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KEY POINTS OF THIS POLICY:  

  

This Policy is intended to provide a mechanism to staff to request special leave in relation to 

the following:  

• Bereavement   

• Leave for Other Domestic Reasons  (Unpaid)  

• Parental leave   

• Out-Patient, Medical/GP, Dental and Counselling Appointments   

• IVF Treatment  

• Religious and Cultural Commitments  

• Special leave for reserve forces and civilian organisations  

• Magistrates/Justices of the Peace  

• Jury Service   

• Other Public Duties  

• Time off to Attend Interviews  

The policy outlines the circumstances in which special leave can be granted and when that 

leave will be paid or unpaid.   
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1. INTRODUCTION   

  

1.1 As part of the Royal Devon and Exeter NHS Foundation Trust’s (hereafter 

referred to as the Trust) commitment to Improving Working Lives, this policy sets 

out the Trust’s position in assisting employees to balance the demands of 

domestic and work responsibilities at times of urgent or unforeseen need, 

through the provision of paid or unpaid leave. It also includes the special leave 

which may be granted to staff who wish to contribute to community life by taking 

part in certain public duties.  

   

1.2 The policy encompasses the statutory requirements set out in section 57A of the 

Employment Rights Act 1996 as amended by the Employment Relations Act 

1999.   

  

1.3 Time off provisions cannot be so prescriptive that every eventuality is catered 

for. The provisions outlined in this policy set reasonable arrangements for 

normal circumstances. Managers may, however, be faced with exceptional or 

extenuating circumstances which may require additional time off beyond the 

provisions outlined in this policy. Where requests for special leave fall outside of 

this policy, managers or employees should seek the advice of the Human 

Resources Department.   

  

1.4 Alternative leave provisions exist for other leave requirements. Alternative 

policies include:   

Maternity, Paternity & Adoption Leave Policy   

Employment Break Policy  

Adverse Weather & Unforeseen Incident Policy  

  

1.5 Failure to comply with this policy could result in disciplinary action.   

  

2. PURPOSE   

  

2.1 This policy applies to all Trust employees. The policy gives guidance to 

managers on situations where it is appropriate to grant special leave and 

clarifies whether leave should be paid or unpaid. Managers and employees may 

also which to read the annual leave and flexible working policies in conjunction 

with the provision of special leave.  

    

2.2 This policy supports the Trust vision to provide safe, high quality seamless 

services delivered with courtesy and respect. To achieve this vision, this policy 

supports the Trust values, which are: Honesty, Openness and Integrity, 

Fairness, Inclusion and Collaboration, Respect and Dignity.   

  

3. DEFINITIONS  

   

3.1 Paid Special Leave: For the purposes of this policy, paid leave refers to the pay 

the employee would have received if they were at work, plus any enhancements 

they would normally be entitled to.   
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3.2 A day: For the purposes of this policy, a day is defined as: the number of hours 

the employee would have been expected to/contracted to work in line with their 

contract of employment.   

  

4. DUTIES AND RESPONSIBILITIES OF STAFF & MANAGERS  

  

4.1 The Chief Executive has the overall responsibility for all matters of Human 

Resources and ensuring that all mechanisms are in place for the overall 

implementation,  

monitoring and revision of this Policy. The Chief Executive has nominated the Director 

of People as lead for all Human Resources matters.  

  

4.2 The Director of People has overall responsibility for the policy.  

  

4.3 Managers   

  

4.3.1 Managers have responsibility for ensuring that requests for special leave 

are dealt with compassionately, fairly, consistently, sensitively and 

speedily and on the basis that no genuine requests will be unreasonably 

refused.   

  

4.3.2 Managers are strongly advised to seek advice from the HR Helpdesk 

regarding difficult or complex situations.   

  

4.3.3 In determining applications for special leave, managers must take into 

account the circumstances of the individual, the length of time being 

requested and the needs of the service, particularly where absence is 

likely to be prolonged. All requests, whether verbal or written should be 

dealt with promptly and the decision confirmed in writing to the employee 

concerned using the appropriate form   

  

4.3.4 If the request is to be refused, the manager should arrange to meet the 

employee as soon as possible to outline the reasons for this decision. 

The employee, if they wish, may be accompanied by a trade union 

representative or workplace colleague at this meeting. The decision 

should be recorded using the form provided and a copy provided to the 

employee.   

4.3.5 Any such meeting should, wherever possible, take place within 5 working 

days of receiving the request and written confirmation of the outcome of 

the meeting should be sent within 5 working days and no longer than 7 

working days of this meeting.   

