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LEAVE POLICY AND PROCEDURE

Section One: Policy and procedure overview

1. Policy Statement


2. Procedure overview

Employees will use self service to create a leave request and submit it to their Line Manager for approval. The Line Manager will consider the request and either ask for further information, approve or decline the request. The employee will receive an automated notification advising them of the outcome. If the employee doesn’t have access to a computer, they will need to contact their line manager to discuss the request. 

To request leave the employee will log into Oracle and create the absence request. On receipt of the notification the Line Manager will consider it.

When a request for leave is received managers will consider it in accordance with the guidance set out.  Where further information is required, the manager will arrange a meeting with the employee to discuss their leave application. The manager may seek advice from Internal Shared Services (ISS).
3. Scope of this policy

This policy applies to all Council employees including centrally employed teachers, but does not include: 

· Officers employed under the JNC for Chief Executives and the JNC for Chief Officers Conditions of Service 

· Those employed in schools who are subject to a separate policy

4. Links to other policies and key Council documents

· Family Friendly Policy
· Flexible Working (Hours) Policy
· Flexi-Leave Guidance 

Section Two: Procedure 

1. Roles and responsibilities 

Line Managers will (are expected to):-

· Ensure that employees are aware of this policy;

· Respond to requests for leave promptly;

· Ensure leave is appropriately recorded;

· Seek advice and guidance from Internal Shared Services if the matter is complex or unclear. 

Employees will (are expected to):- 

· Familiarise themselves with this policy;

· Ensure that any request for leave is timely;

· Ensure leave is appropriately recorded;  

· Ensure that leave is agreed prior to taking it.

ISS / Operational HR will:

· Provide policy guidance and advice to managers and staff;

· Ensure that the employee is taken off payroll for the duration of any agreed unpaid leave arrangement;
· Monitor the use of and review this policy on a regular basis to ensure it remains in line with the relevant legislation.
2. Leave entitlement

Annual Leave 

Annual leave entitlement is 23 days rising to a maximum of 38 days depending on grade and length of service.  

	Entitlement  Full time staff 
	Criteria 
	Comment 

	23 days 
	Up to spinal point 21

less than 5 years continuous service 
	Inclusive of 2 extra statutory days 

	27 days 
	Up to spinal point 21

Over 5 years continuous service
	Inclusive of 2 extra statutory days

	30 days 
	Up to spinal point 21 

Over 20 years continuios service 
	Inclusive of 2 extra statutory days

	26 days
	Spinal point 22 and above, 

Less than 5 years continuous service 


	Inclusive of 2 extra statutory days

	29 days
	Spinal point 22 and above, 

over 5 years continuous service
	Inclusive of 2 extra statutory days

	32 days 
	Spinal point 22 and above, 

over 20 years continuous service
	Inclusive of 2 extra statutory days

	32 days 
	Chief Officers 

less than 5 years continuous service 
	Inclusive of 2 extra statutory days

	35 days
	Chief Officers 

Over 5 years continuous service
	Inclusive of 2 extra statutory days

	38 days 
	Chief Officers

Over 20 years continuous service 
	Inclusive of 2 extra statutory days


Leave for employees who join the London Borough Of Havering (LBH) mid year: 

Employees who are new to LBH are entitled to leave proportionate to the completed months of service during the the leave year and thereafter, on the normal scale. 

Leave for term time (non schools based) employees 

School holidays average 13 weeks per year and the minimum annual leave for the Council is 23 days. The Council has agreed to make 9 weeks per year available as unpaid leave for term -time working, as remaining holiday can be covered by annual leave. Employees are required to state how many weeks unpaid leave, up to a maximum of 9 weeks, they wish to apply for as term-time working.

As the core principle of term-time working is to cover school holidays, as part of the term-time.  Working agreement, employees will be required to take half of their annual leave during school holidays.

NB: This will not be applicable to schools based employees or teachers, who are required to take their entire annual leave during school holidays.

