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1. 
INTRODUCTION

The South West Yorkshire Partnership Teaching NHS Foundation Trust values its staff and recognises that they may have personal and caring responsibilities outside of the workplace. Consequently, from time to time, we acknowledge that staff may need to take time off work for certain matters that require their attention.

2. PURPOSE AND SCOPE OF THE POLICY

The aim of this policy is to formally make provision for the many and varied circumstances that can arise to support all staff to balance the demands of work, family and personal life, at times of, urgent and unforeseen need and to fulfil public duty, by the provision of paid or unpaid leave according to circumstances.

The provisions of this policy are not intended to be for long term needs and should be used in conjunction with other supportive policies and 
flexible responses such as changing hours of work, working flexible hours, changing shifts, taking unpaid leave, other flexible working arrangements, etc. It is the responsibility of both managers and staff to work together to find the most suitable approach, whilst ensuring a high-quality service is provided to service users and the community.

Any leave granted is always subject to the needs of the service and subject to the approval of the relevant manager

3. DEFINITIONS

A dependant - employee's partner, child or parent, or a person living with the employee as part of his/her family.  In cases of illness, injury or where care arrangements break down, a dependent may also be someone who reasonably relies on the employee for assistance, including where the employee is the primary carer or is the only person who can help in an emergency

A week - the hours and days an individual normally works e.g., normally works 3 days, so one week’s leave is equivalent to 3 days.

A long term care need – a disability as defined under the equality act, an illness or injury that is likely to need care for at least 3 months or a care need related to old age.

4. PRINCIPLES

	LEAVE FOR DOMESTIC, PERSONAL, EMERGENCY AND FAMILY REASONS

     4.1 DEPENDANTS LEAVE

	The aim of Dependants leave is to provide a compassionate response to an immediate, urgent, or unforeseen need, including.

· Sudden illness or injury of a dependant. 
· Sudden breakdown of normal carer arrangements for dependants.
· To deal with an emergency incident involving a child during the time when an educational establishment has the care of a child, i.e. an accident or sudden illness at school.
· Making arrangements for coping with a longer-term care issue for a dependant.

Employees are entitled to take “a reasonable amount of time off” during working hours to respond to an immediate, urgent, or unforeseen need involving a dependant.  In such cases the individual should discuss the circumstances with their manager to ascertain what support can be provided. Managers are authorised to grant half a day, or day’s leave per request as appropriate. 

[bookmark: _Hlk204766940]A dependent is regarded as the employee's partner, child or parent, or a person living with the employee as part of his/her family.  In cases of illness, injury or where care arrangements break down, a dependent may also be someone who reasonably relies on the employee for assistance, including where the employee is the primary carer or is the only person who can help in an emergency.
 
Line managers will be able to approve up to 1 weeks paid dependants leave in a year. If more time is required, any decision to allow extra days will be agreed in conjunction with the General Manager for the service.

Dependants Leave should not be used to cover other absence


4.2	 CARERS LEAVE

From 6th April 2024 employees who have a caring commitment for a dependant 
can also request time off to give or arrange care for a dependant who needs long
term care. (Carers Leave Act 2023)

Employees can take up to 1 week of carer’s leave every 12 months (in accordance with our leave year this would be from 1st April to 31st March). Employees can choose to take leave as: 

· Half days – this is the minimum you can take. 
· Full days.
· A whole week

The period of leave available is equal to an employee’s usual working week. For example, if someone works 3 days a week, they can take 3 days of carer’s leave. 

The employee should discuss the circumstances with their manager to ascertain what support can be provided. Managers are authorised to grant leave as appropriate. Carers leave will be paid on a discretionary basis and can be used in conjunction with any annual leave/lieu time the individual has left. It should not be used to cover other absence


If an employee cares for more than one dependant they can still only take one week of carers leave. 

	Employees should give notice to take leave equivalent to twice the length of time they wish to take off e.g. 2 days leave means 4 days’ notice.

	Employers cannot refuse leave but can ask the employee to take it at a different time if it would cause serious disruption to the service.

	Where two members of staff have joint responsibility for a dependant, only one member of staff may be on carer’s leave at any one time. However, in exceptional circumstances where the illness of a dependant is at a critical stage, manager(s) have discretion to enable both carers to take leave together.

4.3	EMERGENCY DOMESTIC LEAVE

In serious unplanned circumstances where a person’s presence is required at home, the employee concerned may be granted time off with pay to attend to the emergency on the basis that they return to work as soon as they have dealt with the emergency and alternative arrangements can be put in place.  

