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Policy statement

The Medical Research Council (the ‘MRC’) acknowledges that there may be occasions when specific personal circumstances may require an employee to request special leave.  The aim of this policy is to set out some of the circumstances in which a request may be made and the procedure for authorisation of such a request thus ensuring fair and equitable treatment across MRC. 

The MRC policy on secondments, sabbaticals and working visits is included.  The MRC recognises a shared responsibility, in partnership with employees, to assist in the development of individuals. Secondments and sabbaticals may be utilised by employees to develop their expertise and enrich their overall development.
The Special Leave Policy and Procedure (the ‘Special Leave Policy’) has been agreed with the National Trade Union Side and complies with statutory legislation as well as ACAS best practice. In addition, the MRC’s policies are assessed for language accessibility and equality impact. The MRC’s operational activities are regularly reviewed with key stakeholders and Trade Unions, which in turn contributes to the further development of the MRC’s policies.

The special leave policy applies to all employees of the MRC.  This includes those employed on temporary or fixed term contracts but excludes visiting workers, students or those workers provided by a third party agency.

[image: image1]
1. Principles

1.1 All special leave must be authorised, by the relevant Director or his/her nominee. Leave is authorised at the discretion of the Director who must consider all reasonable requests.
1.2 This policy covers special leave to deal with family/domestic emergencies as well as leave required for activities relating to transfers within the MRC, time for duties within the armed forces, jury service, unpaid voluntary public service, time for parliamentary elections, work with non-statutory voluntary aid bodies, secondments and sabbaticals.
1.3 For the purposes of this policy a ‘dependent’ is defined as the husband, wife, partner, child or parent of the employee. It also includes someone who lives in the same household as the employee, or someone who reasonably relies on the employee for assistance. For example this could be a partner or relative; it does not include tenants or boarders living in the family home, or someone who lives in the household as an employee.
1.4 Special Leave is normally short-term and is not intended to help with long-term domestic, family and caring needs which may be more appropriately provided for by an application for parental leave or flexible working arrangements. 

1.5 Some circumstances of special leave are paid whilst others are unpaid.  Details can be found in sections 2 & 3 of this document.

1.6 Special leave is additional to the MRC provision for annual and parental leave.  Please refer to these individual policies for further guidance and information. 

1.7 Time for Trade Union activities is covered within the ‘Facilities for Trade Unions Policy’.

2. Paid leave to deal with domestic/family emergencies
2.1 Up to five working days paid leave (if appropriate this maybe pro rata for part-time employees) to deal with the following unforeseen crises: 

a) Death of a dependant and/or close relative (spouse, child, partner, sibling or parent), including attending the funeral.

b) Serious illness/injury involving an employee’s dependant which requires immediate emergency medical attention or serious illness/injury requiring immediate short-term care at home when the employee is the only person who can provide such care. 
2.2 The exact number of days is at the discretion of the Director (or nominee) and depends upon individual circumstances. 

2.3 One day’s paid leave to:

a) Attend the funeral of a parent in law or parent of partner, or grandparent. 

b) Deal with the immediate effects of a burglary necessitating the employee’s presence at home. 

c) Deal with the immediate effects of unavoidable severe damage to the employee’s property necessitating the employee’s presence at home. 

3. Unpaid leave to deal with family and domestic incidents

3.1 Employees may request authorisation for a reasonable amount of unpaid leave to deal with the following situations:
a) To assist a dependant who has fallen ill, given birth, is injured or assaulted. 

b) To make arrangements for the provision of care for a dependant who is ill or injured, including normal childhood illnesses. 

c) To make arrangement for the provision of care during the unexpected disruption or termination of arrangements for the care of a dependant. 

d) To deal with the disruption in the education of a child of the employee which occurs unexpectedly, e.g. unexpected school closure or if the child has been involved in a fight, is distressed, has been injured on a school trip or is being suspended from school. 

e) Long-term and/or ongoing care of an elderly or infirm relative. 

f) To attend the funeral of a relative or close friend (other than those specified in 2.1 and 2.3 above).  

g) Deal with the immediate effects of a serious motor vehicle accident involving the employee’s vehicle necessitating the employee to take action required by law (e.g. police reports). 

