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Guidance Notes on Applications  

to the Reimbursement of Maternity Leave Pay Scheme  
 

 
 

Channels for Enquiries 
 

The public is welcome to: 
 call the service hotline of the Reimbursement of Maternity Leave Pay (“RMLP”) Scheme at 

2636 6353 during office hours from 9:00 am to 1:00 pm and 2:00 pm to 6:15 pm on Mondays 
to Fridays excluding public holidays; 

 browse the “Reimbursement Easy Portal” (“REP”) at www.rmlps.gov.hk;  
 email to enquiry@rmlps.hk; or 
 visit the Service Centre for the RMLP Scheme at Unit 204, 2nd Floor, South Island Place, 8 

Wong Chuk Hang Road, Hong Kong, during the aforesaid office hours. 
 
The above enquiry services are operated by the processing agent (“PA”) appointed by the Labour 
Department (“LD”).  

 
 

1. Introduction 

1.1 The statutory maternity leave (“ML”) for female employees under the Employment 
Ordinance (“EO”) has been extended from 10 weeks to 14 weeks with effect from 11 
December 2020.  For the maternity leave pay (“MLP”) of the 11th to 14th weeks’ ML that 
is required to be paid and has been paid to the employee under EO, employers may submit 
applications for reimbursement of MLP under the RMLP Scheme, subject to a cap of 
$80,000 per employee.  The RMLP Scheme is an administrative scheme overseen by LD 
and operated by PA. 

 
 

2. Criteria for Application 

2.1 An application must meet the following requirements: 
(a) the employee pertinent to the application employed by the employer (“applicant”) is 

covered by EO (please see Appendix 1); 
(b) the employee is entitled to ML and MLP under EO (please see Appendix 1);  
(c) the employee has taken her ML and the applicant has paid 14 weeks’ MLP to the 

employee (please see Appendix 1);  
(d) the employee’s confinement occurs on or after 11 December 2020; and 
(e) the additional four weeks’ MLP paid to the employee has not been / will not be covered 

/ subsidised by other government funding.  
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3. Documents Required to be Submitted for an Application 

3.1 Applicants should submit one application for each employee.  For each application, the 
applicant should submit: 
(a) a completed Employer Application Form;  
(b) a completed Employee Declaration Form; and  
(c) a copy of the following supporting documents (please see Appendix 2 for the detailed 

requirements): 
(i) payment proof of the 14 weeks’ MLP; 
(ii) proof of bank account for receiving reimbursement; 
(iii) registration / identity document relating to the applicant:  

 Business Registration Certificate (“BRC”);  
 for organisations without business registration but are incorporated under 

ordinances of Hong Kong, the registration document (if applicable) under that 
ordinance (e.g. Certificate of Registration of a Society under the Societies 
Ordinance, Certificate of Registration of School under the Education 
Ordinance, etc.); or 

 for an applicant who is an individual without any business registration, the 
Hong Kong Identity Card / passport; and 

(iv) employee’s pregnancy proof. 
 

3.2 For the Employee Declaration Form, the applicant is advised to arrange the employee to 
complete it prior to the commencement of her ML as far as possible.   
 

3.3 The applicant will be requested to provide further information (e.g. payment proof of the 
12 months’ wages immediately preceding the commencement of the employee’s ML, 
employment contract) if required. 

 
 

4. Channels for Submitting Applications 

4.1 Applicants are encouraged to submit applications through REP at www.rmlps.gov.hk.  
Applicants may also submit applications through the following channels: 
 email to enquiry@rmlps.hk; 
 fax to 2178 0328; or  
 post or in person to: 

Service Centre for the Reimbursement of Maternity Leave Pay Scheme 
Unit 204, 2nd Floor,  
South Island Place,  
8 Wong Chuk Hang Road,  
Hong Kong.  
 

4.2 Upon receipt of applications, PA will acknowledge receipt and provide the applicant with 
an application number by email or post.  If the applicant does not receive any notification 
within 7 working days after submitting the application, please call the service hotline to 
follow up.  