Examples might include, a major house fire, a serious break in, or major flood etc. Although each situation should be judged on its own merit.

Dependent upon the circumstances, managers have the discretion to grant up to one day’s special leave. 

4.4	BEREAVEMENT LEAVE

When an employee experiences a bereavement and this involves an immediate family member (immediate family is defined as children over the age of 18, parents, spouse/civil partner, partner, sister or brother), they will have the right to time off work.   Where employees experience a bereavement of someone where the relationship is demonstrably close, but is not defined as an immediate family member, the employee will be entitled to a “reasonable” amount of time off and this will be reviewed subject to individual circumstances and in discussion with the line manager. 

[bookmark: _Hlk206082346]Line managers will be able to approve up to 2 weeks paid bereavement leave dependant on individual circumstances. If a longer absence is required, this period of bereavement leave may be extended. This decision will be agreed in conjunction with the General Manager for the service. This can vary according to the nature/location of the person that has passed, so flexibility is needed
Using annual leave and / or unpaid leave and flexible working arrangements 
can also be considered. 

Normally up to one day’s paid leave should be granted to attend the funeral of other relatives. However, where the employee has responsibility for making funeral arrangements, up to three days leave with pay may be authorised. 

4.5 	CHILD PARENTAL BEREAVEMENT LEAVE 

All bereaved parents, or those who have parental responsibility for a child, will be eligible to 2 weeks paid leave if their child dies or is stillborn after the end of the 24th week of pregnancy. A bereaved parent should inform their manager that they wish to take bereavement leave and the dates of this. They will not have to demonstrate any eligibility criteria to access bereavement leave or pay. If a longer absence is required, the period of bereavement leave may be extended with annual leave and/or unpaid leave and flexible working arrangements. This decision will be agreed in conjunction with the General Manager for the service.

Parents who experience a still birth after the end of 24th week of pregnancy will be eligible for child bereavement provisions and will subsequently still be eligible for other parental leave provisions. 

All bereaved parents will be entitled to two weeks’ occupational child bereavement pay and, for those who have 26 weeks continuous service at the date of death and meet the minimum earnings criteria, two weeks statutory parental bereavement pay. Pay is calculated based on what the individual would have received had they been at work. This would normally be based on the previous three months at work.

A week is the same number of days that the individual would normally work in a week. 


4.5.1	HOW DO EMPLOYEES TAKE CHILD PARENTAL BEREAVEMENT LEAVE?

Bereaved parents do not have to take the two weeks of leave in a continuous block. The employee should agree with their line manager the leave they wish to take. Taking child bereavement leave is an individual choice, it is not compulsory for the employee to take child bereavement leave.

	Bereaved parents may request to take child bereavement leave at any point up to 56 weeks following the death of a child. (appendix 2)

	Where both parents work for the Trust, the entitlements will apply to both employees.

	Please refer to Section 23 of the NHS Terms and Conditions of Service for additional information in relation to Child Bereavement Leave.



4.6. 	LEAVE FOR CIVIL AND PUBLIC DUTIES
Where a member of staff is considering volunteering for Public duties within the scope of this policy, this should be discussed with the relevant manager prior to any application being made, so that the implications to the Trust can be fully considered.


4.6.1 	JURY SERVICE

Employees who are called for jury service shall be granted special leave with pay, providing they are not claiming for loss of earnings from the court. No travelling expenses or subsistence allowances shall be paid by the organisation. Any payment received by the individual other than expenses or allowances will be paid to the Trust.

Employees should show their manager the official letter of notice.

4.6.2	MAGISTERIAL DUTIES

Employees, who undertake magisterial duties must be granted special leave with pay, up to at least 13 days or 26 half days in any 12-month period.

4.6.3	OTHER CIVIC AND PUBLIC DUTIES

Managers will decide whether a request for time off can be granted to employees who are required to be absent from work for other civic and public duties (as covered by legislation). 

Employees should make requests to their manager as far in advance as possible and show their manager the official letter of notice. Requests for such ‘reasonable time off’ will be subject to:
 
· the amount of time required by that individual for that particular occasion, how much time off has already been granted, 
· the ability to accommodate the request, considering the potential impact of the employee’s absence on the performance of their role, 
· its impact on colleagues and the demands of the service. 

4.6.4	ARMED FORCES: Reservists and Cadet Force Members

The appropriate manager will grant unpaid leave to staff who have entered a period of whole-time service in the armed services. This would be following a “Compulsory Call Out Order” of reserve or auxiliary services, or the recall of service pensioners, or to fulfil obligations to serve as a commissioned officer. 

