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INTRODUCTION

1 The need to have a balance between employees’ personal commitments and responsibilities and their attendance at work has been recognised in European Union and, consequently national, legislation.

2 The legislative arrangements the University is required to provide for include:

· Maternity, adoption & paternity and parental leave;

· Leave for dependants/relatives;
· Time off for public duties and jury /witness service.

3 As a matter of good people management practice, the University also enables staff to establish a more comfortable balance between their work and personal circumstances through, for example;

· Workload planning
· Flexible working

· Career breaks and secondments

· Time off to attend hospital appointments and health screening 

4 Below is a brief description of each of the facilities that are available to staff.

WORKLOAD PLANNING FRAMWORK/WORKING AT HOME   (ACADEMIC/RESEARCH STAFF)

(http://www.northumbria.ac.uk/static/worddocuments/hrdocs/working_locations_policy0503.doc)

5 The Workload Planning Framework provides the means for Schools to agree with each member of staff their workload volume and mixes for the coming year, taking into account the needs of the School as well as the particular personal circumstances of the individual.

6 Moreover, Academic and Research staff are able to undertake work from home when their presence in the University is not essential, although time to be spent working at home has to be arranged in accordance with the booking system in operation in each School.
7 It is also recognised that, as part of their contractual arrangements, academic staff  work flexibly in response to the requirements of their post.

WORKING AT HOME (MANAGEMENT & SUPPORT STAFF)
8 Staff are able to work from home on a temporary basis where it is considered that working off site provides the better environment for completing particular pieces of work.
9 Working at home for purely personal reasons, e.g. to fit in with personal appointments at home, are not included in these arrangements.

10 Authorisation to work at home must be obtained, in advance, from an individual’s manager.

FLEXI-WORK POLICY FOR SUPPORT STAFF

(http://www.northumbria.ac.uk/static/worddocuments/hrdocs/flexischemestandardjan2008.doc
http://www.northumbria.ac.uk/static/worddocuments/hrdocs/flexwork_statprov_apr09.doc
http://www.northumbria.ac.uk/static/worddocuments/hrdocs/flexiwork.doc)

11 Under the Flexi-work Policy support staff have the potential to agree with their manager a pattern of attendance that better fits with their commitments and responsibilities outside of the workplace.

12 The extent to which a work attendance pattern can be customised to meet the preferences of an individual, however, is dependent on the degree of flexibility that is inherently possible within the needs and constraints of the particular service area in which the member of staff works and within the member of staff's role.

13 The type of flexible arrangements that are potentially available to Support Staff include:

· Flexi-time 

· Staggered hours

· Compressed hours

· Shift swapping

· Self rostering

· Annualised hours

· Job Sharing

· Part time working

· Banked hours

· Part year working

ANNUAL LEAVE

(http://www.northumbria.ac.uk/sd/central/hr/staffinformation/polprogui/staffhdbks/)

14 The conditions of employment provide for periods of paid Annual Leave to be taken by staff, as stated in the relevant Staff Handbook.
15 Annual Leave is, within certain limits of service constraints and the need to maintain staffing cover, available to be taken at the time of a member of staff's choosing.

16 Staff are therefore expected to utilise their Annual Leave entitlement  in order to fulfil domestic/personal commitments and responsibilities, as well as pursuing leisure activities.

17 The Annual Leave entitlements currently available to full time staff are (pro rata for Part-time staff);

· 35 days - Academic staff; Research staff.

· 30 days - Academic management staff.

· 25 days (30 after 5 years service) Support management and Support staff

SPECIAL LEAVE

http://www.northumbria.ac.uk/static/worddocuments/hrdocs/leave.doc
18 There are also a number of time off provisions that are provided by statute that staff can make use of to deal with specific circumstances. From these provisions the University has developed a number of specific procedures through which staff can apply for Special Leave.

19 In addition, the University has recognised other particular circumstances, not covered by statute, when staff may require some form of Special Leave and has developed procedures accordingly.

