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Special Leave Guidance

The examples below are intended to provide guidance on the granting of special leave in situations involving dependants.

Further advice can be obtained from the Corporate HR Department. 

A. Bereavement

(i) – Death of an immediate relative

An immediate relative can be defined as, for example, a parent, spouse or child (over the age of 18). Employees may also have close relationships with, for example, a Grandparent if they have bought them up.  Each case is different so requests for paid special leave for death of an immediate relative should be looked at on an individual basis.

The employee will be entitled to take up to 5 days paid special leave.  This can be taken all together or over a number of weeks to grieve, but also to organise the funeral or to deal with probate issues. The employee may want to extend this time off by taking annual leave.  In certain circumstances the Assistant Director may allow further special leave to support the employee, however this should be offered after consultation with Corporate HR.

(ii) – Loss of a child

The Council recognises that, while dealing with any bereavement is difficult, the death of a child is among the most devastating events that an employee can ever face. This policy sets out our commitment to supporting bereaved parents through their grief by ensuring they can take parental bereavement leave.  

The policy applies to employees who suffer the loss of a child under the age of 18. This includes parents who suffer a stillbirth after 24 weeks of pregnancy.

The employee will be entitled to two weeks paid special leave.  The leave can be taken as a single block of two weeks or two separate blocks of one week at different times.  It cannot be taken as individual days.

The physical and emotional impact of grief may mean that some bereaved employees become unwell and are unable to be at work for a period after a bereavement. As a result, they may take time off sick. Some bereaved employees may need additional time away from work to cope with their grief, make practical arrangements, or to support a bereaved child. In cases where the employee feels they need time away from work but do not take time off sick, it may be appropriate to offer an alternative such as adjusting working patterns for a fixed period.

Further information on how to support an employee who is dealing with a bereavement can be obtained from Occupational Health and in the ACAS Guide to Managing Bereavement in the Workplace. 
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When an employee loses a relative, such as an aunt, uncle, or cousin, they are entitled to up to 1 day paid special leave to attend the funeral.  It is advised that in most circumstances an employee is given half a day paid special leave however this may be increased dependent on the closeness of the relative, the timing of the funeral and travel time. 

B. Care of a Seriously Ill Dependant/Partner

Situations may arise where employees are required to care for a seriously or terminally ill partner/dependant.  In these circumstances, a guideline of 3-5 days paid special leave is given, however this will vary dependent on the circumstances.  The employee may wish to extend this period by using annual leave but may request further special leave.  This will be at the discretion of the Assistant Director in consultation with Corporate HR.  

This provision is not meant for cases where dependents require care after release from hospital or, for example, for a planned operation such as a knee replacement.  It is for cases where a dependant is terminally ill or has a life threatening/changing condition. 

C. Carers’ Leave

Carer’s leave is to be used by employees to provide care or make care arrangements for a dependant who has a long-term care need.
It covers dependants that require care for an illness or injury that means they are likely to need care for more than three months, or for a disability, or those who require care because of old age.

Carers’ leave entitles employees to take planned leave to provide care, or to make arrangements for it, when there is not an emergency.

Note that, whilst the definition of dependant is the same for family/domestic crisis - time off for dependants and carer’s leave, carer’s leave can only be taken when that dependant meets the criteria of ‘long-term care need’. This means, therefore, that carer’s leave is not simply an extension of the family/domestic crisis - time off for dependants nor does it give employees an extra type of time off to use for childcare, unless the child is disabled.  This leave type is also separate to the leave for care for seriously ill dependant/partner.

Also note that if an employee is a parent, they can take up to 18 weeks’ leave to look after their child. This is separate to carer’s leave.  Eligible employees can take unpaid parental leave to look after their child’s welfare.  See the Parental Leave Policy for more information.

Employees who need to support dependants for a short period of time would not be eligible to take carer’s leave due to the ‘more than three months’ element to the definition of ‘long-term care need’.

Carer’s leave can be used for a wide variety of caring activities, such as the following:
· providing personal support, such as keeping an eye out for someone, keeping them company, and staying in touch.
· providing practical support, such as making meals, going shopping for them, laundry, cleaning, gardening, maintenance, and other help around the house.
· helping with official or financial matters, such as helping with paperwork, dealing with ‘officials’, paying bills/rents/rates, collecting pensions/benefits.
· providing personal and/or medical care, such as collecting prescriptions, giving medications, changing dressings, helping them to move around the home, getting dressed, feeding, washing, bathing, using the toilet.
· making arrangements, such as dealing with social services or the voluntary sector, moving someone into a care home, making home adjustments or adaptions.
Further information on unpaid carer’s leave is available on both the Government and ACAS (Advisory, Conciliation and Arbitration Service) websites.  The ACAS guidance provides some useful practical information.
D. Family/Domestic Crisis – Time off for Dependants

Time of for a family/domestic crisis is to deal with unexpected situations involving dependants. For example, special leave could be used to deal with:

· a breakdown in the care arrangements of a dependant i.e. childminder is sick or a carer contracted to look after an elderly parent doesn’t show up.
· a child who is unable to attend school due to illness and the employee needs to provide care for a day until they can put other arrangements in place.
· your child has been involved in an incident during school time, i.e. injured on a school trip or has been involved in a fight.
· an elderly dependant who has a fall and needs to be taken to the GP/hospital.
The right to time off for family crisis does not give the automatic right to special leave in a domestic emergency such as a boiler breaking down or for the care of pets.  It would also not cover a situation that an employee knows about in advance, for example taking a child/relative to a hospital appointment.
E. Public Duties – School Governors

Employees who are governors within Sefton schools are able to take time off to carry out their duties in accordance with the Volunteer Scheme. Employees who are governors within other Boroughs (e.g. Liverpool, Wirral) are not cover by the Volunteer Scheme so would need to apply for leave under the special leave policy. 

Under the special leave policy, paid leave would only be granted when a governor is required to attend a meeting. This is not regular attendance at scheduled committees or to attend training, but maybe part of an investigation or an Ofsted inspection. 
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