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Basic Statutory Entitlements
Time off for dependants
· Employees are allowed time off to deal with an emergency involving a dependant;

· A dependant could be a spouse, partner, child, grandchild, parent or someone who depends on you for care;

· Employees are allowed a ‘reasonable’ amount of time to deal with an emergency, but there is no set amount of time as it depends on the situation – ACAS guidance suggests that the time off allowable is normally a day or two;

· There is no statutory entitlement to pay if you do take time off for an emergency;

· Your right to take time off to look after a dependant is a “day one” employment right;

· The Equality Act 2010 protects employees with protected characteristics and therefore employers must make sure that they treat all requests for leave equally and that they do not treat employees less favourably than others.
Situations that qualify for time off?
An emergency is defined in the government advice by the following examples – you could get time off when a dependant is involved in the following emergencies:

· Illness, injury or assault (of a dependant) – This includes mental or physical illnesses and it does not need to be life threatening. It could be that they have an existing health condition that has got worse. You can also take time off to arrange longer term care for a dependant;

· The death of a dependant (see compassionate leave below);

· The failure of a normal carer to turn up for work;

· An incident with your child at school;

· Dependant is having a baby - you can also take time off if a dependant goes into labour if you are the person they are relying on to take them to hospital – if you are the child’s parent you can take time off after the birth as you will be entitled to paternity or maternity leave.

Situations that don’t qualify for time off?
Examples of where you do not qualify for time off include:

· Your employer may give you time off to deal with an emergency but they do not have to give you time off to deal with home emergencies including fire, flooding, burglary or broken boiler;

· Your employer does not have to give you time off for taking dependants to a planned medical appointment;

· Your employer does not have to give you time off for dealing with a pet emergency or taking a pet to the vet;

· Your employer does not have to give you time off for dealing with a personal crisis (relationship breakdown).

Compassionate Leave
Compassionate leave may be granted to an employee if they experience the bereavement of

a dependant. The right to time off to deal with an emergency or compassionate leave is a

“day one” employment right; although an employer does not have to pay an employee for

any leave taken. Although there is no legal right to be paid, some employers may offer

contractual right to pay under an employee’s terms and conditions of employment.

RainbowsGB Policy
1. Introduction
1.1. 
As part of its commitment to good employment practice, RainbowsGB is keen to help its staff to balance the demands of work and family life wherever possible. The following leave arrangements have been developed to provide help and support to members of staff should they experience domestic crises. 
1.2. Such leave is authorised by the member of staff’s Manager (or the Chair of Trustees) who will have the discretion to determine the amount of leave to be granted within the framework of the policy, bearing in mind the circumstances and the needs of the Charity. 
1.3. In support of a request for leave the member of staff may be required exceptionally to: 
( produce appropriate documentary evidence of the need for leave, such as a doctor’s medical certificate to certify a dependant’s illness or a hospital appointment card; 
( provide information about a partner’s employment situation (on the basis that a partner may be expected to share caring/dealing with the emergency); 
( undertake work at home where this can be appropriately arranged. 
1.4. It should be understood that leave of this kind is not intended to meet long term domestic or family needs. 
1.5. In the following sections the different types of leave which may be granted are explained in more detail, with guidance provided in order to try to ensure fair and consistent access to such leave. 
2. Compassionate leave 
2.1

The aim of such leave is to provide a compassionate response in cases of ‘urgent domestic distress’ as for example: 
( when a member of staff suffers a bereavement due to the death of: - a partner; - a close relative; - a person with whom the member of staff had a close continuing relationship; 
( when a member of staff suffers a domestic catastrophe, such as a household fire. 
3. Time allowed 
3.1. Up to the equivalent of five working days may be granted as paid leave. 
3.2. The amount of leave granted will be dependent on such factors as: 
( the level of responsibility to be taken on by the member of staff for the funeral or for other tasks arising from the death of the partner or relative; 
( the distance required to be travelled; 
( the availability of other members of the family to contribute to relieving the effects of the domestic      catastrophe. 
3.3. In exceptional circumstances longer periods of leave may be granted as unpaid leave or taken from the member of staff’s annual leave entitlement. 
4. Procedure for applying for leave 
4.1. Members of staff should inform their Manager (or Chair of Trustees) as soon as possible of their need for compassionate leave, as the responsibility for agreeing the amount and type of leave lies with him/her. 
4.2. On the first day of absence members of staff will be expected to follow the usual rules for the notification of any absence i.e. members of staff should contact their nominated departmental Manager.
1. Purpose

1.1.1 An employee may request compassionate leave in the event of an unplanned major life event that requires the employee’s absence from work.
1.1.2 Events which may warrant compassionate leave include, but are not limited to:
• The diagnosis of or final stages of care for a serious (life threatening) illness or death of a family member

• funeral, cremation or burial of a family member

• the employee falling victim to a serious crime

• fire/flood/burglary at the employee’s home

• road traffic collisions or other distressing accidents/incidents involving the employee

• a breakdown of the employee’s personal or domestic arrangements (separation, divorce, eviction, removal of children etc)
1.1.3 This policy enables employees to request a reasonable period of paid and/or unpaid time off work in such circumstances. It is at the Manager’s (or Chair of Trustees) discretion whether to grant compassionate leave.

