
 

 

 

Parental Leave Quotas Tile 

 

The Parental Leave Quota tile allows an employee to create and view their Parental Leave Quota.  The employee will 

still need to request the parental leave absence through the “My Leave Request” tile  once approved by the Line 

Manager. 

 

 

Below is a brief explanation of the overview once in the Parental Leave Quota tile. 

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 quota request 

Quota Number The total number of hours for 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 
Sent Submitted to the Line Manager for approval. Awaiting action. 

Approved Approved by the Line Manager and quota recorded on the employee’s record 
Rejected Rejected by the Line Manager for a specific reason 

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

 

 Items that have the status of Rejected or Sent can be edited or deleted by the employee in the Parental 

Leave Quotas tile.  

 Click the pencil icon to edit the request or the bin icon  to delete the request.  

 Items with the status of Approved or Created cannot be edited or deleted by the employee. Any 

amendments must go through National Personnel Administration (NPA) or the local HR department. 

 To apply for a transfer of quota from the other parent, contact must also be made with NPA or the local HR 

department. 



 To see the reason for rejection click the exclamation mark next to Rejected and a pop up will appear 

with the rejection comment. 

 

Creating a Parental Leave Quota Request: 

 

 To create a Parental Leave Quota request, the employee will need to click the Create button.  

In Quota Details, there are mandatory fields that must be filled in in order to submit the quota request; Child 

Name, Child DOB, Start date and Weeks. 

 

See below for brief 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 weeks the employee is entitled to as per current policy Auto populated 
Total Contracted hours multiplied by number of weeks  Auto populated 

 

There is a mandatory checklist that the employee must tick in order for the Submit button to become available.  The 

employee will need to have:- 

1. Reviewed the policy. When the employee clicks the box, it will bring them to the policy page 

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

3. Provided the line manager with the Birth Certificate or Adoption Order of the Child  (Subject to GDPR 

provisions, Manager must not retain a copy.) 

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

 



When tick box next to “Discussed with Line manager/ Proposed manner Parental Leave will be taken” has been 

selected, a comment box will appear for the employee to type in the proposed manner they wish to take the 

Parental Leave Quota, i.e. Weekly Every Friday or on an Ad-Hoc basis 

This is a mandatory field that must be filled in in order for the submit button to become available. There is a 100 

character limit, this is indicated at the bottom of the box. 

 

When the employee clicks the Submit button, they will see who the request will be sent to as well as a statement of 

declaration. Once the employee clicks OK, they are confirming that the information the y have provided is true and 

correct and in line with the current policy. 

 

In the Manager’s inbox: 

The information the manager will be able to see is:- 

1. Start date of the Quota 

2. End date of the Quota 

3. Number of hours for the quota 

4. Weekly contracted hours of the employee  

5. Number of weeks they are applying for 

6. Child’s name 

7. Child’s date of birth 

8. Frequency of Leave ( this will be the proposed manner the employee wishes to take the Parental Leave 

Quota) 

When the manager approves the request, they will receive a pop up looking for confirmation that they have 

checked, signed, noted and returned the relevant documentation required for the quota request. They must tick the 

box in order for the Confirm button to appear: 

 