Employees should be mindful that annual leave will not be accrued for any period of unpaid leave. If unpaid leave is taken, the entitlement for the leave year concerned will be pro-rated accordingly.
Carrying over annual leave 

All employees are encouraged to take their leave throughout the annual leave year.  Where this is not possible for operational or personal reasons, employees are able to carry over up to 5 days from one leave year to the next. Exceptionally, the Head of Service may approve the carry over of more than 5 days in accordance with the Council’s scheme of delegated authority. 
It is the responsibility of the line manager to record carry over of leave for their staff via managers self service, by 1st April each year. 
Leave carried over from one leave year to the next should be taken by no later than 31st May in the new leave year. A pro rata entitlement to carry over leave will apply to part time employees.  

Transferring leave from one local authority to another

Employees transferring from one local authority to another take their leave entitlement with them. It is the responsibility of the employee to discuss their leave with their line manager.  Written confirmation of the leave entitlement should be sought from the previous local authority. 
Employees may apply for unpaid leave and following discussion with their line manager and approval of the Head of Service. Employees should also be aware that unpaid leave of over 30 days will impact on their pension. Advice regarding the impact of unpaid leave on pension, should be sought from the Pensions section. 

Flexi leave 

An employee’s contract of employment specifies whether the flexi scheme applies to their post. Where the scheme applies, an employee will be able to take one flexi day or two half days, in each 4 week period. Up to 10 hours credit and 8 hours debit may be carried forward from one 4 week period to the next.
Time off in lieu (TOIL)
In normal circumstances, TOIL should be taken within a 4 week period, unless alternative arrangements have been agreed locally.  TOIL taken outside this period will need to be agreed by the Head of Service. 

Public holidays 

There are normally 8 public holidays which fall on New Year’s Day, Good Friday, Easter Monday, May Day, Spring Bank Holiday, Late Summer Bank Holiday, Christmas Day and Boxing Day. 

Christmas concessionary day


It has been a long-standing locally adopted practice of the Council to grant a

concessionary day at Christmas. This day is in addition to normal annual leave and extra statutory days. It applies to all employees except in cases where employees are given a substitute day owing to the requirement to meet the needs of the service.

A perpetual calendar is attached in Appendix 2.
This means that whichever day Christmas day occurs, the concessionary day for that year is pre-determined. However, front line services retain the flexibility to set this additional day to suit their own service requirements.

Full-time employees who would not normally work on the allocated date will be given a substitute day off (maximum of 7 hours 12 minutes). Part-time employees will be granted pro-rata leave in line with normal bank holiday arrangements (normal weekly hours divided by 5).
Sickness during annual leave 


Where an employee falls sick during a period of annual leave, the time will be regarded as sick leave where a fit note confirms that the employee is unfit and provided that the usual arrangements for reporting sickness have been adhered to, ie the employee has contacted the line manager to inform them  that they are ill. In such cases, annual leave will be suspended and credited back to your leave entitlement from the date on the medical certificate. The manager will then amend the employee’s leave record accordingly. 

Employees on long term sickness 

Employees on long-term sickness will not take paid holiday.  

Employees will accrue contractual holiday entitlement whilst on long-term sickness if they return to work within the same holiday period.  If the employee’s sickness covers more than one holiday period they will be able to carry over a maximum of 5.6 weeks (in accordance with the UK Working Time Regulations statutory holiday entitlement).  This will be pro rated for part-time employees.  

Any holiday taken and any public holidays occurring whilst the employee was not off sick during the annual leave year will be deducted from the 5.6 weeks (or pro rata entitlement). Only the outstanding entitlement can be carried over.

Returning to work after long-term sickness absence within the same holiday period (1 April – 31 March)

If an employee has had a period of long-term sickness absence and they return to work before the end of the holiday period they will be able to take their remaining/accrued contractual holiday entitlement during the relevant leave period.

If there is not enough time remaining within the holiday period for the contractual holiday entitlement to be taken then the employee will be able to carry over 5.6 weeks.  This figure will be pro rata for part-time employees.