  

4.3.6 It is essential that all special leave is recorded accurately and managers 

must ensure that adequate records are kept of requests for special leave 

together with details of, and reasons for, the decisions made in response 

to any requests   

  

4.3.7 Managers must ensure that all payroll documents such as Change of 

Circumstances forms and any Monthly Staff Attendance Record Sheets 

etc. for payroll or roster purposes are completed promptly in relation to 

special leave. The details of the reason and duration of the special leave 
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granted, together with whether it is to be paid or unpaid must be included 

on the appropriate   

  

4.3.8 Where the special leave is unpaid, it is the manager's responsibility to 

ensure that a change of circumstances form is completed and submitted 

to payroll promptly, detailing the period for which the pay should be 

stopped and the type of special leave being taken. If the Payroll 

department is not informed of this change, it could result in the employee 

being overpaid which the employee will then be required to re-pay.   

  

4.3.9 Managers must also ensure that employees on long-term special leave 

are consulted on any key management decisions affecting the Trust, 

their department or themselves, during their absence.   

  

4.3.10 In the case of Compassionate Leave managers may wish to consider 

referrals to Occupational Health counselling services as appropriate. 

They may also signpost employees to the Employee Assistance 

Programme or their Trade Union Support Services.  

  

4.4 Employees   

  

4.4.1 All employees have a duty to use the provisions available for special 

leave responsibly and sensibly. Any abuse of the special leave policy 

could lead to disciplinary action being taken. Employees also have an 

obligation to follow the procedures laid down in this policy for requesting 

special leave.   

  

4.4.2 Where an overpayment occurs, employees have a duty to report any 

overpayment in a timely manner, once they become aware, to their line 

manager and repay any overpayment over a reasonable and agreed 

time period.   

  

4.4.3 In relation to time off for dependents employees are expected to keep 

disruption to their role to a minimum and aim to cause as little disruption 

to the Trust services as possible.   

    

4.4.4 In the case of Compassionate Leave employees may wish to consider 

self-referral to Occupational Health counselling services or request their 

manager to make a referral for them to Occupational Health.   

  

5. EMERGENCY TIME OFF FOR DEPENDENTS  

  

5.1 The Trust recognises that many employees combine their working life with the 

responsibility of caring for a family, elderly relatives and/or other dependants. 

There will inevitably be occasions where employees will need to take time off 

work to deal with unexpected or sudden emergencies and if necessary to make 

long-term arrangements for the care of dependants (i.e. the main carer).   

  

5.2 For the purpose of this legislation, a “dependant” is defined as:   

  

• a spouse;   

• a civil partner;   
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• a child;    

• a parent;   

• a person who lives in the same household as the employee, unless they are his/her 

employee, tenant, lodger, or boarder;   

• In addition, any person who relies on the employee as their main carer.   

  

5.3 Employees have a right to take reasonable time off to deal with the following   

  

5.3.1 To provide immediate assistance on an occasion when a dependant falls 

ill, which may not necessarily be serious or life threatening, and may be 

psychological or physical.   

  

5.3.2 To provide assistance or comfort to a dependant who has been injured 

or has been the victim of a serious incident or if the employee is the 

victim of a serious incident.   

  

5.3.3 To make long-term arrangements for the provision of care of a 

dependant who is taken ill or becomes injured e.g. organising residential 

care facilities for an elderly relative.   

  

5.3.4 To deal with the unexpected disruption or breakdown of arrangements 

for the care of a dependant e.g. a child-minder may fail to turn up as 

arranged or day-care for a disabled relative is suddenly unavailable.   

  

5.3.5 To assist a dependant during pregnancy or maternity. This does not 

include time off after the birth to care for the baby. Employees may 

however qualify for parental leave (see Section 8 below).   

  

5.3.6 To deal with a serious incident involving their child during school hours 

e.g. the child has been in a fight, has been injured on a school trip or is 

being suspended from school.   

  

There is no qualifying period in order to be able to take time off in an emergency.   

  
5.4 The amount of time an employee needs to take off will vary according to the 

circumstances of the emergency. The right to time off is however to deal with an 

emergency. It should be very short-term, e.g. 1 or 2 days and is not to directly 

provide care to the dependant e.g. if a child has chicken pox, the leave should 

be sufficient to help the employee cope with the crisis – to deal with the 

immediate care of the child and make longer term care arrangements. The 

employee is not entitled to take special leave in the long term to look after the 

sick child.   

  

5.5 Employees must tell the Trust the reason for their absence as soon as is 

reasonably practicable and how long they expect to be away from work.   

