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RESTRICTED (STAFF) W AL
FRESCH (AE)

APPLICATION FORM FOR AUTHORISED ABSENCE (MARRIAGE LEAVE)
RratohE) (FBR) HFER

Notes /T & :
Please read CSB Circular No. 2/2024 and the notes on pages 5 to 6 of this form before completing this form. In case of doubt,
please approach the Personnel Section of your Bureau/Department for assistance.

EHESIERARATEER A BB E S 2/2024 5EREHYAFIREE 5 2 6 HAYHEE - AIA%EH - FEfTER 5
M AELHES -

*  Delete as appropriate F& 75 FH Z 2
[0 Please insert a “v” as appropriate. s5{F & JTIENIEE Tv | 5 -

Part I Z£—3¥f — Notification of intention to apply for marriage leave & 55 RA]
(To be completed by the Applicant 77755 A t2%) [Notes 1to 3 £ 1 & 3]

Personal Particulars of the Applicant H1 55 A{E A &R}

1. Name (English) (Chinese)
4 FL thxZ
2. Hong Kong Identity Card No. "o 3. Rank/Post/Position
B S s Y el WAL R fir
4. Department/Section 5. Contact No.
il e s Tres RS

Personal Particulars of the Spouse/Fiancé/Fiancée FCfE K5k AFIEFE(E A\ &K

6. Name of *Spouse/Fiancé/Fiancée (English) (Chinese)
* 44 FXL s
7. *Identity Card/Travel Document No. [Note3] * [+ 3]
( Issuing Country/Region Zxa%Ek5%  Hil& )

8. *Planned/Actual date of marriage
*

D I submit CSB(LLP) Form 16B together with the supporting document in relation to my application for marriage leave.
AN A (B R 5 2 R S8 HA S — (R ¢ CSB(LP) Form 16B -

I, the undersigned, declare that:

AN - BN ECEE A o SRR LR

D I have not been previously granted marriage leave as a government employee in respect of the marriage under application.

ARNGER LLABUR 8 B B 3 S A K F B HTIS HIEHLIE K -

D All the information given and documents furnished, if any, by me in this application are, to the best of my knowledge,
true and correct. I understand that giving false information or making false statements knowingly or willfully may
result in the application being rejected. I may also be subject to legal/disciplinary action if the claim involves
fraudulence.

ARNAEARHF R B — VI B R AR ACHT S (AR ) - FAR AP RIS 8 ELRfEE(E - A A K8 i BRI T U=
FE R B R (R BEFR SR ATRE MRS - AIRH GRS RIGE - A AT RE G E SREUAR TE), Sl sy -

9. Signature of Applicant Date
EEEPN H

Remarks: The Applicant should submit this form to his/her Supervisor (where applicable) and Approving Officer
e for completion of Part II. The Applicant may complete Part I'V in parallel.

FHEE AR L (OEAREE) I ARERAFEUEERE A o HEA T RERSER SR -

CSB(LP) Form 16A 1
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Part IT 55—

(To be completed by the Supervisor (where applicable) [ |- F/HEHE (#I#EHHIZE) )

Signature Date

#H H

Name Rank/Post/Position Contact No.
e WAL i St

(in block letters TEAEIE %)

(To be completed by the Approving Officer Hi# 2 A SHE)

Signature Date
wE HHA

Name Rank/Post/Position Contact No.
s Wk R i o)

(in block letters TFAEIEET)

Remarks: The Approving Officer should pass this form to the Personnel Section of the Bureau/Department for
BEEE completion of PartIII. If the Applicant has also submitted the first application under Part IV in parallel,
the Supervisor (where applicable)/Approving Officer may also endorse/approve the application.
A RERARBER R, HFIABEUEERE = - WHFARRES B E RHFE - £
= (MERATEE) AR IHE AL -

Part 111 =
(To be completed by the Personnel Section of the Bureau/Department /57~ H5F9A FE4HE E) [Notes 4 to 5 £F 4 2 5]

To Our ref. Date
H KIg, BrEk HHA

(Applicant FFg5A)

Your notification of intention to apply for marriage leave (Name of *Spouse/Fiancé/Fiancée: )

is received. Subject to the actual date of marriage, you may take up to three days of marriage leave during the period from

to (the specified application period). Untaken marriage leave
will lapse upon expiry of the specified application period or upon commencement of final leave/leaving the service, whichever
is earlier.

