
 

 

 

 

 OTHER LEAVE POLICIES  

 

1. Policy Statement / Purpose 
 

1.1 The aim of this policy is to help support employees in understanding some of the 
differing types of leave available at Durham University and how to apply and process 
them. 

2. Scope 
 

This policy covers the following types of leave: 
 

 Bereavement Leave 

 Emergency Leave / time off for dependants 

 Fertility Treatment Leave  

 Jury Service / time in court 

 Leave of absence 

 Magistrate’s duty   

 Unpaid leave  

 Reservists Leave  

 Special discretionary leave  
 

2.1 Details of types of leave not included within this document such as maternity and 
holiday allocation are accessible via the HR webpages.   
 

2.2 Any qualifying periods and eligibility requirements are set out under each subheading.  
The policy applies to all contracted staff at the University.    

3. Responsibilities 
 

3.1 Line managers are responsible for applying these policies and supporting staff as 
required. 
 

3.2 Following authorisation, all periods of leave should be recorded on Oracle.  Unpaid 
leave should also be notified to HR following authorisation in order that relevant 
arrangements can be made (hr.businesssupport@durham.ac.uk).  
 

3.3 The Human Resources and Organisation Development Department (HROD) will work 
with Heads of Departments and Colleges to ensure compliance with the application of 
University policy in addition to providing advice to staff and managers.  HROD will also 
forward any necessary and approved information to the Finance Department. 
 

3.4 The Finance Department will ensure relevant payroll arrangements are in place for staff 
when informed by HROD. 
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3.5 Staff should be aware that some leave can have implications for income tax, national 
insurance and pension contributions.  Please contact Payroll for clarification on whether 
you will be affected. 

 

4. Policy, Procedures and Enforcement 
 
 
Types of leave covered in this policy 
 

4.1 Bereavement leave 
 
Three days paid leave may be granted to members of staff who have experienced the 
death of an immediate family member.  Up to five days paid leave may be granted 
where the member of staff has responsibility for organising funeral arrangements. (Pro 
rata for part time colleagues). 
 

 Staff needing to attend the funeral of a relative or close friend will normally be allowed 
reasonable time-off with pay, up to a maximum of one day, by arrangement with their 
Head of Department or College  
 
 

4.2 Emergency leave / time off for dependants  
 

 Emergency Leave 
 

 
 To support colleagues who may be struggling with personal issues, a household 

emergency or caring responsibilities during the pandemic (including feeling 
overwhelmed), the University will broaden the scope and entitlement to emergency 
leave for the remainder of 2020 and into 2021.  The scope and entitlement to 
emergency leave will be reviewed in summer 2021.  
 

 Colleagues may (during the pandemic) take up to 10 days paid emergency leave in a 
rolling year. The leave can be used where there is a need to take short term paid leave 
to address any personal and/or caring and/or household responsibilities or issues. It is 
anticipated that, where accessed, emergency leave would normally be 1 or possibly 2 
days at a time but in exceptional circumstances may be longer and up to 5 days. Any 
leave must be agreed with the relevant manager before it is taken and colleagues must 
discuss the reason and duration for the proposed emergency leave with their manager 
prior to accessing it. This will enable other options to be considered and any necessary 
support to be put in place. The granting of emergency leave is at a manager’s 
discretion. 

 
 An employee must inform their line manager of the reason for their absence, and how 

long they expect to be away from work, as soon as reasonably practicable. 
 
 

4.3 Fertility Treatment Leave  
 

 Recognising that undergoing fertility testing and treatment can be emotionally and 
physically stressful, we aim to support our staff where they or their partner are going 
through fertility treatment by providing time off in a compassionate manner. Fertility 
treatment will include any IUI or IVF treatment or similar. 
 

 Staff are encouraged to advise their line manager as soon as possible that they or their 
partner will be undertaking fertility treatment so that any appropriate reasonable support 
can be provided.  