20 Special Leave facilities available to staff include:

CAREER BREAKS

(http://www.northumbria.ac.uk/static/worddocuments/hrdocs/CareerBreaks.doc)
Deans/Directors may approve unpaid career breaks of between 3 to 36 months for staff who have at least 5 year's service and who have a good employment record with the University.

Career breaks are provided so that staff can deal with situations in their personal lives that require a lengthy time away from work or to pursue a personal interest that requires a significant amount of time away from work.

Career breaks will not be allowed solely for the purpose of taking up alternative paid employment. 

CAREER SABBATICALS

(http://www.northumbria.ac.uk/static/worddocuments/hrdocs/CareerSecondments.doc
http://www.northumbria.ac.uk/static/worddocuments/hrdocs/ressabbleave.doc)
Staff may be given approval for unpaid leave from the University to spend periods of up to 12 months in the paid employment of other organisations in order to gain wider experience of areas related to their field of work with the University.

EMERGENCIES & COMPASSIONATE LEAVE

(http://www.northumbria.ac.uk/static/worddocuments/hrdocs/Emergencyleave.doc)

Staff are able to take time off work to enable them:

· To take action which is necessary to deal with an unexpected or sudden problem concerning a dependant/relative and to make any necessary longer term arrangements, or

· To be able to deal with the immediate trauma of a distressing situation concerning a dependant/relative.

· To deal with a domestic crisis, e.g. a house fire, a house flood, a burglary.

It is expected that such time off will not normally be more than one or two days for each individual situation. Staff will be allowed up to a maximum of 5 days paid leave in any 12 month period to deal with the general range of emergency and distressing incidents. Any periods of absence required beyond the 5 day paid leave maximum can be taken as unpaid leave.

The exception to these provisions is in the case of bereavements. Up to 10 days will normally be allowed to deal with the death of any dependant/relative (i.e. to make funeral and other arrangements and attend the funeral) 

Generally, where there are exceptional circumstances in respect of any emergency or distressing situation additional paid leave may be approved at the discretion of the Dean/Director in consultation with the Human Resources Manager.

Such leave applies regardless of length of service.

Essentially, emergencies and compassionate leave is available where there is a need to deal with an unplanned situation involving a domestic crisis and situations involving a dependant/relative who: 

· is ill;

· is giving birth;

· is involved in an accident;

· has been assaulted;

· needs care to be arranged for them when they are ill or injured;

· has their usual care arrangements unexpectedly disrupted;

· has died. 

MATERNITY LEAVE

(http://www.northumbria.ac.uk/static/worddocuments/hrdocs/maternityleave.doc)

The maternity leave provisions apply to all pregnant staff regardless of the number of hours worked a week or how long staff have worked at the University.
The actual amount of leave staff are entitled to and the maternity pay they receive is based on their statutory and contractual rights as detailed below.

The earliest date maternity leave can begin is the beginning of the 11th week before the baby is due.

The statutory minimum length of maternity leave staff are entitled to is 26 weeks, regardless of the number of hours worked a week or how long staff have worked at the University. This is known as ordinary maternity leave and is normally paid leave. The two weeks from the actual date of childbirth is known as compulsory maternity leave and staff are prohibited from working during this period.

Staff have the right to return to the same job and the same terms and conditions following Ordinary Maternity Leave.

Staff who have completed 26 weeks continuous service (including continuous service with other Universities, Further or Higher Education establishments) by the 15th week before the Expected Week of Confinement (EWC), will also be able to take additional maternity leave. This is regardless of the number of hours worked a week. 
For babies born on or after 01st April 2007 there is no qualifying period of employment for additional maternity leave.
Additional maternity leave will start immediately after ordinary maternity leave and can continue for a further 26 weeks.
Breast feeding facilities will be made available to returning mothers, including breaks during working time.
PATERNITY LEAVE 

(http://www.northumbria.ac.uk/static/worddocuments/hrdocs/paternityleave.doc)

Staff who have continuous service with the University for 26 weeks leading into the 15th week before the baby is due (i.e. 41 weeks service before the week the baby is due) will be entitled to 2 complete weeks paternity leave (1 at full pay and 1 week's statutory paternity pay) 

The main purpose is to enable attendance at the birth of the child and to provide domestic and other support to the mother or care for the child during the early stages of the child’s life.