BFMERES B R A RO RIERRIEFELES ) o B HEIEEEE
R H ESES 1E (FERAHREESHIR ) HUAR 2 = REVAE(R -

e AR TISCH Y45 B A2 15 B 55 PR R R A AT O (R BT SR 500 > DASRE Ry [ 1 R

for ( 17)

CSB(LP) Form 16A 2



RESTRICTED (STAFF)
FRESSCH (AE)

Part IV £5VUER — Application for marriage leave #B{REEE

Notes for Attention J3:EEETH [Note 6 =F 6]

(a) Ifthe marriage leave is applied in one stretch, the Applicant should return the original copy of this form to the Personnel
Section within one week from the date of approval.

WS —IORIIUE R - H55 A\ JEAE F S5 AL & HAEet — BN » IEARASAVIEARC [ A4 -

(b) If the marriage leave is applied in splits, the Applicant should %143 E%FR =5 AU » BHFATE —

(i) provide a copy of page 1 to page 3 of this form EACH TIME after the application is approved to the Personnel
Section within one week from the date of approval; and

R S HRET— BN - IEARBE - HEF=HRAEIAEE DK

(il) return the original copy of this form to the Personnel Section within one week after exhausting all three days of
the marriage leave or the end of the specified application period, whichever is earlier. In any event, the Applicant
should return the original copy of this form to the Personnel Section before leaving the service/being posted out.
TE= RIS R EE AL S IR 248 S H (URFAEI %) it — 28N - IEARISHIER
REIAZEH - AamEmiER - Heg AEIERER ST ARSIV IER S B A EH -

Details of marriage leave applications #&{fFEE5F[5 [Notes 7to 9 £ 7 & 9]

To be compley ed by To be completed
To be completed by the Applicant the Supery1sor by the Approving
HHE S T (where aBpllchzﬂale) Officer
MBI e | B
CAZEFATES )
Day(s) of Period HfjfH] Date of Signature %% Date HHf
i resumption
marriage leave of dut
applied for [Note 8]}/ Applicant Endorsement of Approving
SHIEER rom o e upervisor icer
FHEIR R F m T e H #H Elf)f'p‘a S ‘ e Off
1 H# e . ErH Eiin ZYN=

(To be completed by the Applicant 11535 A tHE)
Actual date of marriage

B RS AE H

CSB(LP) Form 16A 3
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PartV A
(To be completed by the Leave Recording Officer HiEFHIzI## A S5 %) [Notes 10 to 11 = 10 2 11]

days of marriage leave have been recorded.

KIERE T ECHk
D The copy of the marriage certificate has been received and initialed with date by the Approving Officer.

EWEEEEEERA - ZEEERACTHIRASIIHILS EHH -

Signature Rank/Post/Position
e el WAL R fir

(Leave Recording Officer {&2HfzC 8% A &)

Name Date

i H

(in block letters TFAEIEET)

CSB(LP) Form 16A 4
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FRESSCH (AE)

Notes gt
For Part I BHRE—TF ¢

(1)  The Applicant should complete Part I of this form and submit the application form to the Approving Officer via his/her
Supervisor (where applicable) in good time before commencement of the applied-for marriage leave.

HHER N RIE S AR AR S — B AL AT R VIS BBAaRT - fFEE B (AUEAEE) EHFRESHIZAA -

(2)  The Applicant should submit a copy of the marriage certificate to support his/her marriage leave application. The

supporting document should be attached to a completed CSB(LP) Form 16B and submitted together with the
application form. If the Applicant wishes to take marriage leave before the date of marriage, he/she should attach a
copy of the Notice of Intended Marriage or other relevant supporting document that can show the planned date of
marriage when lodging the application. Marriage leave will be granted on a provisional basis until the Applicant
provides the copy of the marriage certificate proving his/her marriage. In any event, the Applicant should submit the
copy of the marriage certificate as soon as possible and not later than three months after the date of marriage or before
leaving the service, whichever is earlier.
HEE N IRACAS R BRI - BEFREE R —OfE % CSB(LP) Form 16B 1l 7S &E 486 F A (EREIH L/ - 21H
A NBEESEIE H AT B ZAE R L) H SR IR A P ot 4 i R 25 s HA e 454 H HARY ARASE B S -
FEFF 55 A AR IR G 38 75 A AR LB DART - A8 BRI I - RER I - B as AR PUIESR
SIS EEA - HASEER 4SS H B8 = (8 H SEiniiEss - DU Ry HH Rt -

