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Faculty Absence Policy


1. Introduction

The following policy and procedures relate to members of faculty and the management of absence within the School, in line with the University’s published conditions of service and specific regulations.

The broad expectation, both during teaching terms and vacations, is that you will be at the University during the working week (approximately 9-5.30, Monday to Friday).  Of course, many of you will find that there are times when you can work more effectively at home, or when you need to be away from the University on business. However it is important that the School Office are always informed (a) when you are on leave (b) when you are elsewhere on University business and cannot be contacted (c) when you are unexpectedly away from the University and cover is required either for teaching or for DPhil supervision.  This is to prevent faculty being inadvertently contacted whilst on annual leave and to ensure that urgent matters are referred to faculty members who are able to respond promptly

When you are either abroad, or away overnight, from the University on business you should also complete an insurance form so that you will be covered by the University insurance policy.  Please ensure that those for whom you are responsible (eg post-docs and graduate students) follow the same policy.  Note that this must be done before leaving, you cannot insure against a risk after the event.  Refer to the following link for travel insurance information: 

www.sussex.ac.uk/finance/1-2-7-6.html


2. Annual leave

No specified periods of holiday are laid down for teaching faculty, other than the statutory minimum of twenty eight days per annum (pro-rata for part-time staff) provided by national legislation. Full salary is payable during holidays.

It is not normally expected that faculty will take annual leave during term time.  Any requests to take paid annual leave, within term time, must be made to the Head of Department or designated senior officer, who will refer it to the Head of School.

This means that faculty are asked to

1. Request approval for leave to be taken in term time, which their HoD will need to approve to ensure cover;
1. Notify HoD of leave to be taken during vacation, which the HoD may discuss with the faculty member to ensure that the absence during these dates creates no issues for the Department.

During any period of approved / notified* leave, the School would not then expect to contact faculty. If faculty have not gained approval / notified* the School that they are on leave, the expectation will be that they are working and available to be contacted.

*as applicable

Refer to the following documents:

· Faculty Terms and Conditions
www.sussex.ac.uk/humanresources/documents/fac-term-cond.pdf
· Leave
www.sussex.ac.uk/humanresources/documents/e_leave.pdf

All faculty are required to inform the Head of School’s Co-ordinator on hosc@bmec.sussex.ac.uk of the dates when they are taking annual leave so that accurate records are held in the School.


3. Study Periods/ Leave for career development

Members of faculty can apply for study periods – leave with salary from teaching duties for one, two or three terms for research, educational development or other approved purposes.  Details of the University’s procedures relating to study leave can be found in the ‘Leave’ document at:


The University’s ‘Application for Leave of Absence’ form should be completed for study leave and submitted to the Head of School/Department, see: 

www.sussex.ac.uk/humanresources/1-2-16-5.html

The form should be approved by the line-manager, Head of Department, and the Head of School before being submitted to Human Resources for payroll action.


4. Leave without salary/short term leave of absence

Members of faculty can apply for leave without salary - leave of absence without salary for a period not exceeding (except in exceptional circumstances) one year in accordance with the University’s procedures relating to leave without salary:

www.sussex.ac.uk/humanresources/personnel/termsandconditions/faculty

and should complete the University’s ‘Application for Leave of Absence’ form:

www.sussex.ac.uk/humanresources/1-2-16-5.html

The University may grant special leave of absence from his or her duties to a member without reduction of salary for periods of less than one term in the case of members of the teaching faculty or research and analogous faculty, or three months in other cases, on any of the following grounds:

(i) attendance at courses and conferences, and visits, connected with his or her work or the advancement of knowledge in the subject;
(ii) for the discharge of civic and public duties;
(iii) compassionate grounds, eg urgent family affairs, or the prolonged illness of a member of the family.

The School requires you to request leave of absence for periods of up to two week by completing the School’s ‘Request for Absence’ form, giving at least two day’s notice, see attached.


5. Compassionate leave

The School will grant time off for compassionate leave for compelling reasons, when the member of staff could not be expected to carry out normal work.  Any period of compassionate leave is granted at the discretion of the Head of School on the advice of the Head of Department.


6. Time off to care for dependents

The School recognises that staff may have responsibility for dependants (eg older, sick or disabled relatives or school age children).  From time to time staff may need to take unpaid time off to attend to unexpected problems or emergencies.  A request should be made to the Head of Department.

For further information see:

www.sussex.ac.uk/humanresources/documents/depend.pdf

7. Parental Leave

The University recognises the desire of parents of young children to take time to be with them at a formative stage in their lives, so offers staff the entitlement to apply for unpaid leave.  For further information see:

www.sussex.ac.uk/humanresources/documents/parleave.pdf

8. Maternity leave and Paternity leave

Staff are requested to inform the Head of School/Department in writing as early as possible that they are pregnant, to enable the University to carry out the requirements in relation to health and safety risk assessments.

Entitlements to maternity leave and pay are set out in the Maternity Guide at:

www.sussex.ac.uk/humanresources/documents/e48.pdf

The University’s paternity scheme provides for two consecutive weeks’ leave on full pay, full details are set out in the Paternity guide at:

[bookmark: _GoBack]www.sussex.ac.uk/humanresources/documents/patguide.pdf


9. Sickness absence

Heads of School, or designated persons, are responsible for monitoring and managing sickness absence levels in their School, this is to ensure that potential problems are recognised and resolved at an early stage.

The School has the current notification procedures in place:

Member of staff should report sickness absence to relevant colleagues, Head of Department, as line manager; Programme Coordinator, if teaching needs to be changed/ reorganised and students notified; Head of School’s Coordinator, for recording.

The following information should be given to the line manager:

· Assessment of the illness
· The date the illness started
· Expect to return date
· Contact details if necessary

All absences are recorded monthly and reported by the School Administrator to Human Resources, Payroll Unit.

On return to work after a period of absence staff will be expected to complete a return to work form that is available from the University HR web pages at:

www.sussex.ac.uk/humanresources/personnel/forms/otherforms

Self-certification should be carried out by the member of staff on return to work in cases of absence between four and seven days (including sickness at weekends). A medical certificate must be submitted to the Head of Department for absences greater than seven days.

Absences that have not been notified in accordance with the above procedure will be treated as unauthorised absence.

Professor Ian Davidson
Head of School
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