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SECTION A: RECRUITMENT AND SELECTION 
 
1. Purpose and scope 

 
The purpose of this policy is to provide a sound framework for the recruitment and 
selection of new staff based upon the principles outlined below. This policy covers all 
activities that form part of the recruitment and selection process. It is applicable to all 
staff recruitment except casual staff, freelance contractors and volunteers. 
 

2. Principles 
 
2.1. The charity will seek to recruit the best candidate for the job based on merit. The 

recruitment and selection process should ensure the identification of the person best 
suited to the job and to the charity. 

2.2. The charity will ensure that the recruitment and selection of staff is conducted in a 
professional, timely and responsive manner and in compliance with current 
employment legislation. 

2.3. The charity will treat all candidates fairly, equitably and efficiently, with respect and 
courtesy, aiming to ensure that the candidate’s experience is positive, irrespective of 
the outcome. 

2.4. The charity will ensure that its recruitment and selection process is cost effective. 
2.5. All documentation relating to applicants will be treated confidentially in accordance 

with CoMA’s Privacy Policy: https://www.coma.org/policies/  
 

3. Preparation and advertising 
 
3.1. The recruitment process should not commence until a full evaluation of the need for 

the role has been completed. 
3.2. Formal authorisation from the Board of Directors to recruit a post will be sought 

before commencing the recruitment process. 
3.3. The recruitment process will follow the charity’s EDI Policy 
3.4. A job description and person specification will be produced or updated for any 

vacant post that is to be filled. 
3.5. The job description will accurately reflect the elements of the post. 
3.6. The person specification will state both the essential and desirable criteria in terms 

of skills, aptitude, knowledge and experience for the job and applied equally to all 
applicants. Care should be taken when writing the person specification to ensure 
that criteria used do not indirectly discriminate against certain groups of applicants. 

3.7. There may be circumstances where a position may not be advertised, for example, 
where a position requires specialised expertise and it has been identified that the 
nominated individual is the most suitable person for that position. 

3.8. All vacancies advertised externally will be placed on the charity’s website, in addition 
to any other external platforms. 

3.9. All advertising must be cost effective and agreed in advance by the CEO.  
 

4. Shortlisting 

https://www.coma.org/policies/


CoMA Staffing Policy v4 July 2026 

 

 
4.1. Shortlisting will be carried out by a minimum of two people to avoid bias, one of 

whom would normally be the line manager. 
4.2. Notes of the shortlisting decisions for each candidate will be recorded by each 

member of the panel. 
4.3. Shortlisted candidates will be provided with details of the selection process, 

including any tests, in writing, giving as much notice as possible before the 
interview. They will be asked to advise if there are any reasonable adjustments that 
need to be made to allow them to participate fully in the process. 

4.4. All candidates (internal and external) will be assessed objectively against the 
selection criteria set out in the Person Specification and only candidates who meet 
all the essential criteria will be short-listed. Assumptions about the qualities of 
internal candidates will not be made. 
 

5. Selection and interview 
 
5.1. Interviews will normally be carried out by a minimum of two people, one of whom 

should be the recruiting manager/direct line manager. 
5.2. Selection is a two-way process: candidates are assessing the role and the charity. 
5.3. Interview questions and the structure of the interview will be consistently applied to 

all candidates and will be based on the person specification. 
5.4. Notes relating to the salient points will be recorded for reference. 
5.5. All interview candidates will be dealt with courteously. Unsuccessful candidates will, 

as a minimum, receive telephone or written notification of the outcome of the 
process. Feedback should be provided upon request.  
 

6. Referees 
 
6.1. Two references covering at least the previous two years of the candidate’s 

employment history will be sought using the charity’s structured reference request 
template. A follow-up phone call might also be made for clarification or further 
information. 

6.2. Referees will not be contacted without the candidate’s consent and their contact 
details will be treated as confidential. 
 

7. Making the appointment 
 
7.1. It is desirable to make a conditional verbal offer very shortly after the selection 

process. 
7.2. Appointments will usually be made at the starting grade of the advertised salary 

scale unless directly relevant experience would justify additional increments. 
7.3. Once a conditional offer has been made and accepted, a written offer will be made, 

usually after receipt of satisfactory references and other checks (such as 
qualifications and right to work) have been made. 
 

8. Induction 
 
8.1. Induction is the final stage. Once the successful candidate has accepted the offer, a 

start date agreed and final checks such as identity checks have been made, the line 
manager is responsible for preparing an induction programme for the new 
employee. 
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SECTION B: APPRAISALS 

1. Purpose and scope 
 
1.1. This procedure is designed to help and encourage all employees to achieve high 

standards within their role and to receive feedback which will help all employees 
succeed. This procedure applies to all employees. The aim is to personal growth of 
employees, alongside organisational growth.  
 

