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EDC Paper 016 / 005 – ANNEX A(iii)  

Ebbsfleet DC – Special Leave Policy  

This policy covers all special leave except for maternity, adoption, paternity leave and 
shared parental leave. 

1. Applying for special leave 

1.1 You can apply for special leave, either paid or unpaid, to your line manager and 
Director. Your Director can approve requests for special leave up to certain limits.  

2. Submitting your request for special leave 

2.1 All applications for special leave must be submitted in writing and in advance to 
your Director by using one of the following forms: 

 Application for special leave with pay 
 Application for extended special leave  

2.2 In exceptional circumstances (for example, sudden bereavement or domestic 
distress) you may apply for special leave after you return from an absence. However, 
this is conditional on whether you have informed your Director, via you line manager 
as soon as possible of the reason why you are unable to work. 

2.3 Any requests for special leave exceeding the limits for special leave with or 
without pay should be referred by Directors to the Chief Executive/Accounting 
Officer. 

3. Effect of special leave on reckonable service and entitlements 

3.1 If you are on paid special leave: 

 it is considered reckonable service (eg service which counts towards your 
pension). 

3.1 If you are on unpaid special leave: 

 it does not count as reckonable service, unless granted in connection with training 
in one of the Reserve Forces or for Voluntary Public Service. 

 you will not be entitled to any other form of leave whilst on special leave. 

4. Effect of unpaid special leave on annual leave and sick absence 

4.1 If you are absent for any period of approved unpaid special leave, your annual 
leave allowance will be reduced pro rata and you will not be entitled to take any part 
of that period as annual leave or sick absence. 

5. Special leave with pay 

5.1 The rules for special leave with pay are: 

 Any public holiday, Saturday, or Sunday which occurs at the beginning or end of a 
period of special leave does not count as part of the special leave. 

 If a public holiday, Saturday or Sunday occurs within a period of special leave with 
pay, it will not count as part of your special leave. 

https://intranet.communities.gov.uk/how-to/hr/leave-and-absence/maternity-and-paternity-leave/
https://intranet.communities.gov.uk/how-to/hr/leave-and-absence/shared-parental-leave/
https://intranet.communities.gov.uk/how-to/hr/leave-and-absence/shared-parental-leave/
https://intranet.communities.gov.uk/how-to/hr/leave-and-absence/special-leave-limits/
https://intranet.communities.gov.uk/wp-content/uploads/2015/08/Special-Leave-With-Pay-Form.docx
https://intranet.communities.gov.uk/documents/2015/02/career-break-application-form.doc
https://intranet.communities.gov.uk/how-to/hr/leave-and-absence/special-leave-limits/
https://intranet.communities.gov.uk/how-to/hr/leave-and-absence/special-leave-limits/
https://intranet.communities.gov.uk/how-to/hr/reservists/
https://intranet.communities.gov.uk/how-to/hr/learning-and-development/volunteering-2/
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 You will not be entitled to take an extra day of special leave in lieu of any bank or 
public holiday which occurs during the period of any approved special leave. 

6. Special leave without pay 

6.1 The rules for special leave without pay are: 

 Any public holiday, Saturday, or Sunday which occurs at the beginning or end of a 
period of special leave does not count as part of the period of special leave. 

 If a public holiday, Saturday or Sunday occurs within a period of special leave 
without pay, it will count as part of special leave. This means that you will not 
receive pay for it, nor will you be entitled to a day off in lieu on return to duty. 

7. Extended unpaid special leave  

You have no contractual entitlement to extended unpaid special leave (3-12 months) 
but subject to operational considerations, you may be granted such leave. 

You can get full details of extended unpaid special leave arrangements from HR 
Shared Services. 

8. Returning to work after special leave 

8.1 You have the right to return to work before or at the end of the period of special 
leave that has been agreed. In most cases this will mean returning to the same job. 

8.2 However, if you are returning after a long period of absence it may be necessary 
for you to return to a different, but otherwise suitable job. 

9. Special leave with specific arrangements in place 

9.1 There are certain types of special leave which have their own sets of rules in 
place. 

 Maternity, paternity and parental leave: there are specific rules and 
arrangements for maternity, paternity and parental leave. See maternity and 
paternity leave and shared parental leave. 

 Time off for health and safety representatives: health and safety 
representatives get time off with pay to attend appropriate courses and to 
effectively carry out their functions. 

 Time off for emergencies involving dependants: employees have the right to 
take a reasonable period of time off work to deal with an emergency involving a 
dependant and to not to be dismissed or victimised for doing so. See special leave 
limits. 

 Time off for domestic arrangements: there are also special arrangements for 
time off to deal with other short term domestic arrangements. See special leave 
limits. 

 

 

 

 

 

https://intranet.communities.gov.uk/how-to/hr/leave-absence-management-and-wellbeing/leave/maternity-and-paternity-leave/
https://intranet.communities.gov.uk/how-to/hr/leave-absence-management-and-wellbeing/leave/maternity-and-paternity-leave/
https://intranet.communities.gov.uk/how-to/hr/leave-and-absence/shared-parental-leave/
https://intranet.communities.gov.uk/how-to/hr/leave-and-absence/special-leave-limits/
https://intranet.communities.gov.uk/how-to/hr/leave-and-absence/special-leave-limits/
https://intranet.communities.gov.uk/how-to/hr/leave-and-absence/special-leave-limits/
https://intranet.communities.gov.uk/how-to/hr/leave-and-absence/special-leave-limits/
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Special Leave with Pay: 

Leave 
Limit (per 

rolling year) 
Policy 

Bereavement 
– Death of a 
close 
relative, (not 
including a 
partner) 

Up to 5 days, 
plus 2 more 
days if 
responsible 
for funeral 
arrangements 

The Employment Relations Act 1999 provides an employee with 
the right to take a reasonable amount of time off in consequence of 
a death of a dependent (see special domestic responsibility). The 
term ‘relative’ may be taken to mean anyone who has a close 
relationship with the member of staff concerned, whether or not 
they are related by blood or marriage. For the purposes of special 
leave with pay in the case of bereavement, a ‘close relative not 
including a partner’ would normally mean a father, mother, brother, 
sister, son, daughter, grandparent, parent-in-law, or someone who 
has acted as a parent. An additional 2 days’ special leave with pay 
may be granted to someone assuming primary responsibility for 
organising the funeral of a close relative, not including a partner. 
These may be deferred if circumstances require it. Special leave 
with pay is not intended to enable staff to carry out consequential 
private business, such as executor’s duties. 

