Special Leave and Leave of Absence

(a) Special Leave

Special Leave is leave, with pay, for specific purposes as set out below:

i. 
To attend courses, conferences or other meetings associated with their work, 

ii. 
To attend to urgent family affairs or because of the prolonged illness of a member of the family.  Normally such compassionate leave will be granted without reduction of salary and allowances for a period not exceeding two weeks.  The granting of compassionate leave does not affect any entitlement a Member may have to paternity leave, unpaid parental leave and for unpaid time off to care for dependents,

iii. 
To undertake civil or public duties, 

iv.
To discharge duties as an officer of a recognised trade union,

v. 
To participate as a member in the affairs of a recognised trade union,

vi. 
To seek alternative employment or to arrange re-training for such alternative employment where the Member has been made redundant,

vii. To visit other institutions (either UK or overseas) on an exchange, secondment or other basis, not being Study Leave or Leave to Accept an Externally-funded Award as described in Ordinance XV. 


(b) Leave of Absence

It is recognised that a Member may wish to apply for leave of absence, normally without pay, for purposes not included in (a) above or in Ordinance XV (Study Leave and Leave to Accept an  Externally-funded Award), for example, to have a career break to devote an extended period to child or elder care.

(c) Conditions


i. Special Leave and Leave of Absence for any period up to four weeks may be granted at the discretion of the Head of the Department for the purposes set out above, subject to the Dean or the Chief Operating Officer (for support services staff) being informed and, except in the case of compassionate leave, to suitable arrangements being made to cover the applicant’s duties.  Written applications, stating the purposes for which leave is sought and the proposed arrangements for meeting those purposes, should be made as far in advance as possible.  Normally, except for compassionate leave, no less notice should be given than the length of time for which leave is sought.  If the Head of Department declines to approve the application, the Member may appeal to the Dean or the Chief Operating Officer (for support services staff), to override the Head of Department’s decision.


ii. Special Leave and Leave of Absence, on financial terms to be agreed, for periods greater than four weeks but less than nine months may be granted at the discretion of the Dean or the Chief Operating Officer (for support services staff).  Application shall be made in writing through the Member’s Head of Department, stating the purposes for which leave is sought, as soon as possible and normally no less than six months in advance.  The applicant’s Head of Department shall be required to express an opinion to the Dean or 

iii. Chief Operating Officer on the application, particularly in regard to the proposed period of leave and to any arrangements for discharging the member’s duties within the University during such a period.  If the Dean or Chief Operating Officer declines to approve the application, the Member may appeal to the Deputy Vice-Chancellor to override the decision.


iv. All applications for Special Leave and Leave of Absence for periods greater than nine months and also any applications which the Dean or Chief Operating Officer considers to raise issues of principle shall be referred to the Deputy Vice-Chancellor for consideration.


v. All decisions on applications for Special Leave or Leave of Absence in excess of three months shall be reported to Council.


vi. A member of the academic staff who is granted Special Leave or Leave of Absence in excess of six months shall not, except at the invitation of Senate, undertake any teaching, examining or associated duties within the University.  An employee who is granted special leave or leave of absence in excess of six months shall be deemed to have resigned from any committees or other bodies of the University to which they may have been elected, appointed or co-opted with effect from the first day of their leave, and shall forego active participation in the affairs of any committee or University body of which they are an ex-officio member during the period of their leave.