 

 

 

 
 Fertility Treatment Leave is available to all employees with 26 weeks of continuous 

service with the University.   
 

 Employees undergoing fertility treatment are eligible for up to five days (pro rata) of paid 
leave per cycle of treatment, limited to one cycle in a rolling twelve months and no more 
than three cycles in total, for the purpose of receiving and recovering from fertility 
treatment.  
 

 Staff members who are partners of a person undergoing fertility treatment are eligible 
for up to one day (pro rata) of paid leave per cycle of treatment, limited to one cycle in a 
rolling twelve months and no more than three cycles in total, where they are directly 
involved in the fertility treatment. 
 

 The 12 month rolling period begins from the first day that the first fertility treatment 
leave is taken. Any unused amount cannot be carried forward to the next 12 months. 
 

 You are requested to give your manager as much notice as possible.  You must provide 
a medical note detailing the arrangements for treatment that relates to the time off.  
Time off can be requested as a single block, full days or half days. 
 

 Absences relating to the investigation of a fertility issue will be subject to the 
University’s guidance on medical appointments.  

 

4.4 Jury Service / time in court 
 

Staff called for jury service must inform their Line Manager and Human Resources as 
soon as they are aware.  Employees should keep their line manager regularly informed 
about how long they are likely to be away from work.  If jury service lasts for less than 
half a day, or ends, the employee must normally work for the remainder of the day, 
wherever practicable. 
 

 Staff must be allowed time off if they are called up to serve on a jury.  If the timing 
would seriously harm he business needs of the University, managers can ask the 
member of staff to try to delay their jury service.  The member of staff will require a 
letter explaining why this is the case; they can only delay jury service once in a 12-
month period and must say on the jury summons when they will be available. 
 

 Staff will receive a certificate of loss of earnings with their jury service letter.  This must 
be provided to the HR People & Pay Services for completion and will enable the staff 
member to claim the daily rate for attendance from the court.   

 
 Following jury service, the member of staff must provide evidence of all payments 

received from the Court Service to the HR People & Pay Services in the form of a 
statement from the court. The member of staff will receive their normal pay during jury 
service and payroll will deduct the daily court rate from the employee’s University net 
pay.  Pension contributions will not be affected.  
 

 Any other absences in relation to court appearances will be considered on a case-by-
case basis dependent upon the circumstances.  It is expected that staff called as 
witnesses and remunerated (such as expert witnesses) will abide by any relevant 
University Policy regarding consultancy or regarding paid work, which is additional to 
their role. Please see Consultancy and Services for Outside Bodies Policy. 

 
4.5 Leave of absence  

 

https://www.dur.ac.uk/research.innovation/local/governance/policy/consultancy/


 

 

 

 Heads of Department / College have the authority to grant academic / teaching and 
research staff paid leave of absence of up to 10 working days, whether in term or out of 
term, to undertake endeavor connected to their work provided they are satisfied that the 
individual's assigned duties and responsibilities are covered satisfactorily.  Such leave 
is often used in order to attend conferences or present research internationally.   
 

 Requests for leave of absence of more than 10 working days require central permission 
from the Director of HR and OD, or nominated deputy in their absence, acting on behalf 
of the Vice-Chancellor. Appropriate documentation (letter from member of staff outlining 
reasons for absence, funding approval, how assigned duties including teaching will be 
covered and proposed dates together with confirmatory letter of approval from Head of 
Department) must be sent by email to the Director of HR and OD. 
 

 Requests from a Heads of Department or College for leave of absence of three days or 
more require central permission as detailed in 4.5.2 as well as Divisional Head approval 
and shall only be approved if there is a designated Acting Head for the period in 
question. Similar documentation to the above should be forwarded to the Director of HR 
and OD 
 

 Requests from Heads of Colleges must also be approved by the PVC (Colleges and 
Student Experience).  

