



THE UNIVERSITY OF LEEDS
Supporting Disabled People in the Workplace
DISABILITY LEAVE POLICY AND PROCEDURE
If you require this document in an alternative format (e.g. braille, large print or audio), please contact Human Resources on [Telephone no], email.  Calls via the RNID Typetalk service are welcomed, phone 0870 240 9598. 

Introduction

The University is committed to ensuring that it treats people fairly, with dignity and respect and provides a safe, supportive and welcoming environment for all staff.  The University recognises the skills and experience of all staff and is committed to promoting disability equality by removing barriers to access, tackling discrimination and implementing best employment practices.

What is Disability leave?
The purpose of Disability leave is to provide disabled employees with reasonable paid time off work for reasons related to their impairment that are not covered by other University leave arrangements.  It can usually be planned in advance and is for a fixed period of time. 

It is recognised that some disabled employees may need time off for a reason relating to their disability to undergo treatment, assessment or rehabilitation.  Previously this type of absence may have been classed as sick leave which can lead to misrepresentation as a poor attendance record.  .

The Disability Discrimination Act (DDA) requires us to change the way we do things in order to remove any disadvantage that disabled staff are facing.  Disability leave is a ‘reasonable adjustment’ under the DDA. 
Disability leave is one example of a reasonable adjustment that will be considered.  Other examples are given in the Guidelines and Procedure for Disability Disclosure and Requesting Reasonable Adjustments in the Workplace which can be found at [HR web pages].
Examples of Disability Leave

The normal expectation is that appointments related to impairment are arranged outside normal working hours.  However, if this is not possible, examples of leave considered under this policy where staff can attend in working time include:-

· Appointments with a complementary medicine practitioner that are related to the declared disability

· Hearing aid tests

· Aids needing adjustment, repairing or replacement 

· Training with a guide or hearing dog

· Counselling/therapeutic treatment

· Regular treatment related to a declared disability such as blood transfusions or dialysis treatment

This list is not exhaustive. 
Paid time off work to attend Hospital appointments will be dealt with under the Policy for Leave for Medical and Dental Appointments available at [HR web pages]
Disability leave should be agreed for a specific reason.  Where granted, disability leave will not count towards sickness entitlements under the University’s Sickness Absence Policy.

Who can request Disability Leave?
Any employee who considers themselves disabled under the DDA definition and who has declared their disability to the University can apply to their Head of School/Service when they need it
.

The DDA defines disability as a mental or physical impairment that has an adverse effect on a person’s ability to carry out day-to-day activities.  This effect must be:

∙Substantial, i.e. not minor or trivial.  However, the person is still considered disabled if the effects of the impairment are alleviated or removed by ongoing treatments or aids.

∙Long-term, which is usually taken to mean that it has lasted for 12 months, or is likely to last for more than 12 months, or for the rest of the person’s life. 

This definition is quite broad, for example it can often include people with cancer, cystic fibrosis, depression, dyslexia, HIV, repetitive strain injury (RSI) or a severe facial disfigurement. 

Further information is available from the University’s Staff Disability Adviser (e-mail or telephone the equality service reception for an appointment, or from the Equality and Human Rights Commission at www.equalityhumanrights.com/pages/eocdrccre.aspx. 
What if I have a carer’s responsibility for someone with a disability?
Time off for members of staff who have a responsibility for caring for someone with a disability that falls under the DDA definition, should refer to the University’s Policy on Carers Leave available at [HR web pages] 
How much Disability Leave can an Employee Request?

The need for paid time off for employees who need to be absent from work for reasons connected with their disability (as defined by the DDA see above) is agreed by the Head of School/Service in consultation with the faculty HR Manager and the member of staff concerned.

Leave will be granted for reasons connected with rehabilitation, assessment, treatment or servicing of necessary equipment or disability aids and the  number of days agreed must be viewed as reasonable and manageable by the Head of School/Service.
Leave may be taken in a ‘block’ or as individual day(s).

What is reasonable?
It is not possible to provide a ‘definitive time period’ for the amount of Disability leave an employee may need because individuals’ disabilities, personal management strategies and circumstances are so different.

The individual’s needs are a practical management issue to be resolved without the disabled person feeling vulnerable or being disadvantaged.  Employees with disabilities need to feel confident and supported when they approach managers with such issues.  Employees should be fully consulted about any decision made or advice received.

Heads of School/Service are asked to adopt a flexible approach when considering applications for Disability leave and to view such requests sympathetically.

Heads of School/Service may wish to seek further advice from the Faculty HR Manager before agreeing to such leave.

How do staff apply for Disability leave?

To be eligible for Disability leave, members of staff who consider themselves disabled under the definition of the DDA and wish to request Disability leave as a reasonable adjustment, should complete the University’s Request for Reasonable Adjustment  Form  [HR webpages].  Where disability leave has been agreed by the Head of School/Service, requests for such leave should be made in advance by completing the Disability Leave Form (Form DL1) available at [HR webpages]  

Applications for Disability leave and the Right of Review where staff are dissatisfied about the number of days leave agreed will be considered in accordance with the procedure set out in the Guidelines and Procedure for Disability Disclosure and Requesting Reasonable Adjustments in the Workplace available at [HR webpages]
Recording of disability leave

Disability leave should be recorded on SAP by the School/Service SAP administrator.
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� A Disability Disclosure Form is available on the web at [Leeds website] or from HR.
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