Following receipt of documentary proof from the armed forces the Trust will only refuse leave if serious harm is incurred by the Trust, such as an impairment in its ability to provide services or conduct research and development, which cannot be alleviated by the financial rewards available.

Reservists have the right to return to their former jobs on terms and conditions no less favourable than those that would have applied if they had not been called up. They have the right to remain a member of the pension scheme provided they continue to pay contributions. The organisation will help to facilitate this when required. The employee must apply for re-instatement in writing to the Trust after a period of military service ends as soon as is possible. 

It is unlawful for an employer to terminate a reservist’s employment without their consent.

4.6.5 	ANNUAL TRAINING CAMPS

Reservists may take up to two weeks leave per annum (one week of their annual leave and one-week special leave) to attend an annual training camp. It is not a legal right to be granted such extra leave; however, such leave should normally be granted.

The Trust will ‘top-up’ any allowance / pay made by the forces for the two-week period. For this purpose, pay for the first week, (i.e. the normal one week’s annual leave) will be ignored. Any balance of earnings due will be based on the difference in the gross remuneration received from the Forces for the two-week period of attendance and one week’s annual leave payment.
Individuals should obtain confirmation from the Forces of gross remuneration earned at Camp.

Employees should show their manager the official letter of notice.

[bookmark: _Hlk53589507]4.7	LEAVE FOLLOWING CONTACT WITH A NOTIFIABLE DISEASE

Employees who believe they have been in contact with a notifiable disease must seek advice from the Trust’s Occupational Health service and if employees are required to refrain from work, they will be given the appropriate advice. Employees who are required to be absent from work (in particular those staff who are food handlers or are in patient contact) following contact with a notifiable disease, shall be granted special leave with pay, if this is not regarded as sick leave. It will be considered sick leave where the member of staff becomes ill and unfit to carry out their normal work duties.


4.8	LEAVE TO ATTEND APPOINTMENTS

4.8.1	HEALTH AND WELLBEING APPOINTMENTS – Hospital, Doctor, Dental, Optician, Physiotherapy etc  

It is expected that employees will arrange such appointments outside of working hours, to give minimum disruption to the working day. Where this is not possible, appointments should usually be covered by time owing, flexible working, annual or unpaid leave as appropriate. For any hospital investigative procedure (requiring a full day off due to the employee being unfit for duty) this will be classified as paid sickness absence.

Normally up to 6 appointments may be provided by the Trust’s Occupational Health service (which could include Physiotherapy, OT, Counselling etc or for treatment following an injury at work). These and any self-referred appointments may be accessed in working time, providing this has previously been agreed with the individual’s manager to ensure appropriate service cover.

Where Occupational Health advise that more than 6 appointments would support the individual in remaining in work, this must be discussed and agreed with the individual’s manager and cannot exceed 12 sessions in work time.  Further time off for appointments can be agreed through other Trust Policies such as the staff disability and reasonable adjustments policy. 

Employees should make requests to their manager as far in advance as possible and show their manager their appointment notification.


4.8.2	MEDICAL / DENTAL - Appointments for Dependants

In exceptional circumstances time off may be granted for a member of staff to accompany a dependant to a Medical / Dental appointment where the dependant is unable to attend alone. This leave should be used in conjunction with the leave for carers detailed in 4.2. Annual leave, time owing, flexible working or unpaid leave can also be used for these purposes.

Employees should make requests to their manager as far in advance as possible and show their manager their appointment notification

4.9	EMPLOYMENT BREAK

4.9.1 	DEFINITIONS

An arrangement which enables staff to take an unpaid break from work for further education, travel, and family care reasons (other reasons, will be considered on their merits). Staff will not normally be allowed to take up paid employment with another employer during the break except where, for example, work overseas or charitable work could broaden their experience. 

4.9.2	CRITERIA

The minimum period for a continuous break is 3 months and the maximum is 1.5 years. Breaks should be taken as a single or where acceptable to the manager in several periods.

· Staff must have a minimum of 12 months service with the Trust to be eligible.

· The manager and the employee should maintain regular contact during the break and staff may, if appropriate, be required to attend for training or to update skills etc. Managers should provide an opportunity for up to 10 days employment per ‘scheme year’ or pro-rata where breaks are less than one year. These periods are however subject to mutual agreement.

· Staff are required to keep up to date with their CPD and with their professional/state registration.

· Staff may not work during a break unless this is specifically agreed with their manager in consultation with a People Relations team representative.