 
 
 



 
RMLPS_GN(E)(04/2021) 3  

 

 

5. Deadline for Submitting Applications 

5.1 Applicants should submit applications not later than three months after the last day of the 
employee’s 14 weeks’ statutory ML under EO or not later than three months after the 
commencement date of the RMLP Scheme on 1 April 2021, whichever is later.   

 
 

6. Processing of Applications 

6.1 LD and/or PA will assess the applicant’s eligibility for RMLP and determine the amount of 
reimbursement based on the information and supporting documents provided by the 
applicant as well as those obtained from the employee / relevant government bureaux / 
departments / organisations. 
 

6.2 To determine the amount of reimbursement, LD and/or PA will compare the amount of 
MLP for the 11th to 14th weeks’ ML actually paid to the employee by the applicant as 
provided in item 2 of Part IV of the Application Form against the amount of MLP payable 
for the 11th to 14th weeks’ ML as calculated in accordance with EO based on the 
information provided in Part III of the Application Form.  The lesser amount (if the 
aforesaid two amounts are different), subject to a cap of $80,000 per employee and payment 
proof, will in general be the reimbursement amount.  
 

6.3 Staff of LD and/or PA may approach the applicant and the employee by telephone, letter, 
email and/or other means (e.g. company visits) for verification, clarification, seeking 
supplementary information and documents, and invite the applicant to attend interviews.  If 
in doubt, the applicant and employee should contact LD and/or PA to verify the identity of 
the persons approaching them. 
 

6.4 If necessary, applicants will be required to make declarations under the Oaths and 
Declarations Ordinance to declare that the information given in the applications and 
documents submitted are true and correct.  
 

6.5 LD and/or PA will conduct investigation where required.  The applicants of these 
applications will be required to provide more detailed information in respect of the 
applications (e.g. payment proof of the 12 months’ wages immediately preceding the 
commencement of the employee’s ML, employment contract, etc.).  In the event that the 
applicants fail to provide the information required, it may render the applications 
unapproved and/or the applicants will be liable to repay in full RMLP received. 
 

6.6 Applicants are required to retain the originals of all supporting documents for at least one 
year after receipt of application results.  
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7. Notification of Application Results and Payment of RMLP 

7.1 A Notification of Application Results will be issued to the applicant (and the employee will 
also be notified of approved applications) by email or post.   
 

7.2 If the application is approved, the reimbursement will be paid to the applicant’s designated 
bank account specified in the Application Form.  Notification will not be issued again after 
payment is effected.   
 

7.3 In general, the Notification of Application Results (and payment of RMLP for approved 
applications) will be made within 15 working days upon receipt of an application together 
with all the required information and documents. 

 
 

8. Audit Checks 

8.1 LD and/or PA will select applications for audit checks.  The applicants of these applications 
will be required to provide more detailed information in respect of the applications (e.g. 
payment proof of the 12 months’ wages immediately preceding the commencement of the 
employee’s ML, employment contract, etc.).  In the event that the applicants fail to provide 
the information required, it may render the applications unapproved and/or the applicants 
will be liable to repay in full RMLP received. 

 
 

9. Repayment of Overpaid Reimbursement  

9.1 Applicants shall repay in full to the Government of the Hong Kong Special Administrative 
Region any overpaid RMLP received.  Such circumstances may arise if it is found that the 
applicant is not eligible for reimbursement or the eligible amount of reimbursement should 
be lower than the amount already reimbursed, due to further verification / investigation and 
availability of new information, etc. including any overpayment or payment by mistake for 
whatever reason. 

 
 

10. Provision of Information 

10.1 Applicants should ensure that consent has been obtained from the employee for providing 
her personal data and necessary information and documents to LD and/or PA for processing 
the application.   

 
10.2 Failure to provide complete or sufficient information will render the applications deferred 

or disqualified for further processing.  Applicants wishing to provide supplementary 
information or amend the information submitted should notify PA through REP or by fax / 
email / post. 

