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1. Purpose 
  
 Action required 
1.1 The purpose of this document is to explain to managers and employees the right to take time off to manage unexpected or sudden 

problems relating to a dependant and to make any necessary longer-term arrangements. The Council also recognises that employees will 
from time to time experience emergencies at home, such as a flood, fire or burglary, and this document also sets out the Council’s 
procedures for employees who require to take time off to deal with such events.   

There is no statutory entitlement to receive pay while taking time off for dependants or domestic emergencies. Therefore, any leave taken 
under these procedures will be unpaid. 
 

 
2. Scope 

 
 Action required By whom / 

when 
2.1 These procedures apply to all employees of the Council, regardless of their length of service, and irrespective of 

whether they are part time or full time.  
 

 

2.2 Employees are entitled to take a reasonable amount of time off during working hours to take necessary action: 

• to provide assistance when a dependant falls ill, gives birth or is injured or assaulted; 
• to make arrangements for the provision of care for an ill or injured dependant; 
• in consequence of the death of a dependant; 
• because of the unexpected disruption or termination of arrangements for the care of a dependant; 
• to deal with an incident that involves their child and occurs unexpectedly while the child is at school/other 

educational establishment. 

 

2.3 The procedures are also intended to allow those who experience genuine domestic emergencies to take a reasonable 
amount of time off work to deal with the emergency.  
 

 

2.4 The right to time off will, in most cases, be one or two days and will always be unpaid.  
 
The employee must actively seek alternative longer-term arrangements as soon as possible after the emergency 
occurs. Once the immediate emergency has been taken care of, the employee is expected to return to work.  

Employee 
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If the employee is unable to make alternative arrangements, he/she must contact their line manager and explain why 
further absence is required. If further time off no longer qualifies as time off for dependants or domestic emergencies, it 
is at the absolute discretion of the Council whether or not to grant discretionary unpaid leave, or if eligible, annual leave, 
flexi leave etc. at short notice. 
 

2.5  These procedures are in addition to current contractual entitlements within Argyll and Bute Council and do not detract 
from current practices, e.g. Bereavement Leave, Ordinary Parental Leave etc. 
 
Further information can be obtained on The Hub or from HR at HRadviceenquiries@argyll-bute.gov.uk  
 

 

 
 

3. Definitions Used in this document 
 
 Action required By whom / 

when 
3.1 The following definitions are used in these procedures: 

 
A “dependant” is: 
• a spouse; 
• a civil partner; 
• a child; 
• a parent; 
• a person who lives with the employee other than as his/her employee, tenant, lodger or boarder; 
• any other person who would reasonably rely on the employee for assistance if he/she fell ill or was injured or 

assaulted, or who would rely on the employee to make arrangements for the provision of care in the event of 
illness or injury; or 

• in relation to the disruption or termination of care for a dependant, any other person who reasonably relies on the 
employee to make arrangements for the provision of care. 

  
“Domestic Emergency" would include severe damage to property such as fire, flood or theft. The procedures do not 
apply to planned events such as domestic repairs, refurbishment, building or trades work, installation of appliances, 
home deliveries, etc.  
  

 
 

 
 

http://intranet.argyll-bute.gov.uk/my-hr/absence-leave-and-sickness
mailto:HRadviceenquiries@argyll-bute.gov.uk
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4. Notification Requirements 
 Action required By whom / 

when 
4.1 An employee who needs to take time off for dependants, or to deal with a domestic emergency, should contact his/her 

line manager at the earliest opportunity, and where the employee is not already at work, normally within 1 hour of the 
start of their working day. If the employee becomes aware of an emergency situation while at work, he/she should 
immediately speak to his/her line manager about leaving work early. The employee should explain: 
 

• the reason for the absence; and 
• how long he/she expects to be absent from work. 
 

If the employee's line manager is unavailable, he/she must speak to an equivalent or more senior manager. 
 
Employees who require to leave work early must ensure their workplace is left in a safe condition.   
 
