Compassionate leave policy

Agreed by 				on Board on 9.5.18



Date for next check:  9.5.20

This policy is for staff.

We want staff to feel valued.

We also need to make sure that the organisation can do its work well.

This policy will help us to do both of these.



Extra leave when someone dies

We will give you paid leave if someone close to you dies.  This is on top of your annual leave.

· If your partner, parent or child dies, we will give you up to 5 days of paid leave.
· If your sibling, your sibling’s child, your grandparent, your grandchild or your parent-in-law dies, we will give you up to 3 days of paid leave.
· If another relative dies and you have to arrange their funeral, we may give you paid leave.

[bookmark: _GoBack]The Chief Executive can agree to give you more paid leave than this if there is a good reason.

If you want to take unpaid leave, you can ask your line manager.
	





Time off for an emergency

If you are a carer you may have time off to deal with an emergency with someone you care for.

You must tell your line manager straight away. 

You and your line manager need to agree what to do so that work is not affected. 

You will be paid for the rest of that day.

If this happens too often and affects your work, your manager can use the disciplinary procedure.



Fair treatment

We will treat you fairly.

We will not:
· treat you unfairly for taking time off. For example, we will not refuse you training or promotion
· dismiss you or choose you for redundancy because you asked for time off for a dependent
· refuse you reasonable time off
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