	

NOTIFICATION OF INTENTION TO TAKE CARER’S LEAVE [image: ]

	· Carer’s Leave is granted solely for the purpose of taking care of the care recipient named below. A staff member, who has completed 12 months continuous service with the Institute, is entitled to take a total of 104 working weeks unpaid leave for each eligible care recipient .  
· This Notification of Intention to take Carer’s Leave should be approved by your Head of School/Department/Function/Centre, and then submitted to Human Resources Office for final approval and implementation, no later than 6 weeks before the proposed commencement date, in accordance with section 9(1) of the Carer’s Act 2001.
· Any public holidays, bank holidays or concession days which fall during an initial period of 13 weeks of absence on Carer’s Leave, will be added on to the end of the period.

	Under the Carer’s Leave Act 2001, I hereby give notice of my intention to take Carer’s Leave for the purpose of taking care of:   
                           ___________________________________________________

	
Staff Member    ____________________________  


	
Dept./Function/Centre   ______________________________


	
Commencement Date of Employment       ______________________________


	Periods of Carer’s Leave already taken in respect of the Care Recipient       
	

	(with DkIT)

	(with another Employer)

	Date of application to Department of Social Protection

	Pattern of Carer’s Leave  

	(Please note that the proposed pattern of leave must be agreed in advance with your Head of School/Department/Function/Centre, and must be in accordance with the Act and the policy of the Institute)

	
	

	Proposed Date of Commencement of Leave
	           

	Proposed Duration of Leave 
	

	Proposed Cessation Date of leave
	

	I declare that the information given above is accurate and complete. I also undertake to forward a copy of the decision(s) on my application(s) for Carer’s Leave to Human Resources Office, immediately on receipt from the Department of Social Protection. 

	
	
	


	Signed:
	
	Staff Member                                        Date:           

	
	
	

	
	
	

	Approved:
	
	Head of School/Function/Centre       Date:

	
	
	

	
	
	

	Approved:
	
	HR Manager                                            Date:

	Please note that Carer’s Leave may be terminated if it is not used for the stated purpose.  Any employee abusing this leave may be subject to serious disciplinary action up to and including dismissal
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