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RESTRICTED (STAFF)
FRBISZH(AE)

Annex M7/ B

NOTIFICATION/APPLICATION FORM FOR PATERNITY LEAVE

RERBEAE/ HER

=

Notes 5/ £ & *
Please read CSB Circular No. 3/2015 and the notes on pages 3 to 4 of this form before you fill in this form.

please approach the Personnel Section of your Bureau/Department for assistance.

In case of doubt,
Applicants should note that they will be

subject to disciplinary action if they make any false statement or provide any forged supporting document in the application
for paternity leave.

R A B R B FEESE 32015 S REINARIEE 3 £ 4 AL - WA @ sBRfTEE SIS
A o AR AJUER o WEH SR (B H AR BB Al e P B R i 58 S R 2 B4R )

Part I - Notification of paternity leave application [Note 1]
£ - FERFFELNE R
(Items 1 to 9 to be completed by the Applicant 25 1 & 9 A HHE AIEHE)

1. Name of Applicant (English) (Chinese)
SE PN = L s

2. Hong Kong ldentity Card No. 3. Rank/Post/Position
RGN HeRAR AT/ e o

4. Department/Section 5. Contact no.
ERFAH A Bhds e

6. Expected date of birth of the newborn child
THETER S A HEA

7. Name of the mother of the child-to-be-born
BIIHRF E AR 58 e A RERR A #4

8. | confirm that | am the father of the child-to-be-born. FXHESIF: 2 BNH 4= BREIHY 0T o

9. Signature of Applicant Date
HEEANZE Hi

10. For completion by the Supervisor (where applicable) FHE& A BEE(GIHEF)
Signature Date
e HA
Name Rank/Post/Position Contact no.
e k&R AT/ e r i B A

(in block letters TFHSEEET)
11.  For completion by the Approving Officer FH#tIZ A\ BIEE

Signature Date
wE A

Name Rank/Post/Position Contact no.
S AR/ Sy

(in block letters [Ff&HEET)

The Approving Officer should return this form to the Applicant after completion of item 11.
HEABEERS 11 7R - BICAREFEFFA -

CSB (LP) Form 15C



Part 11 - Application for paternity leave [Notes 2 to 7]

Applicants should use this form for applications of all paternity leave days if they -

(i) do not use the e-Leave System for paternity leave application; or

(ii) do not have 40 weeks’> or more continuous service with the government immediately before taking the first day of
paternity leave and have to take unpaid paternity leave in full or in part.

FW - MERFFE 2827

HEALBUTHERL - AURRERN S FERAVEHEE

() MIELLEFEHARSHHER B

(i) EEFEBAGE — R FERATEERBEBIFA B 40 [EEHMARINEMEE 3 EH FER -

12. Details of leave applications {EHAH 1S

Completion by

Supervisor Completion by

Completion by éipplicant (if applicable) Appf;oving
E=cy =4 -
R BEEASH | o G
(A0 ) o
. Period HEH Date of Signature %<& Date HHf
IIDays of paternity resumption of . Endorsement of Approving
eave applied for duty (Note 3 Applicant . .
e e OI=E From |5 To & uty . s Supervisor Officer
: EEIEETRA i FEANSRHIE #HZAE

13.  For completion if the Applicant does not have 40 weeks’ or more continuous service with the government
immediately before the paternity leave day (Please tick one of the boxes below to indicate your option):

HSE AR ERA EERTRERBEBUEA 2 40 B2 - AVRERIIR (577 MRS —I1LL Y FELUR T
HEFE)

I:I I would take unpaid paternity leave [Note 4]. [All absence approved in item 12 above will be covered by unpaid paternity

leave except for paternity leave day(s) taken at time when the Applicant’s service with the government has reached 40
weeks]  FeseEmcdER e 1 o (LA 12 EREHIFTESIE T BRIEE H A A E RS E
40 {EZ2 5 - A3 AR DU (7 2 B -

