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If you require this guidance in another format please go to the end of this document for details.

Introduction

KCC Terms and Conditions of Employment identify that there are various circumstances under which an employee may have entitlement to additional paid or unpaid leave. This additional leave is referred to as ‘Other Leave’ and can include circumstances such as an employee undertaking duties as a Justice of the Peace/Magistrate, retained Fire-Fighter or as a member of the Reserve Forces.

Details of the types of Other Leave that may be available to employees (including information regarding the amount of leave that can be taken) are identified in the table at the end of this document.
It is essential for Audit and other monitoring purposes for managers to keep local records of all requests for Other Leave – including those which involve unpaid leave.

Establishing an employee’s entitlement to other leave

Employees in your team/unit must advise you of their involvement in any duties/ responsibilities that may give them an entitlement to time off under the Other Leave provisions. For new joiners, the initial discussion on this matter will need to take place when the employee first joins your team/unit. As part of the normal supervision discussions, you will need to establish, on an annual basis, whether employees in your team/unit are involved in duties/responsibilities that are covered by the Other Leave provisions. The information obtained from these discussions should be recorded on the employee’s supervision file.

Authorisation of requests for other leave

The table included in this document identifies the level of management required to authorise requests made for Other Leave. All requests from employees should initially be made via you as their direct line manager. Where a request requires a higher level of authorisation, you will need to forward it to the appropriate Head of Service or Director and, where appropriate, identify whether granting the request could present any difficulties for the effective delivery of service.

The employee will be notified of whether the request for Other Leave has been authorised or not.

Record keeping for other leave requests

It is essential that you ensure appropriate records are kept of all requests for Other Leave made by members of your team/unit.

Some types of Other Leave have a specified maximum number of days that an employee can take each leave year.



The recording system that you use to monitor requests will need to set out details of the employee’s entitlement to the relevant type of Other Leave. The records will also include a running total for the leave year identifying how much time off has been requested (including requests which were not able to be granted). This information should be held on the employee’s supervision file. The recording system that you use must be sufficient to prevent an employee from exceeding the relevant maximum Other Leave entitlement.

It is possible that, as a result of an employee’s involvement in a number of different duties/responsibilities, they may have an entitlement to more than one type of Other Leave. In this event, you will need to keep separate records in respect of the different types of Other Leave and the requests for time off that are made.

Where a type of Other Leave carries an identified entitlement to ‘reasonable time off’ (this includes time off for Trade Union duties) you will need to monitor the amount of leave being requested throughout the leave year. In your discussions with employees, you will need to establish how much time off the employee anticipates will be required during the leave year for their participation in duties/responsibilities which are covered by the Other Leave provisions. This will help you to form a view on what can be considered as ‘reasonable time off’. If you have concerns that an employee may be exceeding what you consider to be ‘reasonable’ time off, the Human Resources Team will be able to provide advice and guidance to you on dealing with this matter.

Unpaid Other Leave

For Other Leave requests which do not have an entitlement to paid time off, e.g. religious observance, the employee can request to use annual leave or flexi-time (if a flexi-time scheme is in operation in your team/unit). If it is necessary for the employee to take unpaid leave, you will need to notify the HR Business Centre at the earliest opportunity so that the appropriate deduction can be made to the employee’s salary.
	Leave or duty
	Amount of leave (per leave year
	Authorisation
	Paid or unpaid

	Reserve Forces – non regular e.g. The Army Reserve (formerly TA)
· Leave to attend camp.
	Up to 2 weeks
	Head of Service/Support Unit
	Paid

	Reserve Forces – reservists

· Leave in accordance with statutory provisions. Heads of service must be notified of reservist status and where appropriate grant permission for an employee to enter into an agreement to become a reservist in the volunteer or regular service.

	Up to 12 months
	Head of Service/Support Unit in the case of volunteering for operations
	Paid although this is from the MOD

	Blood Donation

· Time off to donate blood
	Reasonable time off
	Line Manager
	Paid

	Buying Annual Leave
	Up to 10 days
	Line Manager
	

	Carrying forward annual leave
	Up to 10 days
	Line Manager
	Paid

	Census enumerators
	1 day
	Line Manager
	Paid

	Christmas leave (see KNet for further information)

· One concessionary day
	1 day
	N/A
	Paid

	Disruption leave

· Exceptionally grant paid leave to staff unable to attend work due to emergencies or disruptions (e.g. severe weather) for a limited period and as a measure of last resort. See Working Arrangements during Adverse Weather, Disruption or Emergencies on KNet
	Reasonable time off
	Head of Service/Support Unit
	Paid

	Election Duties

· Leave for presiding officers and Poll Clerks at Parliamentary, European Parliamentary, County Council or District Council elections and Police Commissioners

	Reasonable time off
	Head of Service/Support Unit
	Paid

	Examiners

· Examiners for University, Physical Training and similar examining boards or bodies

	Up to 18 days
	Head of Service/Support Unit
	Paid & Unpaid

	Leave or duty
	Amount of leave (per leave year
	Authorisation
	Paid or unpaid

	Fire-fighters (retained)

· Time off to attend recognised fire-fighting courses

· Time off to undertake fire duties within normal office hours
	Up to 2 weeks

Reasonable time off
	Head of Service/Support Unit
	Paid

	Flexi-time (see Work Smart Policy on KNet)
	