Bereavement 
– Death of a 
partner 

Up to 10 days 

Up to 10 days special leave with pay may be granted upon the 
death of a partner, whether or not the member of staff is organising 
the funeral. These days may be taken at different times and 
deferred for up to 3 months. 

Court – 
Attendance 
as a witness 

Period 
required by 
the court 

Witness in civil or criminal proceedings or coroners court. 

Domestic 
emergencies 

1 to 15 days 

You can take up to 15 days special paid leave to deal with short-
term domestic problems. Line managers have delegated authority 
to approve up to 8 days paid leave. Should any of the additional 7 
days paid leave be required then authorisation must be obtained 
from the Chief Executive provided each day can be justified. As a 
minimum, the Employment Relations Act 1999 provides an 
employee with the right to take a reasonable amount of time off for 
dependants in the following circumstances: 

 if a dependant falls ill, gives birth or is injured or assaulted 
 to make arrangements for the provision of care for a dependant 

who is injured or ill 
 in consequence of the death of a dependant 
 to deal with an unexpected disruption or breakdown in care 

arrangements 
 to deal with an unexpected incident involving an employee’s 

child while they are at school. 

In these circumstances a dependant is a partner, child or parent, or 
someone who lives in the same household other than tenant, 
lodger, boarder or employee. In the cases of illness, injury or 
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Leave 
Limit (per 

rolling year) 
Policy 

where care arrangements have broken down, a dependant may 
also be someone who reasonably relies on the employee for 
assistance. 

The Employment Relations Act does not require such leave to be 
paid. However, paid leave may be granted to deal with a range of 
circumstances where a member of staff needs to spend time at 
home or with a relative, and where the taking of annual leave is not 
appropriate. These circumstances include: 

 taking care of or making arrangements for dealing with the 
illness or incapacity of a sick relative 

 medical appointments for children and other dependants 
 unforeseen breakdown in childcare or other care arrangements 
 unavoidable and severe damage or disruption to property, such 

as flooding or burglary 
 assessment for approval to become foster carers – up to 5 

days can be taken in a 12-month rolling period 
 additional discretionary leave of up to 10 days in a 12-month 

rolling period can be taken at the start of a planned permanent 
placement to help the child settle. This leave is available for 
staff with Foster Carers and Family and Friends Carers 
responsibilities. If both parents are employed by the 
Corporation, one parent would receive up to 10 days and the 
other up to 5 days. See special leave without pay for meetings 
with police, social services, teachers etc. 

Jury Service 
Time spent on 
jury service 

You may claim travelling and subsistence expenses against the 
court but you must not claim or accept compensation for loss of 
earnings. 

Study leave Various 

Degree course or equivalent 20 days total but no more than 10 
days to be taken in the last year of the course. Open University 
courses – an additional 20 days throughout the course for summer 
school. A level courses up to 10 days in total. GCSE courses up to 
5 days. 

Voluntary 
Public 
service 

Various See voluntary public service table below. 

 
 
 
 
 
 
 
 
 
 

https://intranet.communities.gov.uk/how-to/hr/leave-and-absence/special-leave-limits/#special leave without pay
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Voluntary Public Service (with pay): 
 

Leave 
Limit (per rolling year 

unless otherwise stated) 
Policy 

Attendance at meetings or 
other essential business of 
nationally recognised 
voluntary or public bodies (for 
instance, becoming a school 
governor) 

6 days 

Where it is in the Corporation’s 
interest to assist the work of 
such bodies or otherwise 
improve the experience of 
employees. 

Local Government work 18 days 

Elected members of a local 
authority including Mayors in 
their mayoral year and chairman 
of councils.  

Magisterial duties – Justice of 
the Peace 

18 days 
Plus reasonable travelling time 
to permit up to 26 attendances. 

National Voluntary youth 
organisations 

5 days over 2 years 
Attending training courses in 
youth leadership. 

Voluntary activity within the 
community in which you live or 
work. This can include 
attendance at meetings or 
other essential business of 
nationally recognised charities, 
voluntary and public bodies or 
local community projects 

6 days 

Where it is in the Corporation’s 
interest to assist the work of 
such bodies or otherwise 
improve the experience of 
employees. 

 
 

Special Leave (without pay): 
 

Leave Limit Policy 

Domestic 
responsibilities 

Up to 12 
months 

Unpaid special leave may be granted in circumstances where an 
employee has heavy domestic responsibility for a long period. 
Approval may be given for a move to part time working or flexible 
working patterns. Also see special leave with pay table at the top of 
this page. 

Foster carers; 
family and 
friends carers 

5 days  

Line managers have discretion to grant 5 days special leave 
without pay (eg to attend meetings, training, unforeseen 
emergencies relating to their fostering role, to accommodate an 
emergency placement etc). 

School 
holidays  

Subject to business needs, may be approved provided at least part 
of your annual leave is also used for this purpose. 


