Leave of Absence Policy
Purpose and scope
The Company appreciates that employees are likely to require time off from work for a
variety of reasons. Some of these will result in employees taking annual leave, however, for
some types of leave, alternative arrangements can be made. The purpose of this policy is to
provide guidance for employees on common types of leave requested and the principles
that apply to these.
Please note that annual leave entitlement and related procedures are as set out in in
employees’ contracts of employment [and the Company’s Annual Leave Policy] and are
not detailed in this policy.
This policy applies to all employees. This policy does not form part of employees’ contracts
of employment and the Company may amend it at any time.
Religious Holidays
Religious holidays should be taken as part of annual leave entitlement and are subject to the
same notice requirements and procedures as other requests for annual leave.
Provided you comply with the notice requirements and provisions of [the Company Annual
Leave Policy and] your contract of employment, the Company will try to accommodate any
such requests, however, the usual rules apply in relation to business needs and time off may
be refused where it would adversely impact the Company (e.g. if this would leave insufficient
cover).
Jury service and witness attendance
If you are called for jury service, you should inform your manager as soon as possible so that
appropriate arrangements can be made, and if necessary a request to be excused
submitted.
You should obtain a Loss of Earnings Form from the Court and claim any allowances and
expenses to which you are entitled. Your salary for the period you are required to attend will
be [deducted as unpaid leave OR adjusted by the amount recovered by the Court].
You should attend work on any days or half days when you are not required.
The same arrangements apply if you are required to attend Court as a witness. However, if
your attendance in Court is on a voluntary basis, the Company will normally require you to
take the time as part of your holiday entitlement or may authorise you to take unpaid leave.

Time off for Other Public Duties
The Company will allow you reasonable time off to attend to certain public duties. This may
include providing duties as a Justice of the Peace, local councillor, school governor and
reserved forces activities.
If you are considering entering into any form of public service you should first discuss it with
your manager who will identify the appropriate amount of time off, if any, that may be
reasonable given the circumstances.
You should obtain written approval from your manager in advance of taking up any
appointment, or if you already hold such a position on joining the Company you should
obtain your manager’s written approval for it to continue.
You have no contractual or statutory right to be paid for time taken to perform public duties.
Payment for any time off will be made at the entire discretion of the Company.
Your manager should be given adequate notice of these duties and you should make every
effort to make up any time spent on public duties.
Medical Appointments
The Company appreciates that, from time to time, appointments with various medical
practitioners are necessary. Where possible, such appointments should be scheduled outside
of working hours where possible or arranged either at the start or the end of the working day
in order to prevent disruption to the business.
You are required to obtain [written] approval from your manager in advance.
You do not have any contractual or statutory right to be paid for time off to attend medical
appointments. Any payment of salary during these absences will be at the absolute
discretion of the Company.
[Fertility Treatment
Medical appointments relating to the early stages of fertility treatment process will be treated
in the same way as time off for other medical appointments.]
[Elective Surgery
In the case of elective procedures (such as cosmetic surgeries and non-essential procedures
such as laser eye treatment), you should use your paid annual leave entitlement. Any
additional time off for elective procedures will be unpaid leave and granted at the sole
discretion of the Company.]

Compassionate leave
Subject to your statutory right to time off to deal with a family emergency [as set out in the
Company Parental Leave and Dependants Leave Policy,] the Company may also consider
requests for compassionate leave to enable you to deal with exceptional circumstances
such as in the event of domestic emergency, critical illness or bereavement.
Requests for compassionate leave should be made to your manager who has the discretion
to allow time off, with or without pay depending on the circumstances.
Antenatal/Adoption appointments
The Company will allow a reasonable amount of paid time off work if you are pregnant or
the child’s primary adopter and wish to attend antenatal/adoption appointments. Prior
authorisation to attend such appointments must be obtained from your manager. You are
not required to produce evidence of any initial appointment but the Company may request
confirmation of all future appointments.
The Company will also allow you to take [unpaid] time off if you are the partner of the
pregnant employee/primary adopter (and to others who meet the statutory eligibility
criteria) to accompany that person to up to 2 of the above appointments (each
appointment being no longer than 6.5 hours in length).
Family leave
Subject to certain eligibility requirements, all employees have a statutory right to take time off
and to receive statutory pay in the event of birth or adoption.
Your statutory rights are explained in the following Company policies:


[Maternity Leave]



[Paternity Leave]



[Adoption Leave]



[Shared Parental Leave]

If you, or your partner, become pregnant or are considering adoption you should contact
[HR] who will confirm your eligibility and entitlement.
Parental leave
Parental leave is available to any employee with one year’s continuous service who has, or
expects to have, parental responsibility for a child. They must be taking the time off to care
for the child.

Eligible employees are entitled to take up to 18 weeks unpaid leave for each child for the
purposes of caring for that child. This leave is to be taken in blocks and with a maximum of
four weeks being available each year. You can apply to take unpaid parental leave in
accordance with [the Company’s Parental Leave and Dependants Leave Policy].
You should note that requests for parental leave must be made at least 21 days in advance
and are subject to the Company’s approval.

Simply Business have teamed up with Clarkslegal LLP to bring you a free, customisable legal
document. Simply Business are one of the UK's biggest small business insurance providers, insuring
over 400,000 self-employed people and landlords. Because this is a template document, it hasn’t
been drafted to meet your individual requirements and it doesn’t constitute legal advice from
Clarkslegal LLP to you. As well as filling in the obvious gaps (e.g. relevant names and dates), so that
you can personalise it for your own use, you might also want to make your own changes to it.
Depending on your particular circumstances, it might not contain everything that you need. If you
do decide to adapt it in any way, the changes you make are your sole responsibility. Whilst this
document isn’t intended to replace the personalised, professional advice you can receive from a
solicitor, if you have any questions about it and/or would like legal advice in relation to matters
covered by this template document, Clarkslegal LLP can of course help you. All you need to do is
get in touch and Clarkslegal LLP will talk you through your options on how to get the right legal
advice and ensure the document is fully tailored to fit your own requirements. As you’d expect with
template materials and general guidance from any similar source, Clarkslegal LLP don’t accept
responsibility for any action you might take in relation to documentation provided on this website.
(Clarkslegal LLP are also obliged to point out that, to the fullest extent permitted by law and except
in respect of death or personal injury arising from our negligence, Clarkslegal LLP exclude liability for
any claims, loss, demands or damages of any kind whatsoever with respect to this document
including, without limitation, direct, indirect, incidental or consequential loss or damages, whether
arising from loss of profits, loss of revenue, loss of data, loss of use, loss of reputation, loss of goodwill
or otherwise and whether or not the possibility of such loss has been notified to us.)

