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1. 	Introduction
1.1 The Ministries Council recognises that from time to time employees may experience domestic emergencies or may be involved in public duties and require time away from work which cannot be reasonably accommodated within annual leave or by rearranging working patterns.

1.2 The aim of this policy is to provide support and to help employees balance the demands of domestic and work responsibilities at times of urgent and/or unforeseen need, through the provision of special leave or time off.

1.3 This policy is designed to supplement the other family-friendly policies which the Ministries Council has in place to facilitate an improved work-life balance for employees and therefore should be read in conjunction with the following policies: 
· Adoption 
· Maternity 
· Paternity 
· Shared Parental Leave

Applications for unpaid leave must be made on the Special Leave application form, see appendix 1.
1.4 Advice and guidance on all aspects of the policy can be sought from the HR team. 

2. 	Scope
This Policy clarifies the entitlements to Special Leave and Time Off for the following circumstances:

· Bereavement
· Compassionate
· Domestic Emergencies
· Elective Medical / Surgical Treatment
· Exams / Further Education
· Extended Holidays
· General Assembly
· Severe Weather
· Medical Appointments
· Antenatal and Adoption 
· Public and Community Duties
· Reserve Forces
· Transport Strikes

3. 	Definitions
3.1	For the purpose of this Policy: 
· Special Leave is defined as a whole day’s leave of absence from work. 

· Time Off is defined as time off during the working day to attend an appointment.



Operational Guidance

4. 	Bereavement
4.1 Bereavement leave is intended to cover the period from initial shock of bereavement, through to dealing with initial administrative tasks, making funeral arrangements and attending the funeral. It is not intended to cover dealing with the deceased’s estate etc.

4.2 If an immediate family member dies you may be granted paid special leave up to a maximum of five days. An immediate family member means a spouse, partner, civil partner, child, mother, father, brother, sister and parent-in-law.

4.3 At the discretion of your line manager one day’s special leave may be granted to attend the funeral of a close friend or relative.  A relative could be, for example, an uncle, aunt, grandparent, brother in-law or sister-in-law.

4.4 The relationships described above are examples only and are not exhaustive lists. Special Leave is at the discretion of the line manager and the HR team. In considering the amount of Special Leave appropriate, an employee’s particular circumstances will always be considered. These considerations are likely to include the nature of the relationship with the deceased, the extent to which other family members are available to provide support, the employee’s responsibilities in relation to the deceased, how far away the deceased lived and where the funeral is to be held.

5	Compassionate
In addition to paragraphs 1.3 and 4 – 4.5 above, compassionate leave may be granted, for example in the event of serious ill health or a serious situation occurring of, or involving, a close family member, spouse or partner.  Time off will be at the discretion of the line manager and will normally be unpaid, however a short period of paid compassionate leave may be granted.   In addition, or as an alternative, annual leave may be granted at short notice if longer leave is required.

6 	Domestic Emergencies
If an employee suffers an unexpected domestic emergency, for example burst pipes, unpaid special leave or annual leave may be granted at short notice, to make arrangements to resolve the initial emergency. 

7.	Elective Medical or Surgical Treatment
7.1 If an employee chooses to undergo medical or surgical treatment for cosmetic purposes, neither special leave nor sick leave are appropriate for either the procedure or recovery.

7.2 If however the elective medical or surgical treatment is required to rectify a medical condition, this will be covered by sick leave.

8.	Exams or Further Education
	Contact should be made with the Learning and Development Adviser, Ministries Council.


9.	Extended Holidays.
 	Exceptionally, up to four weeks unpaid leave may be granted to supplement annual leave to allow an employee to take a holiday for a period longer than their annual leave entitlement. This is limited to 4 weeks in a calendar year.
At least four months’ notice for these longer absences must be given to line managers in order that operational needs can be considered.

10.	General Assembly
10.1 Ministers entitled to membership of Presbytery in terms of Section 13 of Act 111 of 2000, or Deacons entitled to membership of Presbytery in terms of Section 26 of Act 111 of 2000 shall be entitled to accept a Commission to the Assembly once every four years and paid special leave will be allowed for this purpose.

10.2 Staff attending the General Assembly as Commissioners will be allowed paid time off every four years. Any time off for additional Commissions within the four year period should be covered by annual leave or unpaid leave.

10.3 In any event those employees in the categories referred to above should be aware of and comply with the following: Standing Order 89 in the Order of Proceedings for the General Assembly, Volume 3 of the Blue Book in relation to speeches, this states that ‘Members shall make relevant declarations of interest where the topic of debate makes it appropriate to do so’, and also Paragraph 7 of the Code of Practice in relation to Conflict of Interest.

10.4 Employees required to attend particular sessions of the General Assembly as directed by their line manager/Ministries Council will be allowed paid time off for this purpose. Employees may be allowed time off to be in attendance at the General Assembly during relevant items of business relevant to their role, subject to line manager approval.

10.5 All requests for time off should be approved by the line manager

10.6 Line managers are reminded that they should check with the HR Department prior to any authorisation to ensure compliance with the above guidelines.