  

5.6 Where practicable, managers should discuss with the employee beforehand 

whether the leave will be paid or unpaid. There is no right to paid leave for 

emergency purposes, however, if staff have to deal with personal and domestic 

emergencies they may take special leave up to a maximum of 3 days in any 12 

month period regardless of the number of incidents in that period. In exceptional 

circumstances this may be extended to 5 days in any 12 month period. 
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Reference should be made to the HR Manager/Advisor for consistency. For 

part-time employees special leave allocation is pro rata to the hours of their 

contract.   

  

5.7 Where the employee has exhausted special paid leave, the manager should 

discuss with the employee the options of unpaid and/or annual leave.   

  

5.8 If there is a longer-term requirement for time away from work, the manager 

should consider with the employee temporary amendments to contractual hours, 

an employment break or the employee may make an application using the 

Trust’s Flexible Working Policy, if appropriate.   

  

6. BEREAVEMENT   

  

6.1 Special paid leave to cover incidences of bereavement will be considered under 

the following headings to reflect the needs of staff to take time off following the 

loss of a dependant, relative or close friend.   

  

• Loss of a dependant (see definition of a dependant at para 5.2): Up to 2 weeks 

paid leave, not necessarily consecutive, may be granted.   

  

• Other bereavement: Paid leave to attend the funeral of a relative not included 

above, or a close friend, will be granted. This would not normally exceed 1 day 

of paid leave, however, it is accepted that individual circumstances vary and the 

period may be extended with the approval of the Head of Department or Service 

Manager, who also have the discretion to grant unpaid leave in these 

circumstances.   

  

Advice  MUST be sought from the HR Helpdesk to ensure consistency.   

  

7. LEAVE FOR OTHER DOMESTIC REASONS (UNPAID)   
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7.1 The Trust accepts that at times, employees will experience the need to take 

leave to cover a range of reasons from genuine domestic emergencies. 

Examples of these would be:   

  

• Being involved in a road traffic accident or car breakdown, and although uninjured, 

requiring time off to arrange repairs, organise insurance claims etc.   

• Serious domestic crisis i.e. burst pipe, storm damage, flood damage, fire damage.   

  
7.2 There is no qualifying period in order to be able to take time off for domestic 

reasons.   

  

7.3 Time off for ‘other domestic reasons’ will be taken as unpaid or annual leave. 

The manager may, after discussion with the employee, agree that hours may 

be worked at an alternative time if this is appropriate. In this case the time 

should be made up within 1 month of taking the leave.   

  

7.4 If an accident or car breakdown occurs during the course of undertaking Trust 

business then this will be granted as paid leave  

  

8. PARENTAL LEAVE   

  

8.1 Parental leave is the right for parents to take unpaid time off work to look after a 

child or make arrangements for the child’s welfare. Parents can use it to spend 

more time with children and strike a better balance between their work and 

family commitments.   

  

8.2 Employees who have parental responsibility for a child and have 12 months 

continuous service with the NHS are eligible to take parental leave.   

  

8.3 Provisions   

  

8.3.1 Parents wishing to take parental leave are entitled to take up to 18 

weeks unpaid leave per child up to the child’s 18th birthday.   

  

8.3.2 Parents of a disabled child wishing to take parental leave are entitled to 

take up to 18 weeks unpaid leave per child up to the child’s 18th birthday. 

(For the purposes of Parental Leave, a disabled child is one for whom 

Disability Living Allowance has been awarded).   

  

8.3.3 Adoptive parents wishing to take parental leave have the same right up 

to the eighteenth anniversary of the date of placement.   

    

8.4 Conditions of leave   

  

8.4.1 Leave must be taken in blocks of at least one week, to a maximum of 

four weeks per child in any leave year.   

  

8.4.2 Parents of disabled children may take leave in blocks or multiples of one 

day, to a maximum of four weeks per child in any leave year.   
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8.4.3 Notice of intention to take leave must be made in writing to the line 

manager giving at least 21 days’ notice, although employees are 

requested to give as much notice as is reasonably practicable.   

  

  

8.5 Postponement of leave   

  

8.5.1 The manager can postpone requested leave for a maximum of 6 

months, if the service would be particularly disrupted if leave were taken 

at the time requested.   

  

8.5.2 If an employee applies to take parental leave immediately after the birth 

or adoption of a child, then the manager cannot postpone leave.   

  

8.5.3 The manager must meet with the employee to discuss the request for 

leave and respond in writing within seven days of the meeting.   

  

8.5.4 If the manager postpones the request for leave, written explanation 

must be given to the employee confirming the new dates for parental 

leave.   