2. Principles 
 
2.1. All employees should undergo the same appraisal process. 
2.2. All appraisals will be hosted by the relevant line-manager.  
2.3. Employees will be provided, where appropriate, with written copies of appraisal 

reports and templates in advance of an appraisal meeting. 
2.4. Appraisal meetings will include an agenda which allows time for employees to 

provide feedback to the employer.  
2.5. Appraisals will take place every 6 months.  

 
3. Procedure 

3.1. The manager will set the appraisal meeting at a time mutually agreed by both the 
employer and the employee, one month in advance of the meeting.  

3.2. The manager will share with the employee the agenda for the meeting and confirm if 
the employee is to prepare any materials.  

3.3. The manager will take notes during the appraisal meeting and send minutes of the 
meeting to the employee within 1 week of the completion of the meeting.  

3.4. The manager will support the employee in undergoing any actions identified in the 
meeting, including booking any training that is agreed upon. 
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SECTION C: DISCIPLINARY 

4. Purpose and scope 
 
4.1. This procedure is designed to help and encourage all employees to achieve and 

maintain standards of conduct, attendance and job performance. The code of 
conduct: https://www.coma.org/policies/ and this procedure applies to all employees. 
The aim is to ensure consistent and fair treatment for all in the organisation. 
 

5. Principles 
 
5.1. Informal action will be considered, where appropriate, to resolve problems. 
5.2. No disciplinary action will be taken against an employee until the case has been fully 

investigated. 
5.3. For formal action, the employee will be advised of the nature of the complaint 

against them and will be given the opportunity to state their case before any decision 
is made at a disciplinary meeting. 

5.4. Employees will be provided, where appropriate, with written copies of evidence and 
relevant witness statements in advance of a disciplinary meeting. 

5.5. At all stages of the procedure the employee will have the right to be accompanied by 
a trade union representative, or work colleague. 

5.6. No employee will be dismissed for a first breach of discipline except in the case of 
gross misconduct, when the penalty will be the dismissal of the employee without 
notice or payment in lieu of notice. 

5.7. An employee will have the right to appeal against any disciplinary action. 
5.8. The procedure may be implemented at any stage if the employee’s alleged 

misconduct warrants this.  
 

6. Procedure 

First stage of formal procedure 

6.1. This will normally be an improvement note for unsatisfactory performance if 
performance does not meet acceptable standards. This will set out:  
● the performance problem 
● the improvement that is required 
● the timescale 
● any help that may be given and the right of appeal. 

6.2. The individual will be advised that it constitutes the first stage of the formal 
procedure.  A record of the improvement note will be kept for six months but will 
then be considered spent – subject to achieving and sustaining satisfactory 
performance. 

6.3. Alternatively, a first warning for misconduct will be issued, if conduct does not meet 
acceptable standards. This will be in writing and will set out: 
● the nature of the misconduct 
● the change in behaviour required 
● the right of appeal. 

6.4. The warning will also inform the employee that a final written warning may be 
considered if there is no sustained satisfactory improvement or change. A record of 
the warning will be kept, but it will be disregarded for disciplinary purposes after a 
specified period (for example six months). 

 
 
 

https://www.coma.org/policies/
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Final written warning 
 

6.5. If the offence is sufficiently serious, or if there is further misconduct or a failure to 
improve performance during the course of a prior warning, a final written warning 
may be given to the employee. This will give details of: 
● the complaint 
● the improvement required and the timescale 
● the warning that failure to improve may lead to dismissal (or some other action 

short of dismissal) 
● the right of appeal. 

6.6. A copy of this written warning will be kept by the manager but will be disregarded for 
disciplinary purposes after 12 months subject to achieving and sustaining 
satisfactory conduct or performance. 
 

Dismissal or other sanction 
 

6.7. If there is still further misconduct or failure to improve performance, the final step in 
the procedure may be dismissal or some other action short of dismissal such as 
demotion, disciplinary suspension or transfer (as allowed in the contract of 
employment).  

6.8. Dismissal decisions can only be taken by the appropriate senior manager, and the 
employee will be provided in writing with: 
● the reasons for dismissal 
● the date on which the employment will terminate 
● the right of appeal. 

6.9. If some sanction short of dismissal is imposed, the employee will: 
● receive details of the complaint 
● be warned that dismissal could result if there is no satisfactory improvement 
● be advised of the right of appeal. 

6.10. A copy of the written warning will be kept by the manager but will be 
disregarded for disciplinary purposes after 12 months subject to achievement and 
sustainment of satisfactory conduct or performance. 
 