Any taken holiday and any public holidays occurring whilst the employee was not off sick during the annual leave year will be deducted from the 5.6 weeks (or pro rata). Only the outstanding entitlement can be carried over.

Returning to work after long-term sickness absence that covers more than one holiday period (1 April – 31 March)

If an employee has had a period of long-term sickness absence that spans more than one holiday period a maximum of 5.6 weeks can be carried over. This figure will be pro rated for part-time employees. 

Any holiday taken and any public holidays occurring whilst the employee was not off sick during the annual leave year will be deducted from the 5.6 weeks (or pro rata). Only the outstanding entitlement can be carried over.

Termination of employment following long-term sickness absence

If an employee’s contract is terminated on the grounds of ill health and they have not been able to take their leave they will be paid for:

(a) in relation to the current year: the pro-rated contractual entitlement to holiday less any holiday actually taken, pro-rated for part time employees.  (A check must always be made whether the employee’s working time holiday exceeds their contractual holiday – if so, the working time holiday should be paid rather than the contractual holiday.)

(b) in relation to the last leave year: outstanding holiday entitlement (up to 5.6 weeks) less any holiday actually taken and any public holidays occurring whilst the employee was not off sick in this leave year.  This figure will be pro rated for part-time employees.

Medical appointments /cancer screening 

Hospital / doctor / dental appointments 

Where possible, time to attend hospital doctor or dental appointments  should be made in an employee’s own time or at the beginning or end of a working day to cause minimum disruption. Time taken during working hours for the above appointments will be paid and the dates and times of the appointments  will be recorded by the manager. When requesting the leave, the individual will need to provide the manager with appropriate documentation confirming the appointment. The manager will record the appointment via managers self service. 
Cancer screening 

Employees are granted time off with pay for the purposes of cancer screening where visits cannot be arranged in their own time. 
Ante natal care 

An employee who is pregnant and receiving ante-natal care on the advice of a registered practitioner, registered midwife or health visitor, has the right to paid time off for the appointment. The employee should provide the manager with appropriate documentation to confirm the appointment. 

Annual leave and maternity leave

Providing an employee returns to work after maternity leave, annual leave entitlement is not affected. An employee should determine well in advance and inform her line manager whether she wishes to use her annual leave at the beginning or end of her maternity leave. 

Where the commencement of maternity leave means that an employee has not been able to take all of her entitlement to annual leave, she may carry her outstanding annual leave forward from one leave year to the next but must take the leave within 2 months of returning to work.    

NB: Annual leave is accrued during periods of both paid and unpaid maternity leave.

Surrogacy 

An employee who is the intended as the main carer of a child born from a surrogate mother  will receive  the same provision to time off and LBH adoption pay as set out in the Adoption section of the Family Friendly Policy but will not  be eligible for statutory adoption or maternity pay.  Documentation confirming the surrogacy agreement and the expected date of childbirh by the surrogate mother will need to be provided to the line manager and ISS. 

Fostering 

Where an employee fosters on a regular basis or is a professional foster carer, they are not entitled to adoption leave or paternity leave other than in exceptional circumstances.  In the case of an exceptional request, the manager should consult their Group Director and ISS Operational Human Resources. 

Carers / Dependents leave

A maximum of 5 days paid carers leave may be granted in a leave year, to employees with responsibility for caring for dependants ie  close relatives, children or a partner.  
It is recognised that employees will, from time to time, be faced with a situation where they have caring responsibilties that may conflict with their ability to attend work. This may be in the case of an emergency, or caring for a dependent following surgery, for example.  
Employees are generally expected to aim to ‘strike a balance’ between carers leave and other types of leave to meet their needs.  Managers must recognise that employees, at certain times, may require carers leave and should take a reasonable approach to such requests.
Carers leave does not affect annual leave or sick leave provisions and employees are not required to exhaust annual leave, or any other leave, before carers leave is granted.  Carers leave may be granted to all employees regardless of length of service. 

