UNIVERSITY LEAVE AND TIME OFF GUIDELINES

Acting as a quick guide for managers the following grid displays guidelines on all types of University Leave and Time Off categories except for Annual, Sickness and Maternity leave, which are described in greater detail via the hyperlinks below. This document is intended to give you a general overview in an easy to follow and informative manner. Queries regarding exceptional circumstances not covered by the grid should be directed to your HR Manager.

Annual Leave Entitlement
Maternity Leave 



Sick Leave Entitlement and Sick Pay Scheme
Please note that in very exceptional circumstances further periods of unpaid leave may be approved but in all such instances, the case must be referred to your relevant HR Manager for consideration. 

 UNIVERSITY LEAVE GUIDELINES:  Entitlement indicated is for Full Time Staff – entitlement for Part Time staff is calculated on a pro rata basis.
	
	Qualification


	Entitlement in total
	Conditions
	Application Procedure
	Pay

	Compassionate Leave
	Applies to members of staff, regardless of length of service
	Max. 5 days

Further 5 days
	Normally based on bereavement reasons or other exceptional circumstances, which could not have been foreseen and cannot be covered by annual leave.
	Authorised by the Head of School/ Department or local manager,

Agreed in consultation with your HR Manager
	Leave taken with full pay

	Parental Leave
	Applies to members of staff with 1 year’s continuous service to take a period of unpaid leave to care for each child born or adopted on or after 15 December 1994.


	4 weeks max per year/ 13 weeks in total

Note. Part-time staff eligible on a pro-rata basis i.e. on contracted hours of work
	Applies to mothers and fathers named on the birth certificate or to a person who has obtained formal parental responsibility.

For children of natural birth leave lasts until child’s fifth birthday.

In adoption cases, for five years after the child is first placed with you for adoption (or until the child’s 18th birthday if that comes sooner).

In the case of a child with a disability (the child must have been awarded a disability living allowance) up to the child’s 18th Birthday.

Note. If in the case of twins both parents are entitled to 13 weeks leave for each.
	Written form 21 days advance notice inc. exact dates to Line manager

Right reserved to postpone requests in line with business requirements (limited to three months)
	Unpaid

	Adoption Leave
	Applies to members of staff with at least 26 weeks continuous employment.
	Max. 52 weeks

(26 weeks ordinary adoption leave followed by 26 weeks additional adoption leave)

Additional adoption leave is unpaid
	Employee must undertake to return to work for at least 3 months.

Failure to comply with requirement will mean the repayment of contractual adoption pay received

If both parents are employed by University, only one is entitled to leave
	Staff must inform their manager at the earliest opportunity of the fact that they are prospective parents and may wish to take advantage of scheme.

Staff should inform their manager that they intend to take adoption leave within 7 days of being notified by their adoption agency that they have been matched with a child for adoption
	First 6 weeks at half pay plus up to 20 weeks statutory adoption pay.

	Jury Service Leave
	Applies to members of staff having received a summons

Same procedure applies if summoned as a witness.
	Not cited
	Member of staff serving as a juror must claim the allowance for loss of earnings to which they are entitled under the Juror’s Allowances Regulations.

The university will deduct from their pay an amount equal to the allowance received whether or not they actually claim the allowance.

Staff will need to produce a confirmation of attendance along with a receipt of expenses from the court.
	Must report to the Dean/ Head of Department who shall grant leave of absence unless exemption is secured.

Must also inform the Payroll Office of the Finance Department so appropriate allowances can be deducted from salary.
	Unpaid, earnings deducted.

	Paternity Leave


	Applies to members of staff with at least 41 weeks continuous employment before the week that the baby is due
	Max. of either 1 or 2 normal working weeks
	Leave to be taken within 56 days of the actual date of birth, if child is born early, leave to be taken within the period from the actual date of birth up to 56 days after the expected week of birth

Only one period of leave available to staff irrespective of whether more than 1 child is born as a result of the same pregnancy

Staff will need to provide a Self Certificate to prove eligibility
	Staff complete a Self certificate 15 weeks in advance of the week the baby is due and forward to Dean of School/ Head of Research Inst./Director of Service and then payroll


	1 week leave full pay, second week SPP (if meet conditions)

	Examination and Revision Leave
	Applies to members of staff undertaking courses or sitting examinations relating to their employment with the University.
	In addition to the actual time needed to sit the examination, an equal amount of time will be given for revision prior to the examination.

