Compassionate Leave Policy

Who is covered by this policy?

All staff

What is covered by this policy?

This policy details the circumstances under which leave taken will be classified as compassionate.

Purpose

[CHARITY NAME] understands that staff may need to take a reasonable amount of time off work to deal with unexpected or sudden emergencies that involve a partner, child, parent, relative or dependent and that this leave would normally be in addition to their annual leave entitlement.

This policy is intended to cover genuine emergencies only.  If staff know in advance that they are going to need time off, they should use their holiday entitlement or any other relevant leave entitlement.

The Policy

Under normal circumstances [CHARITY NAME] will give staff two days’ paid compassionate leave to deal with a genuine emergency situation. If further leave is required this must be authorised by their line manager.  Staff may be required to take any additional leave from their annual leave entitlement.  
Staff will not be penalised, victimised or dismissed because they have taken emergency time off provided they have complied with this procedure.  However, any misuse/abuse of this right may result in disciplinary proceedings and may under normal circumstances result in pay being deducted for the time of absence.

Examples of an emergency:

	Death of a dependent or close relative
	Illness, injury, assault or accident
	Arrangements needing to be made for longer term care of a dependent
	An unexpected breakdown in care, such as a childminder, nurse or home help failing to turn up
	Unexpected incidents involving children during school/nursery hours
	Childbirth
	Attending a funeral or making funeral arrangements.

The Procedure

	Staff must report an emergency to their line manager by 10.00 on the day of absence, or at the earliest possible time, with an indication of the likely period of absence.  If the line manager is unavailable the emergency must be reported to their senior manager, or in their absence the Chief Executive’s office.

	The line manager will complete the absence form detailing the nature of the emergency and the time off agreed on the day of notification of the emergency.        									
	If the staff member requires further leave in relation to the notified emergency, this must be discussed with their line manager and under normal circumstances will need to come out of annual leave.  Alternatively, the staff member may apply for further compassionate leave or, if entitled, unpaid parental leave.

	The line manager may authorise further compassionate leave in addition to the policy only after authorisation from the senior manager.  

	The absence form must be completed by the line manager detailing the nature of the emergency and the time agreed.  This will be signed by the line manager and returned to the staff member’s personnel file.

	Failure to report absenteeism appropriately as per this procedure will be viewed as unauthorised absence and may result in disciplinary action. 

	In exceptional circumstances, compassionate leave may be granted up to a maximum of five days, which may or may not be consecutive.