· Staff returning from a break should return to the same job, as far as is reasonably practicable. If this is not practicable, then to as similar a job as possible, at the equivalent salary level (or protected salary level if Organisational Change applies), reflecting the cost-of-living increase (but not increments) which may have been due during the break. The releasing department will be responsible for taking the relevant action in such circumstances.

· Applications for Employment Breaks should normally be made at least two months before the break takes place.

· A break may be taken after maternity leave, adoption/foster leave, or paternity leave.

· Two months written notice of return to work is required for breaks of less than a year, and three months’ notice if the break is greater than a year. The manager and employee should arrange to meet to discuss the return to work/re-induction as early as possible prior to the agreed return date.

· There is no automatic right to cut short a break, but managers will consider such requests submitted with reasonable notice as agreed with the manager.

· Trust vehicles may have to be returned unless alternative arrangements have been agreed with Fleet Management.

· Staff participating in salary sacrifice schemes need to contact payroll services, to agree how payments will be met.

· Staff must be contacted by their manager if there is a reorganisation of their department where redeployment or redundancies may occur.



4.9.3 	IMPACT ON PAY AND BENEFITS

· The Contract of Employment remains in force during the break but provisions that are dependent on length of service i.e., pensions, contractual redundancy payments, leave entitlements, sick pay, maternity leave/pay will be suspended for the period of the break and reactivated on their return to work. However, the period of the break will count toward continuous employment for statutory purposes.

· The period of the break will not count as reckonable service. However, where there are periods of paid NHS service during the break these will count as reckonable service for calculating entitlements to sick pay, maternity leave, annual leave etc.

· Staff will return to the same incremental point as before the break unless this has changed and is protected, as a result of organisational change.

· Payment of pension contributions is shared between the employer and employee. Staff are responsible for contributions whilst in the scheme and can make retrospective payments for breaks of less than 12 months and the Trust will then also pay its contributions to ensure continuity. Details can be obtained from Payroll Services, Kendray Hospital.

· The Employment Break Application form can be found at Appendix 1


4.10	LEAVE TO ATTEND INTERVIEWS

Paid leave is granted for employees to attend interviews within the Trust. 

Interviews external to the Trust must be taken in an employee’s own time either using annual leave, time owing or unpaid leave, in agreement with their line manager.

Where, due to organisational change, the individual has been declared ‘at risk', they will be allowed paid time off to attend interviews both inside and outside of the Trust. 


14.11 	PROCEDURE FOR APPLYING FOR SPECIAL LEAVE

With regards to urgent Leave for Domestic, Personal, Emergency and Family Reasons, it is acceptable to put the request in writing on returning to work, if the leave has already been confirmed verbally with the manager.

An application for other special leave should be made in writing as early as possible, giving reasons for the leave and evidence of the appointment, to the appropriate manager who will consider the request. The manager will decide on the amount of leave to be granted, if any, up to the maximum allowed under the policy. 

	An application form (Appendix 1) for an employment break should be completed


5.     DUTIES

DUTIES AND RESPONSIBILITIES

5.1	Director’s Responsibilities

The lead Director responsible for this policy is the Chief People Officer. Other Directors will need to ensure that this policy is widely known and implemented throughout their Directorate.

5.2	Chief People Officer 

The Chief People Officer is responsible for ensuring equal opportunities for all employees and for:

· Maintaining correct adherence to Trust policies and procedures.
· Engaging relevant stakeholders in the development of the policy.
· Ensuring appropriate arrangements are in place for managing any resource implications, including dissemination and training and for regular review. 

5.3	Responsibilities of the Executive Management Team (EMT)

The Executive Management Team will approve this policy and be responsible for ensuring it has been developed according to the Trust’s protocol. 

5.4	Manager’s Responsibilities

Managers have a responsibility to ensure they: 

· Are aware of this Policy and the associated procedure 

· Ensure that all staff within their sphere of management are aware of this policy and of the various procedures referred to in this document.

· Are familiar with support available for staff and themselves. They must ensure that good practice is followed.

· Apply the policy consistently

5.5	Employee’s Responsibilities

All staff are expected to comply with this policy, the Trust Values and behaviours. Staff have a responsibility to:

· Request leave as soon as reasonably practical and to provide any information required. 

· Raise any concerns with regards to how this policy has been implemented and seek to resolve them at the earliest opportunity wherever possible, seeking support as required.   




