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1. Background 
 
The CCG aims to support staff to achieve a balance between their working life and responsibilities 
outside of work through the provision of a range of special leave arrangements to address individual 
personal circumstances, whilst meeting business and service needs.  The purpose of this policy is to set 
out the differing types of leave that may apply in addition to annual leave to support staff with specific 
circumstances relating to the commitments outside of work. The policy describes the types of leave 
available, the process to be followed to apply for special leave, provides guidance and promotes best 
practice. 
 
2. Definitions 
 
Compassionate leave - is given in the case of a death of a partner, close relative or someone with whom 
the member of staff has had a close relationship. 
 
Emergency leave for domestic reasons - refers to immediate and unforeseen needs relating to an 
unexpected breakdown in their usual circumstances, for example flood, fire, burglary or other serious 
domestic incident which could not be predicted. 
 
A dependant - is the partner, child or parent of the employee, or someone who lives with the employee 
as part of their family. It does not include tenants or boarders living in the family home. 
 
Carers leave – refers to leave for immediate and unforeseen needs where normal care arrangements for 
a dependent breakdown at short notice. 
 
Volunteering leave – paid time off to volunteer in local health, social care and other organisations, 
including charities. 
 
3. Procedure 
 
The procedure for employees taking leave is to report their absence in accordance with normal protocols 
and seek authorisation to be absent from work under this policy prior to taking leave wherever possible. 
The policy sets out the procedure for granting the following leave: Compassionate/Bereavement Leave; 
Emergency Leave for Domestic Reasons; Carer’s Leave; Leave for Civic and Public Duties; Doctors, 
Dentists and Hospital Appointments; Armed Forces: Reservists; Other Special Leave; and Unpaid 
Leave. 
 
4. Further information 
 
For further information, please consult the full policy and your HR Business Partner if further advice is 
required. 


