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2. CIRCUMSTANCES IN WHICH TIME OFF IS APPROPRIATE 

 To provide assistance if 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 

 To deal with the death of a dependant, e.g. to make funeral arrangements 

 To deal with the unexpected interruption or termination of care arrangements of a dependant e.g. 
unexpected illness of the childminder 

 To deal with an incident that involves your child and occurs unexpectedly during school hours 
 

3. ADVISING UNIVERSITY OF SUFFOLK OF YOUR NEED TO TAKE TIME OFF 

You must let your line manager know of your need to take time off as soon as possible. POD also 
needs to know why you need to take time off and how long you expect your absence to last as soon 
as is reasonably practicable. It is important that we are able to inform your students/customers/col-
leagues of your absence as early as possible so that appropriate measures can be taken to minimise 
any disruption caused by your absence. 
 
Leaving a message by telephone or email for your line manager and colleagues will suffice if you are 
facing an urgent/crisis situation. However, you must make direct contact with your line manager as 
soon as you can. 
 

4. IS IT PAID TIME OFF? 

There is no statutory right to pay whilst taking time off under this policy. Therefore, if you take time off 
under this policy you will not be entitled to receive pay for the period of your absence. 

 
There may, however, be circumstances where you could be entitled to pay whilst dealing with emer-
gencies. This could happen if you are able/ choose to take a different form of leave. For a brief period 
of absence (not likely to be more than 2 days), you may be able to make the time up through flexible 
working or you may have accrued time in lieu which could be offset against your absence. 
 
Your absence may be better managed under another more appropriate family friendly policy. This may 
be determined in conjunction with your line manager and People Operations and Development. 

 
Where you take time off which is deemed to be without pay, the appropriate deduction will be made 
from your next salary payment and shown on your payslip. 
 

5. PENSION CONTRIBUTIONS WHILST TAKING TIME OFF 

You can maintain your scheme membership but you must continue to make contributions for the period 
of unpaid emergency leave. Contributions will continue to be taken (and University of Suffolk will con-
tinue to make employer contributions) unless you inform the POD Team in writing or email to the 
contrary. 

 
If you choose to stop your contributions the employer contributions will stop too, and the period of 
unpaid leave will be treated as Suspended Membership. In this case, the period of unpaid leave will 
not count towards your total pensionable service. This will affect your benefits. 

 
If you wish to take advice before making a decision to suspend membership, please contact the POD 
team in the first instance. 
 
 
 
 


