Extended Leave Policy
As an organisation we recognise that from time-to-time employees may wish to take a period of extended leave for example, for visits to family abroad, religious festivals or for a variety of pressing personal reasons.
The aim of this policy is to allow employees the opportunity to apply for a period of extended leave, although the granting of such will be at the discretion of the company and dependent upon compliance with the scheme outlined below.
This policy does not have contractual status. However, employees need to be aware that breach of this policy may result in disciplinary action being taken, up to and including dismissal for gross misconduct.  

Responsibility for this policy rests with the [Board of Directors/Partners] with day-to-day responsibility for the policy, its implementation and any queries relating to it resting with [INSERT NAME OF SOMEONE SUFFICIENTLY SENIOR].  The policy will be regularly reviewed by [INSERT NAME OF PERSON RESPONSIBLE FOR IMPLEMENTATION]

Scope of the policy

The policy applies to all employees with one year’s continuous service at the date of application.  However, it does not extend to casual workers, consultants, volunteers, agency workers, contractors or any other person associated with us via any of our subsidiaries.   
Employees will be limited to one application (where granted) every [INSERT TIMESCALE] although in exceptional circumstances a further application may be considered earlier than this.

The maximum amount of leave to be granted will be limited to [INSERT NUMBER] weeks which will be unpaid unless the employee has outstanding holiday entitlement which they may be required to use for part of the leave period.  [Where practicable, employees should plan to take leave adjacent to and including recognised shutdown times.]
Leave Applications
Any employee wishing to apply for a period of extended leave must submit a written application [OR complete an extended leave application form which can be obtained from INSERT DEPARTMENT] at least one month before the expected date the leave will commence, outlining the following:
· The planned dates for the extended leave to take place 
· If time off is required for an overseas trip, details of location of travel

· Reason for leave request. 
Whilst the company will not unreasonably refuse extended leave requests, employees should not commit themselves to travel arrangements before obtaining permission to take leave.  Leave is granted at the company’s discretion and must be authorised in advance.  There is no guarantee that a request for leave will be granted.  The company will not be liable for charges incurred if an employee has to abandon plans because leave was not pre-authorised.

If an application is approved the employee will be notified in writing and will be asked to sign an agreement which covers the following:

· That the employee undertakes to return to work on a specified date
· That the employee confirms their current home address and an address/contact details whilst on leave.

· That the employee undertakes to provide the company with full reasons, contact details and relevant documentation if they are unable to return to work on the specified date.  For example, where the reason for the late return is due to illness, the employee will be expected to provide contact details (e.g. for a relative if hospitalised) and medical certificates. 

· That the employee agrees to attend for a medical assessment on their return if the return is delayed due to sickness

· That the employee understands that failure to return on the specified date, without good reason and appropriate contact, may potentially result in disciplinary action and/or the termination of their contract. 
· [That the employee understands that the leave will not be in lieu of factory shutdown periods and if these occur other than during the extended leave the employee will have to take either paid or unpaid leave to cover these periods.]
Employees may return from leave earlier than expected providing they give the Company [INSERT AMOUNT] of notice by contacting their line manager in writing where practicable.
Declined Applications
In some circumstances, for example at peak periods or in times of staff shortages, applications may be refused unless there are pressing compassionate grounds which might be considered.  If an application is refused, full business reasons will be given and the application will be reconsidered at a later date in consultation with the employee.

Employees who take leave despite their application being refused will be subject to disciplinary proceedings which may result in dismissal on grounds of gross misconduct.

[*Note that a request to temporarily reduce or change working hours or working pattern should be dealt with as a Flexible Working Request under the appropriate policy]
[*If the request for extended leave relates to the care of a child/young person under the age of 18, then the rules/policy on Time off for Dependants may apply]

