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SAMPLE Guide to leave policies 
An example of leave policies that could be applicable for 

religious leave 
 

 
Event Leave Policy 
 
(THE COMPANY) may grant periods of paid or unpaid leave in addition to your annual leave entitlement. 
These periods of Event Leave include: Compassionate Leave, Family/Dependent/Personal Leave, 
Magistrates Leave, Military Leave and periods of leave required for Military Duty and Jury Service. 
 
There are certain eligibility and qualifying criteria that will need to be satisfied prior to any Event Leave 
being authorised. Any period of leave requires the necessary approval to be sought and notification 
process to be followed. Any unauthorised leave taken may be treated as a disciplinary offence. Event 
Leave does not form part of your terms and conditions of employment. Employees should be aware that 
they may be required to take annual leave in some circumstances. If in doubt, please contact your HR 
Coverage Officer for advice. 
 
Compassionate Leave 
 
Compassionate Leave, with or without pay, may be granted for exceptional reasons in addition to annual 
leave entitlement. This is granted at the Firm’s discretion and each case will be assessed according to 
the specific circumstances. This will allow your Manager to exercise discretion where necessary and work 
around solutions that provide support for you, whilst creating minimal disruption to the workplace. As a 
guide only, Compassionate Leave would normally be granted as follows: 

• Up to 3 days’ paid leave for the death or serious illness of immediate family member for 
example: spouse*, partner, sibling, children or parent. 

• Up to 2 days’ paid leave for the funeral of other family members for example: grandparent, 
spouse*/partner’s relative. 

• One day’s paid leave for the funeral of other non-immediate family members for example: aunt, 
uncle, niece or nephew. 

 
Family/Dependent/Personal Leave 
The Firm recognises that individuals, on occasion, may require time off in addition to their annual leave to 
fulfill personal obligations, in which case family, dependent and personal leave may be granted. You must 
make every attempt to attend to matters in your own time in the first instance. Guidelines for 
Family/Dependent/Personal Leave are as follows: 

• Amended working day: The Firm may allow employees, within reason, to leave early or come 
into work late if required to be at home to deal with important personal matters which cannot be 
deferred to evenings or weekends. For example, 

• medical appointments, household emergencies (fire, theft, flood), receipt of deliveries, meter 
readings. Employees are expected to make up the time missed. 

• Childcare/Family or Dependent Illness/Emergencies: You are entitled to take a reasonable 
amount of unpaid time off to deal with emergencies involving a family member (such as children, 
spouse*/partner or parents) or other dependent (i.e. a person who reasonably relies on you for 
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assistance if ill or injured). The Firm may grant you discretionary or paid leave where 
“reasonable” and as a general rule, one or two days should be all that is needed to enable you to 
make the necessary care arrangements. 

• Fertility Treatment Employees, or employees with spouse*/partner, undergoing fertility treatment 
are entitled to a reasonable amount of time off, up to a maximum of five paid days, to attend 
medical appointments and should be treated in the same way as if they were receiving any other 
medical treatment. Additional family/personal leave may be granted at the Firm's discretion. 

• *For the purposes of this document, spouse includes someone who is a civil partner as 
recognised by the 2004 Civil Partnership Act. 

 
Religious Holidays 
Some employees may request to take paid leave to mark specific religious days instead of (or in addition 
to) taking recognised Public Holidays such as Boxing Day and Good Friday. The Firm will be flexible 
where this does not materially affect business requirements and where health & safety is assured. 
 
The Firm recognises that all UK Public Holidays, whatever their origin, are now commonly regarded as 
secular or national holidays rather than strictly religious and its public holiday policy is aligned to this 
recognition. Should an employee wish to take paid leave to mark specific religious days on a regular 
basis, they should complete a flexible working request. It is recognised that some festivals are based on 
the lunar calendar and may therefore shift in relation to the Gregorian calendar. In addition to the factors 
set out in the flexible working policy, where employees are offering to work a recognised public holiday in 
lieu, line managers considering such a request will need to take into account that on some public holidays 
(such as Christmas Day and Good Friday), the markets are closed, the Firm’s infrastructure is reduced 
(technology, health and safety, catering etc.) and there may be scheduled power downs. Some or all of 
these factors, together with the factors usually considered in reviewing flexible working requests, may 
mean that some requests are turned down. 
 
An employee may wish to take paid leave to mark specific religious days on an ad hoc basis. If he or she 
wants to take these in addition to the usual Public Holidays, then they should apply for annual leave in 
the normal way. If the employee wishes to take them in lieu of particular Public Holidays, then the line 
manager concerned should consider the request in line with the criteria set out above and the decision 
should be confirmed in writing. 
 
Prayer and Religious Observance 
Reasonable time off for prayer during normal office hours will be granted provided it does not disrupt the 
normal course of business. Manager notification and approval is required prior to the time being taken 
and arrangements should be recorded in writing. The All-Faith Rooms are located on (insert locations) 
and operate on a first-come, first-served basis, although there is a weekly time when each room is pre-
booked by Firm groups. The space can be used by employees for individual prayer and meditation. 
 
Jury Service 
If you are required to attend Court for Jury Service or some other judicial reason, paid leave of absence is 
granted. The Firm will continue to pay your monthly salary in the normal way, less the maximum 
permissible allowance awarded by the Court for travelling expenses only. Allowances may be awarded by 
the Court for travelling expenses and subsistence allowance. You must therefore claim from the Court for 
these expenses. You must notify your Manager of the date and estimated length of absence. You will 
continue to be eligible for all benefits, including annual leave accrual. 
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Public Duty Leave 
Subject to Manager’s approval, employees who wish to take on Public duties such as Magistrates or 
Special Constable Leave duties will be entitled to one week’s additional paid leave. A further two weeks’ 
unpaid leave per calendar year may be available at Manager’s discretion. Any days beyond this 
allocation should be taken out of the annual leave entitlement. If you resume magistrate duties, you must 
notify compliance prior to commencing your duties. 
 
Military Leave 
(THE COMPANY) is supportive of employees who are active members of the Reserve Forces (includes the 
Territorial Army) during both their annual training and when they are compulsorily mobilised. Please 
contact your HR coverage person for full details of (THE COMPANY)'s Military Leave policy including 
eligibility, leave entitlements, remuneration and benefits. 
 
Other Unpaid Leaves of Absence 
Other periods of unpaid personal leaves of absence ought to be considered fully in consultation with your 
Manager and Division Head, in conjunction with Human Resources. If you submit a request for unpaid 
leave (which is not addressed above), a feasibility study and analysis of the business rationale for the 
leave of absence needs to be undertaken by your Manager. This should include, but not be limited to, the 
following considerations: 

• Whether you have established a proven track record of strong performance over at least 2-3 
years of service within the Firm. 

• Whether you consider the leave critical to optimising your performance. 
• Whether you have had a leave of absence of any type (including gardening leave) in the 

previous 5 years. 
• Whether you have a current disciplinary record. 
• Whether your position will need to be covered during your leave. If, having undertaken the 

feasibility study, there is agreement from your Division Head that there is a business rationale to 
support your request, the type of leave then needs to be agreed. This will be subject to 
discussion with Human Resources. 

 
All Event Leave is at the discretion of your Manager and Division Head and subject to their approval. Full 
consideration will be taken of our business and our clients requirements. 
 
 

 
 
 

 
IFIS Note: This is provided on a best efforts basis and is 
intended to provide an example event leave policies. If you 
feel there is factually incorrect content, or possible 
amendments to this, please let us know: info@ifis-uk.org 
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