  
8.6 Evidence of any parental leave given in previous posts/employment will be 

required, as parental leave is granted per child, and will be regarded as a 

“continuation of” parental leave already taken, rather than a new entitlement to 

parental leave with a post/employment.   

  

8.7 Parental leave will be taken as unpaid and/or annual leave.   

  

9. OUT-PATIENT, MEDICAL/GP, DENTAL AND COUNSELLING APPOINTMENTS   

  

9.1 These appointments should not be counted as sick leave and are therefore not 

counted for statutory sick pay.   

  

9.2 The expectation is that wherever possible, such appointments will be arranged 

outside of the employee’s normal working day so that there is minimal 

disruption to the service.   

  

9.3 Requests for leave for the purpose of appointments should be made in advance 

and the employee should approach their manager and explain their reasons for 

requesting time off, submitting an appointment card/letter where appropriate.   

  

9.4 Time off periods of 1-2 hours to attend medical/dental/counselling appointments 

(including via GP or through OH) will normally be granted as paid leave. Where 

a member of staff requests time off for more than six appointments per annum, 

or where the period of time required is greater than 1-2 hours, the manager 

may discuss with the employee whether the additional time off requested 

should be unpaid or worked at an alternative time  

  

9.5 Time off to attend appointments relating to surgery, or other treatments for 

nonmedical, cosmetic purposes should ordinarily be arranged outside of 

working hours or taken as annual leave.   
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9.6 Time off for attending hospital or specialist appointments with dependents (see 

section 5.2 for definition of dependents) will be granted as paid leave. Where a 

member of staff requests time off for more than six appointments per annum, or 

where the period of time required is greater than 1-2 hours, the manager may 

discuss with the employee whether the additional time off requested should be 

unpaid or worked at an alternative time. Where the dependent has a disability 

and six or more appointments are required or where the appointment is being 

held at a hospital outside of the local area requiring travel (particularly when the 

employee has no choice or control over which hospital is allocated) then this 

additional time will be granted as paid leave.    

  

10. IVF TREATMENT   

  

10.1 The Trust recognises that employees will need to take time off to undergo 

invitrofertilisation (IVF) treatment and all requests to take time off for this 

purpose must be dealt with sensitively.  

  

10.2 Up to three days paid leave will be granted for each cycle of IVF treatment, to a 

maximum of 3 cycles. This leave can be taken in part or full days. Further leave 

will be unpaid or can be taken as annual leave,.  

  

10.3 Employees with over 6 months continuous service with the Trust are eligible to 

apply for paid leave for IVF treatment up to the limits of the entitlement set out 

in 10.1 above.  

  

10.4 Employees wishing to apply for paid time off for IVF treatment should apply in 

writing to their line manager using the IVF Leave Approval/Record Form. 

Managers are to respond within 7 days and complete a Change of 

Circumstances and IVF Leave Approval/Record Form (see Toolkit) and provide 

both to payroll, also placing a copy into the employee’s personal file.  

  

10.5 Should a request be refused the appeal procedure set out in Appendix A of this 

Policy will apply.  

  

10.6 Special protection is afforded to women during the very short period following 

the laboratory fertilisation of eggs and implantation (usually 4-6 days). Any 

concerns that arise relating to a woman during this period should be discussed 

with the HR Operations Team prior to any discussion with the employee.  

  

10.7 A woman undergoing IVF treatment should be regarded as pregnant when in 

vitro fertilised eggs are transferred into her womb. If the treatment is successful 

and the woman remains pregnant she will remain protected until the end of her 

maternity leave.  

  

10.8 If the treatment is unsuccessful, the woman’s protection will end two weeks 

after the end of the pregnancy. As a pregnancy test is taken two weeks after 

the implantation of an embryo, the woman will have special protection for those 

two weeks and, if the pregnancy test is negative, for a further two weeks from 

that time.  

  

11. RELIGIOUS AND CULTURAL COMMITMENTS   
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11.1 Employees may have particular needs for time off for religious and cultural 

commitments. This may be on a weekly basis or may involve a request for a 

particular religious or cultural occasion.   

  

11.2 Employees wishing to request time off to observe their religious or cultural 

beliefs should approach their manager and explain their reasons for requesting 

time off.   

  

11.3 Time off for religious or cultural commitments will be granted as unpaid or 

annual leave.   

  
11.4 Managers will be flexible and sympathetic in their approach to these requests 

and will try to accommodate them wherever reasonably practicable subject to 

the needs of the service.   