 

4.6 Magistrates duty 
 

 Staff sitting as Magistrates will be required to be in court for at least 13 days or 26 half 
days per year.  Magistrates will receive their court rota well in advance and should 
make their line manager and Heads of Department or College aware of their schedule 
as soon as possible.  Magistrates duty is unpaid by the University; staff may be able to 
claim an allowance from the court for loss of earnings.     
 
 

4.7 Unpaid leave 
    

 Heads of Department or College may authorise unpaid leave of up to 10 working days 
(pro rata) in a rolling 12-month period, provided they are satisfied that the individual's 
assigned duties and responsibilities are covered satisfactorily.  Unpaid leave is granted 
at the discretion of the University and may depend upon the previous granting of unpaid 
leave.   

 
 Requests for unpaid leave of more than 10 working days require central permission 

from the Director of HR and OD, or nominated deputy in their absence, acting on behalf 
of the Vice-Chancellor.   
 

 Appropriate documentation (letter from member of staff outlining reasons for absence, 
funding approval, how assigned duties will be covered and proposed dates together 
with confirmatory letter of approval from Head of Department, College or Section) must 
be sent by email to the Director of HR and OD. 
 

 Requests from a Head of Department, College or Section require central permission as 
detailed in 4.7.3 and shall only be approved if there is a designated Acting Head for the 
period in question. Similar documentation to the above should be forwarded to 
the Director of HR and OD. Requests from Heads of Colleges must also be approved 
by the PVC (Colleges and Student Experience).   

 
 
 
 



 

 

 

 
 

4.8 Reservists Leave 
 

 Training 
 

4.8.1.1 The University chooses to provide additional paid leave for Reservists for training as we 
realise that such training allows individuals to develop valuable skills that can be 
transferred directly to the workplace. 
 

4.8.1.2 This policy does not cover cadet volunteering, which should be applied for under the 
Volunteering scheme. 
 

4.8.1.3 The University will authorise up to ten days paid leave per annum, pro rata for part time 
staff, for undertaking training that is required to be a reservist.  Leave requested in 
excess of these days may be granted, subject to the line manager's approval, and 
should either be taken from the member of staff's annual leave entitlement or be 
unpaid. 
 

4.8.1.4 Members of staff should give their line manager adequate notice of any training for 
which they wish to take leave as they would for annual leave requests.  This must 
include documented details of the training content and arrangements from the 
organising body.  Leave requested at short notice may be granted, but at the discretion 
of the line manager. 

 

 Mobilisation  
 

4.8.2.1 Subject to the severity and immediacy of the crisis, the Ministry of Defence (MoD) aims 
to give at least 28 days’ notice of mobilisation, although the Reserve Forces Act 1996 
gives no statutory requirement for a warning period prior to a Reservist being called out.  
Reservists should advise the University of planned mobilisation as soon as possible.   
 

4.8.2.2 The total period of mobilisation can range from three months or less, up to a legal 
maximum of 12 months in total, accumulated over a three year period. 
 

4.8.2.3 If a Reservist is mobilised and the University believes their absence would cause 
serious harm to the business, we have the right to apply for exemption, deferral or 
revocation of the mobilisation. Applications must be made within seven days of the 
Reservist being served with call out notice, therefore, please speak to your HRBP at the 
earliest opportunity if the University thinks there is a need to make an application for 
exemption, deferral or revocation. Where this ground applies and the employer wishes 
to make an application, it should do so even where the employee is also contesting 
their call-out notice. 
 

4.8.2.4 A member of the reserve forces can also contest a call-out notice by applying for a 
deferral, revocation or exemption in respect of the period of mobilisation. 