6. Equality Impact Assessment
[bookmark: _Hlk116301979][bookmark: _Hlk64377809]
Date of EIA:      10 January 2025     			Review Date:  January 2025 

Completed By:  Leanne Holder (People Relations Advisor) & Phillipa Worrall (People Relations Advisor) 

	[bookmark: _Hlk64378197]
	QUESTIONS

	ANSWERS AND ACTIONS

	1
	What is being assessed?


	Special Leave Policy



	2
	Description of the document


	This is a scheduled review of the Trust’s Special Leave policy, which is being actioned as part of a wider policy review to modernise the People Directorate suite of guidance and policies and provide more accessible information and support to our colleagues and managers.

The aim of this policy is to formally make provision for the many and varied circumstances that can arise to support staff to balance the demands of work, family and their personal lives, in times of often urgent and unforeseen circumstances which require the use of paid or unpaid leave. 

This policy should be read in conjunction with the accompanying guidance document, which sets out the procedures to follow when requesting leave.

To ensure we are adhering to employment legislation regarding special leave entitlements, the Trust has engaged with our legal advisors to review previous versions of this policy, and ensure it is up to date with employment law changes as of April 2025.

The content has been expanded collectively through the Employment Policy Group which ensures a collective input from Trade Union colleagues, members of the People Directorate Operational Management, the Trust Trauma Informed Lead and the People Directorate EDI lead whose role is to collate feedback from the various staff networks to ensure we have relevant input.

The employee data captured in the EIA is correct as of 17th October 2024, from a count of 5628 employee’s on ESR at the time.


	3
	Lead contact person for the Equality Impact Assessment
	Phillipa Worrall, People Relations Advisor, Leanne Holder, People Relations Advisor and Jane Murgatroyd, Interim Head of People Operations.

	4
	Who else is involved in undertaking this Equality Impact Assessment
	Members of the Employment Policy Subgroup consisting of Management and Staff Side Representatives.  

People Directorate Colleagues 


	5
	Sources of information used to identify barriers etc

Prompts: service delivery equality data – refer to equality dashboards (BI Reporting - Home (sharepoint.com) satisfaction surveys, complaints, local demographics, national or local research & statistics, anecdotal.  Contact InvolvingPeople@swyt.nhs.uk for insight
	The policy element of the document has been written by our legal advisors in line with current legislation.

A variety of qualitative and quantitative data sources have been utilised to inform the guidance in this document spanning direct internal feedback, case reviews over the past 12 months as well as NHS guidance and internal qualitative organisational data sourced from ESR. 

External

· NHS Employers
· Census 2021 - West Yorkshire Combined Authority

Internal
· NHS staff Survey
· ER Case review(s)
· WRES/WDES report 2023
· Staff networks and FTSU
· ESR Data


	5a
	Disability Groups:


	
The below data explains that 10.53% of our workforce has a disability, whether that disability is specified or unspecified.  
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The leave provisions outlined in this policy are in accordance with statutory entitlements and allow staff members time away from work to address unforeseen or urgent needs/circumstances.  On that basis, leave is awarded equally based on those needs or circumstances, and a staff members disability is not a factor that should be considered when approving or denying leave.  

However, the NHS Staff Survey indicates that disabled employees may feel more pressure to report to work than non-disabled employees - even in times where they are not feeling well.  This potential presenteeism that disabled workers experience more than their non-disabled counterparts means it is important for this policy and the provisions it includes to be widely accessible to all colleagues within the Trust, and for managers to be aware of the provisions so that they can support disabled colleagues to access support where it is required.

We must also make sure that managers receive coaching on how to support colleagues with the appropriate policy and type of leave.  For example, disabled colleagues can use disability leave under the Reasonable Adjustment Policy where appropriate in addition to the above special leave provisions.


	
	QUESTIONS

	ANSWERS AND ACTIONS

	5b
	Gender:


	
The Trust gender split is predominantly female at 78.22% compared to male colleague breakdown of 21.78 which is in contrast to our service user footprint but presents a positive indicator of the Trusts commitment in historical gender imbalances. 
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Whilst data is not captured that would include the specific special leave provisions for each gender and how often these were requested/taken/accepted or declined, we recognise that there are some leave provisions that will affect certain genders.

Given there is also a larger female footprint across the Trust, and women are more likely to provide care than men as 59% of unpaid carers are female (Census Data: 2021), it is important to understand that this policy will disproportionately affect women.  

This is one example outlining the importance for The People Directorate to guide and coach managers to understand the specific support available to those requesting special leave and what they may require during the times of difficulty i.e. carers passport, signposting to carers network, Occupational Health involvement, flexibility etc.


	5c
	Age:


	The below provides a summary of our colleague age split.  