  

12. SPECIAL LEAVE FOR RESERVE FORCES AND CIVILIAN ORGANISATIONS   

  

12.1 Employees who may wish to join one of the Reserve Forces of the Armed 

Services or Civilian Organisations should consult with their manager before 

volunteering and may wish to refer to: https://www.nhsemployers.org/reservists  

for further information. New staff who already belong to a Reserve or Civilian 

Organisation (e.g. Special Constabulary) should inform their manager and Human 

Resources when they join the Trust.   

  

12.2 Employees who, with the Trust’s approval, are members of one of the Reserve 

Forces of the Armed Services may be granted special leave with pay, in 

addition to annual leave, up to a maximum of 10 days per annum.   

  

12.3 Employees who, with the Trust’s approval, join one of the Civilian Organisations 

and who are selected to attend a full-time instructor’s training course may be 

granted a one off period of special leave with pay up to a maximum of two 

weeks.  

  

12.4 Employees who join part way through the year will be given leave pro rata.   

  

12.5 Where special paid leave does not cover the whole duration of the training, the 

balance of the time required must be taken as special unpaid leave or annual 

leave.   

  

12.6 Employees must produce the calling notice to support a request for leave of 

absence.   

  

12.7 In the event of call-up, staff must produce the official documentation for their 

manager. During any subsequent leave of absence, which will be unpaid, the 

individual’s contract of employment will remain in force.   

  

13. MAGISTRATES/JUSTICES OF THE PEACE   
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13.1 The Trust recognises that magistrates/justices of the peace are an invaluable 

part of the justice system and will aim to give as much support as possible to 

employees who are, or who wish to become, magistrates/justices of the peace.   

  

13.2 Such employees will be granted a minimum of 13 days special leave per year 

for magistrate/justice of the peace service to meet the minimum sitting 

requirement. Of this entitlement, 5 working days will be paid leave, and the 

remainder taken as unpaid leave.   

  

13.3 Where time off is requested which exceeds the minimum sitting requirement, 

employees should discuss with their line manager whether further unpaid leave 

can be granted.   

  

13.4 Employees are asked to give the Trust as much prior notice as possible so that 

absences can be planned for.   

  

14. JURY SERVICE   

  

14.1 An employee who receives a summons to serve on a jury must notify their 

manager as soon as possible. Leave will be granted unless exemption from 

Jury Service is secured.   

  

14.2 An employee serving as a juror should claim the allowance for loss of earnings 

to which they are entitled under the Jurors’ Allowances Regulations. An 

equivalent amount will  

be deducted from the employee’s pay. Employees can use the Payroll Guide on HUB  

(under ‘What we do’ > ‘Jury Service Info’) to make a claim.   

  

14.3 Managers must ensure that they inform the payroll department in order to 

arrange for the appropriate salary deduction. Managers need to be aware of 

any financial difficulty  

Jury Service may cause an employee and should notify payroll to ensure employees 

do not suffer financial hardship.    

  

14.4 If an employee is not required to appear on a particular day/part-day, they 

should contact their manager to ascertain whether they are required to report 

for duty   

  

15. OTHER PUBLIC DUTIES   

  

15.1 Employees who hold certain public positions will be granted reasonable time off 

to perform the duties associated with them.   

  

Under the Employment Rights Act 1996, the amount of time off to which an employee 

is to be permitted, and the number of occasions, are said to be those that are 

reasonable having regard to the circumstances of the employer’s business and the 

effect of the employee’s absence on the running of that business.   

There is no legal requirement for this to be paid time off, however the Trust will grant 

up to a maximum of 5 days per annum as special paid leave, with the remainder 

treated as unpaid  

.   
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15.2 The following are covered by this provision:   

  

• a member of a policy authority   

• a local councillor   

• a member of any statutory tribunal   

• a member of a prison independent monitoring board   

• a member of the Environment Agency   

• a school governor   

• a member of the General Teaching Councils for England and Wales   

• a member of the managing or governing body of an educational establishment   

• a member of a Water Customer Consultation Panel   

• a non-executive member of an NHS Trust   

  

15.3 If employees are considering taking up such roles, it is desirable that they raise 

this with their line manager in advance so that a discussion can take place 

about how employees can be best supported in these roles without 

compromising the clinical activity of the hospital. In any case, prior permission 

for leave to undertake such duties must be sought and agreed with the 

employee’s line manager. New employees will be required to declare existing 

commitments.   

  

16. TIME OFF TO ATTEND INTERVIEWS   

  

16.1 Reasonable special paid leave will be granted to employees attending an 

internal recruitment interview.. Time off taken to attend an external interview will 

be treated as either annual leave or unpaid leave, following discussion with the 

line manager.   

