
 

 

 

 

COMPASSIONATE LEAVE POLICY 
 

 

 

1. Purpose 

This policy sets out how compassionate leave is managed. It aims to balance the needs of 

The Lilya Lighthouse Education Trust (LLET) with our commitment to compassion, dignity, 

and emotional wellbeing, recognising that staff may experience distressing personal 

circumstances that require time away from work. 

We are committed to supporting staff through difficult periods in a fair and flexible way. 

2. Scope 

This policy applies to all employees, regardless of role or length of service. Where relevant, 

it may also be applied to regular sessional or part‑time staff, at the discretion of the Head of 

Provision. 

3. What Is Compassionate Leave? 

Compassionate leave is time off work granted to allow an employee to deal with serious 

personal matters, typically involving bereavement or critical illness of someone close to 

them.  
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4. Circumstances Covered 

Compassionate leave may be granted for reasons including, but not limited to: 

●​ Death of a close family member or significant person in the employee’s life 

●​ Life‑threatening or terminal illness of a close family member 

●​ Serious injury or medical emergency involving a dependent 

●​ Pregnancy loss (including miscarriage or stillbirth) 

●​ Other exceptional personal circumstances causing significant emotional distress 

The organisation recognises that families and support networks vary, and definitions of 

“close family” will be interpreted sensitively. 

5. Entitlement 

●​ Employees have a right to one week’s unpaid leave each year to provide care for a 

dependent. 

●​ Employees may be granted up to 2 paid days of compassionate leave in a 12 month 

period. 

●​ Additional unpaid compassionate leave, or the use of annual leave or flexible working 

arrangements, may be agreed where appropriate. 

There is no minimum service requirement to access compassionate leave. 

6. Requesting Compassionate Leave 

●​ Wherever possible, employees should notify their manager as soon as they are able. 

●​ Notice may be given by the employee or, if necessary, by someone acting on their 

behalf. 

●​ No formal written request is required at the time of crisis. 

Employees will not be asked to provide evidence unless absolutely necessary, and any 

information shared will be treated confidentially. 

7. Support and Flexibility 

Recognising the emotional impact of bereavement and trauma, the organisation may offer: 

●​ A phased or flexible return to work 

●​ Temporary adjustments to duties or timetable 

●​ Access to wellbeing or external support services (where available) 

●​ Regular, sensitive check‑ins agreed with the employee 



Support will be guided by the individual’s needs and preferences. 

8. Returning to Work 

There is no expectation that an employee will be “back to normal” immediately upon return. 

Managers will approach return‑to‑work conversations with empathy and discretion, focusing 

on support rather than process. 

9. Equality and Non‑Discrimination 

Compassionate leave will be applied fairly and consistently. Decisions will not be influenced 

by protected characteristics, and reasonable adjustments will be considered where required. 

10. Policy Review 

This policy will be reviewed at least annually or earlier if required, to ensure it remains 

aligned with best practice and the values of the organisation. 

This policy reflects our commitment to emotional safety, compassion, and respect for the 

lived experiences of our staff. 
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