[image: A blank list with blue lines
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The guidance within this policy provides factual provisions of special leave, and none of the statutory entitlements to special leave include age as eligibility criteria.

However, we recognise the support certain employee’s will need at certain points of their life such as around conception and care i.e. employees of childbearing age, employees with aging parents.  To appropriately support colleagues, managers need to use the above provisions, in line with other policies where extra support is required. 
 

	5d
	Sexual Orientation:
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Sexual orientation would not be a factor when considering whether special leave could be granted. 


	5e
	Religion & Belief:


	
The below data indicates our colleague footprint is predominantly a mix of Christion or no religious preference. 

[image: A blank list with blue and white lines
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Whilst religion has no bearing on the special leave that can be approved for colleagues, it is recognised that within the Special Leave policy there is no provision for religious leave, despite the diverse range of religions that are represented in our Trust.  However, managers do have discretion in the flexibility of working patterns to accommodate any religious holidays where service provision allows.


	5f
	Marriage and Civil Partnership
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It is to be noted that marital status is not a consideration of requesting or approving provisions to special leave, as leave is granted based on need/circumstances.  
 

	5g
	Pregnancy and Maternity

	Pregnancy and Maternity are not considered as eligibility criteria for any special leave provisions and leave of this nature is covered in the Maternity and Caring Policy and Guidance.

	5h
	Gender Re-assignment


	No Data available

	[bookmark: _Hlk66278131]5i
	Race

Prompt: Indigenous population and BME Groups such as Black African and Caribbean, Mixed Heritage, South Asian, Chinese, Irish, new Migrant, Asylum & Refugee, Gypsy & Travelling communities.)
	
The below indicates that 15.71% of the Trust are from a BME background. [image: A blue and white rectangular object with black text

AI-generated content may be incorrect.]
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The Trust recognises that this could affect the different types of special leave that employees will request, this has been covered above in religious leave for example.  

Additionally, due to the international recruitment drive where collegaues have joined us from overseas, we also recognise there may be circrumstances where a pragmatic approach should be taken in response to requests for special leave.  Managers should be aware that this may include involvement from People Relations/Senior Management when making decisions re leave.


	
	
	


[bookmark: _Hlk78205647][bookmark: _Hlk66278206]

Action Plan
EIAs are now reviewed using a grading approach which is in line with our Equality Delivery System (EDS).  This rates the quality of the EIA. This means that the team can review the EIA and make recommendations only. The rating and suggested standards are set out below:     
· Under-developed – red – No data. No strands of equality
· Developing – amber – Some census data plus workforce. Two strands of equality addressed
· Achieving – green – Some census data plus workforce. Five strands of equality addressed
· Excelling – purple –All the data and all the strands addressed
Potential themes for actions: Geographical location, built environment, timing, costs of the service, make up of your workforce, stereotypes and assumptions, equality monitoring, community relations/cohesion, same sex wards and care, specific issues/barriers.

	Who will benefit from this action? (tick all that apply)
	Action 1: This is what we are going to do
	Lead/s 
	By when
	Update -outcome
	RAG

	Age
	 
	
Commence a review of the policy and  procedural guidance within 18 months or sooner if there is specific learning post implementation (to be completed before 2 years) and/or any changes in employment legislation regarding special leave provisions.  Ensuring compliance and a just culture approach to further develop our policy/guidance to support our people.



	People Relations Team
	




Within 18 months of sign off




	
	

	Disability
	 
	
	
	
	
	

	Gender reassignment 
	 
	
	
	
	
	

	Marriage and civil partnership
	 
	
	
	
	
	

	Race
	 
	
	
	
	
	

	Religion or belief
	 
	
	
	
	
	

	Sex
	 
	
	
	
	
	

	Sexual Orientation
	 
	
	
	
	
	

	Pregnancy maternity 
	 
	
	
	
	
	

	Carers
	 
	
	
	
	
	





	Who will benefit from this action? (tick all that apply)
	Action 2: This is what we are going to do
	Lead/s 
	By when
	Update -outcome
	RAG

	Age
	 
	
Review to examine if it improves staff survey outcomes and if this affects impacts on any protected characteristics. 