Eligibility for such leave covers those who will have or expect to have responsibility for the child’s upbringing; or the biological father of the child; or the mother’s husband or partner (could be same sex partner but not an immediate relative) or other member of the couple who are adopting a child.

Staff have the right to return to the same job and the same terms and conditions following Paternity Leave.
ADOPTION LEAVE 

(http://www.northumbria.ac.uk/static/worddocuments/hrdocs/Adoptionleave.doc)

Members of staff, with 26 weeks service may apply for leave when they are adopting a child. The provision for up to 26 weeks ordinary adoption leave is 6 weeks at half pay (contractual adoption pay) plus up to 20 weeks statutory adoption pay. This can be followed immediately by up to 26 weeks additional adoption leave, which is unpaid. For children placed for adoption on or after 01st April 2007, there is no qualifying length of service for adoption leave. 

Staff have the right to return to the same job and the same terms and conditions following Ordinary Adoption Leave. 
The husband/wife/partner (could be same sex partner but not an immediate relative) of an adoptee parent is also eligible for Paternity Leave (see above)

PARENTAL LEAVE

Parental leave is unpaid and can be taken by a member of staff where: 

· They are the father or mother named on the birth certificate of a child or identified as having the formal parental responsibility for a child;

· their child was born on or after 15th December 1994;

· they have at least 1 year's continuous service by the time the leave is to be taken. 

The Parental Leave provisions only apply until the children reach the age of 5 years old, or age 18 in the case of disabled children.

The leave entitlement is 13 weeks in total, (18 weeks for the parents of disabled children), but only up to 6 weeks can be taken in any one year. Part time staff will receive leave on a pro rata basis.

Staff who wish to apply for such leave must do so in writing to their Dean/Director at least 21 days in advance and include the exact dates of the leave requested.

While Deans/Directors will be expected not to unreasonably refuse an application, they do have the right to postpone, for up to 3 months, any requested leave where the work requirements of the School/Service would make it difficult for particular staff to be allowed to be away. 
ANTE NATAL CARE/ADOPTION PREPARATION
All pregnant staff and husbands/ partners/prospective adopting parents, regardless of the number of hours worked a week or how long they have worked at the University, are entitled to paid time off work for antenatal care/adoption preparation at their normal rate of pay. 
Antenatal care may include relaxation or parent craft classes, as well as medical examinations made on the advice of a registered medical practitioner, registered midwife or registered health visitor. 
Appointment preparation may involve meetings with the adoption agency and the prospective adoptive child.

Staff are required to show their manager an appointment card or some other document as evidence of any appointments.
TIME OFF FOR MEDICAL SCREENING 

Where a registered medical practitioner recommends that a member of staff attends a well person screening session in respect of, for example, breast cancer screening, cervical cancer screening, special leave of one half day for each type of well person screening will be given within any 3 year period. 

This provision includes any diagnostic screening which is routinely recommended
TIME OFF FOR PUBLIC DUTIES 

Staff who already hold public office such as 

· a Justice of the Peace, 

· a member of a local authority, 

· a member of a statutory tribunal, 

· a member of a health authority, or 

· a member of a governing body of a school or college 

may apply for paid leave of absence as described below.

If, after appointment to the University, a member of staff decides to seek public office, as described above, it is expected that they will discuss the matter in advance with their manager to determine when it would be practically feasible for them to be away from work. Managers are expected to make reasonable adjustments to working arrangements and workloads to facilitate the performance of public duties.
Staff who are prevented for taking reasonable time off can seek recourse through the University’s Grievance Procedure 

Reasonable time off is considered by the University to be paid leave up to 14.8 hours per month in total, for any combination of the above positions. A request for leave on specific days must be made to the Dean/Director.
The time off should be scheduled at regular times and allowances should not be claimed if the member of staff is being paid by the University. 

