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Leave Procedure
Version 1.0

1. Purpose

1.1. The University will seek to ensure all staff are able to take the paid annual leave to which they
are entitled. Please note that the provisions detailed include any statutory rights staff have in
relation to annual leave under the Working Time Regulations. All staff are expected to plan/book
annual leave in accordance with the operational needs of the Department/School/Faculty. This
means that some roles will not be able to take leave at certain times of the year. The employee
has a responsibility to take their leave and is responsible for monitoring it. Employees will be
required to request leave through their local leave booking process. It is expected that an
employee would normally give notice equal to twice the length of the holiday that they wish to
take, e.g. if taking one week’s holiday, then the request should be made at least two weeks prior
to the start date of the holiday.

1.2. The University recognises that many of its employees have obligations relating to children or
other dependants which require a balancing of work and family caring responsibilities. It also
recognises that this balancing act sometimes requires them to be absent from work, either on a
planned or an unplanned basis. The University confirms its commitment to supporting its
employees in these circumstances and to encouraging an appropriate environment of support
and understanding.

2. Scope and Exceptions to the Procedure
This procedure applies to all employees who hold a contract of employment with the University
and its subsidiaries.

3. Definitions and Terminology
A Dependant is defined under Dependants Leave as the partner, child or parent of the employee,
or someone who lives with the employee as part of their family. This does not include tenants or
boarders living in the family home, or someone who lives in the household as an employee e.g. a
live-in nanny.

A Dependant is defined under Carer’s Leave as the spouse, civil partner, child or parent of the
employee, or if they live in the same household (with the exception of being a boarder, employee,
lodger or tenant) or if they reasonably rely on the employee to provide and arrange care.

4. Procedural Principles

4.1. Annual Leave
4.1.1 Annual Leave Entitlement
The leave year usually runs from 1 August until 31 July. Please refer to the Staff
Handbook for paid holiday entitlement. Specific leave arrangements apply for Associate
Tutors and UniTemps workers. Please refer to the Associate Handbook or UniTemps
guidelines as applicable.

4.1.2 Part-time Employees
Part-time employees are entitled to leave on a pro rata basis according to the number of
hours worked. This ensures that all part timers receive a fair proportion of public
holidays and closure days, rather than receiving paid time off, only if they were due to
work on the public holiday/closure day.

For example, if part-time staff worked on Mondays (and only received public holidays off
if they were due to work that day) they would get most public holidays off as paid leave.
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Those who worked Wednesdays would not receive any public holidays at all.

In order to be treated comparably to full-time colleagues, all part-time staff will receive a
pro-rata entitlement for public holidays and University days (Public Holiday Entitlement)
regardless of hours or patterns of work. Staff will be expected to use their public holiday
entitlement on public holidays and University days, which fall on their normal working
days. Staff must take the holiday in the same calendar month in which the Public
Holiday/University Day falls. Where an employee has to take a public holiday or a
University day off (because it falls upon one of their working days) and their Public
Holiday Entitlement is not sufficient to cover this, they should agree with their line
manager to work the equivalent number of hours at an alternative time, agree with their
line manager to take unpaid leave or take the balance from their annual leave
entitlement.

Where part-time employees start or leave employment during a holiday year they will
receive a proportion of their full public holiday entitlement. Where a fixed-term contract
is extended or their hours of work change, their public holiday entitlement should be
recalculated using their new end date/hours per week (less any public holiday entitlement
already taken).

For calculation of pro-rata holiday entitlement for part-time workers, please see Appendix
A.

New Employees

Newly appointed staff are entitled to annual leave on a pro rata basis, at a rate of 1/365
of their full annual leave entitlement according to their start date. If an employee starts
part way through a month, they will receive a proportion of the holiday entitlement for
that month. The calculation of annual leave for newly appointed staff will be provided by
either the line manager or Human Resources.

The University of Surrey will make every effort to meet the needs of new employees in
respect of commitments to holidays made prior to the offer of employment.

Staff Leaving the University

During the year in which employment comes to an end, staff are entitled to annual leave
on a pro rata basis up to their final day of service. Employees may be required to take
any leave owing to them prior to leaving. Any leave that cannot be taken should be
discussed with the line manager or local HR Representative for possible payment in lieu.

Where a member of staff leaves the University and has taken more leave than they have
accrued, payment for this excess is deducted from their final month’s salary.

Application to take Annual Leave

Applications for paid annual leave should be made to the line manager at the earliest
opportunity, particularly for longer periods of leave. Applications for leave periods of
more than 2 weeks will be subject to a review of operational needs of the department.

Applications to take paid annual leave must be approved by the line manager prior to its
being taken. Applications should be made by using the agreed local process.

