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Applications from employees applying for breastfeeding breaks should be submitted to their line manager not later than 4 weeks prior to return to work after maternity leave. Line managers are also required to use this form to review arrangements put in place with employees. These should be reviewed after the first month and thereafter at three month intervals, or more frequently as employees’ breastfeeding needs change.           For employees who have already returned to the workplace on the date of implementation of this policy, managers should aim to facilitate the employees request for breastfeeding breaks no later than within four weeks from the date of application or sooner if possible.
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The HSE’s National Breastfeeding Group in reviewing implementation of the policy may wish to contact you about your experience of availing of breastfeeding breaks in the workplace. Let us know your preference for being contacted/not contacted by ticking the appropriate box below.                                                                                                                                                                                                   I consent to be contacted about taking breastfeeding breaks               I do not consent to be contacted about taking breastfeeding breaks
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	Section 1. To be completed by Employee

	Surname:
	First Name:

	Staff category/Grade:
	Personnel No:
	
	
	
	
	
	
	
	

	HSE Organisational area:
	Date of birth
	
	
	
	
	
	
	
	

	Work Location:
	E-mail
	

	I hereby notify my employer that I intend to take breastfeeding breaks in accordance with the provision of the Breastfeeding Policy for Staff Working in the Public Health Service (HSE, 2020)

	Name of child:
	

	Childs Date of birth
	
	
	
	
	
	
	
	

	This notification should be accompained by the birth certificate of the child to confirm the date of birth only. The birth certificate should be returned to the employee and not retained on file.

	Date of return to work/commencement breastfeeding breaks
	
	
	
	
	
	
	
	

	Please give details of the manner in which you propose to take breastfeeding breaks in the workplace

	

	I declare the information given above is true and correct. I also declare that I have read and understand all the terms and conditions of the Breastfeeding Policy for Staff Working in the Public Health Service. I understand that the breaks must be used for the propose for which they are being sought.

	Signature

	Date
	
	
	
	
	
	
	
	

	Section 2. To be completed by Line Manager (following consultation with employee)

	Please give details of the manner in which breastfeeding breaks/breastfeeding supports in the workplace will be provided:



	I have checked the child’s birth certificate and confirm that the leave complies with the terms outlined in the Breastfeeding Policy for Staff working in the Public Health Service.


	Signature:
	Date
	

	E mail:
	Phone
	

	Section 3. Review of breastfeeding Breaks  

	Breastfeeding breaks review meeting (one month following return to work or sooner 

if needed)
	Date
	
	
	
	
	
	
	
	

	Detail any changes in manner breaks are taken:



	Breastfeeding breaks review meeting (every three months or sooner if needed)
	Date
	
	
	
	
	
	
	
	

	Detail any changes in manner breaks are taken:

Breastfeeding breaks review meeting (every three months or sooner if needed)

Date

Detail any changes in manner breaks are taken:

Section 4. To be completed by Human Resources 

System Updated by:

Name:

Contact Phone No:

Date

Comments:

Circulation List

1

2

3

4

Email address: 

Section 5. Completion of Breastfeeding Breaks
Date of completion of breastfeeding breaks

Date

Signature:                                                                        Phone:

Print Name:                                                                      E-Mail:




Explanatory notes on breastfeeding breaks




Appendix 1
The provisions of the policy are designed to promote a workplace culture that facilitates employees who are breastfeeding whilst recognising service demands and resource constraints.

Under the Policy, staff will be entitled to time off without loss of pay for breastfeeding breaks at work for up to one hour per normal working day.  Breastfeeding breaks may be taken in the form of one break of 60 minutes, or two breaks of 30 minutes each, or three breaks of 20 minutes each, or in such other manner as agreed by the employee and her manager. 

In accordance with the Policy, employees should be provided with a designated space where possible for the purposes of breast milk expression.   Designated space for the purposes of breast milk expression may be multi- purpose, provided that alternative space is readily available if that space is in use, e.g. office, consultation room, treatment room, meeting room or staff room spaces. If no breastfeeding facilities exist in the workplace, the employee may reduce her working day by one hour without loss of pay, in accordance with service need, in a manner to be agreed between the employee and her manager.

Managers are required to engage with employees in relation to these arrangements, and managers should endeavour to facilitate employees’ needs as far as reasonably practicable having regard to service requirements.  Employees are obliged to keep their managers informed as their breastfeeding needs change. For employees who have already returned to the workplace on the date of implementation of this policy, managers should aim to facilitate the employees request for breastfeeding breaks no later than within four weeks from the date of application or sooner if possible.
HR Processes should be established to record the numbers of staff availing of the breastfeeding breaks Policy. 
Managers should send the completed application forms to their usual processing units (e.g. local HR/ER departments, or National Personnel Records). In SAP areas - Monitoring of tasks will be used to record and report on these breaks.  
For further information see; 
HR Circular 006\21 https://www.hse.ie/eng/staff/resources/hr-circulars/hr-circular-006-2021-breastfeeding-policy-for-public-health-service-staff.pdf
Link to the Policy https://healthservice.hse.ie/filelibrary/staff/breastfeeding-policy-for-public-health-service-employees.pdf
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