	People Relations Team 
	






In line with 24/25 survey


	 
	 

	Disability
	 
	
	
	
	
	

	Gender reassignment 
	 
	
	
	
	
	

	Marriage and civil partnership
	 
	
	
	
	
	

	Race
	 
	
	
	
	
	

	Religion or belief
	 
	
	
	
	
	

	Sex
	 
	
	
	
	
	

	Sexual Orientation
	 
	
	
	
	
	

	Pregnancy maternity 
	 
	
	
	
	
	

	Carers
	 
	
	
	
	
	



	Who will benefit from this action? (tick all that apply)
	Action 3: This is what we are going to do
	Lead/s 
	By when
	Update -outcome
	RAG

	Age
	 
	




Liaise with networks (BME, LGBTQ, Carers) to understand trends and gaps in leave provisions that colleagues are experiencing to inform future reviews of the policy.

	




People Relations Team 
	




December 2025
	 
	 

	Disability
	 
	
	
	
	
	

	Gender reassignment 
	 
	
	
	
	
	

	Marriage and civil partnership
	 
	
	
	
	
	

	Race
	 
	
	
	
	
	

	Religion or belief
	 
	
	
	
	
	

	Sex
	 
	
	
	
	
	

	Sexual Orientation
	 
	
	
	
	
	

	Pregnancy maternity 
	 
	
	
	
	
	

	Carers
	 
	
	
	
	
	






Involvement & Insight: New or Previous (please include any evidence of activity undertaken in the box below) 

	The Trust is following guidance from NHS Employers

Further insight and engagement will take place to assess the learning from the policy and guidance post implementation as per the EIA action plan.
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	1. Methods of Monitoring progress on Actions

Review qualitative and quantitative data from Staff Survey and Trust Networks to discuss efficacy of the policy and its implementation as well as identify gaps for further review.






		1. Publishing the Equality Impact Assessment

On the intranet document store as an attachment to the policy and gi









		1. Signing off Equality Impact Assessment: 


Name: Julie Comb People Business Partner 

Date:  11th September 2025

EIA Grade: Achieving – green

The Equality Impact Assessment for the Special Leave Policy meets a good standard. It covers all protected characteristics, uses inclusive language, and is based on solid data. The policy supports carers, bereaved parents, and staff facing emergencies, with clear guidance and flexibility. 
Recommendations: To improve, it could offer more clarity on religious leave and strengthen support for disabled and trans staff through better monitoring and manager training.







Once approved, you must forward a copy of this 
Assessment/Action Plan by email to:
InvolvingPeople@swyt.nhs.uk

Please note that the EIA is a public document and will be published on the web.

Failing to complete an EIA could expose the Trust to future legal challenge.



7.  DISSEMINATION AND IMPLEMENTATION ARRANGEMENTS (INCLUDING TRAINING)

· The Chief People Officer will ensure that appropriate arrangements are in place for managing any resource implications, including dissemination and training and for regular review of the policy. 
· People Directorate colleagues will deliver training and offer support and coaching to all colleagues.
· Directors and Senior Managers will ensure that all staff within their sphere of management are aware of this policy and of the various procedures referred to in this document and facilitate their attendance at training sessions.

If local teams download and keep a paper version of documents, the responsible manager must identify someone within the team who is responsible for updating the paper version.

8. Process for monitoring compliance and effectiveness

To ensure the Policy is applied consistently and achieves its intended outcomes, the following mechanisms will be used to monitor compliance and evaluate effectiveness:
8.1 Policy Awareness and Training
· ensure all managers and employees are aware of their rights and responsibilities under this policy through accessible documentation on the intranet.
· Induction processes will include information on family leave entitlements.
8.2 Leave Request Monitoring
· All requests for family related leave will be recorded and reviewed by Payroll to ensure they are handled in line with statutory and organisational requirements.
8.3 Managerial Oversight
· Line managers will be supported to apply the policy fairly and consistently...
8.4 Policy Review
· This policy will be reviewed every 3 years or sooner if there are significant changes in legislation or organisational needs.
· Feedback from employees and managers will be considered as part of the review process.
8.5 Compliance Audits
· Periodic audits will be conducted to ensure adherence to the policy and identify any gaps in implementation.


9. Review and revision arrangements
In accordance with the three-yearly policy review date outlined in the policy or if there are any changes in legislation that require an earlier review.  The process for review is set out in the Policy Review Proposal for People Directorate policies undertaken in partnership with staff side colleagues.


10. References
Employment Rights Act 1999,  
The Parental Bereavement (Leave and Pay) Act 2018
The Carers Leave Act (2023) 
Agenda for Change terms and conditions.

11. Associated documents
Family and caring responsibilities policy including Maternity, Paternity, Adoption and parental leave provisions. Staff carers passport and carers network are also available.


       Appendix 1
 
SOUTH WEST YORKSHIRE PARTNERSHIP TEACHING NHS FOUNDATION TRUST
Application for an Employment Break

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

Post Title:	………………………………………………………………………………….

