﬂﬁ@” ‘,\7%? 'lqlhj FI}FH«LWW ﬁ%‘i‘“rﬁﬁ, HjF'lql?%EpihﬁlF 515 ,2012
o8 L 1 10

The Applicant should attach a copy of medical certificate showing the expected date of confinement of the mother/mother-to-be of the new
born/child to-be-born when completing items 1 to 9 of this form for notification purpose.

FIVGH ~ S A 12 O Il HRETGRIAIE - e IiRE- e 537 Rj i SIS/l SRR IO 2 SR AT -

An officer is eligible for paternity leave where he has not less than 40 weeks’ continuous service immediately before the expected or actual
date of confinement of the mother/mother-to-be of the new born/child-to-be-born, whichever is later.  An officer with less than 40 weeks’
continuous service is not eligible for paternity leave. He may apply for vacation leave (or advance/unpaid leave) on paternity ground
following the established procedures and the designated approving authority for such leave in his Bureau/Department

i F'*ig%fg'g'tﬂ/fﬁ AT RS 1 e ’#Jtlﬁtlﬁsﬁ ’|i7£*"4 SYBE T ()3 5 fTRIERYE ) =gl 1 "D 40 fiel B > T‘Eﬁt’
T8 05D o 40 [ B P55 5T TR0 BT A PO H9= 5 15 T 085 [y
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Where the Applicant makes any false statement or provides any forged supporting document in his application for paternity leave, he will
be subject to disciplinary action.

DIV U o R (R S i PR g 7 }-li“j DERE T o

The Designated Officer in the Bureau/Department should note the intention of the Applicant to take paternity leave and remind the
Applicant to submit his first paternity leave application to SCS for approval in good time.  After completing item 11, he should return the
form to the Applicant for him to submit paternity leave application

OO E >~ VIR a& N g R i R el [ R T S o R ot
=1 - rii@[ih,gjll Iia F |5£ iPﬂi%aL F[i% LN |E|fﬁﬁ ﬁé’:@aﬂ % °

The Applicant should make his first application for paternity leave to SCS via his Bureau/Department for approval. SCS will convey the
decision to the Bureau/Department for informing the Applicant. Where the first application has been approved by SCS, the Applicant

should continue to use this form to apply for subsequent applications (if any) or for changes in the date of the approved paternity leave in
connection with the same childbirth outside of marriage, which should be submitted to the Designated Officer of his Bureau/Department for

3



U]

®)

©)

(10)

(11)

processing and decision. Except for the first application of the Applicant which is made to SCS for approval, the Designated Officer
should sign against all subsequent applications (if any) submitted by the Applicant on the last column of the table in item 12 to indicate his
approval on the application.

Hlﬁ% * “Hif’-’rfgjpu/ﬁlﬁ'ﬂrj@p# fj@[@ﬂlﬂl% Iy 7 E'ﬂmﬁu R4 - gﬂw%&u bR e I;p&,j/?z ﬁipﬂlﬁﬁ

e PPEI RGBT AT o Il R P TR f’af F Eﬁfﬁ Zpacnd '&F“ﬁ@l@ ['ﬁl (W'EJ
T R TH&EJI%E%IE?E'HF Faﬂiﬂ'ﬁ‘? EF’F“ Ry [Fﬂﬁ“?ﬁ{k PRI ll':L[rH\_L‘ H'ﬁ? ”Flﬁfﬁélgﬂ'ﬁ% BN
AP i VRN HE hHl%h‘ SRV Y 12 7 l’?ﬁ&%ﬁ‘” fofsh - A AT FEF'“WHIF% g lJﬁﬁ:lEﬁFll% (f/['E
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Paternity leave will be granted on a provisional basis until the Applicant provides a copy of the birth certificate (or a copy of medical
certificate affirming that delivery of the mother of the newborn has taken place in the case of stillbirth) proving the father-child relationship
within ten weeks after the actual date of childbirth or any extension period of time as determined by SCS. Where the Applicant wishes to
extend the ten-week period for submission of the copy of the birth certificate, he should provide justifications to the Designated Officer for
onward submission to SCS for consideration as soon as possible. If the copy of the birth certificate has not been provided by the
Applicant upon the expiry of the ten-week or any extension period of time as determined by SCS, the paternity leave granted will be
rescinded and the Applicant will be required to cover his absence by vacation leave, or in the case of insufficient earned leave, by advance
or unpaid leave subject to the normal rules governing the granting of such leave.
ELi &%t@?ﬁwmim”jﬂi(Wﬁ”ﬁ‘%?W*mﬁﬁam%ﬂwﬁﬁ”%ﬁﬁﬁmm$% PRI ) LI
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p.}mﬁj* PafEl va 125 H“jj‘/‘EIEIb_aLlli g (i B JF&EI E"q"%qnﬁi,}wﬁx\_I}IFEF”EJTB‘Lf JHE erJF SESiil ?; VI A
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-

Date of resumption of duty is the first working day after taking paternity leave which may be followed by non-duty days or other types of
leave.

