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GUIDANCE ON LEAVE AND ABSENCE FROM WORK (v2.0) 

Members of staff are required to work during office hours or during the hours specified in 

accordance with their conditions of service. Times when they are not at work should fall into one of 

the following categories:-  

1. HOLIDAYS  

Holidays are taken in accordance with the member's conditions of service. Note that:-  

a) The dates of the holidays are at the discretion of the manager and must be arranged in advance. 

Holidays may be taken in units of half days, and may only be carried forward with permission for up 

to one year.  

b) Managers should keep holiday charts for each member showing the balance of working days due 

at any time.  

c) On leaving the University the member should take all leave before the date of leaving unless the 

Manager considers that the work-load necessitates working to the last day and receiving payment in 

lieu of holidays after leaving. (See document E.56 for method of calculating date of leaving, holidays 

and payments due.)  

2. SICKNESS  

See the various documents, i.e.  

a) Conditions of Service of the member of staff.  

b) Sickness Benefit Scheme relating to the member (E49A Manual and Ancillary Staffs; E49B Clerical 

and Related Staffs; E49C Technical and Computer Operator Staffs).  

If a Manager notices that the pattern and amount of absence through sickness of a member of staff 

is considerably above the normal the reasons should be discussed with the member and if necessary 

http://www.sussex.ac.uk/humanresources/documents/e48.pdf
http://www.sussex.ac.uk/humanresources/documents/patguide.pdf


Time-off for visits to the member's doctor and dentist for personal treatment may be (and normally 

should be) granted on request although members of staff are expected whenever possible to 

arrange the timing of such visits so as to minimise lost working time. If it appears that the number of 

such visits or hours-off is becoming excessive the HR Business Partner / HR Associate should be 

consulted.  

b) House-moving on first appointment  

On request, it is normal to grant one day (or possibly two days) when the contents of a house or flat 

are being moved in order to take up an appointment at the University (but not for moving in other 

circumstances).  

c) Jury Service and witnesses in court cases  

In very special cases it is possible for the University to write to the Court seeking exemption from 

jury service for the member of staff, but it is most unusual to do so. Leave for jury staff is granted on 

request (members of staff are expected to claim "loss of earnings" which are then deducted from 

salary – members of staff gain the tax). Similar leave is granted when an employee is summoned as a 

court witness.  

d) Training  

Managers may choose to grant time off with pay to undertake work related training activities. 

Unpaid leave for train



http://www.sussex.ac.uk/humanresources/documents/parleave.pdf
http://www.sussex.ac.uk/humanresources/documents/depend.pdf



