N\\ FMA

FINANCIAL MARKETS AUTHORITY

TE MANA TATAI HOKOHOKO - NEW ZEALAND

LEAVE POLICY

(Extracts relevant to parental leave)

Parental Leave

Parental leave will be granted in accordance with the Parental Leave and Employment Protection Act
1987. Information on eligibility and parental leave types can be found at
https://employment.govt.nz/leave-and-holidays/parental-leave/

If you intend to take parental leave, you must provide the FMA with at least 3 months’ written notice,
including what type of leave you are applying for, the date that you want the leave to start, and how
long the period of leave will be. You must provide a letter from your Lead Maternity Carer indicating
the estimated date of delivery.

In addition to the statutory entitlement, the FMA also provides a return to work bonus payment equal
to 8 weeks’ pay with the following conditions:

e Available to primary care givers who are permanent employees only, with a minimum of 6
months’ service at the point of taking parental leave; and
e The employee must have completed four months’ service after returning from parental leave.

The bonus payment will be paid in the pay-run following completion of 4 months’ service. The
payment will be pro-rated to the hours the employee works at the time the payment is made.

Partner’s leave will be granted in accordance with the Parental Leave and Employment Protection Act
1987. However the FMA will provide this as paid leave:

e If you're a spouse or partner and you have worked for the FMA for an average of at least 10
hours a week for the six months before your baby’s due date, you may take one week’s paid
partner leave.

e If you're a spouse or partner and you have worked for the FMA for an average of 10 hours a
week for the 12 months before your baby’s due date, you may take two weeks’ paid partner
leave.

If the following conditions are met:

e Available to permanent employees only
e This leave should be taken within 3 months from the date of birth or adoption

New Parent Leave

The FMA recognises that, at times, new parents who have recently returned to work may need to take
more frequent periods of leave to care for infants.


https://employment.govt.nz/leave-and-holidays/parental-leave/

All permanent employees (whether full-time or part-time) who have returned from a period of either
parental leave or partner leave will be granted a one-off 5 days of new parentleave.

New parent leave will be pro-rated for part-time employees.
New parent leave must be used within 12 months of the date it isissued.
Your eligibility to take new parent leave will immediately lapse if you have given notice of the

termination of your employment. New parent leave will not be paid out on the termination of your
employment and cannot otherwise be ‘cashed up’.
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Introduction

Background

The Parental Leave and Employment Protection Act 1987, and the subsequent Parental Leave and Employment
Protection Amendment Act 2016, sets out the obligations of both employer and employee regarding parental
leave. This document sets out the steps in the parental leave process to ensure compliance with the Act.

Purpose

The purpose of this document is to outline the process for an employee going on parental (primary carer) leave
and provide a step-by-step guide for processing a parental (primary carer) leave request in order to provide FMA
employees who are going on Parental Leave consistent and timely information and both employee and employer
obligations.

Scope
This process applies to permanent employees with FMA who have been employed for 6 months ormore.

The process is intended to ensure that both the FMA and the employee taking parental leave have met the legal
requirements (Parental Leave and Employment Protection Amendment Act 2016) and FMA’s requirements.

The Parental Leave and Employment Protection Amendment Act 2016 provide four types of unpaid parental
leaves. These types of leave are:

e Primary Carer Leave

e Partner’s Leave

e Special Leave

e Extended Leave



Parental Leave facts

Below are a few useful facts about Parental Leave, as taken from the MBIE website (July2018).

Who can take Parental leave?

Leave may be available to:

o female employees having a baby, and to their spouses or partners (includes a married, civil union or de
facto relationship with a different or same-sexpartner)

e employees, and their spouses or partners (includes a married, civil union or de facto relationship with a
different or same-sex partner), who begin permanently caring for a child under six years who is not their
natural child (this includes permanent care such as adoption and home for life, but not foster care).

Parental leave can be taken again for a different child as long as the employee has been back at work for six
months before the expected arrival of the next child and they still meet the parental leave criteria.

The employee must meet either the six month or 12 month criteria. The amount of leave that they can take
depends on whether they meet the six or 12 month criteria. If they have worked for the same employer for
more than 12 months, but not for an average of 10 hours per week, they may still be able to take parental
leave under the six month criteria.

Six month criteria
You must have worked for the same employer for an average of at least 10 hours a week for the six

months before your baby’s due date (or the date you become responsible for the care of a child
under six years on a permanent basis).

Twelve month criteria

You must have worked for the same employer for an average of at least 10 hours a week for the 12
months before your baby’s due date (or the date you become responsible for the care of a child
under six years on a permanent basis).

