KADIR HAS UNIVERSITY

DIRECTIVE ON PREGNANCY, MATERNITY AND BREAST-FEEDING LEAVE
AND TEMPORARY DISABILITY

SECTION ONE
Purpose, Scope, Basis and Definitions

Purpose

Article 1 - This directive aims to regulate the principles and procedures regarding pregnancy,
birth and breast-feeding leave along with temporary disability allowances of Kadir Has
University academic and administrative staff.

Scope

Article 2 - This directive applies to the full-time academic and administrative staff of Kadir
Has University. Accordingly, it does not apply to academic staffs who come from another
university through a letter of assignment or who are working at another institution and visit
Kadir Has University for giving lectures, or the administrative staff who come to provide
temporary administrative services.

Basis

Article 3 - This directive was prepared based on the Labor Law No0.4857 and the Social
Insurance and General Health Insurance Law No0.5510.

Definitions

Article 4- The following terms mentioned in this directive shall mean as designated below:
University: Kadir Has University.

Rectorate: The Rectorate of Kadir Has University,

Academic Staff: The academic staff working at Kadir Has University under the research
fellow, academic, doctor faculty member as well as the associate professor or professor
positions.

Administrative Staff (Personnel/Employees): The administrative personnel working full
time at Kadir Has University administrative units in scope of Labor Law N0.4857.

Temporary Disability Allowance: The payment made to the insured in the scope of the
sickness and maternity insurance as the daily temporary disability allowance during the short-
time disability due to sickness or motherhood.

SECTION TWO
General Principles and Implication

Notification

Article 5 — The Kadir Has University employees who want to benefit from the provisions
under this Directive must notify the dean at the faculties if they are academics or their



managers in other units, or the administrative unit directors if they are administrative staff, of
their pregnancy until the end of the tenth week of their pregnancy latest.

The staff who wants to adopt a child between 0-2 ages makes a notification until 5 (five)
months prior to the completion of the adoption procedures latest.

Maternity Leave

Article 6 - (Amended: Senate 24.04.2019 — 2019/04) The maternity leave used by the staff
upon giving birth is 16 (sixteen) weeks in total including 8 (eight) weeks before giving birth
and 8 (weeks) after giving birth, according to article 74 of the Labor Law. In case of
polycyesia (multiple pregnancy), 2 (two) additional weeks are added to the 8 (eight) weeks
non-working period and the maternity leave is provided as 18 (eighteen) weeks in total
including 10 (ten) weeks before giving birth and 8 (weeks) after giving birth.

If the female staff gives birth to a premature baby, then any pre-birth leave period which
could not be utilized before giving birth shall be added to the post-birth leave period.

The maternity leave of the female staff is started following completion of 32th (thirty second)

week of the pregnancy by the state hospital or the private health care facility having a contract
with Social Security Institution and the staff takes her leave after issuance of the temporary
disability certificate including the end date of the maternity leave and a blank space for the
end date of the maternity which shall be determined and written after giving birth.

The employee can go on her job until 3 (three) weeks prior to giving birth, if she desires so, if
her health condition is good and if the doctor allows her to work. In order the employee to
continue her job, upon completion of 32th (thirty second) week of the pregnancy she needs to
obtain a report that is designating she can work from the state hospital or the private health
care facility having a contract with Social Security Institution. Furthermore, she is given the
temporary disability certificate including the end date of the maternity leave and a blank space
for the end date of the maternity which shall be determined and written after giving birth. In
this case, within the last 3 (three) weeks of the pregnancy the employee applies again to the
state hospital or the private health care facility issuing the temporary disability certificate, and
gets her maternity leave started. The employee submits a copy of the temporary disability
certificate that is provided by the state hospital or the private health care facility during 32th
(thirty second) or the last 3 (three) weeks of the pregnancy, to the Human Resources
Directorate. The original of the temporary disability certificate is kept by employee.

Upon her request, the female employee is given an unpaid leave up to 6 (six) months
following completion of her 16 (sixteen) week leave or 18 (eighteen) week leave, in case of
multiple pregnancy. This time period is not taken into consideration while calculating the
annual paid leave.

If the female employee demands to use her annual paid leave following completion of her 16
(sixteen) week leave or 18 (eighteen) week leave in case of multiple pregnancy, then it is
deemed that she waived to use her right to unpaid leave. In terms of order of preference,
firstly the maternity leave, secondly the unpaid leave and lastly the annual paid leave should
be exercised.

The female employee takes her leave starting from the commencement date of the leave that
is determined by the state hospital or the private health care facility, and should not come to
the workplace for work purposes after this date. Since the academics who are giving lectures
or making research cannot continue giving lectures or making research as of the
commencement date of the maternity leave, it is important to make arrangements and



planning regarding the relevant lectures and researches after the employee notifies the dean or
her manager of her pregnancy.