[PV FHPATRYIVES 3 50 B ) IS0 (Bf Ty 5 Py IR s g et [=ET -

All applicants should provide the actual date of confinement of the mother of the newborn.  Only in the case of stillbirth, the Applicant is
required to submit a copy of medical certificate affirming that delivery has taken place and showing the actual confinement date of the
mother of the newborn, and the said medical certificate copy should be attached to this form when making the application.

| '@mﬁi%wwdﬁjww F 1] = UE RO o I T R T B S GO TR A 5)
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(i) Immediately after all five days of paternity leave in relation to this application have been taken by the Applicant, or upon the expiry of
the leave-taking period/current employment agreement of the Applicant, the Applicant should pass the original copy of this application
form, together with the attached supporting documents, to the Designated Officer.
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(ii) Immediately upon receipt of this application form from the Applicant after his taking all the five days of paternity leave, or upon the
expiry of the leave-taking period/current employment agreement of the Applicant, the Approving Officer should pass this form to the
Leave Recording Officer with all supporting documents, including a copy of the birth certificate of the newborn related to this
application where available. Where the copy of the birth certificate is not yet available, the Applicant should submit it at a later stage
but no later than ten weeks after the childbirth. The Leave Recording Officer should keep in view the submission of the outstanding
copy of the birth certificate from the Applicant. He should bring up the case immediately eight weeks after the childbirth to remind the
Applicant to submit the outstanding copy of the birth certificate soonest possible and also to remind the Applicant that the paternity
leave granted will be rescinded if the copy is not received within ten weeks aﬂer the childbirth.
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(iii)If the copy of the birth certificate is submitted by the Applicant at a later stage separate from the application form, the Designated
Officer should sign on it to indicate that he has seen it before passing it to the Leave Recording Officer for onward processing and
completion of Part IV.
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(iv)If the Applicant fails to submit the copy of the birth certificate within the ten-week period and requests to extend the period for
submission of the copy of the birth certificate with justifications, the Designated Officer should provide the recommendation on the
course of action (i.e. whether to extend the submission period or rescind the approval granted) to SCS for consideration and decision.
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(i) Where approval has been given by SCS to extend the period for the Applicant to submit the copy of the birth certificate, the
Bureau/Department should inform the Designated Officer and the Applicant. If the copy of the birth certificate is later submitted by
the Applicant within the extended period, the Designated Officer should sign on it and pass it to the Leave Recording Officer for
processing and completion of Part IV. If the Applicant fails to do so, the Designated Officer should take action to put up the case to
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SCS for rescinding the paternity leave granted.
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(ii) Where the paternity leave approval has been rescinded by SCS, the Bureau/Department should inform the Designated Officer and the
Applicant and take immediate and appropriate follow up action such as requesting the Applicant to apply for vacation leave to cover the
period of absence, etc. The original application form should be kept by the Leave Recording Officer and a copy of the form may be
provided to the Applicant if he so requests.
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(iii) If the Leave Recording Officer has subsequently found that the type or number of days of leave applied by the Applicant under this
application has to be adjusted (for instance, counting of leave for continuous absence exceeding 12 days under CSRs 1154(5), 1164(3)
or 1174(3) as applicable to the case of civil servants, or rescinding of paternity leave granted and deducting the leave taken against the
Applicant’s earned leave etc), he should contact and advise the Applicant of the appropriate follow up action.
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Personal Data Collection :

IS8 fid * 5P
@ The information provided will be used for the processing of paternity leave applications, staff planning and other related purposes. It may

(b)

(©

(d)

be disclosed to SCS, Bureau Secretaries, Heads of Department/Grade and/or their designated officer(s) who are required to handle leave,
staff planning and other related matters.
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It is the responsibility of the Applicant to provide all the required information. An application with incomplete information will not be
processed.
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The Applicant has the right to request access to or correction of personal data provided on this form in accordance with the provisions of the
Personal Data (Privacy) Ordinance. Such requests may be made in writing to the officers designated for handling data access/correction
requests as promulgated in relevant departmental/internal circulars.
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It is the responsibility of the Applicant to obtain the consent of the mother/mother-to-be in connection with a childbirth outside of marriage
regarding the provision of the personal data of the mother/mother-to-be in this application form and the use of such data in connection with
the purposes in (a) above.
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