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DOWN DISTRICT COUNCIL SPECIAL LEAVE

1
Bereavement Leave

1.1
Leave with pay shall be granted on the following basis –

1.2
Where the employee is an immediate family member or dependant of the deceased i.e. mother/father (natural/step/foster); brother, sister, child (natural/step/foster); partner or spouse; a relative who is a member of the employee’s immediate household, and/or where the employee is responsible for making arrangements in connection with a death - up to one working week.

1.3
In other cases e.g. death of a relative, friend or colleague, time off may be granted to attend the funeral.
1.4 Where an employee is required to conduct business in connection with a death e.g. executor of the will, leave as necessary will be allowed, with due regard being taken of the circumstances.
1.5 The Line Manager should notify Human Resources in writing when bereavement leave has been granted.
2
Marriage Leave

2.1 An employee who is getting married shall be granted three day’s special paid leave.
2.2 Requests for marriage leave should be made in writing giving details to the Line Manager who will endorse it and forward to Human Resources.

3
Service in the Security Forces, Non-Regular Forces and Voluntary Charity Services
3.1
Officers in the Security Forces and Non-Regular Forces may be granted up to a maximum of two week’s special leave with pay to attend Annual Camp.  Any leave required for Annual Camp and for special training in excess of two weeks must be covered by the employee’s annual leave allowance or unpaid leave.

3.2
Where an employee is on “call-out” a deduction will be made from their pay at the Forces rate of pay received or the Council daily rate of pay, whichever is the lower.

3
Service in the Security Forces, Non-Regular Forces and Voluntary Charity Services
3.3
If the “call-out” service is a voluntary charity and “free” then full pay will be maintained.

3.4
All employees who are required to undertake Annual Camp, special training, or “call-out” duties must in the first instance be cleared to do so by their Line Manager and afterwards a certificate of attendance must be forwarded to the Line Manager.

4
Domestic Distress Paid Leave

4.1
Domestic Distress Leave is not Special Leave but is specifically designed to deal with circumstances which could not have been planned for and are of a crisis nature e.g. house fire, flooding, accident.  The purpose of the leave is to enable employees meet short term needs.
4.2
In most circumstances one day will be sufficient, but up to 3 days may be granted in any 12 month period.  There is no automatic entitlement to 3 days and must not be viewed as an additional leave entitlement.
4.3
Employees are expected to advise their Line Manager immediately the need arises stating the reason.  Where appropriate an agreement will be reached on the duration of the leave and/or any annual leave requirements between the employee and the manager.

4.4
As soon as practicable the employee must forward their request in writing to their Line Manager who will endorse it and forward to Human Resources.

5
Special Paid Leave

5.1
Special Leave with pay is only granted in extenuating circumstances.  Application should be made in writing giving full details to the Line Manger who, if they recommend the request, should forward to the Management Team for approval.

5.2
Examples of Special Leave with pay may be to enable an employee who has received a Meritorious Award to have the honour conferred; representing the Country at a major sporting event, etc.

6
Special Unpaid Leave
6.1
This is only granted in exceptional circumstances and when the full annual leave entitlement is exhausted.

6.2
Leave will range from one day to a maximum of six months and each case is considered on its merits.  It will not be allowed to enable individuals to take up other remunerative employment.
6.3
Requests for special unpaid leave should be made in writing giving full details to the Line Manager, who if they recommend the request, should forward to the Management Team for approval.

7
Additional Types of Leave

7.1
Please refer to the following Council policies for additional types of leave –

· Maternity Leave

· Adoption Leave

· Maternity/Adoption Support Leave

· Parental Leave

· Dependants Leave

· Career Breaks
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