Parental Leave Quotas Tile

Parental Leave
Quotas

&

The Parental Leave Quotatile allows an employee to create and view their Parental Leave Quota. The employee will
still need torequest the parental leaveabsencethrough the “My Leave Request” tile once approved by the Line
Manager.

Quota Type Date From Date To Status Quota Number Deduction Child Name
Parental Leave 29.10.2024 30.09.2039 APPROVED 1014.00 0.00 John
Parental Leave 04.11.2024 16.06.2038 REJECTED (1) 1014.00 0.00 Jane £ || W
Parental Leave 31.10.2024 18.10.2040 1014.00 0.00 David Vi IT\
Parental Leave 17.03.2022 16.03.2038 CREATED 926.00 166.00

Below is a brief explanation of the overviewonce inthe Parental Leave Quotatile.

Column Explanation

Date From Start date of the quota

Date To End date of the quota as per the current policy
Status The status of the quotarequest

Quota Number | Thetotal numberof hoursfor Parental Leave quota
Deduction The number of hours deducted from the quota
Child Name The name of the child

Understanding the Status of the items:

Status Meaning

Submittedtothe Line Managerfor approval. Awaiting action.

Approved | Approved by the Line Manager and quota recorded onthe employee’s record
Rejected | Rejected bythe Line Managerfor a specificreason

Created Inserted directly into the employee’s record by HR.

e [temsthat have the status of Rejected or Sentcan be edited ordeleted by the employee in the Parental
Leave Quotasttile.
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e Clickthe pencilicon toedittherequestorthe binicon to delete the request.

e Itemswiththe status of ApprovedorCreated cannot be edited ordeleted by the employee. Any
amendments must go through National Personnel Administration (NPA) orthe local HR department.

e To applyfor atransferof quota from the other parent, contact must also be made with NPA or the local HR

department.




e Toseethereasonforrejection click the exclamation mark - nexttoRejected and apop up will appear
with the rejection comment.

Creating a Parental Leave Quota Request:

e Tocreate a Parental Leave Quotarequest, the employee will need toclickthe Create button.

Parental Leave Quotas

You are currently applying for a quota only. Please be aware that to complete the process, you still need to request the parental leave absence through the "My Leave Request” tile once the
quota has been approved.

Quota Details Checklist (Mandatory)
*Child Name Child’s Name Reviewed the Policy
*Child DOB B ‘_'| iscussed with Line Manager / Proposed manner Parental Leave will be take:
*5tart Date 06.12.2024 '_'I m Provided manager with Birth Certificate or Adoption Order of the Child
End Date Both my Manager and | have signed the Parental Leave Confirmation Document
Contracted hours 37.00 Section (HR108)
Weeks: | 26.00 EY]
Total. 962.00

In Quota Details, there are mandatory fields that must be filled in in orderto submit the quotarequest; Child
Name, Child DOB, Start date and Weeks.

See below forbrief explanations of each field in Quota Details:

Fields Explanation Mandatory
Child Name Name of the Child Yes

Child DOB Date of birth of the Child Yes

Start Date Parental Leave application start date. Yes

End Date Calculated by Child’s DOB and aged dictated by current policy | Auto populated
Contracted Hours Employee weekly contracted hours as of date of request Auto populated
Weeks No. of weeksthe employeeis entitled to as per current policy | Auto populated
Total Contracted hours multiplied by number of weeks Auto populated

There isa mandatory checklist that the employee musttickin orderforthe Submit button to become available. The
employeewillneedto have:-

1. Reviewedthe policy. Whenthe employeeclicksthe box, it will bringthem to the policy page

2. Discussed withthe Line Manager/ Proposed manner Parental Leave will be taken

3. Providedthe line managerwith the Birth Certificate or Adoption Order of the Child (Subject to GDPR
provisions, Manager must notretain a copy.)

4. Confirmation Document Section on HR108 completed and signed by Employee and Manager.

Checklist (Mandatory)

Reviewed the Policy

Discussed with Line Manager / Proposed manner Parental Leave will be taken
Provided manager with Birth Certificate or Adoption Order of the Child

Both my Manager and | have signed the Parental Leave Confirmation Document

Section (HR108)




When tick box nextto “Discussed with Line manager/ Proposed manner Parental Leave will be taken” has been
selected, acommentbox will appearforthe employeetotype inthe proposed mannerthey wish to take the
Parental Leave Quota, i.e. Weekly Every Friday oron an Ad-Hoc basis

Thisis a mandatory field that must be filledinin orderforthe submit button to become available. Thereisa 100
character limit, thisisindicated at the bottom of the box.

Checklist (Mandatory)

Reviewed the Policy

/] Discussed with Line Manager / Proposed manner Parental Leave will be takers

®
Enr

example:

100 characters remaining
Provided manager with Birth Certificate or Adoption Order of the Child

Both my Manager and | have signed the Parental Leave Confirmation Document
Section (HR108)
When the employee clicks the Submit button, they will seewho the request will be sentto as well as a statement of

declaration. Once the employeeclicks OK, they are confirming that the information they have providedistrue and
correct and inline with the current policy.

Confirm Parental Leave Quota Submission

Approver (Line Manager): Gobinet Hays
Substitute (Approves on behalf of the Line Manager): Bethany Conner, Sarah Brown, Senan Moran, Aingeal Lynch

| declare the information given is true and correct.
| also declare that | have read and understand all the terms and conditions of the Parental Leave Scheme. | understand that the leave must be used for the purpose for which it is being sought.

OK  Cancel

In the Manager’s inbox:

The information the managerwill be able tosee is:-

Start date of the Quota

End date of the Quota

Number of hours for the quota

Weekly contracted hours of the employee

Number of weeks they are applying for

Child’sname

Child’s date of birth

Frequency of Leave ( this will be the proposed mannerthe employee wishes to take the Parental Leave
Quota)
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When the manager approves the request, they will receive a pop up looking for confirmation thatthey have
checked, signed, noted and returned the relevant documentation required forthe quotarequest. They musttick the
boxin orderforthe Confirmbuttontoappear:

Submit Decision

Both the employee and | have signed the Parental Leave Confirmation Document (HSEMusla).
have checked the relevant supporting documentation (Birth Certificate or Adeption Order of the child) required for the leave requested and confirm that | have noted and returned the supporting documentation to the employee.