Leave in excess of the above is subject to approval by the Vice-Chancellor. 

VOLUNTEER RESERVE FORCES LEAVE

Volunteer members of the auxiliary armed forces can apply for leave, in addition to annual leave entitlement, to attend summer camp. 

Staff appointed after 1 April 1995 can apply for one week's paid leave and apply to take the second week from annual leave or as unpaid leave.

Staff in post before 1 April 1995 can apply for two week's paid leave. 

 If staff are required to undertake training additional to attendance at summer camp and they are unable to arrange for such training to be on days when they would not normally be working they may apply for additional leave. 

Such additional leave is subject to approval by your Dean/Director. 

LEAVE FOR JURY SERVICE/AS A WITNESS AT COURT 

Staff who receive a summons to serve on a jury/be a witness must report the fact to their Dean/Director who shall grant leave of absence unless exemption is secured and who will make arrangements to cover the work of the juror/witness while absent. 

Staff must also inform the Payroll Office of the Finance Department so that appropriate allowances can be deducted from salary. 

While serving as a juror/acting as a witness staff must claim the allowance for loss of earnings to which they are entitled under any juror's and witness allowances regulations currently in force. 

The University will deduct from pay an amount equal to the allowance received whether or not you actually claim the allowance. 

LEAVE FOR EXAMINATIONS AND REVISION 

Staff are entitled to paid leave to sit examinations relating to their employment with the University. 

In addition to the actual time needed to sit the examination staff will also be given an equal amount of time for revision prior to the examination. 

The Dean/Director will approve the amount of time. 

 If staff are undertaking courses relating to their employment that use continuous assessment as an alternative to examinations, they may apply to their Dean/Director for an amount of paid leave in addition to attendance on the course to enable them to complete the major projects which contribute to their final assessment for the year of the course. 

HOSPITAL APPOINTMENTS

To facilitate attendance at hospital appointments staff should be allowed, on production of an appropriate Appointment Card, up to 3.7 hours per appointment during their normal working time.

The 3.7 hours facility is a maximum figure and will not be necessary in every case.

If a member of staff wishes to take more time they will normally need to use Annual Leave or Flexi-time unless there are exceptional circumstances.

In determining the actual amount of time managers should consider the following: 

· The time of the appointment in relation to the member of staff's working day and 

· the location of the hospital in relation to reasonable travelling time from and to the University.

Circumstances that would be considered exceptional are where: 

i) An appointment requires actual attendance at a hospital all day for tests/examinations/therapy.

ii) An appointment requires taking medication in preparation for tests/examinations thus making it unwise to attend work before going to the hospital.

iii) An appointment requires taking medication as part of the examinations/tests, the lasting effects of which would make it unwise for the individual to return to work that day
iv) The physical aspects of a member of staff's job would require them  to return home to change into more suitable/clean clothing before attending their hospital appointment.

IVF TREATMENT

Female staff will be allowed up to 5 days per year for a period of 2 years (i.e. 10 in total) to attend hospital to undergo IVF treatment.

Supporting partners will be allowed up to 2 days per year for a period of 2 years (i.e. a total of 4 days).

Staff must show evidence to their manager confirming the treatment being received. 

UNPAID LEAVE

In exceptional circumstances staff can, with the agreement of their Dean/Director, take periods of unpaid leave in order to extend annual leave (e. g. to augment holidays in long haul destinations so as to make the journey worthwhile).
GENERAL PROVISION

Managers in the University are expected to help staff achieve and maintain a balance between work and personal commitments/situations by fully utilising the provisions outlined above. Moreover, in exceptional circumstances managers should, in consultation with HR Managers, consider facilities and entitlements which go beyond those stated above. 
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