When carers leave applies

Carers leave applies for the following: 

· Illness of an individual who is dependent on the employee and where their situation requires the employee to look after them;

· Unforseeable breakdown of normal caring arrangements eg. sick childminder, closure of a school or other regular form of care provison; 

· Accompaniment of a dependent to a GP, Dentist Clinic or hospital (where the appointment could not be arranged outside core office hours); 

· Attending an appointment concerning the welfare of a dependent. 

This list is not exhaustive. Special leave may be granted for other purposes which fall under the spirit of this provision. Managers may seek advice from ISS Operational Human Resources.  

Extended period of carers leave 

Exceptionally, employees may need extended carers leave. For example, to look after someone who is recovering from a serious illness or who is terminally ill. In such circumstances, up to a maximum of three months’ unpaid leave may be granted in one leave year. Any situation where a member of staff requires more than three months off will be considered sympathetically and balanced with the  needs of the service. Practical alternatives should also be discussed such as flexible working or reduced hours. Where working hours are reduced,  the employee’s salary will also be reduced accordingly.

Extended leave will be granted by the Head of Service in consultation with the Group Director. 

Applying for carers leave / special leave. 
Where an unforseen situation arises, an employee should contact their manager as soon as possible to discuss the matter and request leave. Where the employee is needed to accompany a dependent to a planned appointment, they should give their manager as much notice as possible. 

All applications for carers leave should be made using the form at Appendix 5


Bereavement  (compassionate) leave 

Bereavement (compassionate) leave applies to employees regardless of length of service. 
Up to 5 days leave with pay may be granted following the death of an immediate relative. See table below 
ie an employee’s own child, partner, parents, brother or sister. 
The table below provides a guide to the amount of leave that should be granted. The relationships mentioned are not intended to be exhaustive and could include others where a close personal relationship exists.  
	 Relationship
	Death and Funeral**

	Husband, Wife, Partner, Child


	 Up to 5 days with pay

	 Parent, Guardian, Brother, Sister
	 Up to 4 days with pay


	Grandparents, and any other close relative
	1 day with pay

	** If the funeral necessitates a journey of over half a day up to additional days with pay may be granted for travel.




Agreement to any request made is at the discretion of the manager. 

Religious and cultural observance 


There are some employees who have particular needs for  time off in relation to religious or cultural observance. 

All employees who need time off for religious or cultural observance are entitled to request the following: 

· Flexibility in the arrangements of shifts, rotas and working hours;

· Annual leave, flexi leave or unpaid leave. 

Managers will be sympathetic to requests and will try to accommodate them where practicable, subject to the needs of the service. 

Time off to visit relatives abroad

All employees are encouraged to take their annual leave in the course of the annual leave year. However, it is recognised that on occasions, employees may wish to accrue annual leave to enable them to visit relatives abroad. Where this is the case, the employee should make this request at the beginning of the leave year. A written request giving details should be made to the line manager who will consider the impact on the service and may discuss the request with the Head of Service. Employees should not make any arrangements in respect of the holiday without first having the leave request approved.  

Public duties 

Within local authorities, specific provisons exist for the granting of public service leave.  The provisions are as follows: 
	Type of Public Service 
	Amount of leave granted 
	Comment 

	Justice of the Peace 
	18 days a year with pay 
	Application to be authorised by Head of Service. Subsequent leave requests to be approved by line manager.

	Member of a publicly elected body 
	Up to 12 days a year with pay
	Application to be authorised by Head of Service. Subsequent leave requests to be approved by line manager.

	Jury Service 
	As required 
	Employees are required to claim salary from the Court and an equivalent amount will be deducted from their salary.

	School Governor 
	Up to 5 days a year with pay. 
	Application to be authorised by Head of Service. Subsequent leave requests to be approved by line manager.

	Attendance at Court / Tribunal as a witness 
	The period of time is unpaid. The employee should submit a claim to the Court
	There is no discretion to refuse this request where the employee has been served with a witness summons or subpoena.

