Dear Colleagues,

Please see information note below relating to cancelling or rescheduling pre-booked leave.
Take care and stay safe,

Marie Creedon

HR Manager
23" April 2020

Cancelling or Rescheduling Pre-Booked Leave

This note refers to Guidance and FAQs for Public Service Employers during COVID-19
(including updates to 9t April 2020)

https://www.cso.ie/en/media/csoie/staffnews/Update (9th April) on working arrangeme
nts and leave associated with COVID-19 for Civil and Public Service.pdf

Any employee wishing to avail of any existing leave allowances should apply as normal
through PeoplePoint after engaging with their line manager.

http://peoplepoint.gov.ie/staff-alerts/2020-archive/cancellation-of-leave/

Annual Leave: Any annual leave that begins in the future can be cancelled by the employee
through PeoplePoint self-service.

Parental Leave: Any employee wishing to cancel pre-booked parental leave should first
discuss it with their manager. As outlined in the DPER guidelines flexibility from both sides is
advisable during this time. However, this flexibility should be based on the individual
circumstances of each case, with regard to balancing the business needs of the Division and
the employee.

Shorter Working Year: The expectation of the CSO is that any shorter working year leave will
go ahead as planned. DPER Guidance does allow for the cancellation or postponement of SWY
if there is a business requirement. SWY can also be deferred with the agreement of line
management.

If there are other considerations which an employee may not wish to disclose to a manager,
they may contact HR directly.

The Employee Assistance Service is also available to all staff at this time and can be contacted
by calling 0761 000030. Their opening hours have been extended as follows :-

Monday to Friday 9am to 8pm
Saturday to Sunday 12pm to 4pm

Or you can visit their website at ww.cseas.per.gov.ie
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