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Exeter College 
 

Time off for Dependants policy 
  
1. Introduction 
 
The College understands that sometimes during their working lives employees may need to take time off 
work to deal with unexpected or sudden emergencies involving a dependant. We recognise the anxiety that 
this may cause, and we aim to offer practical help by allowing staff to take time off work to deal with 
emergencies involving dependants. 
 
Such leave will be unpaid. 
 
The following document sets out our policy on time off to care for dependants. This policy is not 
contractual but sets out the approach that we will normally seek to use. If you have any questions about 
this policy, or about any other aspects of dependant care rights, you should contact the HR Manager.  
 
2. Scope of this policy 
 
This policy applies to all employees, regardless of length of service, contract type (permanent or fixed-
term), or hours worked (part-time or full-time).  
 
3. Aims of this policy 
 
This policy aims to explain the statutory rights to time off to care for dependants, and the process that 
should be followed by employees who wish to take such leave.  
 
4. Definitions 
 
A dependant could be: 
 

- a spouse or civil partner 

- a parent 

- a child or grandchild 

- someone who lives with the employee as part of the family (but not as a tenant or boarder) 

- someone who reasonably relies on the employee for assistance or care (or the arrangement of 
care) in the event of illness or injury.  

  
 
5. When time off may be taken 
 
Employees have the right to time off as follows: 

 
- to help when a dependant is ill, injured or assaulted 

- when a dependant gives birth (e.g. they go into labour unexpectedly) 
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- when a dependant dies 

- to cope when the arrangements for caring for a dependant unexpectedly break down (e.g. 
childcare cancellation) 

- to deal with an unexpected incident involving a dependant child during school hours or on a 
school trip (e.g. if they are involved in a fight, suffer injury on a school trip, are suspended from 
school, etc). 

 
Time off to attend a funeral, or to carry out executorial duties, would normally be taken as compassionate 
leave (see Employee Handbook). 
 
6. Amount of time off 
 
Employees have a right to take a reasonable amount of time in the case of emergencies relating to a 
dependant.  
 
Employees should note that there is no specified definition of ‘reasonable’, as this will depend on the 
situation. There is also no legal limit on the duration of this leave. However, the extent of the time off is 
intended to be only for as long as it takes to deal with the immediate situation and to make arrangements 
for other care provisions to come into play. If, for example, a child is ill, the extent of the time off provision 
is to arrange care, not to stay at home to look after the child until they are well again. 
 
It is expected that one or two days will be sufficient in most cases to make alternative arrangements. 
 
Where further time off is required, employees may request to take alternative forms of leave, such as: 
 

- Annual leave 

- Parental Leave 

- Carer’s Leave (if applicable) 

- Compassionate leave 

- Unpaid leave 
 
7. Time off for dependants - taking leave 
 
Employees may only exercise the right to take time off to care for dependants if they tell their Head of 
Department or line manager about the reasons for time off, and how long they expect to be off work. 
Where possible they should speak to their manager beforehand, but if this is not possible, notification 
should be as soon as reasonably possible. Failure to inform their Head of Department or line manager could 
lead to disciplinary action under our Disciplinary procedure for absence without leave.  
 
Where employees need time off for arrangements which are planned in advance (e.g. to take someone to 
hospital for a check-up), they should normally book this as holiday or other authorised time off. 
 
8. Terms and conditions of employment 
 
Time off to care for dependants is unpaid.  
 
During any time off to care for dependants, employees will remain bound by their duty of good faith to 
Exeter College and their duty not to disclose confidential information. 
 



 

 

This policy is non-contractual – it does not form part of your terms and conditions of employment. 
 

Page 3 of 3 Version 2.2 
Effective from  

1 July 2026 
Last reviewed 

June 2026 

 

They remain employed during any time off for dependants, maintain unbroken continuity of service, and 
continue to accrue statutory holiday entitlement. 
 
9. Data protection 
 
Information relating to dependants and personal circumstances will (as far as is practicable) be handled 
confidentially, sensitively, and in accordance with relevant data protection legislation. Only information 
necessary to administer the leave should be processed.  
 
10. Monitoring and review of this policy 
 
This policy will be reviewed on a regular basis, and additionally whenever there are relevant changes in 
statutory requirements.  
 
Any queries or comments about this policy should be addressed to the HR Manager. 
 
11. Related policies 
 
We also have the following related policies:  
 

• Carer’s Leave 

• Compassionate leave 

• Flexible working 

• Maternity, adoption, paternity and shared parental leave 

• Parental leave 

• Sickness absence 