	Election as an MP or MEP 
	Up to 10 days per campaign without pay.
	Leave granted at the discretion of the Head of Service. 

	Election Leave 
	Granted as paid special leave on each occasion
	Request authorised by line manager. 

	Service in non regular forces 
	Up to 5 days paid leave as requested. 

Additonal time required will be unpaid. 
	Granted where attendance at training camp is required for annual training as part of an obligation of membership of the reserve and auxiliary forces. 

	Sports and recreation Leave 
	As required 
	Where an employee is a competitor or an official at a major national or international competition. 


Study leave  

The Council is committed to developing its employees to enable them to meet both present and future challenges. Although many development opportunities can be undertaken in the workplace, there are some which are best effected externally. 
The general term to cover this provision is ’study leave’, and it involves one or more of the following:

· Paid leave to attend courses/conferences 

· Reimbursement of course and/or examination fees 

· Payment of travelling and subsistence expenses 

· Assistance with the purchase of text-books

Study leave is applicable to all employees. It provides a consistent method for dealing with study leave applications and will allow for the monitoring and tracking of all training-related expenditure across the council.

Identifying the need

The Personal Development and Performance Appraisal (PDPA) system provides the opportunity for employees and their managers to identify training and development needs. Employees are encouraged to consider their own career paths and apply for study leave where they feel it will benefit their development and the Council.

 Study leave criteria

When considering requests for study leave managers need to consider the following:

· The subject matter must have a direct bearing on the employee's normal work and be of benefit to the council 

· The qualification studied for must be an approved one 

· The service area's training budget 

· Any alternative means of updating skills/knowledge 

· Cover arrangements during the employee's absence 

· Number of employees within the service who are already undertaking study leave 

· Evaluation of courses by previous attendees

· Priority will be given where gaining a particular qualification is a requirement of the post.

Approved qualifications

All qualifications studied for must be nationally recognised and follow an accredited programme. 

Managers will confirm whether qualifications to be studied should be categorised as approved qualifications and may seek advice from ISS Operational Human Resources.

Funding and authorisation

Each Service holds its own training budget, and funding for study leave will come from this budget.  It is therefore important that training/study requirements are planned in advance so that all needs can be considered when determining the budget required for the Service and courses to be approved.

Courses will normally be fully funded, and authorisation for this will be given by the Head of Service. 

Where book fees are not part of the overall course fee, payment of books up to a maximum of £50 will be made per academic year.

Employees incurring additional expense in respect of travel, meals or overnight accommodation will be reimbursed approved expenses, in accordance with nationally agreed rates. Evidence of expenditure will be required.

The process

Employees and their managers should discuss and identify the need for study leave. Consideration will be given in line with the study leave criteria.

Applications should be made using the form at Appendix 3, and submitted to the appropriate Head of Service for authorisation.

Employees receiving approval for a course lasting more than one year can expect that the approval is for the whole course and the Council will fully support them for the duration of the course, subject to satisfactory performance.

If performance is not satisfactory, for reasons explained in the undertaking for study leave, the Council may withdraw the facilities granted. 

Financial assistance will usually be applied for on an annual basis, to fit in with the educational institution's procedures. 

Applications should be forwarded to Internal Shared Services (or Schools HR). 
Time off for examinations

If the course involves examinations, employees shall be entitled to paid time off to sit the exam. Time will be either a whole day or half a day depending on the time of the exam and the distance required to travel to the college or place the exam is to be taken. Where a degree or similar type of course does not have exams but requires the completion of a major project, two days’ paid study leave will be granted. Individuals are also entitled to one day's paid study leave per exam.

Recording study leave 

Where an employee is to be out of the office for a day on study leave, a standard day of 7 hours 12 minutes should be recorded. 

Conditions of scheme

The conditions of assistance for study leave will be attached to the application for study leave and can be found at Appendix 4.  All applicants are required to sign this undertaking when applying for study leave.