(3)  Please fill in the first four alphanumeric characters of the identity card/travel document, where applicable (e.g. A123).
sAERE SRS fA TR COEARED) B IUEF RS T (B A123) -

For Part 111 BERNE=E :

(4)  After completing Part 111, the Leave Recording Officer should retain a copy of the application form for follow up action
and return the original copy of this form to the Applicant, unless the Applicant has already submitted an application for
three days of marriage leave under Part IV with endorsement of his/her Supervisor (where applicable) and approval
from the Approving Officer obtained.

BHAGC N BAEEERYSE =801%  JECR S FHaE RAVIE A DUERUE  WRAFRARIIEAZEHFE A - FRIEFFEAD
T VUEL IR = RAVIR R R I CES B E] (MRS ) Bt S KAt A BRTHA -

(5) Marriage leave may be taken during the period between three months preceding and three months following the
Applicant’s date of marriage. The following example illustrates how the “specified application period” for marriage
leave is determined —

I SE A\ PR AE H BT = (1 H 24508 H S =8 A SIS B - DU R BRI E ey T 459

A HAPR | -
(a) (b)
Date of marriage Specified application period
SIS H EHA EH R BARR
Example 1.8.2024 (Thursday EHAP) From f 1.5.2024 (Wednesday 2Hi=)to &
iR 31.10.2024 (Thursday S HAPU)

For Part IV RBEAEEIUHS -

(6) In the event of a change of posting/position before all three days of marriage leave have been approved and taken, the
Applicant should make a copy of this form and pass the original copy to the Personnel Section before posting. ~After
posting, he/she should use the copy of the form for making application(s) for the remaining marriage leave day(s) in
the new office.

B3R A HIAE = R AIS IR e R e B S B o R 2 B AT R I BB (L 0 — R L FEAE SRR R ENARAR S IE
RFREEZNEL - AEFRIR DAL AE A BT R i FH R IR T AR R -

(7)  Application for marriage leave on specified date(s) should be submitted in good time. Any amendments to the dates
of approved marriage leave should be initialed with date by the Applicant, the Supervisor (where applicable) and the
Approving Officer.

FHEE AL FE 2 HH S > e R PR R ER - WSS D A B Ay HI > HEg A~ B =] (AR HY
am ) M B A S o gt s B H I -

CSB(LP) Form 16A 5
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(8) Date of resumption of duty is the first working day after taking marriage leave which may be followed by non-duty
days or other types of leave.

[E1{F: 5 BRI R BRI FE TAF H S B S (E TIEE -

(9) Marriage leave should not be used to replace leave of other types that has already been taken by the Applicant.
W (B BE P TR AU B G N E ROy EL A 35 i A

For Part V REASEAES ¢

(10) The Leave Recording Officer should complete this part and input the approved marriage leave into the e-Leave System
or the relevant departmental system (if the Applicant is not a user of the e-Leave System).

EEEER IN=VEIERS i n= g SRl SinOpE NG R EHENSTE 8 S ENS TG U L= P o= e B HERST
[EH%E) -

(11) Ifthe Applicant has not returned the original copy of this form to the Personnel Section before the expiry of the specified
application period or the commencement of final leave/leaving the service, the Leave Recording Officer should remind
the Applicant to return the original copy of this form to complete the application procedure.

il 55 AAE 5 9 R S T PR e i Ay S S B R T IR (B B R 5 ARIE AR ARV IEA S B N4 - BUTEC %
N B JEFRIE H 55 NI AFAGH IEAS B LSE R BT -

Personal Data Collection Statement { A\ &R EEEEEH :
Purposes of Collection UKEZRIAY HEY

(a)  The personal data provided by the Applicant will be used for employment-related and human resource management-
related purposes including but not limited to the processing of marriage leave applications, staff planning and other
related purposes.