I:I I would use my earned leave to cover unpaid paternity leave day(s) [Note 4], subject to sufficient leave balance in hand. If
there is insufficient earned leave to cover the absence of any leave day(s), | will take unpaid paternity leave on the day(s)
concerned. [There is no need for a separate approval from the Approving Officer for granting the Applicant earned leave

to cover the unpaid paternity leave.]  FRIEIELL BRI AR R ¥ PRI S S BT E -
VA {T(TEES) TR B B AR  REWAER 0 TROUETEER - (5355 AL T B BT
TR FABZ A BSIE - |

14. Actual date of confinement

B4 5
15.  Signature of Applicant Date
HmEAEE HHA

Please return the original copy of this Application Form to the Personnel Section after applying for all the paternity
leave days and completion of Part Il.  If the paternity leave is applied in splits, please provide a copy of the Application
Form each time after the paternity leave has been approved to the Personnel Section as soon as possible. After all
applications have been made, the original copy of the Form should then be sent to the Personnel Section for follow up
action.

BN RUATERFER PR MEZE —HRIEAHFRNVIEAETASZH - WDEHFFEFER @ FREEMEREIR
FHICHFRNEIRETAELE - ARBNIERBERDFA HEFR A ABHRE -

2




Part 111 (To be completed by the Leave Recording Officer of Personnel Section) [Notes 8 to 9]
B (HABENBRCRARER) [E8 ZE 9]

16.  With regard to the approved paternity leave of the Applicant in Part Il —
HRAHEE AT BRI RR (R ¢
days of paid paternity leave have been recorded.
KAEHFERS A -
days of unpaid paternity leave have been recorded.
R FERE Tacsk -
days of vacation leave to cover unpaid paternity leave have been recorded.
ROMRE TaCsk - DAFRSS e REAE R -
Signature Rank/Post/Position
wE E s LA
(Leave Recording Officer [HAzCE: A &)
Name Date
4 HEHA
(in block letters TEFEIEET)
Notes (f&T) :

For Part | RERE—I:

@

All Applicants for paternity leave are required to complete Part | of this form. For those Applicants who have 40
weeks’ or more continuous service with the Government and use e-Leave System for making application of paternity
leave, they should send the original form to the Personnel Section of their Bureaux/Departments after the Approving
Officer has completed item 11. Other Applicants (including those who do not use the e-Leave System or who have less
than 40 weeks of continuous service before the first paternity leave day) should continue to use the same form for making
paternity leave applications in Part 11.

FrERERHHE ASRERAREE 8 - (CHAX AN B 25 11 7% - SRS EUNTE 40 (82 HIEL B i
B RIAATIRSHFERPENVREA » ERARRIEAREE /AT NS - AEE AN (EEIEE
M BB RF BB — R EFERITEERFEIT A 2 40 (B201% ) EREEHEAREBE IR - DIHEHRT
M

For Part 11 BRSE—EF:

O]

©)

(4)

®)

(6)

Application for paternity leave on specified day(s) should be submitted in good time. Any amendments to the dates of
approved leave should be initialed with date by the Applicant and the Approving Officer.

FHEE AQIBER 5 € IO EE R - MER R o IS S C XU (BT Y HI - HEs A R bR A B A S EER
i _ EEHE

Date of resumption of duty under item 12 is the first working day after taking paternity leave which may be followed by
non-duty days or other types of leave.

25 12 I AV (RN H SRR R 2 B R B R R IR IE LA H s A R ey & TAEH -

Irrespective of whether the Applicant has chosen to take earned leave or unpaid paternity leave to cover the absence, if the
Applicant’s service with the Government has reached 40 weeks before any paternity leave day that is taken at a later time,
the remaining paternity leave day(s) taken after meeting the service requirement will be on full-pay.

A EH SR DL TR UR A o (R AR (B SR B H - 205 B 35 AR IR (R IO (- 2 IR AT L AR IS U G
40 {EEHA - BIER N IRFF&A BARR BHAMUE 12 RO 7 2E (BRI S 2 -

In the case of stillbirth or the child dies after birth, an Applicant may enter the date on which the delivery has taken place
as advised by the medical practitioner as the actual date of confinement in item 14.

