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DATE

Strictly Private & Confidential
NAME
ADDRESS

Dear NAME

Special Leave – Urgent Domestic Circumstances/Carers Leave

I note that you were unable to attend your shift on [insert date] as you requested to take Special Leave/Carer’s Leave.  I do hope that the situation which led to you not being able to attend work has been successfully resolved and that all is now well.  If you need additional support please let me know. Wellbeing support can also be accessed via the following link: -Wellbeing Matters Hub - Home

I have not yet heard from you to confirm the circumstances or to discuss any alternative arrangements, so I wanted to get in touch.

In anticipation of our discussion, I wanted to ensure you have the information you need about the process of requesting this type of leave. 

Special Leave – Urgent Domestic Circumstances is covered by the Trust’s Leave and Pay Policy which is available on the Trust's website via The Source or via this link index.  The Trust recognises that there may be times when you require time off to respond to urgent or unforeseen incidents relating to caring for a dependent.

A dependent for the purposes of Special Leave is a spouse, partner, child, parent or person living in the same household who reasonably relies on you for primary support and care or to plan for the provision of such when they are ill or injured.  

There is provision for up to 5 days pro rata (up to a maximum of 37.5 hours) paid Special Leave per rolling year. Given the nature of requests for Special Leave being in connection with urgent/unplanned events, the expectation is that no more than 1 or 2 days’ leave will be granted for each request.  

Carers Leave - The Policy also supports colleagues who are carers in taking up to one-week unpaid leave per year (pro rata) if they have caring responsibilities. 

If you were to need to request such leave, please telephone [insert name and job title or alternatives] during working hours as early as possible, to explain the reason you are unable to attend. 

Unfortunately, leaving a message or sending a text does not meet the requirements (unless alternative contact arrangements have already been otherwise agreed).  

If neither the [insert name and job title] are available, please speak to [insert name and job title] on call or one of the Sisters on our ward. 

This helps us to confirm the type of leave that would support you, or whether another option would be more suitable (for example, moving hours within the day, working an alternative shift, or requesting emergency annual leave or unpaid leave).

At the moment, I do not have enough information about the circumstances of your absence to confirm the leave that will be added to the roster for the [insert date], so I would be grateful if you could share some details as soon as you are able.

Please could you contact me at your earliest opportunity so we can clarify the reason for the request and agree on the best way forward. 

If you have any questions or would like to talk this through, please do get in touch.

Yours sincerely
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