Employees should not commit to holiday plans until requests to take annual leave have
been approved.
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4.1.6. Leave Entitlements and Absence
Annual leave entitlement accrues during any paid period of leave but does not accrue

during unpaid leave, with the exception of maternity, sickness or unpaid sabbatical
(please refer to individual procedures).

Staff on long-term sick leave are entitled to take booked annual leave and be paid
accordingly during their sick period. Similarly, staff who are suspended without pay will
also be entitled to apply for annual leave and be paid accordingly. If you book a day’s
leave and are subsequently off sick, this will not be returned unless supported by a
medical certificate (fit note).

No payment can be made in lieu of annual leave unless the employee is leaving the
University.

4.1.7 Carry Over of Annual Leave Entitlement
Statutory regulations limit the amount of annual leave that can be carried over into
another leave year. Therefore, a maximum of five days (pro-rata for part-time staff) may
be carried forward to the next holiday year providing the needs of the business can be
met. Leave may not be carried forward to the next leave year without the prior
agreement of the line manager. The process for applying to carryover leave will depend
on local arrangements and time limits may be imposed locally for the carried forward
leave to be used within 3 months of the start of the new leave year.

4.1.8. Long Service
Where an employee’s entitlement to annual leave increases due to length of service, the
additional entitlement must be taken within the 12-month period following the date of
the long service recognition letter.

This additional entitlement is a one-off award. (See Long Service Award Procedure).

Time off for Dependants

A dependant is the partner, child or parent of the employee, or someone who lives with the
employee as part of their family. This does not include tenants or boarders living in the family
home, or someone who lives in the household as an employee e.g. a live-in nanny.

In cases of illness, injury or where care arrangements break down a dependant may also be
someone who reasonably relies on the employee for assistance. This may be where the employee
is the primary carer or is the only person who can help in an emergency.

An employee may take time off work to deal with an emergency involving a dependant in the
following circumstances:
= if a dependant falls ill or has been involved in an accident or incident, including
where the victim is hurt or distressed rather than injured physically;
= to make longer term care arrangements for a dependant who is ill or injured;
= to make arrangements in connection with the death of a dependant;
= to deal with an unexpected disruption or breakdown in care arrangements for a
dependant;

= to deal with an incident involving the employee’s child during school hours;

Dependant’s Leave is not available for events which can be foreseen, or which have been
planned. In these circumstances, employees must use annual leave, parental leave, or unpaid
leave as appropriate. It would not be considered acceptable, for example, for an employee to
take 1 or 2 weeks’ Dependant’s Leave in order to look after a sick child.
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Employees are entitled to Dependant’s leave from the start of their employment with the
University.

Whilst there is no set limit to the amount of time off which may be taken, in view of the fact that
such leave is available to enable the employee to deal with a crisis, it is not normally expected to
last for more than one or two days.

Employees who take Dependant’s Leave will continue to receive full pay for a maximum of 3 days
in any 12-month period. Thereafter any further Dependant’s Leave will normally be unpaid.

Further paid leave in a particular year will be subject to the discretion of the employee’s line
manager.

An employee who needs to take Dependant’s Leave must inform their line manager as soon as
reasonably practicable about their absence, explaining the reason and giving an indication of the
likely length of absence.

Where the employee is called away from work during the working day, they are expected to
advise the line manager or nominee before leaving the University. Where the employee is unable
to attend and start work on a particular day, they should contact the line manager by 10.00am or
as soon as is reasonably practicable.

Other Domestic Leave

4.3.1 Bereavement Leave relating to the loss of a dependent, relative or friend (Compassionate
Leave)
In the case of bereavement, up to 5 days of paid leave will be granted to an employee
where the bereavement relates to a “dependant” as defined in section 4.2 (see section
4.3.2 for details where the bereavement relates to a child under the age of 18).

In other cases, 1 days paid leave will normally be granted, but each case will be viewed
sympathetically, and the amount of leave granted will depend on the individual's
circumstances.

The line manager will take into account matters such as the employee's relationship with
the deceased, domestic responsibilities and travel requirements, but will not normally
grant more than 5 day’s paid leave.

4.3.2 Parental Bereavement Leave relating to the loss of a child under the age of 18.
This statutory entitlement is available to the parents of a child under the age of 18 who
dies on or after 6 April 2020.

The child’s parents will be entitled to up to 10 days of paid leave (pro rata for part time
employees)

These 10 days of paid leave would normally be inclusive of 5 days paid Bereavement
Leave (see section 4.3.1).

This provision includes parents who suffer a stillbirth after 24 weeks of pregnancy.

While the statutory Parental Bereavement Leave Regulations 2020 set out the right to
time off for parents who lose a child under the age of 18 or suffer a stillbirth after 24
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weeks of pregnancy, the University acknowledges that loss of a child at any stage of
pregnancy or time of life can be extremely difficult and would endeavour to support
parents affected by this in a compassionate manner.