Section Three
Supporting documents 

The following documents are attached to support the leave policy: 
Appendix 1 - Calculating leave  


Appendix 2 - Perpetual calendar - Christmas concessionary days  
Appendix 3 - Application for study leave 

Appendix 4 - Declaration of Undertaking (Study Leave)
Appendix 5 - Application for carers leave
Appendix 1:  Calculating Leave 

CALCULATING  LEAVE FOR PART TIME EMPLOYEES 

The formula for calculating leave for part time employees is as follows: 

Full time annual leave entitlement x contractual hours 

                                                          full time hours  (36)  x working weeks per year

                                                                                                52

Example for an employee working 18 hours each week (presumes 36 hour standard week and leave entitlement of 26 days per annum):

 Number of days holiday (26) x hours worked (18) / 36  x (52/52) = 13 days

NB: Hours will need to be rounded and expressed as complete working days  

CALCULATING  PUBLIC HOLIDAY LEAVE FOR PART TIME EMPLOYEES 

Part Time Employees are entitled to a proportion of the full time equivalent entitlement of all Bank Holidays and this should be added to the leave card.  Every time a public holiday falls on a day when an employee would be due to attend work, but do not do so because of the public holiday, then hours equivalent to those they would normally have worked should be deducted from their entitlement.  If the public holiday falls on a day when they are not due to work, then it is not necessary to deduct leave from their entitlement.  
Appendix 2 – Perpetual Calendar for Christmas concessionary days 

The following table is a perpetual calendar, showing on which day the extra statutory day should be taken in any given year.

	
	Year A
	Year B
	Year C
	Year D
	Year E
	Year F
	Year G

	Sunday
	CD
	
	
	
	
	
	

	Monday
	BD
	CD
	ECD
	
	
	
	

	Tuesday
	BH
	BD
	CD
	
	
	
	

	Wednesday
	ECD
	ECD
	BD
	CD
	
	
	

	Thursday
	
	
	
	BD
	CD
	
	

	Friday
	
	
	
	ECD
	BD
	CD
	

	Saturday
	
	
	
	
	
	BD
	CD

	Sunday
	NYD
	
	
	
	
	
	BD

	Monday
	BH
	NYD
	
	
	ECD
	BH
	BH

	Tuesday
	
	
	NYD
	
	
	ECD
	BH

	Wednesday
	
	
	
	NYD
	
	
	ECD

	Thursday
	
	
	
	
	NYD
	
	

	Friday
	
	
	
	
	
	NYD
	

	Saturday
	
	
	
	
	
	
	NYD

	Sunday
	
	
	
	
	
	
	

	Monday
	
	
	
	
	
	
	BH


CD – Christmas Day

BD = Boxing Day

NYD = New Years Day

ECD = Extra Concessionary Day

BH = Bank Holiday

Appendix 3 - Study leave application form

Name


....................................................................…

Service Directorate    ................................................................… 

Post held and Grade
    .................................................................………
Course title

 .......................................................................….
Place of study
  ................................................................…….…
Commencement date   ...................…..   Completion Date  ..........................
Estimated costs to be claimed







£

p

Course fee

Examination fee

Books


Travel and Subsistence


Other expenses (please specify)


TOTAL ESTIMATED COST
--------------------------------------------------------------------------------------------------------
TO BE COMPLETED BY APPLICANT
I wish to apply for supported study leave for the above course. I confirm that I 

understand the conditions of assistance and have signed the form attached.

Signed    .................................................…….         Date.................................
--------------------------------------------------------------------------------------------------------
TO BE COMPLETED BY LINE MANAGER
Delete as applicable
I can confirm that the course applied for fulfils the study leave criteria and 

recommend approval.

I am not recommending approval for the above course because (enter 

reasons) 

……………………………………………………………………………………………………………………………………………………………………………………
Name    ................................................................
Signed   ........................................................       Date......................................