How many weeks of parental leave payments are permanent employees entitled toreceive?

Parental leave payments will usually be paid for up to 22 weeks. Payments will stop earlier (before the end of
22 weeks) if:

The employee transfers the payment, or part of the payment, to their spouse or partner; or

return to work (not including keeping in touch days); or

stop being the primary carer of the child (unless they are the biological mother and miscarries or the
baby dies); or

becomes eligible for preterm baby payments. In this case they can suspend the parental leave
payments and restart these after the end of the preterm payments as long as they haven’t used up
their 22 weeks.



If the employee returns to work (not including keeping in touch days) and they are still receiving parental leave
payments they must contact Inland Revenue and advise them of their return date. The employee’s entitlement
to payments ends on the day they return to work.

How does parental leave affect annual leave?

Annual leave will continue to accrue during parental leave; however the value will decrease over time. When
the employee returns from parental leave the value of the annual leave is average out over how much the
employee has worked over the past 12 months. The value will start to increase the longer the employee is
back at work for.

Definition of primary carer:

e Afemale employee who is having a baby, or her spouse or partner if they have all or part of the birth
mother’s parental leave payments transferred to them

e Anemployee who is going to have the primary responsibility for the care, development and upbringing of a
child under six years on a permanent basis; this may be through adoption, or(external link)home for
life(external link) or whangai (but it doesn’t include on a foster care or other temporary care basis). If the
employee has a spouse or partner they need to choose who will be the primary carer.

Primary carer leave can be taken for up to 22 weeks and must be taken in one continuous period. Primary care
leave can’t be taken if the employee has already taken any period of parental leave or similar leave in relation
to that child.

Extended leave and entitlement:

The amount of extended leave that an employee may take depends on whether each parent meets eitherthe

six month or 12 month time criteria. Extended leave may be shared by two parents who both meet the

criteria, and they can take it at the same time or one after the other:

e Employees who meet the 12 month criteria may take up to 52 weeks extended leave (less the number of
weeks primary carer leave taken, up to 22 weeks). If two parents are sharing the leave and they both meet
the 12 month criteria then they share this amount.

e Employees who meet the six month criteria may take up to 26 weeks in total (less the number of weeks
primary carer leave taken, up to 22 weeks). If two parents are sharing the leave and they both meet the six
month criteria then they share this amount.

e If one parent meets the 12 month criteria and the other parent meets the six month criteria then the
person who has only worked for six months cannot take more than 26 weeks of the total 52 weeks (less the
number of weeks primary carer leave taken up to 22 weeks) available to the couple.

The one or two weeks of partner’s leave is not included in the 26 week or 52 week extended leave period.

Extended leave can be started:

e atany time after the end of primary carer leave, or

e atany time after the end partner’s leave, or

e onany date agreed with the employer, or

o if the employee is eligible to take primary carer or partner’s leave but choose not to, then extended leave
can start either when the baby arrives if the child is born to the employee or their spouse or partner, or the
date the employee or their spouse or partner becomes the primary carer in respect of the child in all other
cases.


http://www.cyf.govt.nz/adoption/index.html
http://www.cyf.govt.nz/adoption/index.html
https://www.mvcot.govt.nz/caring-for-someone/types-of-caregiving/

The employee can finish their primary carer or partner’s leave, go back to work, and then take extended leave
later.

Ending extended leave:

For an employee (and/or their spouse or partner) who meets the 12 month criteria, extended leave must end
by the:

e date the child turns one year if the child is born to the employee or their spouse or partner, or

e 12 months’ anniversary of the employee or their spouse or partner becoming the primary carer in respect
of the child.

For an employee who only meets the six month criteria (and whose spouse or partner doesn't meet the twelve
month criteria), extended leave must end by the:

e date the child turns six months if the child is born to the employee or their spouse or partner, or
e six months from the date the employee or their spouse or partner became the primary carer of the child.



Parental Leave Process for P&C Coordinator

Before Leave commences:

1.

N oo u s

10.

11.

12.

An employee submits a written request to their manager stating that they wish to take parental leave.
This must be received at least 3 months before they intend to take leave.

Obtain a copy of the written request and the employee’s medical certificate confirming the pregnancy
and place on the employee’s employment file.

Check the length of service of the employee who is applying for parental leave in Datacom under
“Employee Details” that they have been employed with FMA for 6 months or more.

Calculate and inform the person of their current annual leave entitlement — see appendix(l).
Request the employee to download and complete the applicable fields of the IR880 form.
Employee forwards to P&C for completion of section 2 — see appendix (I1).