WIESERAEER L AR SE TSI T - HaE AP DB AL MERE E 0 Fy HUHA - (F 23R 14 SRAVE IR D06 H I -

Paternity leave will be granted on a provisional basis until the Applicant provides the birth certificate (or a copy of

medical certificate in the event of stillbirth/the child dies after birth) proving the father-child relationship. The

supporting document should be submitted as soon as possible, together with a completed Form 15D, and in any case not

later than the following period (whichever period expires first) -

(a) 12 months after the first day of paternity leave taken; or

(b) if the Applicant ceases to be employed, within 6 months after cessation of employment.
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(a) TERCIUFEEMRAYE RIZHY 12 A 2
(b) ZnEpEE NE A2 (8 - RITEREBBURF RN EH A -

In the event of a change of posting/position before all five days of paternity leave have been approved and taken, if the
Applicant is using the form for making application, he should make a copy of the form and pass the original form to the
Personnel Section before posting out.  After posting, he should use the copy of the form for making application(s) for the
remaining paternity leave days in the new office. If the Applicant is using e-Leave System, he should obtain a copy of
his form from the Personnel Section before posting out.  After posting, he should provide the copy of the form to the
Approving Officer for reference and continue to apply for the remaining paternity leave days in the e-Leave System.
(ERARFASTEHIRIARY R EE A » W LR R EE (R o R 2 S B 2R 2 BT U AT A S — i - FEAEFEHR
Al ENA R EE R SORFIEA A ST AN - AR % DA% Bl AR 5 3 3 = e HH 5 O s R (RPEE R - AIHR S A\ (SE B
BAZ4R - RIFELE AT A N BH R FEREIA - TR Rz T EASL T IZABIESE 2 A - IHEEKE
TEEAZRGREER NI B SCHES -

For Part 111 BERAE=EE:

®)

9)

Item 16 is to be completed by the Leave Recording Officer if the Applicant has used this form (by completing Part I1) for
paternity leave application. The Leave Recording Officer should also input the approved leave into the e-Leave System
for leave records kept in the System.

WHFE A EHAFAS S RIER (RHESSE 8 - AMRIECE A BZRIEZ5E 16 77 - MRIIGCSENE B A
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For cases with Applicants who do not have 40 weeks of continuous service with the Government immediately before the
first day of paternity leave, the Leave Recording Officer should note the Applicants’ choice indicated under item 13 and
ensure that the leave of the Applicants are properly recorded. The Leave Recording Officer should also check the
Applicants’ service eligibility before each paternity leave day so as to determine whether full-pay paternity leave should
be granted for the leave day(s).
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Personal Data Collection YEEEAZR -

(@)

(b)

(©

(d)

The information provided will be used for the processing of paternity leave applications, staff planning and other related
purposes. It may 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.
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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.

HE NHAE IR —UIFTRR &R - WFTFRERERE - s AEHE -

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.

HE N (EAERIRLRR) RG1) BURRE » BORERBCUEEER N ARG HIE N E R - 5Bk a] F
HEL R TR ER, BOEEREORI AR - sHEHSRAME I THAS NEhEE -

It is the responsibility of the Applicant to obtain the consent of the mother of the newborn child regarding the provision of
the personal data of the mother of the newborn child in this application form or supporting document and the use of such
data in connection with the purposes in (a) above.
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Civil Service Bureau N\EEE®E
February 2015 201542 R



RESTRICTED (STAFF) Annex Mt C
FREISCHE (AH)

Paternity Leave Application - Submission of Supporting Document

RERHFE - BRI/

To: Personnel Section £ : AZE4H

Notes :

A .
g/ & -

* Applicant should submit the supporting document for his paternity leave as soon as available and in any case not later than

