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SPECIAL LEAVE GUIDELINES
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1. Carers leave

Employees who have persons wholly or mainly dependent on them are classed as carers and, as such, are supported by paid Carer’s Leave if the dependent is sick or requires supervision at home.

Directors are authorised to grant up to 5 working days in a twelve month period through single days or longer periods where necessary, however for practical purposes Carer’s Leave may also be taken in half days.

Carer’s Leave may apply:

· Where a dependant is ill and requires constant care at home

· Where a dependant is required to attend a non-routine hospital appointment and the attendance of the carer is necessary (e.g. if dependent is unable to travel alone, consent to medical procedures etc.)

· During a critical period in hospital

· To provide necessary after care after discharge from hospital

· Where existing care arrangements have broken down with insufficient notice to rearrange.

· Where there are other unexpected / emergency situations requiring a career’s immediate attention.

2. Compassionate leave

There may be occasions when employees require time off work to attend to unexpected domestic emergencies, such as bereavements, burglaries or fire, and for this purpose Directors may authorise up to 3 days paid Compassionate Leave in a twelve month period.  Any extension will be at the discretion of the Head of Human Resources.

The purpose of Compassionate Leave is to provide practical support and assistance to help employees cope with unexpected difficulties.  Due to the nature of the circumstances covered, it is not possible to give an exhaustive list however it may include:

· An employee who encounters severe domestic problems such as a fire or burglary, who may require time off work to resolve any ensuing problems

· An employee who may have a family member critically ill in hospital and is called at short notice or during the night, thereby requiring time away from work

· To attend the funeral of a relative or close friend

In the event of the death of a close / immediate relative, or someone where a special relationship existed, up to 3 days Compassionate Leave would be reasonable.  The Head of Human Resources has discretion to extend the period of paid Compassionate Leave in exceptional circumstances, e.g. where considerable travelling is involved, or where the employee has responsibility for making funeral arrangements.

3. Leave For Non-Urgent personal or domestic reasons

Leave for non-urgent personal or domestic reasons should be taken out of annual leave.  In the event that annual / credit leave is not available, applications for additional paid leave should be made to the Head of Human Resources.

Directors are authorised to grant unpaid leave for such circumstances.

4. Attendance at meetings of outside bodies (i.e. professional bodies excluding trade unions)

Directors are authorised to grant up to 5 days paid leave in any one leave year for employees to attend meetings of “approved” outside bodies.  Requests for leave over 5 days must be referred to the Head of Human Resources for approval.  Any instances of leave over 5 days will be reported to the appropriate Lead Member for information.

5. Trade union purposes (i.e. meetings of trade unions excluding annual conference)

The Head of Human Resources is authorised to grant leave with pay to enable officers to attend meetings of bodes set up by Trade Unions (e.g. Technical or advisory committees) for the purpose of research or the further advancement of knowledge, etc, where the primary objectives of such committees are wholly unrelated to trade union activity in the sense of salaries or wages / conditions of service matters.

6. Annual conference of trade unions

The Head of Human Resources is authorised to grant leave with pay to employees appointed as bona fide delegates to attend annual conference of their Trade Union.

7. National trade union activity

The Head of Human Resources is authorised to grant leave with pay to employees who, by virtue of their Trade Union membership, are called before Royal Commissions to give evidence or are summoned by a Minister of the Crown or a Division to discuss rates of pay / conditions of service.

8. Other leave for trade union purposes 

Apart from the exceptions referred to above, applications for leave are referred to the Head of Human Resources.

9. Employees required to attend court

Employees who are required to attend court either as a witness in a court case or for jury service must report the fact to their line manager.  Employees will be granted leave of absence. The City Council reserves the right to request of the court an exemption from jury service if workload requires.

Employees will receive their normal pay during their absence but will be required to claim from the court the allowance to cover loss of earnings and where possible an element to cover employer’s on-costs.  Any payment received to cover loss of earnings must be repaid to the City Council.  Should an employee fail to make a claim, an amount equivalent to the amount that should have been claimed will be deducted from pay.

Employees will be required to attend for work on days or part days when they are discharged from court, if practicable.

In cases where the employee attends court on his/her own account (e.g. as a defendant or complainant), the employee will be expected to use annual leave.

10. Public duties

Directors are authorised to grant up to 18 days leave per year to employees who undertake public duties.  Any leave in excess of 18 days will be at the discretion of the Head of Human Resources.

Advice on the operation of this provision can be obtained from the Head of Human Resources.

11. Candidates at parliamentary elections

A maximum of 15 working days paid leave in any one leave year shall be granted to employees who are bona fide candidates for election for Parliament for the purposes of standing for election.

12. Election duties

Staff assisting with elections within the area of the authority (e.g. as Presiding Officers, Poll Clerks, Counting Clerks etc) shall be granted paid leave.

13. Examination and study leave

Employees are encouraged to undertake education, training and development.  Where there are clear benefits to both the City Council and the individual, Directors are authorised to grant leave as appropriate for the purposes of taking examinations and/or assessments and equivalent periods of paid study leave for preparation for examinations and/or assessments.

14. Service in non-regular forces

Ten days paid leave per annum will be granted to a member of the non-regular armed forces (e.g. Territorial Army).  All other leave will be unpaid, having been reasonably considered an approved.

15. Medical screening

Paid time off will be granted for the purposes of cancer screening.

16. School governing bodies

Directors are authorised to grant up to 6 days paid leave to employees for the purposes of attending meetings of School Governing Bodies of which they are members.

17. Religious observance days

Directors should take into account and give reasonable consideration to the different religious observance days.  Employees wishing to take leave of absence for religious observance days will be given leave of absence without pay if necessary, or alternatively, be allowed to take annual leave on these days.

18. Service on Whitley councils or other joint negotiating committees

The Head of Human Resources is authorised to grant leave with pay to employees serving on Whitley Councils or other Joint Negotiating Committees.
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	NAME (Block capitals)
	
	

	DIRECTORATE
	
	SECTION/TEAM
	

	
	
	
	

	
	
	
	

	
	
	
	

	I will be absent from work / I have been absent from work (delete as appropriate) for the following reason:- 
(Please include as many details as possible.  Continue overleaf if necessary)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Please identify the type of special leave you are applying for by completing the appropriate section.

	
	
	
	

	1.  CARERS LEAVE

I understand that Carers Leave can be requested by employees to care for dependants, who are wholly or mainly dependent on them, who are sick or require supervision at home.

I declare that I am a carer, as identified in the guidance to the special leave provisions, and for the reasons stated above request Carers Leave for the period :-

	
	
	
	

	FROM
	
	
	TO
	
	
	No. of WORKING DAYS
	

	
	
	
	

	SIGNED
	
	
	
	
	DATE
	

	

	2.  COMPASSIONATE LEAVE

I understand that employees who need time off to attend to unexpected domestic emergencies can request Compassionate Leave.

For the reasons stated above, I request Compassionate Leave for the period :-

	
	
	
	
	
	
	
	

	FROM
	
	
	TO
	
	
	No. of WORKING DAYS
	

	
	
	
	

	SIGNED
	
	
	
	
	DATE
	

	
	
	
	

	
	
	
	

	APPROVED YES/NO BY : -

	
	
	
	

	
	
	
	

	NAME
	
	
	
	
	
	DATE
	
	

	
	
	
	
	
	
	
	
	

	POSITION
	
	
	
	
	
	
	



Pers.Form 40











APPLICATION FOR SPECIAL LEAVE





Employees - complete and give to your Manager.  If approved record on your leave slip.  


Managers – Please retain for your records.
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