Employees are entitled to Parental Bereavement Leave from the start of their
employment with the University.

Employees can take 10 days of paid parental bereavement leave (pro rata for part time
employees), typically as: a) a single block of 10 days; or b) two separate blocks of 5 days
at different times.

The University recognises that returning to work after bereavement will be extremely
difficult. Advice and support can be obtained by speaking with your line manager or
contacting, in confidence, a member of your HR Team who can liaise with Occupational
Health.

An employee can take the leave at the time(s) they choose within the 56 weeks after
their bereavement. They might choose, for example, to take it at a particularly difficult
time, such as their Child’s birthday or to follow on immediately from maternity, adoption,
paternity leave or shared parental leave (taken in relation to the child who has passed
away).

During the leave, all the terms and conditions of their employment will continue. For
example, holiday entitlement continues to accrue. Pension contributions will continue to
be paid.

If employees have lost more than one child, there is a separate entitlement to
bereavement leave for each child who has passed away.

Employees should let their line manager and the HR department know as soon as
practically possible, when they wish to take the leave.

4.4. Carer’s Leave

44.1

Eligibility

In the case of ‘Carer’s Leave’ a dependant is defined as the spouse, civil partner, child or
parent of the employee, or if they live in the same household (with the exception of
being a boarder, employee, lodger or tenant) or if they reasonably rely on the employee
to provide and arrange care.

A dependant is considered to have a long-term care need if they have an illness or injury
(physical or mental) that requires or is likely to require care for more than three months
or they have a disability as defined under the Equality Act 2010 or require care for a
reason connected with their old age.

4.4.2 Entitlement

An employee is entitled to one week’s unpaid leave in any twelve-month period.

The leave can be taken in half or full days, up to and including taking a block of a whole
week of leave at once.

Notification of Carer’s Leave should be twice the length of time that needs to be taken in
advance of the earliest day of leave, or three days notice, whichever is longer. Employees
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will need to agree the leave with the line manager and notify HR Operations, who will
record the leave.

Unpaid Leave

Periods of extended leave on an unpaid basis may also be requested in appropriate
circumstances. There is no contractual right to unpaid leave, however requests will be considered
on a case-by-case basis and must be requested via HR.

Medical Appointments

In the case of appointments e.g. with doctors, dentists, etc., the expectation is that these
appointments will be made outside of the employee’s normal working times. Where such
appointments cannot be avoided during normal working hours it is expected that wherever
possible they will be arranged to minimise the disruption to an individual’s work and that they
will therefore be arranged either at the beginning or the end of the normal working day (i.e.
within the first or last working hour), or possibly around a lunchtime period.

It should be noted that absence around lunchtime periods for staff working in Catering should be
avoided wherever possible due to business needs.

Moving Days

Where an employee moves house, a maximum of 1 day paid leave for household removal will be
allowed during any 5 year rolling period. An employee will not be entitled to these days once they
are within their formal notice period to leave the University.

Jury Service

Any member of staff who is required to carry out jury service must advise their manager and HR
Representative before commencing jury service. Members of staff carrying out jury service will
ultimately have deductions made from their salary which are equivalent to the allowances
obtainable from the courts. See Appendix B for a flowchart of the process.

Where an employee has been requested to attend court as a witness to proceedings, they will be
granted unpaid leave although consideration for paid leave can be made on a case by case basis.

Military Duties

Members of staff may be granted paid leave of absence to attend annual camps and similar full-
time training in the armed forces of the United Kingdom. Such leave is usually granted on the
basis that the member of staff takes half of the leave as annual leave, with the University granting
the other half of the leave as paid special leave (normally up to one week per annum). The
permission of the line manager must be obtained before such service is undertaken and each
case will be dealt with on its merits. Proof may be required that such training is taking place. The
University will endeavour to release members of staff who have reservist commitments should
they be required to fulfil military duties.

Staff who have been called up for military service have the right to be reinstated in their former
job or an equivalent role within six months of demobilisation on terms and conditions no less
favourable than before their mobilisation.

To support the armed forces community, the University has pledged commitment to the Armed
Forces Covenant.

4.10. Representing your Country

There is no statutory entitlement for time off to participate in sporting or other competitive
events. However individual requests, where the employee will be representing their Country at
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international competitions, will normally be considered favourably. Such leave will normally be
granted on the basis that the member of staff takes half of the leave as annual leave with the
University granting the other half of the leave as paid special leave (normally up to 3 days per
annum). Any leave taken must be with the prior agreement of the line manager.

4.11. Public Duties
Members of staff who hold public office (e.g. as councillor or magistrate) will receive special
consideration for such leave in line with section 50 of the Employment Rights Act 1996, paid or
otherwise, as is necessary for the 8 proper carrying out of their duties. Any leave taken must be
with the prior agreement of the line manager.