Length of Service:	………………………………………………………………………….

Employment Break requested from  ………………………… to  …………...................
Reason

Reason:



Forwarding Address: …………………………………………………………………………

…………………………………………………………………………………………………..

.....................................................................................................................................

Emergency Contact name: ……………………………………………………………….....

Telephone Number:	………………………………………………………………………….

Do you hold any other job (s)		Yes / No *

If yes, please give details

1.	GENERAL CONDITIONS

Absence on the Trust's Employment Break Scheme shall not be regarded as a break in service, although the period of the break will not itself count as reckonable service.  Where there are periods of paid service during the break these will however count as reckonable service.  Only periods of reckonable service i.e., paid service, will be taken into consideration when calculating entitlements to sick leave, maternity leave, annual leave, superannuation, redundancy rights etc.

Annual leave entitlement up to the commencement of the break should be taken before the break.

Sick pay will not be paid during the Employment Break.

It will be up to the manager to consider the best means of providing cover during the Employment Break.






2.       CONDITIONS SUSPENDED DURING EMPLOYMENT BREAK

No payment of salary, or allowances, will be made, other than during any planned periods of employment, although staff will remain as employees of the Trust.

There will be no entitlement to leave, including:

· Annual Leave
· Bank Holidays
· Sick Leave
· Maternity Leave
· Paternity Leave etc

Annual leave will not accrue during unpaid leave.

On return, staff can choose to pay back pension contributions on the unpaid leave if the break is for less than 12 months and subject to agreement with the NHS Pension Scheme.

3. 		CONDITIONS APPLICABLE DURING THE EMPLOYMENT BREAK

The Disciplinary and Grievance procedures still apply.  Any grievance appertaining to the Employment Break Scheme will be dealt with in accordance with the Grievance Procedure.

The period of absence does not count as a break in service although it will not count as reckonable service.  Periods of paid employment during the Scheme will count as reckonable service.

Any accumulated rights to redundancy at the start of the Scheme will be taken into account should a redundancy situation occur during the break.  Any redundancy rights based on service entitlement will exclude the unpaid periods of the Employment Break.

Any paid employment with the Trust as part of the Scheme will be paid at the appropriate grade/scale of the post covered.

Employment by another organisation is not allowed except with the express agreement of the individual’s manager.  Any employment undertaken during the break that is not for the Trust must be declared.  Any employment deemed to be paid alternative to the vacated post will breach the agreement, thus forfeiting the employee’s right to return.  This does not exclude, however, occasional casual work being undertaken on an ad hoc basis for the Trust.









DECLARATION

I have read and understood the full Employment Break document.  I agree to abide by the terms laid down, including my intention to return to work following my Employment Break.



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



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

Name:   ……………………………………………………

I approve / do not approve this request for an Employment Break:


	Managers comments or Reason for Approval / Non Approval











Copy:	
To the Applicant
People Directorate (Payroll & People Relations).




Appendix 2 
Version Control Sheet

This sheet should provide a history of previous versions of the policy and changes made
	Version
	Date
	Authors
	Status
	Comment / changes

	1.0
	Nov
2013
	Jane Murgatroyd HR Manager and
James Corson, HR Business Manager
	
	This policy replaces all similar previous policies covering special leave etc. Whether of the Trust or of any former organisations that applied to employees, who have now joined, or transferred to the Trust. The policy was based on the previous SWYPTFT Special Leave Policy.

	1.1
	April
2014
	James Corson HR Business Manager
	
	A minor change to aid clarity. Section 8.3 ‘Other Routine Appointments’ removed as already covered in 8.1. Also medical appointment changed to Health & Wellbeing appointment, to include Physio etc

	1.2
	July 2014
	James Corson HR Business Manager
	
	Employment break information has been moved from the flexible working guidance and has now been added to this policy. 

	1.3
	June
2016
	Marilyn Gill HR Business Manager
	
	Minor updates.

	
	Dec 2018
	Julie Le Moigne
HR Business Administrator
	Previous
	Update to appendix 2.

	1.4
	Feb 2020
	HR Business Partner
	Previous
	Minor corrections and amended to include child bereavement leave provisions.

	1.5
	Nov 2022
	HR Business Manager
	Previous
	Periodical review resulting in minor updating plus the addition of link to staff disability & reasonable adjustment policy and link to staff carers’ passport

	1,6
	August 2025
	People Relations Advisor and Senior Advisor
	Current
	Periodical review resulting in minor updating plus addition of new legislation.
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