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Special Leave Policy

FEDERATION OF WELSH ANGLERS

Special Leave Policy

Introduction

The Federation of Welsh Anglers is committed to equality of opportunity in employment. The aim of this policy is to clarify the regulation regarding special leave, ensuing that all employees are treated equally.

It is acknowledged that staff will on occasion wish to be absent from work in circumstances other than when conventional annual leave has been booked in advance. The policy will clarify the basis, the procedure under which it will be authorised and or addressed, and the responsibility of staff and managers. Specific request for special leave should be made on form SL1 attached.

Types of Leave

Bereavement

Application for special leave should be made to the line manager.  It is recognised that in some circumstances the application will be made retrospectively.

Up to 5 days paid leave including funeral attendance will normally be allowed, for a bereavement of an immediate family member (Spouse, Cohabitee, Children, Sibling, Parents, Grandparents, father/mother-in-law and by adoption.)

Up to 1 day paid leave will normally be given and up to 3 days (if attendance involves long distance travel) paid leave to attend a funeral of a near relative not including those listed above. In other cases it will be expected staff will use their annual leave or accrued flexi time for attending of funerals not included in those listed above.

Parental leave and time off for dependants

As part of the Employment Relations Act 1999 employees now enjoy two statutory rights.  The purpose of parental leave is to look after a child or make arrangements for the child’s welfare. Parents can use it to spend more time with their children and strike a better balance between their work and family commitments. 

Time off for dependants provides a right for employees, irrespective of length of service, to take reasonable unpaid time off work to deal with unexpected or sudden emergencies or to make long term arrangements.  The emergencies must involve a dependant.

Arrangement for parental leave and time off for dependant will be in accordance with the Family Friendly policy.

Witness in court

If the employee is called as a witness for the FWA arising from employment, the employee will be entitled to time off as necessary with pay.  In other cases it will be time off without pay and loss of earning should be claimed from the courts.

If the employee is a plaintiff or defendant in a private court action or at a rent tribunal on their own behalf, they will be entitled to time off as necessary without pay.

Staff will be granted leave with pay when called for Jury Service, but they will be required to claim the appropriate loss of earning allowance. An amount equivalent to this allowance will be deducted from salary, whether claimed or not.

All staff about to commence jury service should consult their line manager who will sign the certificate of loss of earning provided by the clerk of the court.

Time off for public duties.

The purpose of this unpaid leave is to enable employees to fulfil civil and other public duties.  An arrangement for special leave is the responsibility of the line manager and staff to agree.  

Reasonable unpaid time off work will be given to employees to perform their public duties, but in determining what is reasonable the following need to be considered:

· How much time off is required to perform the duties and how much time off is required to perform the particular duty in question.

· How much time off the employee has already been permitted for the purpose and

· The effect of the employee’s absence on FWA business.

All leave will be unpaid.

Study Leave

Arrangements for this will be in accordance with the training leave policy.

Religious Observance

The FWA is committed to ensuring quality and diversity in all aspect of employment and recognises the importance of religious observance for employees of all religious beliefs.

Where employees wish to take leave of absence to observe religious festivals/holidays every effort will be made to accommodate their request. Such leave will be unpaid or may be taken from employees annual leave entitlement or as flexi leave. Normal rules for agreeing to leave shall apply.

Employees who have a grievance concerning their ability to take leave for religious festivals/holidays should raise the matter with their Line Manager.

Inclement Weather Absence

Where inclement weather conditions exist the decision whether to attend or remain at the place of work will be entirely at the individual employee’s discretion. In those circumstances where staff do not attend or do not remain at the place of work they will have the option of:

(a) Taking annual leave

(b) Using Flexi leave/ accrued time off in lieu

(c) Where appropriate and agreed, working from home

(d) Making up the time lost, in consultation with their Line Manager

(e) Taking an appropriate deduction in pay.

However, in circumstances where offices are closed by decision of the Executive, staff will be paid for their normal hours of work per day.

Other Special Leave

It is recognised that staff may encounter urgent unforeseen situations or other circumstances, which may warrant consideration for special leave that may be different to the cases described above.  The line manager should consider such application with understanding and with fairness deciding each on the basis of the individual circumstances of the employee concerned.    

In the event of unforeseen and urgent circumstance, employees should contact their line manager as soon as possible.  The employee must gain verbal agreement with their line manager and follow it up with special leave request form (attached).  The manager should ensure the form is completed and signed by the employee on their return and returned to the administrator.

For requests for other special leave, form SL1 must be completed by the employee and giving their line manager sufficient notice (where possible) prior to the leave being taken.

Employees will have a right to appeal to the FWA Board if they are unhappy with the way they have been treated under this policy and to have a written explanation of why their request has been rejected.










Form SL1

FEDERATION OF WELSH ANGLERS

Record of Special Leave

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

Post Held:  ……………………………………………..  Unit:  ……………………….

Location:  ………………………………………………

Detail of special leave requested:

…………………………………………………………………………………………..

…………………………………………………………………………………………..

…………………………………………………………………………………………..

…………………………………………………………………………………………..

Signed:  ………………………………………………  Date:  ………………………...

Decision by the Line Manager

The following special leave is approved / refused

Reason

…………………………………………………………………………………………..

…………………………………………………………………………………………..

…………………………………………………………………………………………..

Signed:  ………………………………………………  Date:  ………………………...

A copy of the completed form must be forwarded to the administrator
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