FREE AR LH(E AN ER - R R Bl (B A T EREE AR iR - IS ER RN EEE R - AJIRE &
B ARHHI R -

(b) It is the responsibility of the Applicant to provide all the required information. An application with incomplete
information will not be processed.

I NABR TR VIR ER - WATRERRE# > FERE i -

(c) It is the responsibility of the Applicant to obtain the consent of the Applicant’s spouse/fiancé/fiancée regarding the
provision of the personal data of the Applicant’s spouse/fiancé/fiancée in this form or supporting document and the use
of such data for purposes mentioned in paragraph (a) above.

I NRAR RIS HICHE RIER REZNEE - IREAREAERHE RS, RIER AREZENEA
BRI > AR (A% BRI AT T 3 (a) BT A Y TAF

Classes of Transferees ZRHBEACAYVEER]

(d)  The personal data provided by the Applicant may be transferred to other government bureaux/governments and other
organisations/agencies (whether within or outside the Hong Kong Special Administrative Region) authorised to process
the information for purposes mentioned in paragraph (a) above.

HHER A TR BEA N\ R BT G e s AR ia R B R A A B A SRR BT R B2 a8 (e
FER AR I TE SN =TS ) > I DAEFT E 232 (a) B P iy A

Access to and Correction of Personal Data {f )\ &R B K 2 IE

(e) The Applicant has the right to request access to and correction of personal data held by his/her Bureau/Department in
accordance with the Personal Data (Privacy) Ordinance (Cap. 486). Requests for access to and/or correction of
personal data should be made in writing to the officers designated for handling data access/correction requests as
promulgated in relevant departmental/internal circulars.

HE NAERE (EAERE (RARR) R(B1) (55 486 =) ERE NSUEEAER HFIFAIIENER - B
/PO N BRI ER E S A R E R AR SIEEHE R AR - sHEHSHAREIEE N
Hhamds o

Civil Service Bureau N\EEELES
January 2024 “EJuE—H

CSB(LP) Form 16A 6



RESTRICTED (STAFF) W 4 A-2
FREIXH: (AZ)

Application for Authorised Absence (Marriage Leave)
Submission of Supporting Document

Frerihg) (BR) HF - BXEHXF
To: Personnel Section # : AZE4H

Notes for Attention ¥ =EEIH

* The Applicant should submit a copy of the marriage certificate to support his/her marriage leave application. The supporting
document should be attached to this form and submitted together with the application form (CSB(LP) Form 16A). If the
Applicant wishes to take marriage leave before the date of marriage, he/she should attach a copy of the Notice of Intended
Marriage or other relevant supporting document that can show the planned date of marriage when lodging the application.
Copy of the marriage certificate should then be submitted using a separate form. Marriage leave will be granted on a
provisional basis until the Applicant provides the copy of the marriage certificate proving his/her marriage.

FHEE AR SAS R 55 - BEFFEEFR (CSB(LP) Form 16A ) — (R AFRAS S IS5 A8RE & AMEREHASL: - A
A EE AN BEAESE A8 H AT EUE e » ZE RS R SR A e A il R 3 B BT R a T 145 48 B IR A BREE IS8
A WA FARIRZEAGTEEARA » AEHHH A MR B GE T E R A LI AW CA AT - S8 RSB -

* If the marriage certificate is not in Chinese or English, the Applicant may be required to submit a certified translation of the
certificate.

WNEEASTE E IR DA T S RS g SR — RS E IR ERE A -

* In any event, the Applicant should submit the copy of the marriage certificate as soon as possible and not later than three
months after the date of marriage or before leaving the service, whichever is earlier. Should the Applicant fail to submit the
copy of the marriage certificate before leaving the service, the marriage leave provisionally granted otherwise will have to be
covered by earned leave or unpaid vacation leave with appropriate adjustment to his/her final salary and related benefits
(where applicable) upon termination/cessation of his/her employment.

LRI - HEE AR PR SEEEEEA - EA R G N TR = (8 F SRR S - DU Ay HH RE -
FRER NAEBERATRAEIE SCAS ISR A » AL AR (g DA R R s (B8 - T s AAERE
1k 5 1 2 (ke S S BRI < B AR B EA (AR ) G F L E R -

* This form should be returned together with the supporting document to the Personnel Section after completion.

