THE CHINESE UNIVERSITY OF HONG KONG

PERSONNEL CIRCULAR NO. 3/2015

Promoting Breastfeeding Friendly Workplace

To: College Heads/Masters
Faculty Deans
School Directors/Department Chairpersons/Unit Heads
Institute/Centre Directors

1. In July 2015, the University signed a pledge to join the “Say Yes to Breastfeeding” Campaign organized by
The United Nations” Fund for Children (UNICEF) in collaboration with the Food and Health Bureau and the
Department of Health, To affirm the University’s support and commitment to foster a breastfeeding friendly
workplace, this circular announces the related administrative guidelines approved by the Administrative and
Planning Committee (AAPC) at its 11™ (2015) meeting.

2. As promulgated by the Department of Health, there are the following elements for a breastfeeding friendly
workplace: provision of a space with privacy, an appropriate chair and table, a refrigerator and “lactation breaks”
to facilitate the milk expression of lactating appointees within a year after child delivery.

3. At present, there are four central nursing rooms on campus respectively in Chung Chi College, United
College, S.H. Ho College and the Pommerenke Student Centre. The lactq}ing appointees are welcomed to use
these nursing rooms on a walk-in basis or through an on-line booking system via the website of the Task Force on
Women and Family-friendly Policies (www.wffp.cuhk.edu.hk). For the convenience of the lactating appointees
and to minimize commuting time, Departments/Units (D/U) are encouraged, insofar as practicable, to arrange
locally a space with privacy to facilitate the milk expression of lactating appointees. A meeting room, a curtained
cubicle or an enclosed arca with proper signage will serve the purpose. The private space should have a chair, a
table and an electric outlet if possible for operating a breastmilk pump.

4., More importantly, AAPC at the aforementioned meeting approved the introduction of lactation breaks for
lactating appointees within the year after child delivery. In general, “lactation breaks” refer to fwo 30-minute
breaks for a normal working day of 8 hours. The actual pattern and extent of the lactation breaks can be flexibly
arranged in the workplace upon due consideration of the need of the appointee and the work operation. The
relevant guidelines and the request form are attached, where also available at http://www?2.per.cuhk.edu.hk/en-GB/.

5. For the smooth implementation and provision of lactation breaks at the workplace, early consultation,
positive communication and mutual respect are very important. The University would like to appeal to the D/U
management and the affected co-workers for their acceptance and support of their female colleagues’ choice of
continuous breastfeeding after returning to work and for the lactating appointees’ appreciation to the
accommodation provided by their D/U.  Let us join hands in fostering supportive culture at the workplace.

6. Please post/circulate this circular for information of your staff members. Enquiries pertaining to this
circular can be directed to Ms. Betty To, Assistant Director of Personnel at 3943 7288, Ms. Angel Leung, Personnel
Manager at 3943 8611 and Ms. Jessica Yip, Assistant Personnel Manager at 3943 9897,

Cotuma |
Corinna Lee (Ms.)
Director of Personnel
Encl.

c.c. Vice-Chancellor
Provost
Pro-Vice-Chancellors/Associate-Vice-Presidents
College/Faculty/Departmental administrators
Co-Convenors, Task Force on Women and Family-friendly Policies (TFWFEP)
Secretary, TFWFEP

*online booking facility is under construction.
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CUHK Personnel Circular No. 3/2015

Advisory Guidelines on Provision of Lactation Breaks

Applicability

1. As a caring employer and to promote a supportive culture at workplace, the University introduces lactation
breaks to cater for the need of its appointees to continue breastfeeding their newborn babies upon returning to work
after maternity leave. Lactation breaks will be counted as working hours (i.e. part of a working day) for
appointees who work on full-time basis and mandatory compensation for the time used for milk expression is not
expected. Appointees working on part-time basis may also be provided with lactation breaks subject to their
actual work schedule and agreement with the Departments/Units (D/U).

Lactation Breaks

2. Upon the request of the lactating appointees and subject to the arrangement being reasonably practicable, '
D/U are advised to provide lactation breaks to such appointees within the year after child delivery. The level of
provision (which also applies to multiple births in one pregnancy) and the arrangement can be as follows:

a. Two separale sessions each for up to 30 minutes at agreed timeslots during normal work hours; or,

b. Staggered work hours allowing the lactating appointee to report for duty 30 minutes later in the morning
and/or granting of an extended lunch hour (i.e. 1.5 hours). The breastfeeding appointees therefore can
express milk before they come to work, during lunch break and after work (i.e. at interval of around 4
hours).