Staff using continuous assessment as an alternative to examinations, may apply for an amount of paid leave in addition to attendance on the course to complete major projects, which contribute to the final assessment of their course.
	
	Time approved by the Dean/ Head of Department.

Application subject to approval by their Dean/ Head of department.
	Paid leave



	Service in Non-Regular Forces Leave
	Volunteer members of the non-regular forces can apply for leave, in addition to their annual leave entitlement, to attend summer camp.
	Max. 2 weeks


	Staff appointed after 1 April 1995 can apply for one week of paid leave and to apply to take the second week from annual leave or as unpaid leave. Staff in post before 1 April 1995 can apply for two weeks paid leave.

Staff required to undertake training additional to their attendance at summer camp and who are unable to arrange for such training to be on days when they would not normally be working may apply for additional leave.
	Application subject to approval by their Dean/Head of Department.

Subject to approval by their Dean/Head of Department.
	


UNIVERSITY TIME OFF GUIDELINES cont'd

	
	Qualification
	Circumstances to which applies


	Leave entitlements
	Level of Authorisation (Note. at mgt. discretion)

	Time off for Dependants/ Domestic Emergencies
	Applies to members of staff, regardless of length of service *
	Applies in unforeseen circumstances for when a dependant is ill; giving birth; is involved in an accident or has been assaulted; to arrange health care for an ill or injured dependant, because of the death of a dependant; because of unexpected disruptions to care arrangements, such as a childminder or nurse failing to turn up.
	Max 5 days paid leave for urgent family reasons.

Further periods of unpaid leave

Further period of 5 days paid leave – only in exceptional circumstances
	Managers in each School/Department

Dean of School or Head of Department

Must obtain approval from HR Services Manager



	Time off for all recommended Medical Screening


	Applies to members of staff, regardless of length of service
	Up to 1 half day every 3 years (to attend a clinic or their Doctor’s surgery for any recommended medical screening). 


	
	Staff will need to produce their appointment card to their line manager for authorisation. 

	Time off for Public Duties
	Applies to members of staff who hold public office 
	As a Justice of the Peace, member of local authority; or member of a Statutory Tribunal; member of a health authority; or member of a governing body of a school or college


	Entitled to apply for paid leave. 

Max. 4 half-days per month in total for any combination of the positions in which the circumstances apply.

Further periods of leave 

Note. Periods should be scheduled at regular times. Expenses should not be claimed if being paid by the university, all leave provision must be taken in units of half a day.


	Request permission from employees Head of School/Department.

Deputy Vice Chancellor (Resources), must obtain approval



	Leave for IVF Treatment
	Applies to members of staff, regardless of length of service
	Where a member of staff is undergoing IVF hospital treatment 
	Max 5 days per year for female staff for a period of 2 years (i.e. 10 days in total)

Max of 2 days per year for supporting partners for a period of 2 years (i.e. 4 days in total)
	Request permission from employees line manager. Proof of treatment will be required.

	Disability Leave
	Applies to members of staff with a condition which falls under the definition in the Disability Discrimination Act
	Where a disabled employee requires time off work in relation to their disability but not as a result of them being sick e.g. hospital treatment as an out patient, assessment for conditions such as dyslexia or training with a guide or hearing dog
	Max of 5 days per year with an additional 5 days agreed in consultation with the Director Of Human Resources
	Request permission from employees Head of Department and/or Director of Human Resources


* Please note: Dependant is defined as your husband, wife or partner, child or parent, or someone living with you as part of your family. Others who rely solely on you for help in an emergency may also qualify.

