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1.

Introduction

1.1

All employees are entitled to take reasonable amount of time off during working 


hours  to deal with certain types of unexpected or sudden emergencies in relation 

to their dependants.
1.2

This policy applies to all Royal Greenwich employees and excludes agency staff and 

contractors.  For those employed in schools employees should consult the relevant 

School.

2.

Definition of dependants

. 

2.1

An employee’s dependant is a mother, father, husband, wife, civil partner, guardian, 

brother, sister, son or daughter or someone living in the employee’s household as 

a member of their family.  It also applies to any person who reasonably relies on 
the 

employee for assistance as their primary carer if they fell ill or was injured or 


assaulted or who would rely on the employee to make arrangements for the 


provision of care in the event of illness or injury

3.

Purpose of Dependants/Compassionate leave

3.1

The purpose of the time off is to enable the employee:



(a)
To provide assistance when a dependant becomes ill or is injured 


or is assaulted



(b)
To make arrangements for the provision of care for a dependant who is ill 

or injured, or where there is unexpected disruption or termination of 
arrangements for the care of a dependant



(c)
To deal with an incident involving the employee’s child and which occurs 
unexpectedly during school/college time



(d)
To make funeral arrangements and /or attend the funeral when a dependant dies

3.2

It is not the purpose of this policy to allow the employee time off to deal with any 

emergency regardless of its nature.  Therefore, the employee will have no right to 

time off to deal with, for example, a burst boiler.  For such emergencies managers 

should view requests for annual/flexi-leave sympathetically. 

3.3 
If a manager discovers that an employee has abused this policy the matter should be dealt with in accordance with the Disciplinary Procedure. It would be sensible for managers to record information about leave taken by an employee

4.

Level of Dependants/Compassionate leave

4.1 Employees are not entitled as of right to any paid dependants/compassionate leave.  However, Chief Officers may use their discretion to grant paid leave as outlined in the table below. Chief Officers have the authority to see such evidence as is required, and to satisfy themselves that the set criteria are met

4.2 The individual periods of discretionary paid leave are subject to an aggregated maximum of ten days in a leave year.  Where an employee seeks more than such period with pay, the matter should be discussed with Human Resources by the manager with all relevant details to enable further consideration.

4.3

The employee is required to tell their manager as soon as they can the reason for 
the absence and its likely duration.  

4.4

Whilst no maximum has been set, the intention is that the employee should only 

take a reasonable amount of time off to deal with genuine emergencies and for 


making arrangements that will take care of the issue in the future.  It is not intended 

that time off should be taken on a continuing basis to attend to the long- term 


consequences of the emergency until the issue is resolved.

4.5

In relation to the death of a dependant overseas, the employee and the manager will 

need to agree the amount of time off, and this must be reasonable according to the 

circumstances.

4.6

Where an employee falls sick on a day that would otherwise have been taken as  

dependants/compassionate leave, that day will count as sickness (and no equivalent 

time off will be granted at a later date). The normal arrangements for reporting and 

managing sickness will apply.

4.7

The Application for Dependents/Compassionate leave Form must be completed in respect of paid leave.
5.

Unpaid leave

5.1 
Where discretionary paid leave is not granted, the employee is entitled to take the time off, unpaid, if the emergency relates to a dependant as defined above and if the employee meets the condition of notifying the emergency as explained above.  The right to this unpaid leave is a legal right and must not be breached by unreasonably refusing an employee the time off.

5.2 
Where an employee has an issue for which paid leave can not be approved but in the view of a Chief Officer the issue is exceptional and warrants sympathetic treatment on compassionate grounds, the Chief Officer may exercise their discretion in granting unpaid leave for a duration which takes account of the seriousness of the situation and needs of the service.
5.3 
In circumstances where an employee is not granted paid leave under this policy, and where unpaid leave is refused because there is no entitlement to it or the circumstances do not warrant it, the employee should apply for annual/flexi leave in the usual way.

5.4 
Managers should keep records of the periods of unpaid leave taken by employees including dates and reasons for the leave. 

6.

Changes to working hours

6.1

Where through caring commitments, personal or domestic difficulties it would assist 

employees to alter their hours of work either permanently or temporarily, Chief 

Officers should make every effort to allow this subject to the needs of the service.  

Employees who wish to alter their hours of work permanently should apply to do 

so under the Flexible Working Scheme.

7.

Further Information



7.1

Further information and advice can be obtained from HR Coaching and Advice team. 
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REASON FOR REQUEST
	
CONDITION
	
PERIOD OF PAID LEAVE AT THE DISCRETION OF THE CHIEF OFFICER  (Paid leave is subject to a maximum aggregate of 10 days in a leave year):‑ 

	A     Compassionate Leave

Death of Dependant (see definition para 2)
	If responsible for making the funeral arrangements:

If not making the funeral arrangements:
	-Up to 5 days including funeral leave

-Up to 3 days including funeral leave

	B
Death of a relative other than as specified at A 


	
	1 day for attendance at funeral 

	C
Illness, physical injury or assault of a dependent  (see definition at 

       Para 2)
	Where the employee obtains from the medical practitioner responsible for the care of the person who is ill, physically injured or physically assaulted either a doctor's certificate or written statement certifying that his/her presence is needed to care for the individual for a stated duration, and provides this as soon as he/she is able at his/her own cost.
	Up to 5 days, depending on the extent of the illness, injury or assault



	D
Where normal child care arrangements breakdown due to 

illness of person caring for child for whom the employee is

responsible or emergency childminder absence where the 

employee is unable to make suitable alternative child care 

arrangements ; OR

E
Where normal care arrangements break down in an emergency situation in respect of an adult disabled/infirm relative/partner, 

such as emergency closure of a Day Centre.  The relative/

partner must live with and be dependant on the employee.
	Where the employee provides as soon as possible a letter 

from the person/institution who normally provides the care to confirm their inability to provide this for the duration of the difficulty


	Up to 5 days, depending on the extent of the difficulty,  

	F.
Where the employee is the primary carer of a child whose 

school closes due to adverse weather conditions or transport 

strike, as a result of which the employee is unable to attend 

work; 
	The benefits will apply where Chief Officers (or those with delegated authority) are satisfied that the absence from work is directly related to adverse weather conditions or transport strike and as a consequence employees suffer travelling difficulties. 

Normal arrangements for reporting absences will apply in all cases.
	Up to 2 days with pay in any one leave year, after which approval may be given for annual/flexi leave.  If these are insufficient, Chief Officers may allow annual/unpaid leave to be brought forward. Chief Officers may also approve late arrivals to/early departures from, work, without loss of normal pay where the journey has been difficult.
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