TR AT % - B [EES IS —ff A B A ZB4H -
* Delete as appropriate [ 38 FH & i 2=
To be completed by the Applicant FHEEEE AEE

Please insert a “v™ in the appropriate box below. H{F NS HHEAME T ) 58 -

D I hereby submit a copy of the marriage certificate for my marriage leave application.

AR NE AR B SRR SRR A

[] Ihereby submita copy of *the Notice of Intended Marriage/other document (please specify:

) for my marriage leave application. I will submit a copy of the marriage

certificate to the Personnel Section as soon as possible after marriage.
AN AR SR AR * (FHEERA )
A - KANGEEBERFRREGBEEEA LTS -

D I have previously submitted the copy of *the Notice of Intended Marriage/other document (please specify:

). I hereby submit a copy of the marriage certificate to complete

the application procedure.
N (FFaEH VA o R ATRIRAT4E
M E A LIS EE I

Name Rank/Post/Position
4 Tl WAL L
Signature of Applicant Date
HEANEE H A

CSB(LP) Form 16B 1
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To be completed by the Approving Officer FHHiLiZ A\ BIEHE

I have seen and initialed with date on the copy of *the marriage certificate/the Notice of Intended Marriage/other document

(please specify: ) attached to this form.
KANCEERIAERFTAEH * (FAEEHEA

AR WARSEA Ehnssflss EHE -

Name Rank/Post/Position

Y el WAL R L

Signature Date

e Hi

CSB(LP) Form 16B 2



RESTRICTED (STAFF) 4 B
FRESCH (AF)

APPLICATION FORM FOR
AUTHORISED ABSENCE (COMPASSIONATE LEAVE)

Rrerirg) (BMifR) HEER

Notes T & :
Please read CSB Circular No. 2/2024 and the notes on pages 5 to 6 of this form before completing this form. In case of doubt,
please approach the Personnel Section of your Bureau/Department for assistance.

R ILRISATH R A A EB DM ESS 22024 SERENARIZSE 5 2 6 HAU:E - ArASEH - SFRER
M AELHES -

*  Delete as appropriate H& 18 F & i 2=
[0 Please insert a “v'” as appropriate. S5/F & HFHEAE L Tv | 98 o

Part I E£—3% — Notice of application BI55 R4
(To be completed by the Applicant 77755 A t2%) [Notes1to 5 ££ 1 & 5]

Personal Particulars of the Applicant H1 55 A{E A &R}

1. Name (English) (Chinese)
4 L thxZ
2. Hong Kong Identity Card No. N> 3. Rank/Post/Position
B s ) el WAL R fir
4. Department/Section 5. Contact No.
il il GRS BT

Personal Particulars of the Deceased Family Member 8 & A&kl

6. Name of Deceased Family Member (English) (Chinese)
BB BEr 3
7. *Identity Card/Travel Document No. [Note5] * [ 5]
( Issuing Country/Region Zxa%Ek5% / Hil& )
8. Date of death of Family Member 9. Relationship with Applicant
ZIEBSETHIA EEEE A BRI %

I, the undersigned, declare that:

AN BN ECEE A - SRR LR

D I have not been previously granted compassionate leave as a government employee in respect of the deceased family
member under application.

ARNGERLABUR 8 B & 13 S AR H B EE o B FEHE UM -

D All the information given and documents furnished, if any, by me in this application are, to the best of my knowledge,
true and correct. I understand that giving false information or making false statements knowingly or willfully may
result in the application being rejected. I may also be subject to legal/disciplinary action if the claim involves
fraudulence.

AN NAEA H SR FTR LR — DB ARSI S (A0 ) » FA A\ FAIES 8 ELREAREE - A A RIE M S BRI MSE
R R B AR LR B AL - L ER S P REEAR - MIREEE FIUEE - A TRE G RAUERTE), Cm Ty -

10. Signature of Applicant Date
SE PN = HEA

Remarks: The Applicant should submit this form to his/her Supervisor (where applicable) and Approving Officer
e for completion of Part II. The Applicant may complete Part I'V in parallel.