  



 
RMLPS_GN(E)(04/2021) 5  

 

Appendix 1 
 

Extracts of  
“A Concise Guide to the Employment Ordinance” 

 

The full text of “A Concise Guide to the Employment Ordinance” is available at: 
https://www.labour.gov.hk/eng/public/ConciseGuide.htm 
 
For enquiries on the Employment Ordinance (“EO”), please e-mail to enquiry@labour.gov.hk or call 
the Labour Department’s 24-hour enquiry hotline 2717 1771 (handled by “1823”). 

 
 

1. Application of EO 

EO applies to all employees with the following exceptions: 
1. a family member who lives in the same dwelling as the employer; 
2. an employee as defined in the Contracts for Employment Outside Hong Kong Ordinance; 
3. a person serving under a crew agreement under the Merchant Shipping (Seafarers) 

Ordinance, or on board a ship which is not registered in Hong Kong; and 
4. an apprentice whose contract of apprenticeship has been registered under the Apprenticeship 

Ordinance, other than certain provisions of EO. 
 
 

2. Definition of “Wages” (please also see footnote 2) 

“Wages” means all remuneration, earnings, allowances, tips and service charges, however 
designated or calculated, payable to an employee in respect of work done or work to be done.  
Allowances including travelling allowances, attendance allowances, commission and overtime 
pay are within the definition of wages.  However, it does not include: 
1. the value of any accommodation, education, food, fuel, water, light or medical care provided 

by the employer; 
2. employer's contribution to any retirement scheme; 
3. commission, attendance allowance or attendance bonus which is of a gratuitous nature or is 

payable only at the discretion of the employer; 
4. non-recurrent travelling allowance or the value of any travelling concession or travelling 

allowance for actual expenses incurred by the employment; 
5. any sum payable to the employee to defray special expenses incurred by him by the nature 

of his employment; 
6. end of year payment, or annual bonus which is of a gratuitous nature or is payable only at 

the discretion of the employer; 
7. gratuity payable on completion or termination of a contract of employment. 

 
An employee’s entitlements to end of year payment, maternity leave pay (“MLP”), paternity 
leave pay, severance payment, long service payment, sickness allowance, holiday pay, annual 
leave pay and payment in lieu of notice are calculated according to the above definition of wages. 
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Overtime pay should also be included in calculating the above payments if: 
 it is of a constant character; or 
 its monthly average over the past 12 months is not less than 20% of the average monthly wages 

of the employee during the same period. 
 
 

3. Continuous Contract of Employment 

An employee who has been employed continuously by the same employer for four weeks or 
more, with at least 18 hours worked in each week is regarded as being employed under a 
continuous contract. 
 
 

4. Maternity Leave (“ML”) 

A female employee employed under a continuous contract immediately before the 
commencement of her ML and having given notice of pregnancy and her intention to take ML 
to the employer is entitled to the following periods of leave: 
 a continuous period of 14 weeks’ ML; 
 if confinement occurs later than the expected date of confinement, a further period equal to 

the number of days from the day after the expected date of confinement to the actual date of 
confinement; 

 an additional period of leave for not more than four weeks on the grounds of illness or 
disability due to the pregnancy or confinement. 

 
Note: Confinement means the delivery of a child; miscarriage means the expulsion of the 
products of conception which are incapable of survival after being born before 24 weeks of 
pregnancy.  If before 24 weeks of pregnancy an employee delivers a surviving child or the child 
prematurely dies after being born, it is not a case of miscarriage. 

 
 

5. Taking of ML 

 With the agreement of her employer, a pregnant employee may decide to commence her ML 
from two to four weeks before the expected date of confinement. 

 If the employee does not decide on the date, or fails to secure her employer’s agreement, the 
employee shall commence her ML four weeks before the expected date of confinement. 

 ML commences on the date of confinement if it occurs before the scheduled ML.  In this case, 
the employee should give notice of the date of confinement and her intention to take 14 weeks’ 
ML to her employer within seven days of her confinement. 
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6. Payment for ML 

An employee is eligible for MLP if: 
1. she has been employed under a continuous contract for not less than 40 weeks immediately 

before the commencement of the scheduled ML; 
2. she has given notice of pregnancy and her intention to take ML to her employer after the 

pregnancy has been confirmed.  For example, the presentation of a medical certificate 
confirming her pregnancy to the employer; and 

3. she has produced a medical certificate specifying the expected date of confinement if so 
required by her employer. 