4.12. Trade Union Activities
For unions covered by an agreed Time Off and Facilities Agreement, the University will grant time
off in line with the guidance outlined in the agreement existing at the time.

For unions not covered under such an agreement, the University will normally grant time off for
those holding union office within the local association of a trade union recognised by the
University to undertake certain activities, excluding industrial action, under arrangements
contained within the relevant Code of Practice issued by ACAS. Members of staff who wish to be
granted time off under this provision should, in the first instance, consult with their HR
Representative.

4.13. Approved Absence for Religious Festivals
Appropriate consideration will be expected from line managers to requests for leave from
employees specifically wishing to participate in religious festivals or events related to their
religious beliefs, values and practices.

Good communication, well in advance of the festival or event in question will be essential in
fostering a flexible and reasonable response. Staff should advise line managers of annual leave
requests for the coming year at the start of the leave year, or on joining the University. Line
managers should use the current University regulations for granting annual leave, or their
discretion for time off in lieu, and in exceptional circumstances, unpaid leave, to facilitate these
requests.

It is recognised that line managers must always ensure effective service delivery and that not all
requests for leave can be agreed to or considered reasonable. In the event of a request being
refused, a full explanation will be provided by the line manager in question within at least 10
days of the request being made. Where staff are not satisfied with this response, they may
appeal directly to the Equality and Diversity team within HR, who will seek appropriate advice
and adjudicate in such matters.

Where difficulties arise and/or inconsistency of practice is identified, staff may seek advice and
guidance from their relevant HR Business Partner, Equality Diversity and Inclusion Team and/or
from the University’s Multi Faith Chaplaincy team.

4.14 PensionPlus Salary Exchange Scheme

If by taking unpaid leave your salary reduces below the National Minimum Wage or NIC Lower
Earnings Limit, you will automatically be suspended from the PensionPlus Scheme. You will be able to
rejoin once your earnings meet or increase above these levels.

Questions should be directed to the University’s Pensions department by email at
pensions@surrey.ac.uk
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5. Governance Requirements
5.1. Implementation: Communication Plan

The procedure was embedded when first published, and is available on SurreyNet (HR Procedures
Page) for all staff to access.

5.2. Implementation: Training Plan
The procedure was embedded when first published. Further support will be provided to
colleagues implementing the procedure when required.

5.3. Review

This procedure will be reviewed every 3 years or sooner if required by a change in legislation or
practice.

5.4. Legislative Context and Higher Education Sector Guidance or Requirements
This procedure will be guided by the requirements for statutory leave entitlements set out by the
UK government and any relevant legislation. This means that there may be changes to the
offering of this procedure based upon any changes in these areas.

5.5. Sustainability

This policy supports the United Nations Sustainable Development Goals (UN SDG’s) in the
following ways:

e SDG 3 Good Health and Well-Being — enabling staff to take leave in number of flexible ways,
to support our staff and their dependents.

e SDG 5 Gender Equality — as female are often primary carers within families, a range of leave
options offers support

e SDG 8 Decent Work and Economic Growth — enabling staff to work by extending opportunities
to work in different ways and times

e SDG 10 Reduced Inequalities — offering opportunities for staff who may find it difficult to work
standard office hours.

6. Stakeholder Engagement and Equality Impact Assessment
6.1. An Equality Impact Assessment was completed on 04 April 2024 and is held by the Authorised Co-

ordinator.

6.2. Stakeholder Consultation was completed, as follows:

Stakeholder Nature of Request Date Name of Contact

Engagement EB

Approval
(Y/N)

Governance Review of Version N 25/03/24 Kelley Padley,

1.0 Governance Officer
H&S Review of Version N 27/03/2024 Matt Purcell,

1.0 Director of Health

and Safety

Sustainability Review of Version N 05/04/2024 Martin Wiles, Head

1.0 of Sustainability
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Appendix A
Calculation of Annual Leave Entitlement for Part-time Workers

The number of closure days may vary in any leave year depending on where Christmas falls. Please
refer to the University Calendar for these dates. The formula for calculating pro rata entitlement is
given below.

Example A: For staff working full days

FTE x Total number of Public Holidays/University Days =Total Entitlement
1)0.4 FTEx 15 =6

2) 0.6 FTEx15=9

3) 0.8 FTEx 15=12

Example B: For staff working different hours each day/or to get the entitlement in hours
FTE x Total number of Public Holidays/University Days x 7.2 =Total Entitlement
1)0.4 FTEx15x7.2=43.2

2)0.6 FTEx15x 7.2 =64.8
3)0.8 FTEx15x7.2=86.4
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Appendix B

Jury Service flowchart
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