FHEE AR L (OEAREE) I ARERAFEUEERE A o HEA T RERSER SR -

CSB(LP) Form 17 1



RESTRICTED (STAFF)
FRESSCH (AE)

Part 11 5 [Note 6 =F 6]
(To be completed by the Supervisor (where applicable) [ | F/HEHE (#I#EHIEE) )

[] The Applicant *is/is not required to produce *documentary/circumstantial evidence ~(please specify:

) to support the application.
BHEEA* FER* (FEEEEH: )
PASZFFEHIEE

D I have received and seen the *documentary/circumstantial evidence provided by the Applicant.

ANCMHCENG 2R FHas ABEEEy * °
Signature Date
oy H A
Name Rank/Post/Position Contact No.
%4 i O A A res EERE

(in block letters TFAEIEET)
(To be completed by the Approving Officer HiH1Z N S1E%3)

D The Applicant *is/is not required to produce *documentary/circumstantial evidence (please specify:

) to support the application.
BHEEA* FER* (FEEEEH: )
PASZFFEHIEE

D I have received and initialed with date on the *documentary/circumstantial evidence provided by the Applicant.

ARNCULEEGEE APy * AFEINE IS B HER -
Signature Date
R H A
Name Rank/Post/Position Contact No.
%4 i O A A res BB RE

(in block letters TFAEIEET)

Remarks: The Approving Officer should pass this form to the Personnel Section of the Bureau/Department for
BEEE completion of PartIII. If the Applicant has also submitted the first application under Part IV in parallel,
the Supervisor (where applicable)/Approving Officer may also endorse/approve the application.
A RERARBER G, HFIABEUFERE =N - AHFARRESIEERE RFFE - £
= (AERATEE) AR IHE AL -

Part 111 =
(To be completed by the Personnel Section of the Bureau/Department /5~ H5F9A FE4HE E) [Notes 7 to 8 £F 7 2 8]

To Our ref. Date
2 ENGVE 2t HHA
(Applicant Hiz%A)
Your notice of application for compassionate leave (Name of Deceased: ) is received.
You may take up to three days of compassionate leave during the period from to

(the specified application period). Untaken compassionate leave will lapse upon

expiry of the specified application period or upon commencement of final leave/leaving the service, whichever is earlier.

BB IR UL (B R E AR (a4 DRNGICI=
2 1k (FEIHEEIAIR ) BOICA 2l = RAVRMIAR - 1 A E A R e 2 F5 HH F 5

SUIPR ey ek BrAG BT R BRI 280 > DA H 30 Rt

for ( 17)

CSB(LP) Form 17 2



RESTRICTED (STAFF)
FRESSCH (AE)

Part IV £5VUER — Application for compassionate leave BRI

Notes for Attention J3:EEETH [Note 9 £ 9]

(a) If the compassionate leave is applied in one stretch, the Applicant should return the original copy of this form to the

Personnel Section within one week from the date of approval.

WHREE—TCREUE N - a5 A MELE FRaE S E HARET— B I - fARISIVIEARSL B A FE4H -
(b) If the compassionate leave is applied in splits, the Applicant should [153E% EF 55 EUENIER » EA 35 AE —

(i) provide a copy of page 1 to page 3 of this form EACH TIME after the application is approved to the Personnel

Section within one week from the date of approval; and

R S HRET— BN - IEARBE - HEF=HRAEIAEE DK

(il) return the original copy of this form to the Personnel Section within one week after exhausting all three days of

the compassionate leave or the end of the specified application period, whichever is earlier.

In any event, the

Applicant should return the original copy of this form to the Personnel Section before leaving the service/being

posted out.

FE =R A R R 2 B & B B HR s AR S 45 8 H (LARERAY BB A2 ) T — 2N - IEAAFRIBHIE

FACEANFEL - AGREMEIL > HEE AEERRR, SRR ARIBVIEAR S B A EH -

Details of compassionate leave applications Ul {Ei FEEEEE[S [Notes 10 to 12 = 10 2 12]

To be completed by the Applicant

HE R S

To be completed by

the Supervisor
(where applicable)
i B EIHES
(47 E5S )

To be completed

by the Approving

Officer

HttZ A RIS

Day(s) of

compassionate

leave applied
for
EEEEp SN
HYH &

Period HAR

From FH To &

Date of
resumption
of duty

[Note 9]

[ H 4

[.}E 9]

Signature %%, Date HHf

Endorsement of
Supervisor

EEIHAE

Approving
Officer
A&

CSB(LP) Form 17




RESTRICTED (STAFF)
FRESSCH (AE)

PartV S8
(To be completed by the Leave Recording Officer HifFdHIz0## A S %) [Notes 13 to 14 £F 13 F 14]

days of compassionate leave have been recorded.