 
ML should be paid for a period of 14 weeks and it should be paid on the normal pay day of the 
employee. 
 
The daily rate of MLP is a sum equivalent to four-fifths of the average daily wages earned by an 
employee in the 12-month1 period preceding the first day of the ML.  If an employee is employed 
for less than 12 months, the calculation shall be based on the shorter period.  The 4-week MLP 
for the 11th to 14th week of the ML is subject to a cap of $80,000. 
 
In calculating the average daily wages, an employer has to exclude (i) the periods for which an 
employee is not paid his wages or full wages, including rest day, statutory holiday, annual leave, 
sickness day, ML, sick leave due to work injuries or leave taken with the agreement of the 
employer, and any normal working day on which the employee is not provided by the employer 
with work; together with (ii) the sum paid to the employee for such periods2 . (Please see 
Appendix 1 of “A Concise Guide to the Employment Ordinance” for details).   

                                                      
1   “Month” refers to “calendar month”. 
2  To simplify the administrative work involved in calculating average wages, the Employment (Amendment) Ordinance 

2007 has made a technical amendment to presume the sum payable for the periods under (i) and (ii) below as wages: 
(i) the employee’s taking the following leave: leave provided under EO (i.e. rest day, statutory holiday, annual leave, 

ML, paternity leave or sickness day); sick leave due to work injuries as provided under the Employees’ 
Compensation Ordinance; or leave taken with the agreement of the employer; and 

(ii) the employee not being provided by the employer with work on any normal working day.  
By doing so, an employer does not have to exclude his employee’s full-paid leave (be it statutory holiday, annual 
leave, ML, paternity leave or any other leave taken with agreement of the employer) as well as the sum paid 
correspondingly when calculating average wages.  It is noteworthy that the definition of wages under EO has not been 
changed as a result of this amendment. 
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Appendix 2 

Detailed Requirements on the Supporting Documents 

1. Payment Proof of 14 Weeks’ Maternity Leave Pay (“MLP”) 

 The employer (“applicant”) should provide third-party payment proof as far as possible 
which will facilitate the processing of the applications.  Examples of third-party payment 
proof: 
 bank transaction records (e.g. ATM records); 
 bank statements (e.g. salary transfer statement showing the names of the applicant and 

the employee with relevant details); or 
 cheques issued by the applicant to the employee with relevant bank clearing record 

(e.g. passbook). 
 Examples of non-third-party payment proof: 

 the employee’s acknowledgment receipt of payment;  
 cheques issued by the applicant to the employee without bank clearing record; or 
 salary slips. 

 

2. Proof of a Bank Account for Receiving Reimbursement  

 Must be submitted for applicants making first-time applications. 
 Please provide the account information of a local Hong Kong Dollar savings or current 

bank account. 
 The name of the account holder should be the same as the name of the applicant.  

Applicants should not use another person / company’s bank account for receiving 
reimbursement. 

 Examples of proof of bank account: monthly bank statement or passbook of the 
applicant’s bank account showing the account holder’s English name and account number. 

 

3. Registration / Identity Document Relating to the Applicant 

 The name shown on the registration / identity document relating to the applicant (e.g. 
Business Registration Certificate, the Hong Kong Identity Card) must be the same as the 
name of the applicant. 

 The registration / identity document should be valid.  
 

4. The Employee’s Pregnancy Proof 

 Examples of pregnancy proof: 
 medical certificate specifying the expected date of confinement of the employee1; 
 medical certificate or certificate of attendance for medical examination in relation to 

pregnancy attended by the employee2; or 
 birth certificate showing the employee as the mother of the child.  

                                                      
1 For entitlement to MLP under the Employment Ordinance (“EO”), a pregnant employee shall produce to the employer 

a medical certificate specifying the expected date of confinement if so required by the employer.  
2  Under EO, for a pregnant employee who is absent from work to attend a medical examination in relation to pregnancy, 

the employee shall produce to the employer an appropriate medical certificate or a certificate of attendance for 
entitlement of sickness allowance if other conditions are met. 