 
4.8.2.5 The reservist can make the application on the grounds that they: 

I. have the primary responsibility for the care of someone with a severe physical or 
mental disability and it is not possible to make adequate arrangements for someone 
else to provide that care; 

II. have sole parental responsibility for a child and it is not possible to make adequate 
arrangements for someone else to care for the child; 

III. are engaged in education or training that is intended to prepare or qualify them for a 
vocation or job and that would be seriously disrupted by their absence; 

IV. are working in a family-owned business that would suffer serious harm as a result of 
their absence; or 

V. have entered into a contract of employment but have not yet started work and the 
employer does not agree to postpone the start date until after the period of service. 



 

 

 

 
4.8.2.6 The Reserve Forces (Call-out and Recall) (Exemptions etc.) Regulations 1997 provide 

that a reservist can also make an application on any other ground that an adjudication 
officer ought, for compassionate reasons, to consider. 
 

4.8.2.7  There is a right of appeal to an independent tribunal if the application is refused. 
 

4.8.2.8 If a Reservist is mobilised, the University does not pay any salary or associated benefits 
(such as pension) for the duration of their operational duty.  A Reservist can usually 
claim for any benefits 'lost' during their mobilisation so they will not be worse off. 
 

4.8.2.9 Mobilised Reservists are entitled to remain a member of their occupational pension 
scheme. Provided that the Reservist continues to pay their contributions to the scheme, 
the MoD will pay the employer contributions that would have been made by the 
University. Providing employee and employer contributions are maintained, there is no 
negative effect on the Reservist's pension arrangements. 
 

4.8.2.10 The University might be eligible for financial assistance to cover the additional costs 
to replace an employee who is mobilised over and above their earnings 
(https://www.gov.uk/employee-reservist/financial-support-for-employers). Line 
managers should contact their HRBPto explore options.   

 

 Return to work 
 

4.8.3.1 If a Reservist member of staff is mobilised, when they return, the University has an 
obligation to reinstate them in the same role and on terms and conditions no less 
favourable than before, or a reasonable alternative if the role no longer exists. 
 

4.8.3.2 The University can make a claim from the MoD if the Reservist employee requires 
training to undertake their University role when they return to work. The University 
would need to demonstrate that the Reservist needs the training as a result of having 
been mobilised; the MoD will not pay for training that the University would have carried 
out anyway. 
 

4.8.3.3 Members of staff should be treated consistently, and any redundancy criteria should not 
include the position of Reservists on the grounds of their Reserve service, leave taken 
or call-up liability.   
 

4.9 Special Discretionary Leave 
 

 Heads of Department or College may grant a period of unpaid special discretionary 
leave where circumstances that are not covered elsewhere in this policy apply.  The 
HoD/College has the discretion to give unpaid special leave of up to 10 days with 
anything more needing to be discussed with their HRBP in the first instance. 

 
 Potential examples could include a short period of compassionate leave where a 

member of staff has found out about the terminal illness of a dependent or is supporting 
a dependent in attending treatment for a significant illness.    

 

5. Equality and Diversity 
 

5.1 A full Equality Impact Analysis has been conducted on this policy and no negative 
impact has been identified.  As part of the process of reviewing all of the University 
family friendly policies, the use of gender neutral language and greater clarity around 
eligibility promotes EDI across a range of characteristics protected under the Equality 
Act. 
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6. Related Information 
 
For information relating time off for volunteers (including school governors) see: 
https://www.dur.ac.uk/volunteer/volunteering/ 
 

7. Definitions  
 

Dependent A dependent may be someone who reasonably relies on the 
employee for assistance, for example, when the employee is the 
primary carer or the only person who can provide assistance. A 
dependent is also the husband, wife, civil partner, child or parent of 
the employee, or someone who lives in the same household (not 
including tenants, boarders or employees). 

Dependent illness The illness or injury need not necessarily be serious or life 
threatening and may be mental or physical. 

8. Version Control / Revision History: 
 

Current Status Version: 1.0 
Approval date: April 2021 
Approved by: HROD SMT 
Contact for further information: Brian Elliott HRBP Policy and Projects. 

 
Version Date Changes Changed by 
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