REMRE TECH -

D Documentary/Circumstantial evidence *is/is not required for this application.

ARHEE*RE A REGI S EERE -

Signature Rank/Post/Position

HBE Tk, WAL R iz

(Leave Recording Officer [EAzCEE A &)

Name Date

i H 3

(in block letters [FAEIEET)

CSB(LP) Form 17 4



RESTRICTED (STAFF)
FRESSCH (AE)

Notes #izF

For Part I BHRSE—E :

(1)  The Applicant should complete Part I of this form and submit the application form to the Approving Officer via his/her
Supervisor (where applicable) as soon as reasonably practicable.
HHEE AR ARG S — B S HM V) nlfTayfE il b > R B (AEARYEE) fEHERECHIZA
%\ °

(2)  For the purpose of compassionate leave, “family member” is defined as the officer’s spouse, parents (including adoptive
and step-parents), parents-in-law, grandparents, great grandparents, children (including adopted and step-children),
children-in-law and grandchildren.

SAMRMNS " K&, ZI5AMASIECE - SCRF (BIEFEE R CRE) ~ BUfEHSCRE - tHACRE /HMESL
~ BHHACRE NG IHACRE ~ T (RIESE T LA 20 ~ IE AR AR A -

(3)  The Applicant may be granted up to three days of compassionate leave for the death of each family member. If more
than one deceased family member is involved, the Applicant should complete one application form for each deceased
family member for application of compassionate leave.

H 3 AR iR B TR 2 = ROV - 408 R B — R EHRE - i A4 B
B0 R R -

(4)  If the deceased person is the family member of more than one government employee, all the concerned government
employees are eligible to apply for compassionate leave.

WILE R 2 — 2B R REV5UE - FrA A REUT B RIS G &S HEE R -

(5)  Please fill in the first four alphanumeric characters of the identity card/travel document, where applicable (e.g. A123).

HEES ORI TEAE CEAEED) FUEF TR (P Al123) -

For Part II BERE_F -

(6) If the Supervisor (where applicable)/Approving Officer has any doubt on the authenticity of the application, the
Supervisor (where applicable)/Approving Officer may request the Applicant to produce documentary evidence and/or
circumstantial evidence to support the application. If the Applicant refuses to provide the evidence reasonably
requested by the Supervisor (where applicable)/Approving Officer, the application shall be deemed to have withdrawn.
The supplementary evidence should be initialed with date by the Applicant and the Approving Officer and submitted to
the Personnel Section.

W EE (AEMEE) i AN B R EREMEFRE - 1SR HE AR BB i " SREBEEE > DUy
HRARES - (W 5 AR L5 (EAEES) /I A BEEE0R » AZF S WA IETRE - He5 AR
i YN =V a1 e I 14 5 B L S NNE S I

For Part 111 BHAE=% :

(7)  After completing Part 111, the Leave Recording Officer should retain a copy of the application form for follow up action
and return the original copy of this form to the Applicant, unless the Applicant has already submitted an application for
three days of compassionate leave under Part IV with endorsement of his/her Supervisor (where applicable) and
approval from the Approving Officer obtained.

EHAEC S A\ BRI S5 =B 1%  TEORBY H s RV ENA DUERRAE - W ARAS Y IEAR S E R A - BRIEHES
CUE S PUERIE AR =Ry B R R a5 TS 5] (WEAAYEE) AVt Rtz N Brvftts -

(8)  Compassionate leave may be taken within six months counting from the date of death of the Applicant’s family member.
The following example illustrates how the “specified application period” for compassionate leave is determined —

FHEE A ATE IR B HISE T HREE /(8 H PIBCHUE L R © LU 7RGl EA A0 g UL T 45 9H FREE IR

(a) (b)
Date of death of family member Specified application period
FEIE T HI EH SR HARR
Example 1.8.2024 (Thursday = HAP) From [ 1.8.2024 (Thursday ZHAVT) to &
B+ 31.1.2025 (Friday 2 HAF)

CSB(LP) Form 17 5



RESTRICTED (STAFF)
FRESSCH (AE)

For Part IV BEREEDIUES :

(9) Inthe event of a change of posting/position before all three days of compassionate leave have been approved and taken,
the Applicant should make a copy of this form and pass the original copy to the Personnel Section before posting.
After posting, he/she should use the copy of the form for making application(s) for the remaining compassionate leave
day(s) in the new office.