12 months after the first paternity leave day together with this form. If the Applicant has ceased to be employed or leaves
the service within 12 months from the first paternity leave day, he should provide the supporting document before leaving
the service. Otherwise, his paternity leave will have to be covered by earned leave or unpaid vacation leave with
appropriate adjustment to his final salary and related benefits (where applicable) upon termination/cessation of his
employment. The paternity leave pay can be re-arranged for him when he provides the supporting document within six
months after leaving the service or within 12 months after the first day on which the Applicant takes the paternity leave
(whichever period expires first).
FA3E A B L AR E BGR R IR ST S I S R A=t I ARACEE I S Y BIR A FSE8 A AE O & R EE RS S THY 12 (]
A o i R AE R R E HfEatHY 12 (@ H E 1 E2 (e s - B es AR A (hag i suf: - S RIERZE
(B DA SR EUAY R e B SY » 1 R 55 A48 1 M 12 RIS SRV BE BRFTer & FAHRA (R A (28 ) &1
B S - E A EAE B 7 (B B PSR R R AR 12 (B 7Y (LUSEHRIR Bt ) SR E
1 &R 7 AT E AR RS A R

* This form should be returned together with the supporting document to the Personnel Section after completion. In case the
Applicant submitted the document after he has left the service, item 2 would be completed by the Leave Recording Officer
after checking the supporting document.

TR ARG % - TEHUFAS L EREHA S —GF RS [B NS4 » AIER 38 AAEBER (& A IRACEEHA SR - T o082 THIE R
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To be completed by Applicant FHEREE AIEE

1. I submit a copy of the following supporting document in relation to my paternity leave —
PeHA LR E IR A LA T s SR EIA

(Please tick as appropriate) (3Z7£45 225701 [ v 59
Birth certificate of the newborn
RS AR RS RAE

I:I (Only applicable to cases of stillbirth/child dies after birth) Medical certificate affirming that delivery has taken place
and showing actual date of delivery. | confirm that -
(R SERE, B2 5L AR 1R SR T (8 5) P DAREEE & o0 #5000 46 H ARV B AR S8 - TRBRAERD -
(@) 1 am the father of the child delivered by the woman named in the medical certificate; and
PR A EAle R FEHAE FRYZ AT NHVERHAYSCH 5 DU
(b) the child is born dead/dies after birth.
SRS CAE T /AR AETRIET -

Name Rank/Post/Position
4 TR A/ R i
Signature of Applicant Date

SEPN S HHA

Contact Number
B

CSB(LP) Form 15D



To be completed by the Approving Officer / by Leave Recording Officer in case the Applicant submitted the document
after he has left the service EFftIX AN B | AAEHFE ABERE A BRI RPN B

2.

I have seen and signed on the copy of the following attached document (Please tick as appropriate) —

HEEE LU IFASFRIA » SRR L3558 (RS 2SI

Birth certificate of the newborn
SRS EE IR

(Only applicable to cases of stillbirth/child dies after birth) Medical certificate affirming that delivery has taken

place and showing actual date of delivery
SRR B AERIE T EZE ) LS G il U E IR 0% H FRRV B 4288 HE

Name Rank/Post/Position
W ek 4R AL e i
Signature Date

e HIA




Annex MfAE D

RESTRICTED (STAFF)
FREISCH (AF)

APPLICATION FOR MATERNITY LEAVE (CSRs 1297-1298)
DTREHER (ABEREHRBIE 1297-1298 %)

Notes 3H/F = -

(a) Please read notes overleaf before you fill in this application.
SHARATE AR HAEEEH

(b) Application together with relevant medical certificate must reach the department 3 months before the Applicant’s
expected date of confinement. H3% AZE A EL T H 8 = (5 Al 3P T2 58 H 5 R A B3 2 30 o

(c) For any leave to be taken immediately before/after maternity leave, separate leave application should be submitted.