  

17. EXCEPTIONAL PERIODS OF SPECIAL PAID LEAVE   

  

17.1 In exceptional circumstances the Trust may take the decision to place 

employees on a brief period of special paid leave. This would only happen after 

discussion with Human Resources. Where this is deemed appropriate it would 

not normally be for a period of longer than 1-2 weeks and would be at the 

employee’s normal rate of pay.   

  

18. RECORD KEEPING   

  

18.1 Employees wishing to request special leave should complete the appropriate 

special leave request form (see Appendices). The employee should provide a 

brief explanation for making the request to assist the manager in considering it.   

  

18.2 Line Managers should ensure the timely and accurate recording of all special 

leave absence using the Trust’s recording arrangements, which will include 

monthly reporting via SARs to Payroll or updating ESR directly if access to ESR 

and appropriate training has been given.   

  

19. APPEALS   
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APPENDIX 1: SPECIAL LEAVE REQUEST FORM FAMILY AND DOMESTIC REASONS  

  

  

Employee name: ……………………………………………………………………….  

Position/Grade: …………………………………………………………………………  

Line Manager: …………………………………………………………………………….  

Special Leave requested from ………………………  to …………………………….  
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Number of Hours required ………………………  

  

Brief description of reason: …………………………………………………………………  

…………………………………………………………………………………………………..  

…………………………………………………………………………………………………..  

………………………………………………………………………………………………….. 

……….………………………………………………………………………………………….  

Signed (employee): …………………………………………  Date: …………………...  

I authorise paid special leave from: ……………….. to ………………………………...  

I authorise unpaid special leave from: ……………. to ……………………………….  

Signature (manager): …………………………………………. Date: ……………………  

Position: ………………………………………………………………………………………  

Original copy to be retained on employee’s personal file. A copy to be passed to employee for 

their records   

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

APPENDIX 2: SPECIAL 

LEAVE REQUEST FORM 

BEREAVEMENT  

  

  
Employee name: ……………………………………………………………………….  

Position/Grade: …………………………………………………………………………  

Line Manager: …………………………………………………………………………….  

Special Leave requested from ………………………  to …………………………….  
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Number of Hours required ………………………  

Brief description of reason: …………………………………………………………………  

…………………………………………………………………………………………………..  

…………………………………………………………………………………………………..  

………………………………………………………………………………………………….. 

……….………………………………………………………………………………………….  

Signed (employee): …………………………………………  Date: …………………...  

I authorise paid special leave from: ……………….. to ………………………………...  

I authorise unpaid special leave from: ……………. to ……………………………….  

Signature (manager): …………………………………………. Date: ……………………  

Position: ………………………………………………………………………………………  

Original copy to be retained on employee’s personal file. A copy to be passed to employee for 

their records 
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APPENDIX 3:  SPECIAL LEAVE REQUEST FORM – OTHER DOMESTIC REASONS  

  

  
   

  

Employee name: ……………………………………………………………………….  

Position/Grade: …………………………………………………………………………  

Line Manager: …………………………………………………………………………….  

Special Leave requested from ………………………  to …………………………….  

Number of Hours required ………………………  

Brief description of reason: …………………………………………………………………  

…………………………………………………………………………………………………..  

…………………………………………………………………………………………………..  

………………………………………………………………………………………………….. 

……….……………………………………………………………………………………… 

…. Signed (employee): …………………………………………  Date:  

…………………...  

  
I authorise unpaid special leave from:  …………….  to ……………….  

  

   

Signature (manager): …………………………………………. Date: ……………………  

Position: ………………………………………………………………………………………  

Original copy to be retained on employee’s personal file. A copy to be passed to 

employee for their records.  
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IX 4: SPECIAL LEAVE  - PARENTAL LEAVE  

  
    

Employee name: 

……………………………………………………………………….  

Position/Grade: …………………………………………………………………………  

Line Manager:  

……………………………………………………………………………. Special  

Leave requested from ………………………  to …………………………….  

Number of Hours required ………………………  

Brief description of reason: …………………………………………………………………  

…………………………………………………………………………………………………..  

…………………………………………………………………………………………………..  

………………………………………………………………………………………………….. 

……….………………………………………………………………………………………… 

. Signed (employee): …………………………………………  Date:  

…………………...  

  
I authorise unpaid special leave from: ……………. to ……………………………….  

Signature (manager): …………………………………………. Date: ……………………  

Position: ………………………………………………………………………………………  

Original copy to be retained on employee’s personal file. A copy to be passed to 

employee for their records.    
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 IX 5: SPECIAL LEAVE  OUT PATIENT MEDICAL DENTAL  

AND COUNSELLING APPOINTMENTS  
   

  
  

   

Employee Name: ……………………………………………………………………….  