3. There is no separate provision of commuting time for lactation breaks. Both the lactating appointees and
their D/U should be committed to minimize the commuting time for the purpose. Unless otherwise agreed by D/U,
the lactating appointees should stay in the local workplace during lactation breaks if suitable space and facilitics are
provided locally.

4,  The schedule, pattern and extent of the lactation breaks can be flexibly arranged upon due consideration of
the need of the appointee, the work operation and arrangement among co-workers at the workplace. While a
regular pattern of lactation breaks is encouraged, both D/U and the lactating appointee should be prepared for
possible variation in the actual provision to best suit the situation, ¢.g. an appointee may have lactation break earlier
or later in case she needs to attend an office meeting at the original time slot.

Farly Consultation, Positive Communication and Mutual Respect

5. The appointee concerned should inform the D/U of her intention to continue breastfeeding after returning to
work. An early discussion during pregnancy or before commencement of maternity leave will enable better
preparation on both sides, i.c. the workplace to arrange for the most feasible/practicable pattern of the lactation
breaks and for the appointee to practise breastmilk expression after child delivery on the said pattern before
returning to work.

6.  While proof of breastfeeding status is not required for providing lactation breaks, the appointee concerned
should complete and submit the prescribed “Request Form for Lactation Breaks” to D/Us. The actual
arrangement of the lactation breaks (the schedule and the extent) can be worked out between the appointee and her
supervisor. The process requires positive communication, mutual respect and support in the workplace.

Enquiry

7. Enquiries relating to the provision of lactation breaks at the University can be referred to the central leave
administrators in the Personnel Office. Professional advice on the implementation of breastfeeding friendly
measures at workplace is available on the web of the Department of Health:

htip:/fwww.fhs. gov. hik/english/breastfeeding/workplace. html

(September 2015)



THE CHINESE UNIVERSITY OF HONG KONG

Request Form for Lactation Breaks
{Saft copy of this form is available at the webpage of the Personnel Office)

Notes to Appointees

1. in its pledge to promote breastfeeding friendly workplace, the University is committed to provide lactation breaks to its
breastfeeding appointees within the year of child delivery. The policy initiative and the “Breastfeeding Friendly Workplace
Guidelines were promulgated via the Personnel Circular No. 32015 issued on September 25, 2015
{https://www?2.per.cuhk.edu.hk/en-GB/).

2. Afemale appointee who intends to have lactation breaks to facilitate continuous breastfeeding after returning to work should lodge
a request to the Departments/Units {“D/U") as early as possible, preferably during pregnancy/before commencement of maternity
{eave, by completing and returning this Request Form.

3, The personal data provided on this Request Form will be used by D/U concerned and the University for considering requests for and
the administration of time release for lactation breaks. The provision of personal data on this Form is a voluntary act.  If sufficient
information is not provided, the request may not be processed effectively. For enquires, including data access and corrections
thereof, please contact the D/U concerned or the Personnel Officer, Benefits & Personnel Services, Personnel Office, The Chinese
University of Hong Kong, Shatin, N.T. [Fax no. {852) 3942 0946].

To be Completed by the Appointee

Name: Staff No.: Tel.:
Post: Depariment/Unit:
Proposed period for granting of lactation breaks: From (DD/MM/YY) to (DD/MM/YY)

(Normally within one year from the delivery of child)

The following pattern of lactation breaks is proposed upon consultation at the workplace: (please tick M as
appropriate) '

[] Two lactation breaks up to 30 minutes per session normally scheduled for (time) and
(time) during the office hours, or
[ ] Staggered work hours (please elaborate):

Undertaking;: (please tick I to acknowledge)

[ ] I understand that the provision of lactation breaks is not part of my contractual terms of appointment at the
University. In consideration of this extra provision, I undertake with my best endeavor to work out
reasonably practicable pattern of lactation breaks at my workplace and be prepared for reasonable adjustment
when necessary.

Date : Signature:

Agreement by Appointee’s supervisor (please tick M to confirm agreement)
[[] The above proposed lactation break arrangement is agreeable.
Advice, if any:

Date : : Signature:
(Name in Block: )

Endorsement by the Head of Department/Unit (please tick M to accept the request)
[[]  Request for lactation break is endorsed.
Advice, if any:

Date : Signature:
(Name in Block: )
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