3.2 Procedure 

3.2.1 Employees must contact their manager by phone to seek authorisation as soon as it is reasonably practicable or within one hour of their usual work start time.  If their manager is not available they should speak to the next senior manager within their team.

3.2.2 Employees must advise their Manager of the reason for the absence and how long he/she expects to be absent to deal with the specified event.

3.2.3 The Manager must inform regional/unit HR of the absence for record keeping purposes.

3.3 Making up approved time off 

3.3.1 It may be possible for employees to work additional hours equivalent to the time taken off work to deal with essential matters which cannot be accommodated outside normal working hours, e.g. moving house, general repairs to housing, general domestic situations which can be planned for, and routine appointments which are made in advance and can be planned for, e.g., gas/electricity appointments, to take a car for servicing. In these situations an agreement must be confirmed with the manager. 

4. 
Other types of special leave

4.1 Transfer and resettlement

4.1.1 Special leave with pay may be granted to an employee who on transfer is entitled to reimbursement of removal expenses. Employees not entitled to reimbursement may be granted leave without pay or choose to take annual leave to cover the time.  Details of entitlements during relocation are available from regional/unit HR.
4.2 MRC Benevolent fund 
4.2.1 Officials of the MRC Benevolent Fund may be granted paid absence from work to attend meetings of the Fund. 

4.3 Forces training

4.3.1 Employees who are members of the Volunteer Reserve Forces (Royal Naval Reserve, Royal Marines Reserve, Territorial Army (TA) or Royal Auxiliary Air Force) are eligible for paid special leave in accordance with current legislation.

4.3.2 Legislation allows for employees to have up to five days paid leave (less any military allowance received) and five days unpaid leave for military service and call-up. Reservists who are mobilised will be granted unpaid leave, and full employment rights will be restored upon return from military service. 

4.3.3 Employees must make their manager aware of any special leave needed for military service and call-up as soon as possible.

4.3.4 Reservists should advise Payroll of any military allowance received during paid special leave, so that these can be deducted from the individual’s salary.

4.4 Attendance in court as a witness or juror 
4.4.1 Employees who are called upon in their official capacity to: 

a) give evidence in criminal and civil proceedings and in coroners' courts, or 

b) attend other outside bodies as witnesses or in other capacities

should be regarded as being on MRC business. In addition to normal pay they are entitled to claim travelling and subsistence expenses, any sums recovered from the outside sources refunded to the MRC. 

4.4.2 The following provisions apply to employees who appear in court in a private capacity:

a) special leave with pay may be granted to employees appearing as witnesses for the Crown in criminal proceedings or coroners' courts and to those necessarily absent for jury service. They may retain any travelling or subsistence expenses received from the court but should not claim from the court, or accept, any compensation for loss of earnings. 

b) an employee must notify his/her Director immediately if he/she has been summoned for jury service unless he/she is clearly ineligible or disqualified (as explained on the summons) and has so notified the summoning officer. 

c) special leave without pay may be granted to employees appearing as witnesses in civil proceedings. Travelling and subsistence expenses will not be paid by the MRC but the employee may claim and retain any travelling and subsistence expenses and, any compensation for loss of earnings or other sums payable by the Court or by a party to the action. 

4.5 Unpaid voluntary public service 

4.5.1 Special leave with pay may be granted within specified limits for performing certain voluntary public services, e.g. as a Justice of the Peace (18 days), a member of a Local Authority Committee (six days) or of a Board of Managers or Governors of a School (four days for establishments in England, Scotland and Wales). 
4.5.2 The maximum amount of special leave with pay which may be allowed for any combination of unpaid voluntary public service in any leave year is 24 days. Special leave without pay may be granted after the permitted allocation of special leave with pay has been exhausted. Employees should neither claim nor accept attendance fees on any days for which they have been given special leave with pay. 
4.5.3
Special leave may also be granted (within the limits of 4.5.2) to members of probation and court boards and to members of youth offender panels.
4.6 Parliamentary elections 

4.6.1 An employee standing as a candidate for parliament may be granted one month's special leave with pay at the period of the election. An employee who wishes to serve as a political agent to a candidate (or to a bona fide prospective candidate) in a parliamentary election may be allowed up to six weeks' special leave with pay. 

