PAID PARENTAL LEAVE (PPL)

EMPLOYEE PROCESS GUIDE

Follow these steps to request and take Paid Parental Leave.

B
CONFIRM ELIGIBILITY
* You are a full-time regular employee (eligible immediately upon hire)
* You experience a qualifying event
\

(see list to the right) ‘

¥
PROVIDE ADVANCE NOTICE

= Notify your Supervisor and HR at least 30 days’ notice (if possible)

Birth of a child
(mother or father)

Adoption of a child
(new child, not stepchild)

Foster placement for

long-term care
(6 months or more)

Court-approved

bt [0 BY ©

* Indicate expected leave dates legal guardianship
» Contact Sun Life to submit a FMLA claim
+ Declare if you plan to retain up to 80 hours of PTO (if applicable) Child must be under 18, or 18+ if

‘l, disabled and unable to care for

SUBMIT REQUIRED DOCUMENTATION .I.O HR ) oneself (documentation required).
Within 7 days of the event .
Must be taken within

» Birth - .B1rth c‘e.rtlfl-:':ate » Foster Care - Placement KEY PPL DETAILS
or hospital verification agreement
+ Adoption - Court order » Guardianship - Court-issued
or adoption paperwork guardianship order
¢ 12 weeks of the

qualifying event

9 TAKE YOUR LEAVE

+ Take up to 2 weeks of .pa_ld parental leave (continuous) 0 o If both parents work

» Leave must be used within 12 weeks of the event -,

« Leave runs concurrently with FMLA (if applicable) m ;?any, .
each parent is entitled

Up to 2 weeks of paid

parental leave

+ HR reviews eligibility and documentation continuously
+ Coordinates with other leave (FMLA, STD, etc.)
» Provides formal approval and guidance

|
HR REVIEW & APPROVAL @ Must be taken

% :w y g, N to up to 2 weeks.
(‘w_ 'y L " b UNDERSTAND PAY & BENEFITS \ )
oy la:-._‘ { J J _,.'l * Receive 100% of base pay (no bonuses/overtime)
f_ y » Benefits remain active ~ « PTO continues to accrue EXAMPLES OF HOW LEAVE
+ Payroll deductions ccntin:ﬁ as normal WORKS TOGETHER
o COORDINATE WITH OTHER LEAVE (IF APPLICABLE) Scenario 1: Birth Mother
FMLA runs concurrently with other leave. . FMLA Eligible (FMLA runs
STD (if applicable) FMLA After PPL t? concurrent) &6 weeks STD
Use Short-term Disability FMLA runs concurrent Use available PTO (up (recovery) + 2 weeks PPL = 4
(STD) first for medical with STD and PPL te 80 hours) may be weeks unpaid + 12 weeks
recovery, then take PPL retained, then unpaid total.

leave if needed.

\b Scenario 2: Non-Birth Parent
RETURN TO WORK ® ¢ FuLAEigibie (MLA runs
+ You will be reinstated to your same or equivalent position .. concurrent)

; : : - 2 PP
= Your leave will not impact pay increases, benefits, A

: = 2 weeks total.
or career progression L J

o IMPORTANT: This guide is a summary. For complete details, please refer to the Paid Parental Leave Policy.