The employee must inform their line manager as soon as possible of any change in the anticipated date of his/her return 
to work. 
 

Employees 

4.2 The line manager should accept the employee’s need to take time off for a dependant/deal with a domestic emergency 
at face value unless he or she has good reason to believe the requirement may be false. In that event, the manager 
should put these concerns to the employee and caution them that they will be liable to disciplinary action if the 
suspicions are confirmed. 

The Council can, where there is a suspicion that fraudulent information may have been provided, investigate the matter 
further in accordance with the Council’s usual investigation and disciplinary procedures, and also without acting in a 
discriminatory manner in relation to any of the protected characteristics defined in the Equality Act 2010.  
 

Line Manager 

 
 

5. Action to be Taken on Notification 
 Action required By whom / 

when 
5.1 This absence must be recorded. As the time off is unpaid, the HR Attendance Team must be notified of the dates on 

which the unpaid leave has been taken using the Time Off for Dependants and Domestic Emergency Leave Form. Once 
the line manager has completed this form, it must be returned to the HR Attendance Team timeously, for processing, in 
order to ensure the employee is not overpaid. 
 

Line Manager 

mailto:attendanceenquiries@argyll-bute.gov.uk
http://intranet.argyll-bute.gov.uk/my-hr/domestic-emergencies
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6. Special Circumstances 
 Action required By whom / 

when 
6.1 The statutory right for time off for dependants is for employees to take time off to deal with unexpected events affecting 

their dependants and, if necessary, to make long-term arrangements for their care. It is not a right to time off to provide 
care, beyond the amount necessary in the first instance before other arrangements can be put in place. Employees who 
need to care for a dependant in circumstances falling outside the right to take time off for dependants should refer to the 
Council’s Ordinary Parental Leave Procedures; Alternative Ways of Working Policy and Alternative Ways of Working 
Procedure; all of which are available on The Hub. 
 
An employee may be able to take some unpaid time off under the Council’s Ordinary Parental Leave Procedures, for 
example, to accompany a child during a hospital stay. There are certain qualification, notification and certification 
requirements which must be met before an employee can take Ordinary Parental Leave, and these are outlined in the 
Council’s Ordinary Parental Leave Procedure.  
 
Employees of the Council also have the right to request flexible working under the Alternative Ways of Working Policy 
and Alternative Ways of Working Procedure. This could include asking to change the hours or days that they work on 
either a temporary, or a permanent basis. The Council is keen to encourage a healthy work life balance for all 
employees and welcomes these requests. However it is important that the needs of the Service are taken into account 
when considering them. Please note the right is for employees to request a change to their current working pattern. The 
Council is not obliged to grant such a request and reserves the right to refuse it on relevant business grounds.  
 

Line Manager 

6.2 Failure to return from a period of time off for dependants or domestic emergencies may be treated as a disciplinary 
matter and investigated under the Council’s usual investigation and disciplinary procedures. If the employee is unable to 
return to work on the expected date due to sickness, the normal notification and certification provisions of the Council’s 
sickness scheme will apply. 
 

 

 
 

7. Further Information 

 Action required By whom / 
when 

7.1 The Council recognises that, from time to time, employees may have questions or concerns relating to this procedure. It 
is the Council’s policy to encourage open discussion with employees to ensure that questions and problems can be 

 

http://intranet.argyll-bute.gov.uk/my-hr/maternity-paternity-and-adoption
http://intranet.argyll-bute.gov.uk/my-hr/alternative-ways-working
http://intranet.argyll-bute.gov.uk/my-hr/alternative-ways-working
http://intranet.argyll-bute.gov.uk/my-hr/alternative-ways-working
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resolved as quickly as possible. Further information and support on any of the issues contained within this procedure is 
available to employees and line managers from the HUB and from the HR Employee Relations Advice Team at 
HRadviceenquiries@argyll-bute.gov.uk 
 

 
 
 

http://intranet.argyll-bute.gov.uk/my-hr
mailto:HRadviceenquiries@argyll-bute.gov.uk
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