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EXTENDED LEAVE POLICY 

1. Policy 

· Employees with a minimum of one year’s continuous service with Barnardo’s and at least one year’s service in their current post may apply for extended leave.

· Usually, only one period of extended leave will be approved during each 5 years of employment.
· Only extended leave requests where there is a clear business benefit will be authorised.
· Requests for extended leave may be declined at Barnardo’s discretion in the interests of the service, operational requirements or if there is no clear business benefit. 
· The decision to authorise extended leave rests with the line manager and appropriate director.
· Employees subject to investigations, formal proceedings and/or warnings will not be eligible to take extended leave.
· A temporary variation to an employee’s terms and conditions of employment will apply during the period of extended leave.  See Extended Leave FAQ document for further information. 
· For the duration of extended leave, an employee remains subject to Barnardo’s policies and procedures.
· If proposals to change the employee’s post or department structure occur during the period of extended leave, the manager must ensure that the employee is included in the consultation process in accordance with Barnardo’s Redundancy and Significant Change policy. 
2. Definition

Extended leave is discretionary, unpaid leave of more than 4 consecutive weeks.  It will normally be for a specific consecutive period of between 4 weeks and 12 months, with a clear agreed date of return. 

3. Scope 
The extended leave policy may be applicable when there is a clear business benefit and the following circumstances apply:

· to assist employees in exceptional personal circumstances that require longer periods of absence, such as caring for a family member or partner

· to give employees the opportunity to broaden an employee’s experience or acquire new skills or knowledge to the benefit of themselves and Barnardo’s

· to assist employees in visiting relatives abroad

· for the purpose of religious observance, where this requires travel abroad or a period of leave greater than the employee’s annual leave entitlement.

It does not replace the range of other paid and unpaid leave options that employees may wish to explore before requesting extended leave. Information on these can be found in the Additional Leave - Paid and Unpaid Policy. 
4. Procedure 

See also the Extended Leave Policy Flowchart.
· Employee submits request in writing to their line manager at least 16 weeks prior to the proposed start date of extended leave specifying:


· the proposed duration, including start and end dates

· the broad reason for wishing to take extended leave

· a proposal for how the post can be covered during the extended leave

· how any negative impact(s) on the service/section can be reduced

· the business case e.g. any additional benefit to Barnardo’s that could result from taking extended leave.
(In extenuating circumstances where it is not possible to give 16 weeks’ notice, e.g. sudden illness of a relative, a request at shorter notice may be considered).

· Manager meets with employee to discuss and consider the request, before making a recommendation to the appropriate Director. 

· Director considers the request, seeking advice from the Local People team as appropriate; confirming the decision in writing to the manager.

· Manager confirms the decision in writing to the employee, copied to the Local People Team for placing on the employee’s personal file. For agreed requests manager issues acceptance letter which can be obtained from your Local People Team.
4.1
Authorised requests
· Employee and manager complete Planned and Discretionary Absence Form which is then forwarded to the Local People Team for recording onto Oracle via Direct Input.
· Prior to the commencement of extended leave the employee must confirm the relevant contact details should their manager need to update them on significant issues and/or for the sending of relevant information e.g. newsletters, updates. 
4.2
Non authorised requests
· Where an employee’s request is refused, the employee is encouraged to seek informal resolution through their line manager. If a resolution cannot be reached the employee may request a review of the decision by writing to the Local People Team within 5 working days.

4.3
 Request to change original return date
· Where an employee wishes to return earlier/later than originally agreed, they should contact their manager and relevant Director in the first instance, in writing, to see if this is possible.  Notice of any such proposed change should normally be as follows (unless not reasonably practicable):


	Required notice prior to the original return date 
	Period of extended leave taken

	1 week
	Up to 6 weeks 

	4 weeks 
	Between 7 and 12 weeks 

	8 weeks
	13 weeks plus



All requests to return earlier/later will be considered and granted at the line manager’s and director’s discretion subject to the needs of the business but cannot be guaranteed.
4.4
Managing the return
· Immediately on the return from the period of extended leave, the manager should meet with the employee to discuss handover and the arrangements for their return to work.
· The employee must return on the date approved, unless otherwise agreed with their manager and relevant director in advance of the return date.  

· If the employee does not wish to return to work, they must resign in writing giving at least the period of notice set out in their contract of employment. 

· If the staff member fails to return on the agreed date, and does not provide a genuine reason for the delay that is acceptable to Barnardo’s the disciplinary procedure will apply and dismissal may result.
5. Review
This policy will be reviewed by the Policy & Advice Team one year after implementation then at three yearly intervals.   Proposed changes will be subject to consultation with UNISON.  

Statutory changes will be incorporated automatically and any legal or organisational developments may prompt more frequent reviews.  
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