Position/Grade: …………………………………………………………………………  

Line Manager: …………………………………………………………………………….   

Special Leave requested from ………………………  to …………………………….  

Number of Hours required ………………………  

Brief description of reason: …………………………………………………………………  

…………………………………………………………………………………………………..  

…………………………………………………………………………………………………..  

………………………………………………………………………………………………….. 

……….………………………………………………………………………………………… 

. Signed (employee): …………………………………………  Date:  

…………………...  

I authorise paid special leave from: ……………….. to   

………………………………... I authorise unpaid special leave from: ……………. to  

………………………………. Signature (manager):  

…………………………………………. Date: …………………… Position:  

………………………………………………………………………………………  

Original copy to be retained on employee’s personal file. A copy to be passed to employee 

for their records.   
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 IX 6: SPECIAL  IVF TREATMENT  

  

  

  
   

NB: To qualify for paid time off, employees undergoing treatment must have at 

least 12 months' service with the Trust. Paid time off will be granted for a maximum 

of 3 cycles of treatment.  

  

Employee name: ……………………………………………………………………….  

Position/Grade: …………………………………………………………………………  

Line Manager:  

……………………………………………………………………………. Special  

Leave requested from ………………………  to …………………………….  

Number of Hours required ………………………  

Have you previously been granted paid time off by the Trust for  

IVF treatment? Yes/No  

  
If yes, please give dates: ..........................................  

  
Brief description of reason: …………………………………………………………………  

…………………………………………………………………………………………………..  

…………………………………………………………………………………………………..  

………………………………………………………………………………………………….. 

……….………………………………………………………………………………………… 

. Signed (employee): …………………………………………  Date:  

…………………...  

I authorise paid special leave from: ……………….. to  

………………………………... I authorise unpaid special leave from: ……………. to  

………………………………. Signature (manager):  

…………………………………………. Date: …………………… Position:  

………………………………………………………………………………………  

Original copy to be retained on employee’s personal file. A copy to be passed to employee  

IX 7: SPECIAL  RELIGIOUS AND CULTURAL  



  

APPEND   LEAVE REQUEST FORM –  

Special leave Policy  
Ratified by:  Workforce Governance Committee Chair-22 May 2019  
Review date:  April 2022    Page 26 of 37  

COMMITMENTS  

  

  
  

   

Employee name: ……………………………………………………………………….  

Position/Grade: …………………………………………………………………………  

Line Manager: …………………………………………………………………………….  

Special Leave requested from ………………………  to …………………………….  

Number of Hours required ………………………  

Brief description of reason: …………………………………………………………………  

…………………………………………………………………………………………………..  

…………………………………………………………………………………………………..  

………………………………………………………………………………………………….. 

……….………………………………………………………………………………………… 

. Signed (employee): …………………………………………  Date:  

…………………...  

  

   

I authorise unpaid special leave from: ……………. to ……………………………….  

Signature (manager): …………………………………………. Date: ……………………  

Position: ………………………………………………………………………………………  

Original copy to be retained on employee’s personal file. A copy to be passed to 

employee for their records.     

   

  

   

  

   

  

   

  

   

  

 IX 8: SPECIAL  RESERVE FORCES AND CIVILIAN  
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Employee name: ……………………………………………………………………….  

Position/Grade: …………………………………………………………………………  

Line Manager: …………………………………………………………………………….  

Special Leave requested from ………………………  to …………………………….  

Number of Hours required ………………………  

Brief description of reason: …………………………………………………………………  

…………………………………………………………………………………………………..  

…………………………………………………………………………………………………..  

………………………………………………………………………………………………….. 

……….………………………………………………………………………………………… 

. Signed (employee): …………………………………………  Date:  

…………………...  

I authorise paid special leave from: ……………….. to  

………………………………... I authorise unpaid special leave from: ……………. to  

………………………………. Signature (manager):  

…………………………………………. Date: …………………… Position:  

………………………………………………………………………………………  

Original copy to be retained on employee’s personal file. A copy to be passed to 

employee.   
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 IX 9: SPECIAL  MAGISTRATES/JUSTICES OF THE  

PEACE  

  

  

   
   

Employee name: ……………………………………………………………………….  

Position/Grade: …………………………………………………………………………  

Line Manager: …………………………………………………………………………….  

Special Leave requested from ………………………  to …………………………….  

Number of Hours required ………………………  

Brief description of reason: …………………………………………………………………  

…………………………………………………………………………………………………..  