1.2 Conditions of Granting Compassionate Leave
1.2.1 All requests for compassionate leave will be managed sensitively and fairly, giving consideration to the cultural and religious needs of individual employees.

1.2.2 The employee’s manager will consider each request in line with this policy. The request may be supported in part or in full, or it may be more appropriate for the employee to take time off by other means, such as annual leave, parental leave or emergency time off for dependants. Alternatively or in addition, managers may wish to consider allowing the employee a period of remote or flexible working.

1.2.3 In exceptional circumstances, line managers may consider granting paid time off in addition to the allowances outlined in this policy. This should only be in cases where there is a strong case, which has welfare implications for the individual. To ensure fairness and consistency of application of this approach, line managers should put their cases forward to the Chair of Trustees, who will jointly consider requests for additional allocations of paid time off, to ensure consistency of approach. 

2. Scope of the Policy

2.1 This policy applies to all paid employees of RainbowsGB.
 2.2 All employees, irrespective of length of service, are entitled to request a reasonable amount of paid and/or unpaid time off work on compassionate grounds to deal with an unplanned major life event.

3. Principles

3.1 An employee’s manager may grant up to a maximum of 5 days of paid compassionate leave to an individual employee in a rolling 12 month period (pro-rata for part-time employees). Where deemed necessary and appropriate, further unpaid leave may be granted to an employee subject to the needs of the Charity.

3.2 Alternatively, employees may opt to user their annual leave, flexi-leave (where appropriate) or the manager may offer a period of remote or flexible working.

3.3 The amount of compassionate leave required for each life event will be determined by the specific situation and any cultural or religious requirements. Managers may take into account the employee’s responsibility for making practical arrangements, such as securing a burgled property, arranging a funeral or acting as executor of a will.

3.4 Primary carers of disabled people are protected by the Equality Act and this will be taken into consideration when granting compassionate leave.

3.5 A family member for the purposes of this policy is defined as the partner, child, step child, adopted child, parent, grandparent, grandchild or sibling of an employee.

3.6 Managers have discretion to grant compassionate leave in respect of the death of other relatives where the relative lived with the employee, where the employee is the sole surviving relative, or where the employee is responsible for making the funeral arrangements and/or managing the estate of the deceased.

3.7 Additionally, the Chair of Trustees has discretion to grant an extended period of paid and/or unpaid compassionate leave in the unfortunate circumstance of the multiple deaths of family members or when an employee has to manage the final stages of the terminal condition of a family member.

4. Procedure

4.1 Where an employee requires compassionate leave under this policy they should notify their manager at the earliest opportunity and complete a compassionate leave request form.

4.2 The employee’s manager should complete the authorisation section of the compassionate leave form and forward this to HR admin for recording on the employee’s absence record.

4.3 Where a request for paid compassionate leave is refused in part or full, the reasons for this will be notified to the employee by their manager and recorded on the compassionate leave form. In these circumstances the manager should discuss with the employee the alternative options for covering any time taken off work in advance of the request for compassionate leave form being completed.

4.4 The manager should agree with the employee how they wish to cover their absence, for example, using annual leave, flexi-leave, buying additional leave to cover their absence and/or unpaid leave. This should be recorded retrospectively where it has not been possible to agree it in advance. 

4.5 Where an individual employee does not agree with the manager’s decision about granting paid time off; or where they feel they have been treated unfairly, they have the right to raise the matter with the Trustees of the Charity. The Trustees will review the case and will make a decision about granting time off. This decision will be final.
5. Managers’ Responsibilities

5.1 Managers must be sensitive, consistent and fair when considering requests for compassionate leave and note that requests must be submitted to Payroll Admin for recording on the employee’s absence record.

5.2 Managers must not support more than 5 days of paid compassionate leave in any rolling 12 month period for an individual employee (pro rata for part-time and job-share employees) unless this has been authorised by the Chair of Trustees.
5.3 The amount of time that can be granted for each event is at the manager’s discretion. As a guideline, managers would normally be expected to grant a maximum of 1 day of paid compassionate leave for: 

funerals, cremations and burials; dealing with a fire/flood/burglary; or following a road traffic collision, distressing accident or serious crime.
A greater amount of paid leave, not exceeding the limits stated in 5.2 above, may be appropriate in the case of serious illness or death of a family member, or a breakdown of the employee’s personal or domestic arrangements.

5.4 It is the manager’s responsibility to check the information supplied by the employee on the request for compassionate leave form. The manager must check the information is accurate before signing the form.

6. Unpaid Compassionate Leave
6.1 Any unpaid element of compassionate leave will be deducted from the employee’s next pay period unless an alternative arrangement has been agreed with the employee. The employee will be asked to sign their consent to the salary adjustment to pay for it.
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