Place a copy of the completed form on the employee’s employment file and give the original
completed form back to the employee.

Draft a letter on behalf of the employee’s manager in response to the parental leave request based
upon the template letter. This must be completed within 21 days of receiving the request.

Director of P&C signs letter and gives one copy to employee and keeps one copy for the employee’s
personnel file.

Enter the dates of the parental leave on the relevant pay periods of the payroll calendar, along with
the date they are due for the 4 month return to work bonus

Ensure the person is entered on the Datacom system and processed on the payroll as being on parental
leave (eg unpaid).

Put a reminder note in the People and Capability calendar diary to contact the manager/employee 6
weeks prior to the intended date of return.


http://www.ird.govt.nz/forms-guides/number/forms-800-899/ir880-form-paid-parental-leave-app.html

During leave period:

1. Contact manager six weeks before the employee is due to return (if they haven’t advised
Coordinator/BP beforehand) to find out if they have contacted the employee yet to see if they are
returning on the date they said they would and if they require a variation to their hours. If not, also
send the manager the following templates for the employee to use as necessary: 'Notice of returning
to work', 'Notice of not returning to work' and 'Flexible working arrangement request form', otherwise
if the employee has indicated to the manager what they would like to do, send them the applicable
template directly.

2. Draftareturnto work letter confirming their back to work date along with any variations to their hours
or variation letter with changes if required.

3. If employee is not returning from parental leave, they will need to advise us in writing (using the
applicable template above) and when the effective last day will be and their resignation will be
processed accordingly.

4. Liaise with the manager and IT to get the employee’s desk/computer/phone setup.

On return to work:

1. When the employee has returned to work reinstate them on the payroll on the next available pay run,
ensuring any changes to their schedule are made.

2. If the employee fulfils the Parental Leave Return to Work Bonus criteria, enter the payment date on
the payroll calendar.



http://fmawpddms02/otcs/llisapi.dll/439844/Payroll_Calendar.xls?func=doc.Fetch&amp;nodeid=439844

Parental Leave Process for Business Partners

1. Employee/ manager informs you of the pregnancy and whether or not they intend to return after
parental leave

2. BP informs Coordinator. Coordinator will send template email regarding documentation to the
employee

3. Meanwhile, BP speaks to manager around resourcing (eg: hiring someone on a primary carer’s cover)

4. BP speaks to manager closer to the time of departure around making sure the employee in kept in the
loop around changes while they are on leave, explaining ‘keeping in touch’ days if they wish to take
them. BP also may need to have a discussion around finalising resourcing, org chart changes etc.

Parental Leave Process for Managers

1. Employee informs you of their pregnancy and whether or not they intend to return after parental
leave. Manager congratulates them and informs P&C BP and/or Coordinator.

2. Manager considers resourcing for role (hiring someone on a primary carer’s leave cover, spreading out
the workload to other members of the team etc) and arranges meetings with ExCo member/ BP to
discuss the best solution.

3. Around two months before the employee is due to go on leave, manager meets with them to discuss
‘keeping in touch days’ (may need to speak to BP beforehand to get clarification around this) and see
how much communication / updates they would like while on leave.

4. One to two months before the employee is due to go on leave, manager may need to meet with BP/
ExCo member etc to finalise resourcing/ change in org structure.

5. Six weeks before the employee is scheduled to return to work, manager is to contact the employee to
see if they are still returning on the date they originally said they would (if the employee hasn’t done
so already) and whether they require a variation to their scheduled hours or a gradual return to work.
Within the same email, manager includes template letters for ‘Notice of returning to work’, ‘Notice of
not returning to work’ and ‘Flexible working arrangement request form’. Manager is to inform BP/
Coordinator of potential changes or confirm that they are returning on the date they originally said
they would.

6. Two weeks before the employee returns to work, manager will receive an email from P&C Coordinator
asking for confirmation on where the returning employee will be sitting so IT can set up desk. Manager
needs to ensure that the desk is tidy for their arrival (could get a TSA or PA to assist with this).

7. When employee returns make sure they know all of the new starters that have come on-board since
the employee went on leave. Make them feel like they are part of the team and schedule regular catch
up to see how they are going settling back in and handling the workload. Ensure they are provided
with additional/ refresher training if needed.

