Leave Policies
Annual Leave:

The holiday year runs from your employment start date. You are entitled to 28 days (pro
rata if part time) annual holiday during each holiday year, including eight days of public
holiday.

Public holidays are as follows:

New Year’s Day; Good Friday; Easter Monday; May Day Bank Holiday; Spring Bank Holiday;
Late Summer Bank Holiday; Christmas Day and Boxing Day.

Entitlement to public holiday days is calculated on a pro-rata basis even if the day is not
usually worked.

You must give at least one week’s notice of proposed holiday days and these must then be
approved by your line manager. The charity reserves the right to refuse any holiday request.

Untaken holiday entitlement in any holiday year may not be carried forward to any following
holiday year and such holiday entitlement will be forfeited without any right to payment in
lieu.

Holiday entitlement for any part of the year worked will be calculated on a pro rata basis at
the rate of hours/days per complete calendar month worked. If you leave the charity, any
leave outstanding should be taken prior to your end date where possible but if this is not
possible, subject to the prior agreement of your line manager, payment for untaken leave
may be made.

If you have taken more holiday than your pro rata holiday entitlement you will be required
to repay (including by way of deduction from any monies which would otherwise be payable
to you) to the charity any salary received in respect of the excess.

Sick Leave:

In the event of your absence for whatever reason you, where possible, or someone on your
behalf must contact your line manager before 11.am on the first day of the absence to
inform them of the reason for your absence. You should try to give some indication of your
expected return date and notify the charity if this date changes. You should continue to
keep your line manager informed as to the state of your health throughout any period of
sickness absence.

If the absence is due to sickness and lasts seven calendar days or less, or for the first seven
calendar days of any expected lengthier illness staff must complete a self-certification form.
The form will be supplied to you by your line manager. A fit note signed by your doctor or
other authorised healthcare professional as to the reason for the absence must be handed



https://drive.google.com/file/d/1JBPYMNTxTvGE8LQc1xmKcgY2B7ySTUpe/view?usp=sharing

or sent to your line manager for any period of seven consecutive day’s absence, including
weekends. A new fit note should be sent each seven days or appropriate period thereafter.

Any failure to report to work prior to your scheduled starting time or failing to attend at all
without informing your manager will be regarded as unauthorised absence and may lead to
disciplinary action. Prolonged or repeated unauthorised absence may result in more serious
disciplinary action being taken. Similarly, sick or injury absence which is not genuine may
result in disciplinary action being taken.

If you are absent from work due to sickness or injury and you have complied with the notice
requirements outlined above, the charity will pay Statutory Sick Pay (SSP) in accordance with
its legal obligations. SSP is not payable for the first three days of iliness. For the purposes of
the Statutory Sick Pay scheme ‘qualifying days’ are Monday to Friday (or your usual days of
work if part-time). SSP is treated as pay and is subject to the normal deductions.

For further information on statutory sick pay refer to: https://www.gov.uk/statutory-sick-pay

Maternity Leave:

The charity will follow the statutory requirements for maternity leave and pay. For further
information on statutory maternity leave and pay refer to:
https://www.gov.uk/maternity-pay-leave

Paternity Leave:

The charity will follow the statutory requirements for paternity leave and pay. For further
information on statutory paternity leave and pay refer to:
https://www.gov.uk/paternity-pay-leave

Adoption Leave:

The charity will follow the statutory requirements for adoption leave and pay. For further
information on statutory adoption leave and pay refer to:
https://www.gov.uk/adoption-pay-leave

Shared Parental Leave:

The charity will follow the statutory requirements for shared parental leave and pay. For
further information on statutory shared parental leave and pay refer to:
https://www.gov.uk/shared-parental-leave-and-pay

Unpaid parental leave:

The charity will follow the statutory requirements for unpaid parental leave. For further
information on parental leave refer to: https://www.gov.uk/parental-leave/overview

Unpaid time off to deal with dependants

The charity will follow the statutory requirements for time off for dependants. For further
information on this type of leave refer to: https://www.gov.uk/time-off-for-dependants

Parental bereavement leave
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The charity will follow the statutory requirements for parental bereavement leave. For
further information on this type of leave refer to:
https://www.gov.uk/parental-bereavement-pay-leave

Compassionate leave:

When a death occurs in an employee's immediate family, an employee may take up to 8 days
off with pay to attend the funeral or make funeral arrangements (pro-rated for part-time
staff). This is in addition to any statutory leave the employee is eligible to take.

Immediate family members will normally include an employee's spouse, parents,
stepparents, siblings, children, stepchildren, grandparent, father-in-law, mother-in-law,
brother-in-law, sister-in-law, son-in-law, daughter-in-law, or grandchild.

An employee may take up to 2 days with pay to attend the funeral of extended family or a
close, non-family member. This time off will be considered by the employee's line manager
on a case-by-case basis. The pay for time off will be prorated for a part-time employee if the
funeral occurs on a scheduled work day.

The charity may require verification of the need for compassionate leave.

The charity understands the deep impact that death can have on an individual or a family,
therefore additional non-paid time off may be granted by the employee’s line manager.
Additional unpaid time off may be granted depending on the circumstances such as
distance, the individual's responsibility for funeral arrangements, and the employee's
responsibility for taking care of the estate of the deceased.

In exceptional circumstances, compassionate leave may be supplemented by some unpaid
leave, unpaid parental leave, annual leave or an extended period of unpaid leave or a career
break may be appropriate where there are significant and ongoing caring responsibilities for
a very sick parent, partner or child. Work patterns may also be amended temporarily to
assist the individual to meet such responsibilities.
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