B EE A0 = R A SRV R e o e B AL B 1 R = B R AT R R B (o — R fiL - FEAE SRR EIN AR AR Jeify
IEARIBER NS > FEFIRIE DAZ AR A (50 i FH BRSO e T B LR

(10) Application for compassionate leave on specified date(s) should be submitted in good time. Any amendments to the
dates of approved compassionate leave should be initialed with date by the Applicant, the Supervisor (where applicable)
and the Approving Officer.

FEE A\ QD BER T E HR R R - e R ARt R - (S e R R B3 - BEg A~ B (4
BAAYES) RAtti A B A D o higg i s R H i -

(11) Date of resumption of duty is the first working day after taking compassionate leave which may be followed by non-
duty days or other types of leave.

(a1 HHA R R B By E L AR H s A R B i E [ TR -

(12) Compassionate leave should not be used to replace leave of other types that has already been taken by the Applicant.
TR B8 F R AU R 35 A U E A R A -

For PartV BRETLE -

(13) The Leave Recording Officer should complete this part and input the approved compassionate leave into the e-Leave
System or the relevant departmental system (if the Applicant is not a user of the e-Leave System).

B R A SRR 2 L BB O RO S LAY R P A T FUU 2 AR RE BT P T 28 (A0HREE AR TR &
FelEHE) -

(14) Ifthe Applicant has not returned the original copy of this form to the Personnel Section before the expiry of the specified
application period or the commencement of final leave/leaving the service, the Leave Recording Officer should remind
the Applicant to return the original copy of this form to complete the application procedure.

fisi s 5 AAE 5 0 FR o T PR ey AT s L IR B T IR B B (5 ARIE AR AR Y IEAS [ N 2B 4 - RURC Bk
N B FERR B 5 N AR FAS A IEASL B LASE R BB 2T -

Personal Data Collection Statement { A\ &R EEEEEH -
Purposes of Collection UgEERIY HEY

(a)  The personal data provided by the Applicant will be used for employment-related and human resource management-
related purposes including but not limited to the processing of compassionate leave applications, staff planning and
other related purposes.

SIECPNI = l}\ it I B A A DR E A BRI AR - B EA TR I B R B 3% ~ AT
e HAA BHEY IR

(b) It is the responsibility of the Applicant to provide all the required information. An application with incomplete
information will not be processed.

IR NHEHRE-VIMHRER - WRERARTE - iR AR -
Classes of Transferees ZORHEAT AE HI
(c)  The personal data provided by the Applicant may be transferred to other government bureaux/governments and other

organisations/agencies (whether within or outside the Hong Kong Special Administrative Region) authorised to process
the information for purposes mentioned in paragraph (a) above.

SR PN = PN = =) %ﬁ%%scﬁéfzﬁfé BEAHERYEMEBIT AR HPT e A et (R
FEE BRI T BN SR ) > FPAEFT B30 (a) Bty TAF

Access to and Correction of Personal Data {f )\ &R B B 2 IE

(d) The Applicant has the right to request access to and correction of personal data held by his/her Bureau/Department in
accordance with the Personal Data (Privacy) Ordinance (Cap. 486). Requests for access to and/or correction of
personal data should be made in writing to the officers designated for handling data access/correction requests as
promulgated in relevant departmental/internal circulars.

HE NAERE (EAERE (FARR) R(B1) (55 486 =) ERENSUEEER P IFAIIENER - K

/BRHSOEE N BRIV EOR E L S HA R E T AR WIEEREOR A B - S SREAERE M EE N
i

Civil Service Bureau N\EEELES
January 2024 —E_JuE—H

CSB(LP) Form 17 6
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