10.7	Staff who are required as part of their duties to attend either the whole or part of the General Assembly or any related event or meeting including Heart & Soul but excluding those social events to which they are invited by the Moderator and the Lord High Commissioner should follow the normal absence procedures and guidance.

11.	Severe Weather
In severe weather employees should make reasonable arrangements to attend work as normal. If employees are unable to get into work they should contact their line manager personally by phone, no later than one hour after normal starting time.  Such absences should be covered by annual leave or unpaid special leave unless working from home is practicable and agreed with the line manager
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In exceptional circumstances paid time off (time made up to the employees normal working day) may be considered for employees who have had to or would have to leave early or arrive late due to weather conditions or who have been unable to attend at all. This decision will be made by your line manager as they are best placed to review the local situation.

12.	Medical Appointments
12.1 Employees should arrange to attend all medical, hospital and dental appointments at times which have least impact on the normal working day. Working patterns should be rearranged to ‘make up’ lost time other than in exceptional circumstances and agreed with the line manager.

12.2 	Employees who have a disability within the definition contained in the Equality Act 2010 will be allowed paid time off to attend routine medical appointments.  

12.3 The Ministries Council recognises that staff may have personal appointments which can only be attended during the course of a normal working day.  Employees should discuss these with their line manager who will endeavour to be flexible with time away however there is no guarantee of time off and no time credit will be granted in these instances. 

13.	Antenatal and Adoption appointments 
13.1	Pregnant employees are entitled to reasonable time off with pay for antenatal care and appointments which have been made on the advice of a registered medical practitioner.  The time off for such appointments is paid and flexi credit up to the normal working day will be provided.

13.2	Fathers, partners and civil partners of a pregnant woman are entitled to time off during working hours to accompany her to 2 ante-natal appointments (to a maximum of six and a half hours per appointment).  While this time is unpaid, line managers will endeavour to be as flexible as possible in allowing time off for these appointments through accommodating a change in normal working hours for that day and allowing time to be made up.

13.3	In the case of adopters, the main adopter is able to take time off for up to 5 adoption appointments. The time off for such appointments is paid and flexi credit up to the normal working day will be provided.  The secondary adopter will be entitled to take unpaid time off for up to 2 appointments and again, line managers will aim to be as flexible as possible in supporting a change to working patterns to allow time to be made up.

13.4	For those who will become parents through a surrogacy arrangement, if they expect to satisfy the conditions for, and intend to apply for a Parental Order for the child, they are entitled to 2 unpaid antenatal appointments.  Again, line managers will be supportive of putting in place practical arrangements to accommodate the appointments.

13.5	Employees accompanying the expectant mother to her ante-natal appointments are entitled to unpaid leave for 1 or 2 appointments. 




14.	Public and Community Duties.
	Employees are allowed reasonable unpaid time off if they are:

· A magistrate or justice of the peace
· A local councillor
· A school governor
· A member of a police authority
· A member of a statutory tribunal such as the Children’s Panel
· A member of the managing or governing body of an educational establishment
· A member of a school board
· A member of the Scottish Environment Protection Agency
· A member of the prison visiting committees
· A member of Scottish Water or a Water Customer Consultation Panel
· A Special Constable 

Employees who are summoned to attend for Jury Service or as a witness in a case will be given paid time off, on production of the citation to their line manager, to attend as required by the Court.  A copy of this citation should be sent to HR. 

15.	Reserve Forces
15.1	Employees who are members of the Reserve Forces, Territorial Army and Cadet Forces will be allowed paid special leave to participate in training exercises that are a condition of their membership. 

15.2	Official documentation will be required to confirm dates of training.

15.3	Reservists who are mobilised will be granted unpaid special leave for the period of service.  

16	Transport Strikes

16.1	Advance notification of transport strike action is normally given. Employees should make reasonable arrangements to attend work as normal during any transport strikes. If employees are unable to get into work, they should advise their manager in advance in order that arrangements can be made to cover their work in their absence. Such absences should be covered by annual leave or special unpaid leave, unless working from home is practicable and agreed with the line manager.

16.2	On the rare occasion a transport strike is called during the working day, line managers will advise on when the employee can go home early.

17. 	Review
This policy will be reviewed on a regular basis by HR, The Hub and Ministries Council senior managers to ensure adherence to best practice, and any related legislation.  If necessary, the policy will be taken to Ministries Council as part of a consultation process.
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MINISTRIES COUNCIL APPLICATION FOR SPECIAL LEAVE 
This form should be used to apply for any period of unpaid Special Leave as detailed in the Special Leave Policy.
Please ensure that this form is completed fully, authorised by your Line Manager and promptly returned to the Human Resources Department for recording and payroll purposes as appropriate.
It is appreciated that emergency situations arise which do not allow the completion of this form prior to leave, in which case, this form should be completed immediately upon return to work.
	Name
	     

	Department
	     

	Date(s) of leave requested
	     

	Reason for absence
	     



I request authority for the above special leave and I authorise any appropriate deduction from my salary
	Signature 
	     

	Date
	     

	Line Manager Name
	     

	Line Manager Signature
	     

	Date
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