Before the maternity leave, the employee completes all required work transfers and informs
all relevant employees regarding the work transfer.

The post-birth leaves mentioned above are applied to any male and female employees who
adopt a child between 0-2 ages, after the adoption.

The male employee whose wife gives birth can use a paid paternity leave of 10 (ten) days by
submitting the certificate of birth to the Human Resources Directorate. This leave can be
taken within one month following the birth.

Temporary Disability Allowance

Article 7 - The employee who is on her maternity leave continues to receive her full monthly
salary. In return, the employee returns the temporary disability allowance provided by the
Social Security Institution to the University in exchange for the monthly salary payment made
during her maternity leave. Any difference between the payments is undertaken by the
university.

In order to be entitled to the temporary disability allowance, the female employee’s short-term
insurance premium must have been declared for at least 90 (ninety) days within the 1 (one)
year before the birth. Provided that she complies with the condition above, the female
employee is provided a temporary disability allowance for each day she is not working during
the 16 (sixteen) week leave (twice 8 [eight] week leave, that is once before and once after the
birth), or during the 18 (eighteen) week leave (8+10 weeks) by adding 2 (two) weeks to the
foregoing 8 (eight) week leave before giving birth, if it is a multiple pregnancy. The female
employee is given temporary disability allowance for the non-working time period that she
could not benefit from before the birth due to premature delivery, and for the time period
added to her post-birth resting period in the case she works upon her will and the doctor’s
approval until the last 3 (three) weeks to giving birth.

The male and female employees who adopt a child between 0-2 ages are provided the post-
birth/post-adoption proportion of the temporary disability allowance. In case of adoption, the
payment made by the University shall not be returned since the Social Security Institution
does not make any payments for adoption.

Post-birth Procedures

Article 8 - (Amended: Senate 24.04.2019 - 2019/04) After giving birth, the female employee
applies to the state hospital or the private health care facility issuing the temporary disability
certificate with the original birth certificate or the original temporary disability certificate she
previously obtained, fore determination of the end date of the maternity leave.

Following determination of the end date of the maternity leave, the employee submits a copy
of the temporary disability certificate to the Human Resources Directorate within 5 (five) days
following the date she receives the certificate. The Financial Affairs Directorate records the
commencement dates and the end dates of the maternity leave for the employee under the
Social Security Institution’s web-based system and ensures that the Social Security Institution
calculates the employee’s temporary disability allowance.

The temporary disability allowance is deposited under the post office by the Social Security
Institution under the name of the employee. The temporary disability allowance deposited can
be withdrawn from the post offices with the ID card including the Turkish ID/Citizenship No.



The employee deposits the temporary disability allowance that she withdraws from the post
office to the University’s bank account to be designated by the Financial Affairs Directorate,
within 1 (one) month following the end date of the maternity leave as designated under the
Social Security Institution’s report.

If the employee wants to take unpaid leave following completion of her maternity leave, then
she informs her director about the matter through a letter of request. Later, she submits the
foregoing letter of request approved by her director to the Human Resources Directorate.

The provisions of this article are applied to also the male and female employees adopting a
child, to the extent they are applicable.

Breast-feeding Leave

Article 9 - (Amended: Senate 24.04.2019 - 2019/04) Following the end of the maternity leave,
the employee giving birth becomes entitled to a 1.5 (one and half) hour breast-feeding leave
in total for each working day during the period starting from her date of return to work until
the baby finishes age 2 (two). The employee can take this 1.5 (one and half) hour breast-
feeding leave either by dividing it into three times during the working hours or at the
beginning or the end of the working hours. The employee notifies her unit’s director of her
choice at the beginning of each month.

At the initial six months of the leave, the employee - if desires so - can take her breast-feeding
leave as a half day breast-feeding leave plus 45 minutes leaves on each working day, by
combining the foregoing 1,5-hour leaves on a weekly basis.

Following the completion of the initial six months of the leave, the employee - if desires so -
can take her breast-feeding leave as a one full day leave by combining it into a single day. In
such case, she cannot use breast-feeding leave during the working hours.

If the employee wants to take the half day or the full day leave mentioned above, then she
informs her director about the matter through a letter of request. The relevant weekday for
taking the leave is determined together by the unit’s director and the employee. The letter of
request approved by the director is submitted before the Human Resources Directorate.

The breast-feeding leaves are included in the working period.
Miscellaneous

Article 10 - The University Rector is authorized to decide on any matters not mentioned
under this directive and any other special conditions.

Effect

Article 11 — This Directive enters into effect on the date it is adopted by University Senate in
its meeting dated 11.07.2018.

Execution
Article 12 - Provisions of this directive are executed by the University’s Rector.



