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1. INTRODUCTION

The Company applies the principles outlined in the Basic Conditions of Employment Act of 1997 as amended with regard to the provision of paid Family Responsibility leave.

2. AIM OF THIS POLICY

2.1 To provide guidelines and procedures to be followed by all Company employees to manage their Family Responsibility leave entitlement.
2.2 To clarify conditions pertaining to Family Responsibility leave.
3. SCOPE OF THIS POLICY

This policy applies to all Permanent and Fixed-Term employees who:
3.1 have been employed for longer than 4 months with the Company, and
3.2 are working for at least 4 days a week.
4. FAMILY RESPONSIBILITY LEAVE ALLOCATION

4.1 An employee qualifies for paid absence from work to the maximum of 3 working days per leave cycle when any of the following circumstances occur:
· An employee’s child is born. (Paternity Leave)
· An employee’s child is sick.
· In the event of the death of an employee’s:
· Spouse or life partner;
· Parents and adoptive parents;
· Grandparents;

· Child or adopted child;
· Grandchild;

· Sibling (brother or sister);
· Spouse’s parents;
· Spouse’s grandparents;
 

· Spouse’s child from a previous relationship.
4.2 Family Responsibility leave can be taken as a full- or half day, depending on the circumstances.
4.3 Unused Family Responsibility leave entitlement within a leave cycle does not accumulate to the following year.
4.4 Any extra Family Responsibility leave requested over and above the 3 working days per year will be treated either as a debit against the employee’s Annual leave, or as Unpaid leave.
5. PROCEDURE FOR FAMILY RESPONSIBILITY LEAVE APPLICATION   

5.1 Family Responsibility leave can be requested by the employee on the Employee Self Service (ESS) system by indicating the type of leave required as Family Responsibility leave. 
5.2 In an event of a crisis when Family Responsibility Leave is required on short notice, Leave may only be taken on verbal approval by the relevant Supervisor or Manager.

5.3 The employee must attach the necessary documentary proof (i.e. Death Certificate, Birth Certificate, Medical Certificate, etc) to the Leave application.
5.4 On return to the office the employee has 2 days grace to complete the family responsibility leave on the ESS system.  

6. AMENDMENTS

The Company reserves the right to amend this policy at its discretion. In case of amendments, employees will be informed accordingly.
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