	Line Manager
	Paid

	IVF treatment and elective surgery

· Flexible working provisions should be used where possible. Where time off is required this should be agreed on an unpaid basis. See Section K of the Blue Book, and the Work Smart Policy on KNet
	
	Line Manager
	Unpaid

	Justice of the Peace / Magistrate
	Up to 18 days
	Head of Service/Support Unit
	Paid


	Jury service or subpoenaed witnesses

· Time off where an employee undertakes jury service or acts as a witness for a court or tribunal. A loss of earnings allowance payable from the court is offset again salary.
	Duration of court / tribunal case
	N/A


	Paid

	Legal action

· Exceptionally grant time off to pursue legal action under compassionate leave provisions in instances where:

· It is in KCC interest, i.e. employee is taking action to recover damages to re-pay KCC loan in lieu of sick pay or,

· There is deemed to be an obligation to support an employee to pursue a claim against a third party for an injury sustained whilst at work.
Employees are not given paid time off to pursue legal action against KCC

	Up to 10 days
	Relevant Corporate Director
	Paid

	Medical screening

· Time off for medical screening including dentist
	Reasonable time off
	Line Manager
	Paid

	Leave or duty
	Amount of leave (per leave year
	Authorisation
	Paid or unpaid

	Member of a Local Authority or Members of any Committee or Sub Committee
	Up to 18 days
	Head of Service
	Paid

	Employees appointed or nominated by a Minister, Association of Local Authorities or a Local Authority to serve on a Committee. Tribunal, Panel, Board of Prison Visitors or other similar body
	Up to 18 days
	Head of Service/Support Unit
	Paid

	Members of a non-political organisation whose principal objectives include the improvement of the standard of local government services (but not including improvement of remuneration, status or conditions of employment of employees)

· Those appointed to participate in the business of organisation of employees whose objects include the improvement of the remuneration, status and conditions of employment of its members.
	Special leave

3 weeks paid

2 weeks paid

Up to 18 days
	Head of Service/Support Unit
	Paid & Unpaid

Unpaid

	Parliamentary candidates

· Those employed in non-politically restricted posts who are nominated candidates or a Parliament election may be granted leave.

· An employee elected to Parliament would inevitably have to resign their appointment. The resignation is unconditional and should the individual seek re-employment on ceasing to be a Member of Parliament there is no claim to reinstatement in their old post or any other within KCC
	3 weeks paid

1 week unpaid


	Relevant Corporate Director
	Paid and unpaid

	Personal Leave

· Leave for urgent or unforeseen personal responsibilities (up to 5 days can be requested for caring responsibilities)
· Leave granted on compassionate grounds i.e. in the case of a bereavement

· Additional leave can be granted in exceptional circumstances e.g. a  family bereavement
This provision would be over and above the statutory provision for unpaid leave for family emergencies involving a dependant
	10 days 
Up to 10 days

5 days
	Line Manager

Line Manager

Director
	Paid




	Leave or duty
	Amount of leave (per leave year
	Authorisation
	Paid or unpaid

	Redeployment

· Time off for ‘at risk staff to attend interviews, training and other employment support

	As needed
	Line Manager
	Paid

	Religious Observance

· Time off to observe a religious festival or event on a day which falls outside of the bank holiday and extra concessionary day should usually be taken as part of the employee’s normal annual leave entitlement or flexi-time.

	Reasonable time off
	Line Manager
	Paid & Unpaid

	Representatives of Trade Unions or Association of Employees at meetings of organisations of both employers and employees, established to recommend terms and conditions of employment or employees of Local Authorities
	Up to 18 days
	Head of Service/Support Unit
	Paid

	School Governors
	Up to 18 days
	Head of Service/Support Unit
	Paid

	Special Constables

· Time off to undertake duties within normal office hours
	Reasonable time off
	Head of Service/Support Unit
	Paid

	Study Leave

· Time off to facilitate full and part-time studies leading to a qualification
	Reasonable time off for employees aged 16-18 (statutory right)

Day release (where required)

Up to half  a day study leave per week where required to satisfactorily complete studies 
	Line Manager
	Paid

	Timeout

· Unpaid break from work (See Timeout Guidance on KNet)
	Up to 1 year
	Head of Service/Support Unit
	Unpaid

	Leave or duty
	Amount of leave (per leave year
	Authorisation
	Paid or unpaid

	Trade Union

· Leave for nominated Trade Union representatives to attend the annual / biennial conference of any recognised Unions providing numbers of representatives do not exceed the number branch is entitled to send.

· Leave for staff appointed as members of their Unions National Executive to attend meetings of the executive.
· Leave for Union Stewards of recognised unions to enable them to carry out their official duties.

	Up to 5 days

Up to 5 days

Reasonable time off
	Head of Service / Support Unit
Line Manager
	Paid

Paid & Unpaid

Paid

	Visually impaired employees

· Time off for any special training that may be required.

· Leave for the duration of any special training with guide dogs
	Duration of training
	Line Manager
	Paid

	Unpaid leave 
	Up to 6 months


	Head of Service/Support Unit
	Unpaid



Alternative Formats 
This document is available in other formats. Call 03000 421553 or email alternativeformats@kent.gov.uk
Other Leave - Guidance for Managers





Issued by the Human Resources Team














Reviewed: August 2016








PAGE  
1