…………………………………………………………………………………………………..  

………………………………………………………………………………………………….. 

……….………………………………………………………………………………………… 

. Signed (employee): …………………………………………  Date:  

…………………...  

I authorise paid special leave from: ……………….. to  

………………………………... I authorise unpaid special leave from: ……………. to  

………………………………. Signature (manager):  

…………………………………………. Date: …………………… Position:  

………………………………………………………………………………………  

Original copy to be retained on employee’s personal file. A copy to be passed to 

employee for their records.   
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 IX 10 : SPECIAL LEAVE  JURY SERVICE  

  

  
  

  

  

   

Employee name: ……………………………………………………………………….  

Position/Grade: …………………………………………………………………………  

Line Manager: …………………………………………………………………………….  

Special Leave requested from ………………………  to …………………………….  

Number of Hours required ………………………  

Brief description of reason: …………………………………………………………………  

…………………………………………………………………………………………………..  

…………………………………………………………………………………………………..  

………………………………………………………………………………………………….. 

……….………………………………………………………………………………………….  

  
I confirm that I will claim the allowance for loss of earnings from the court and 

understand that an equivalent amount will be deducted from my pay.  

  
Signed (employee): …………………………………………  Date:  

…………………... I authorise special leave from: ……………….. to  

………………………………...  

Signature (manager):  ………………………………………….  Date: ……………………  

Position: ………………………………………………………………………………………  

Original copy to be retained on employee’s personal file. A copy to be passed to 

employee for their records.   
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 IX 11: SPECIAL LEAVE  PUBLIC DUTIES  

  
  

   

Employee name: 

……………………………………………………………………….  

Position/Grade: …………………………………………………………………………  

Line Manager: …………………………………………………………………………….  

Special Leave requested from ………………………  to …………………………….  

Number of Hours required ………………………  

Brief description of reason: …………………………………………………………………  

…………………………………………………………………………………………………..  

…………………………………………………………………………………………………..  

………………………………………………………………………………………………….. 

……….………………………………………………………………………………………… 

. Signed (employee): …………………………………………  Date:  

…………………...  

I authorise paid special leave from: ……………….. to  

………………………………... I authorise unpaid special leave from: ……………. to  

………………………………. Signature (manager):  

…………………………………………. Date: …………………… Position:  

………………………………………………………………………………………  

Original copy to be retained on employee’s personal file. A copy to be passed to 

employee for their records.   
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 IX 12: SPECIAL LEAVE  TIME OFF TO ATTEND AN  

INTERVIEW  

   
  

   

Employee name: ……………………………………………………………………….  

Position/Grade: …………………………………………………………………………  

Line Manager: …………………………………………………………………………….  

Special Leave requested from ……………………… to …………………………….   

Number of Hours required ………………………  

Brief description of reason (including whether the interview is internal or external):  

………………………………………………………………….............................................  

…………………………………………………………………………………………………..  

…………………………………………………………………………………………………..  

………………………………………………………………………………………………….. 

……….………………………………………………………………………………………… 

. Signed (employee): …………………………………………  Date:  

…………………...  

I authorise paid special leave from: ……………….. to  

………………………………... I authorise unpaid special leave from: ……………. to  

………………………………. Signature (manager):  

…………………………………………. Date: …………………… Position:  

………………………………………………………………………………………  

Original copy to be retained on employee’s personal file. A copy to be passed to 

employee   
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APPENDIX 13: COMMUNICATION PLAN   

                                                        

     
  

COMMUNICATION PLAN  

  

The following action plan will be enacted once the document has gone live.  

  

Staff groups that need to have 

knowledge of the policy  

All employees of the Trust  

The key changes if a revised policy  Updated & harmonised for North Devon & RD&E 
employees  
Additions to sections 3.1, 3.2, 6.1, 7.4, 9.4 9.6,  

9.7, 14.3, 16.1,12.2, 19.1  

The key objectives  To remind employees of the Trust’s Policy 

regarding the granting of special leave and giving 

clarification of the types of leave covered  

How new staff will be made aware of 

the policy and manager action  

Induction process, intranet   
  

Specific Issues to be raised with staff  N/A  

Training available to staff  N/A  

Any other requirements  N/A  

Issues following Equality Impact 

Assessment (if any)  

N/A  

Location of hard / electronic copy of 

the document etc.  

The original of this policy, will remain with the 

author. An electronic copy will be maintained on 

the Trust Intranet Hub.  Archived electronic 

copies will be stored on the Trust's “archived 

policies” shared drive, and will be held 

indefinitely.  

  

  

  










