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SPECIMEN LEAVE OF ABSENCE POLICY

Holidays
The provisions relating to your entitlement to paid annual leave are set out in your contract of employment.
Religious holidays

Subject to complying with the relevant provisions as to notice as set out in your contract of employment and to the requirements of the Company’s business, you will normally be allowed to use your annual leave entitlement to observe special religious holidays.
Jury service and other public duties
Should you be required to attend Court for jury service or as a witness, you are required to notify the Company as soon as possible.  Leave will normally be granted but you will be required to provide a copy of the court summons to support your request for time off work.  There is no contractual entitlement to remuneration for absences relating to jury service and other public duties.  Payment of salary during this period is at the absolute discretion of the Company.  You should, however, claim and declare to the Company the full allowance available to you in the performance of such duties, in order that it may be deducted from any discretionary pay that may be awarded.
If on any day on which you attend court you are told your services are not required, you must then return to work and report to your line manager before starting work.
Membership of the reserved armed forces
If you are a member of the reserved armed forces, you may use your paid annual leave entitlement to carry out your duties, provided that you comply with the provisions relating to annual leave set out in your contract of employment.  Any further time off is at the absolute discretion of the Company and will be unpaid leave.

Medical appointments

It is appreciated that visits to doctors and dentists and other medical practitioners are necessary and, whilst time off will be normally be granted, such appointments should, as far as possible, be taken outside of normal working hours or with the minimum disruption to the working day (i.e. at the beginning or end of the working day).  Time off for such appointments must be approved by your line manager in advance and no more than two hours should be taken off work for any one appointment.  There is no contractual entitlement to remuneration for absences relating to attendance at medical appointments.  Payment of salary during attendance at such appointments is at the absolute discretion of the Company.

Compassionate leave
Subject to your statutory right to time off to deal with a family emergency (see the Parental Leave and Family Emergencies Policy), if you suffer a bereavement or serious illness in your family or in a close relationship, compassionate leave will be considered on an individual basis and time off must be approved by your line manager.  There is no contractual entitlement to remuneration for absences relating to compassionate leave.  Payment of salary during compassionate leave is at the absolute discretion of the Company.  

Subject again to your statutory right to time off to deal with a family emergency (see the Parental Leave and Family Emergencies Policy), you are expected to use your paid annual leave entitlement for leave needed to care for sick relatives or friends.
General

Failure to return from leave and report for work on the due date of return without reasonable excuse is a disciplinary offence and will be dealt with in accordance with the Company’s disciplinary procedure.
This document was prepared by the Employment Unit of Abbey Legal Services.  It is intended only as a guide and is not to be regarded as a substitute for consultation with one of our Legal Advisors, since every case will ultimately turn on its own particular facts and circumstances.  Should you require legal advice please contact Abbey Legal Services on 0845 0727 727.  If you are driving when using the legal advice service, please make sure it is safe and legal to do so.  
Abbey Legal Services own the copyright in this document.  You must not use this document in any way that infringes the intellectual property rights in it.  You may download and print this document which you may then use, copy or reproduce for your own internal non-profit making purposes.  However, under no circumstances are you permitted to use, copy or reproduce this document with a view to profit or gain.  In addition, you must not sell or distribute this document to third parties who are not members of the Federation of Small Businesses, whether for monetary payment or otherwise.
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