10



Appendix

Appendix (I) — Establishing an employee’s leave balance prior to commencement of
parental leave

Enter the Datacom Portal and select Leave and then select Leave Calendar / Leave Request
[section 9(2)(a)]

Select My Company and type in the name of the relevant employee andselect

[section 9(2)(a)]

Select New Leave Request

Select Annual Leave

Within the “From” field, select the final working date prior to commencement of parental leave
[section 9(2)(a)]

The balance as at that date will show under the Annual Leave field

[section 9(2)(a)]

11


https://www.easipaylive.co.nz/(S(iilxrmrd4xhk1g1iuhylx4ua))/Default.aspx

Appendix (ll) - Completing the Inland Revenue IR880 form

1. The applicant is to complete the form and send to P&C

ﬂ Inland Revenue . P
> Paid parental leave

application for an employee {f§{ ot
1

Applicant to complete
Fit rame [ || surame [
1RD number (8 digt numbers tart in thesecond box. 12 145 ¢74) [ | |
Postal address [
Phone number [ ] [ |
o W
We coliect
s ke i Goupt) () Nzturopean () cooktandMaori  (0) Chinese
i Q) Maari Q) Torgn () indan
© samoan © Nuean O oteplmespety |
your emplayer g Qw O

s this application for 3n adopted chid? Y  Peseamachdoumenztion (L) No

— Ll 1O Owm

Doy Neeth Ve
Have you Yior i yes” pl @]
Your bank account number (see note 3)
T B Rt rarbe S
Note:
You par (PTC)and pac ) payments, but in
o adoptions) Qv Ow
s your incorme from your job fess than $2538484 (before tax)? Ovs O™
Ate you planning to take less than 14 weeks parental leave? O Ow
“Yes*to any o wellgetin for you
¥ youve answered "No to il three questions PPL is better for you. @ v
s
Please tick i
¥ you? you. o

Do you want to transfer any of your entitlement to your spouse of partner?

You might parts i you may your

entitlernent to them for some cr 2l of the period (iup to the 14 weeks'entitlement). I you do youTl also need to fll in 2 Paid parentatdeave,
o 881,

Yo O o

Do you mai Revenue? (see notes) Ovwl Om

or the fimancial year ending.

i your for ipport, your new income |
estimate for the current firancial year (see note 5) % i ] lz‘l; |n|3|2|0'L' ! ‘
Do you want your required @ Qe
fyoud like to make voluntary payments, encer the amount here s '{ [ N— ‘jl
Declaration guing fase thentention t mistead.

beforel ' payments, | must oty R imimediately:
@ sygtre

thebest 1 Fave chosen L ’
o nd I
thisapplication rltes Date
Form/page 1 Give this form to your employer to fill in page2

RESET form

2. Once the employee has returned the form, the Employer Section of the form (Page 4) must be
completed by the P&C Coordinator on behalf of FMA as follows:
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Employer to complete

Employer’s name [ |
o r11e5ers)
Postaladress [ ]
Plemeput e b o PO B o v s b iy 5 Towrc ry e (s ota 1)
Contact person [ |
Jobitle | |
Phone number )
Werk S
‘We colect the following information foe satistical purposes. This question s aptional. Picase tick the industry group you belong (.
o restauran () () Government (0 Persoral and other services
() Agiculture foresery fishing. () Education (@] B
() Communication () Eecuricity, gas, water supplier () Manufacturing () Wholesale and retail
(O Construction (O Finance, business services. property () Mining
Applicare’s parental eave
et das I o] e 2,0
(seenote7) Day Month  Year dateof theagreemen (ifknown) ~ Day Month Year

(see noce 8)

the appican ki st Ow O whwanesveensore [ el L]

14 weels' parental eave? (see note 9) TR 8
=

Enter the greater of the applicancs § I Applicants current tax code 1
y (see note 11)

¥
‘earmings (see note 10)

your employee.
1 deckare that

‘qualifies for parental leave because they-

 will ave been employed by me for year(s) month(s) a the baby's expected due date or adoption date, and will have.

worked for an average of hours 2 week over the 6 or

3 wesk or 40 hou ch over this period. Q
« area teaches emp ora board and wil
for
of their previod 1) Q
(&
® will not have taken parental adopi baby O
orhave =
pr 1) U
guang aise o
1 dectare that the information i this 2pplication is true and correct Sy
10 the best of my knowledge:
1 I
oae

Form/page2  Give this form to your employee to send to Inland Revenue, PO Box 39090, Wellington Mail Centre, Wellington

3. Enter Employer Name as Financial Markets Authority
4. Enter Employer IRD number as 106 821216

5. Enter postal address as:
Financial Markets Authority
Po Box 106672
Auckland 1143

6. Enter the contact name, title and phone number of the person completing the form
7. Sign and date the form

8. Check the rest of the form to ensure it has been filled out correctly
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