WA R AT AU B - B Es AH S MEL 5

Part | —3& (To be completed by the Applicant FHE 5 AER)

To 3 Head of Department & T& £ through %% supervisor [~ 5]
(Attn.2&¥% A :Departmental Secretary 39 F(EFAE)

Name of Applicant E155 A i %4 (English BL37) (Chinese #137)
Hong Kong Identity Card No. 753 5 53 55 5515

Rank/Post &4k AL Section 4H |

Contact telephone no.[#4& EE 5k (Office ¥r=E5E) (during leave ZEERHARE])
My expected date of confinement as specified in the medical certificate attached is . I wish to
commence my maternity leave from and inclusive of (It should be a date 4 weeks

immediately before the expected date of confinement, or if the applicant chooses, a later date but not less than 2 weeks before

the expected date of confinement).

YA s AR B RTRERT » AN EYTHZE H BT * RAFEH S TR EL 77 2 1R
(Z HEE TR E HRFTVIE Z T E H - BOE I 7 A ATEELERTEE TR - (H:% H R TR H T DI )

Part 1l E£—%F (To be completed only by Applicant who does not have 40 weeks’ or more continuous service with the
Government immediately before the date of commencement of maternity leave.)

(AR E AERRIE I T S IRRT A BT B IR F 2 40 [EEASSA L - FEBERARR - )

(Please tick either one of the following to indicate your option)

(GFIE [ IR F— TG FER L (AT 2E7E )

I:I I would like to first take my earned leave and then be granted unpaid maternity leave to cover a total of 10 weeks’
absence from duty. (Note: All earned leave should be exhausted before unpaid maternity leave may be granted)

FeARE RIS - 2R B R B GatHIBRENIE RS R HE 2 - (B - HREFRAE
PR B > A AT A R T 0 )

I:I I would like to take unpaid maternity leave to cover the 10 weeks’ absence from duty.

TR e - BREDIIEI R S Ry a2 00 -

Date HH#H Signature &

CSB(LP) Form Zf& 9 (Revised 2/2015)



Part Il =% (To be completed by the Department FHZFHEE)
To & Our ref A SZFE 55 Date H

(Applicant §135 A)

Approval is given for you to take maternity leave for 10 weeks as follows:

*full-pay leave from to inclusive under CSR 1297(3)
*earned leave from to inclusive under CSR 1297(2)
*unpaid leave from to inclusive under CSR 1297(2)

You should resume duty on

YRS 2 AR e - SEEAR -

17 (DBEEBHG) 25 1297Q3)5 S G E Bl
1 (DBEEBRG) 25 1297Q2)5 S IEFCEE MY R
1 (ABEFBAEL) % 1297Q)H <o) MR ElEE T E]

YR PRAE TAF

The dates above will be adjusted depending on your actual date of confinement. You should submit the documentary
evidence confirming your actual date of confinement within 8 weeks from and inclusive of the date of commencement of your

maternity leave. Please contact at after submission of

the documentary evidence to confirm whether adjustment of your maternity leave and date of resumption of duty is needed.
bt FHRARHZ AR RER o340 H ST SRR o WRIE ERRAY o R BRI LG HIEE T M B HA 2 N ER SRR S > DASE B URH T
B 0 - SEERR SRS % - B B &S
DAWETE A 75 75 TS BEAR A 7 (R A B AR AR HEA -

( )
for 7

* Please delete where inappropriate

ST 2B

Notes:

EREH:

(@) The information provided will be used for the processing of maternity leave applications, staff planning and other related
purposes. It may 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.

HEE AFTie ity ekt > RN B E B ES ~ ATIHE R MRS - ABREBRERER - &EFEE - 80
BR - BREREBHERERETEREEY - ANREIAMEENVAR A ISAIELER -

(b) It will not be possible to process your application if you fail to provide all the information requested.

WFRERIARTH - AR AN RFREEHEIL I -

(c) You have 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.

AN (EAER (R FRrE1) ATl - EORERISUIEEHRN A FAE WEIE AN ERL o IELLEORA DL
FHEKHEREEER WIEERZDRIA R - sHER2RAREIM @S NEES -

CSB(LP) Form Zf& 9 (Revised 2/2015)
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