4.7 Non-statutory voluntary aid bodies 

4.7.1 Directors may grant paid special leave for participation in the activities of statutory voluntary aid bodies, particularly where the activities of these have some link with the work of the Unit or where the Unit has a particular expertise that can be usefully passed on to the voluntary sector. 

5. 
Sabbaticals

5.1 The MRC recognises a shared responsibility, in partnership with employees, to assist in the development of individuals.  Discussions about the individual development of employees form part of the annual Performance and Development Review (PDR) exercise.   Sabbaticals may be utilised by employees to develop their expertise and enrich their overall development. 

5.2 Sabbaticals are defined as the unpaid absence of an MRC employee to pursue his or her wider career development objectives. 

5.3 The length of a sabbatical will be no longer than one year.  Only in very exceptional circumstances may an extension to this be agreed. 

5.4 Requests for sabbaticals will be considered by the Director of the establishment. Requests for sabbaticals by Programme Leaders or Programme Leader Track will be discussed between the Director of the establishment and the relevant members of the Head Office Research Management Group.  Requests for sabbaticals from Directors or members of the existing ESS will be considered by the Chief Executive.

5.5 All requests for a sabbatical period will be considered against the MRC's working needs and will not automatically be approved. 


5.6 Sabbatical absences will be for periods of up to one year at the end of which the employee may return to their previous position (if it is still available) or a reasonable suitable alternative. 

5.7 Members of career scientific staff who enter into a sabbatical arrangement will be required to participate as far as is practical in the retrospective and forward-looking aspects of the quinquennial review of their MRC establishment. However, their status will be drawn to the attention of the visiting subcommittee and account taken of this where appropriate.

5.8 During a period of sabbatical continuity of service will be maintained however sabbatical absence does not count as reckonable service for superannuation purposes.  Employees will be required to agree in writing to the cessation of salary and other contractual benefits for the full duration of the sabbatical. 

5.9 An employee returning from a sabbatical will be reinstated at the same level of pay as that held prior to the initiation of the sabbatical (increased by any pay increases that have been applied during the period of the sabbatical). Allowances paid to the individual prior to his/her sabbatical will be resumed where eligibility for payment is retained.

6. 
Working visits 

6.1 Working visits and exchanges to other organisations and departments may provide key training opportunities.  The MRC supports such arrangements, whereby employees spend time working in another establishment either within or external to MRC, in the UK or abroad, for a period of up to one year.  The working visit/exchange should give individuals the opportunity to learn new scientific or policy related skills or be part of a collaboration with another research group.  Similar arrangements can also be made to enable an employee to accept an invitation to lecture in university or hospital departments.

6.2 Where the MRC approves such a proposal for a working visit/exchange a decision will be taken on whether leave should be unpaid, or with whole or part pay, and whether the MRC should meet travelling expenses and subsistence.  The decision will be governed in part by the amount of support the employee has obtained from outside of the MRC for the visit.  
6.3 It is not normally possible for financial assistance from MRC funds to be given to allow the employee to take his/her family with him/her on such visits.
7. Effective date

This policy is effective from February 2009
8. Review date 

This policy will be regularly reviewed to incorporate any legislation changes and will be formally reviewed on February 2012
9. Amendment history

	Version
	Date
	Comments/Changes

	0.1
	November 2008
	Amended by Corporate HR as part of project review of HR policies.

	0.2
	December 2008
	Further amendments following TU consultation

	1.0
	February 2009
	Final version published

	2.0
	April 2009
	Minor amendment following legislation update 






















