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1. Introduction:  
1.1. All Staff employed by Nelson College London are entitled to take a ‘reasonable’ amount 

of unpaid time off to deal with unforeseen matters and emergencies involving a 
dependant.  

 
1.2. The right to time off to deal with an emergency or compassionate leave is a “day one” 

employment right. All employees are entitled to request compassionate (also known as 
bereavement) leave, regardless of length of service. There are no limits on how many 
times an employee can take time off for dependants and the length of time off will 
depend on individual circumstances. 

 
1.3. A dependant could be a spouse, partner, child, grandchild, parent or someone who 

depends on you for care. This definition includes step-relations as well as adoptive 
relations. 

 
1.4. An emergency could be mental or physical illness, injury or assault (of a dependant). 

This includes a breakdown in childcare, an incident with your child at school or death of a 
dependant. 

 

2. Bereavement: 
2.1. Nelson College London acknowledges the personal nature of bereavement and grief 

and is committed to supporting employees in practical and reasonable ways.   
 
2.2. Compassionate leave may be granted to an employee if they experience the 

bereavement of a dependant. Bereavement is a personal issue and employees have the 
right to keep this confidential under data protection legislation.  

 
2.3. In the event of a bereavement, an employee will be able to take unpaid leave or annual 

leave at short notice for the following reasons which include but are not limited to: 
Arrangement of a funeral or memorial service, Attendance of a funeral or memorial 
service, Resolving matters of inheritance, Fulfilment of family obligations, Personal 
mourning.  

 
2.4. In the event of the death of an immediate relative, one working day paid will be granted. 

An immediate relative includes a spouse, civil partner, child, parent, sibling or a person 
with whom the employee is in a relationship of domestic dependency. Normally, proof of 



death is not required. 
 
2.5. An employee should notify their line manager of their need to take leave as soon as 

possible or, at latest, on the first day of absence. In some circumstances, applications for 
leave will be considered after the first day of absence.  

 
2.6. The College will ensure that all requests for leave are treated equally and that 

employees are not treated less favourably than others.  Leave is granted at the 
employee’s manager’s discretion and a request will not be unreasonably refused. 

 
2.7. Managers must adhere to policy regulations and be supportive of their employees 

during difficult times. You may face disciplinary action if you handle the situation 
inappropriately. 

 
2.8. Nelson College London recognises that different cultures respond to death in 

significantly different ways. Employees should not assume that their line manager is 
aware of individual religious or cultural practices and should draw such requirements to 
their line manager’s attention as soon as possible/ 

 

3. Health and Safety: 
3.1.Bereavement can have an impact on concentration, sleep and decision making. An 

employee with any concerns about the grieving process impacting on their work 
performance should discuss this in confidence with their line manager, to ensure that any 
reasonable adjustments that may be necessary are discussed and put in place and that 
the employee is supported in their return to the full range of duties and responsibilities 
that they had prior to the bereavement or their duties and responsibilities are adjusted 
with the prior agreement of line manager. An employee might be offered a phased return 
to work on reduces hours where practicable. 
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