--------------------------------------------------------------------------------------------------------
TO BE COMPLETED BY HEAD OF SERVICE
I approve / do not approve the above application

Name   ...................................................   Signed........................................…

Date     …………………………………….
--------------------------------------------------------------------------------------------------------
To be forwarded to Internal Shared Services .
Appendix 4 - Study leave scheme - Undertaking of qualification training
Conditions for assistance

1.
An employee who is granted study leave is expected to maintain regular attendance, show satisfactory progress, sit all the required examinations and successfully complete and pass the course.


Failure to adhere to any of the above without a satisfactory explanation may lead to the Council withdrawing the facilities granted. Individuals may also be required to refund a proportion of the financial assistance received. The amount refunded will be at the discretion of the head of service, taking into consideration the degree of commitment the individual has shown in their studies. It can be expected to be between 50 and 75%.

2.
The continuance of facilities under this scheme, whether for the next stage of study or for a second attempt at an examination will only be authorised if the individual has passed the first stage or if not that the Council are satisfied that every effort is being made to successfully complete the studies.

3.
In granting assistance for study leave the Council require individuals to remain in employment with the Council for two years from the date the qualification is obtained, always providing there is a post available requiring the qualification gained. Where the employee fails to honour this commitment then repayment of the financial assistance received will be required as follows.


Timescale


Amount to be reimbursed


2 years or more

Nil


1-2 years


50%



6 months-1 year

75%


less than 6 months

100%

4.
Where repayment of financial assistance is required this shall not include salary paid in respect of time at approved coursed of study.

--------------------------------------------------------------------------------------------------------------

TO BE COMPLETED BY APPLICANT

In connection with my application dated .................... for financial assistance in accordance with the conditions of service applicable to me, I understand and agree that in return for receiving this assistance from the London Borough of Havering, I will remain in the service of the Council for two years after the qualification is obtained, providing that I am required to remain and that there is a post available for me requiring the qualification obtained.

Should I fail to comply with the conditions of assistance or fail to honour the undertaking, I understand that I may be required to refund the whole or part of the assistance afforded to me as the Council may determine, with due limits set out in the conditions of service, and I agree that the Council shall be at liberty to deduct such repayment from any monies owing to me at the date of termination of my service

Signed ...................................…………………...   Date  ....................………..
Appendix 5 - Carers leave application form

Name


.........................................................................................

Service          
.........................................................................................

Post held and Grade …..................................................................................

Reason for application...................................................................................

Type of Special Leave Paid / Unpaid (please indicate).................................

Commencement date........................End Date…………........Days.................

--------------------------------------------------------------------------------------------------------

TO BE COMPLETED BY APPLICANT

*I wish to apply for carers l leave as indicated above. 

*I confirm that if applying for unpaid extended carers l leave of over 30 days I understand the implications of pro-rated annual leave and superannuation contributions (if in the scheme)

Signed............................................................Date.............................................

--------------------------------------------------------------------------------------------------------

TO BE COMPLETED BY LINE MANAGER

Delete as applicable

Application for paid / unpaid carers leave approved.

I am not approving the above application because (enter reasons) 

...........................................................................................................................

Name................................................................

Signed..............................................................Date..........................................

-------------------------------------------------------------------------------------------------------

Please forward this form for discussion / authorisation by your line manager. NB: If approved, it is the managers responsibility to enter this leave via managers self service. 

Section Four:  More information

For more information please contact Internal Shared Services on 01708 433333 or ext 3333

Section Five: Policy ownership and effective dates

	Policy owner:
	People and Change

	Approving body:
	CCNF

	Date approved:
	September 2011

	Effective date:
	October 2011 

	Review date:
	October  2012, or as required by changes in legislation

	Version:
	1


The aim of this document is to establish a clear policy for leave for personal or professional reasons, to ensure consistency of approach, to accord with legislation and the Council’s commitment to good employment practice. 





Where specific leave entitlements are stated, these will be adjusted on a pro-rata basis for part time employees
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