Gross misconduct  
 

6.11. The following list provides some examples of offences which are normally 
regarded as gross misconduct. 
● Theft or fraud 
● Physical violence or bullying 
● Deliberate and serious damage to property 
● Serious misuse of an organisation’s property or name 
● Deliberately accessing internet sites containing pornographic, offensive or 

obscene material 
● Serious insubordination  
● Unlawful discrimination or harassment 
● Bringing the organisation into serious disrepute 
● Serious incapability at work brought on by alcohol or illegal drugs 
● Causing loss, damage or injury through serious negligence 
● A serious breach of health and safety rules 
● A serious breach of confidence 
● This list is not exhaustive 

6.12. If you are accused of an act of gross misconduct, you may be suspended 
from work on full pay, while the alleged offence is investigated. If, on completion of 
the investigation and the full disciplinary procedure, the organisation is satisfied that 
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gross misconduct has occurred, the result will normally be summary dismissal 
without notice or payment in lieu of notice. 
 

7. Appeal 
 

7.1. An employee who wishes to appeal against a disciplinary decision must do so within 
five working days of the notification of the decision.  

7.2. You will be invited to an appeal meeting, normally within five days, and your appeal 
will be heard by a trustee of CoMA. You have the right to be accompanied by a 
colleague or trade union representative at this meeting if you make a reasonable 
request. 

7.3. After the meeting, the trustee will give you a decision, normally within 24 hours. The 
trustee’s decision is final. 

 
See a copy of the publication ‘Discipline and Grievances at Work, an ACAS Guide’. 
 

https://www.acas.org.uk/sites/default/files/2024-08/discipline-and-grievances-at-work-the-acas-guide.pdf
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SECTION D: GRIEVANCE 

1. Dealing with grievances informally 
 
1.1. If you have a grievance or complaint to do with your work or the people you work 

with you should, wherever possible, start by talking it over with your manager. You 
may be able to agree on a solution informally between you. 
 

2. Formal grievance 
 
2.1. If the matter is serious and/or you wish to raise the matter formally you should set 

out the grievance in writing to your manager. You should stick to the facts and avoid 
language that is insulting or abusive.  

2.2. Where your grievance is against your manager and you feel unable to approach 
them you should talk to another manager or director of the company. 
 

3. Grievance hearing 
 
3.1. Your manager will call you to a meeting, normally within five days, to discuss your 

grievance. You have the right to be accompanied by a colleague or trade union 
representative at this meeting if you make a reasonable request. 

3.2. After the meeting, the manager will give you a decision in writing, normally within 24 
hours.  If it is necessary to gather further information before making a decision your 
manager will inform you of this and the likely timescale involved. 
 

4. Appeal 
 
4.1. If you are unhappy with your manager’s decision and you wish to appeal you should 

let your manager know. 
4.2. You will be invited to an appeal meeting, normally within five days, and your appeal 

will be heard by a director of CoMA. You have the right to be accompanied by a 
colleague or trade union representative at this meeting if you make a reasonable 
request. 

4.3. After the meeting, the director will give you a decision, normally within 24 hours. The 
director’s decision is final. 

See a copy of the publication ‘Discipline and Grievances at Work, an ACAS Guide’. 

https://www.acas.org.uk/sites/default/files/2024-08/discipline-and-grievances-at-work-the-acas-guide.pdf
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SECTION E: REDUNDANCY  
 
1. Purpose and scope 

 
1.1. The aim of this policy is to set out the principles and processes in the event that we 

need to consider making redundancies. 
 

2. Circumstances that may result in a redundancy situation 
 
2.1. We place a high priority on maintaining job security for all our staff.  However, 

financial constraints, funding shortages, re-organisation, changes in working 
methods and other circumstances may result in a requirement to reduce the number 
of staff. This in turn may lead to a redundancy situation.   

2.2. A redundancy situation occurs where the organisation’s need for employees to carry 
out work has ended or reduced or is expected to end or reduce. Dismissals can also 
occur when an employer needs to make changes in the way work is organised. In 
other words, the overall number of staff remains the same, or increases, but different 
skills, experience and ways of working are needed.  

2.3. If the work that we are commissioned to deliver is transferred to another employer 
then you may be transferred to the new provider under the Transfer of Undertakings 
(Protection of Employment) regulations (TUPE). 
 

3. Principles  
 
3.1. Wherever there is a risk of redundancy, we aim to: 

● reduce, avoid or limit the effects of compulsory redundancies 
● follow a genuine and meaningful consultation process 
● actively consider alternative employment 
● ensure that if redundancy occurs, it is handled in accordance with the law 
● follow a transparent, fair and reasonable process. 

 
4. Selection for Redundancy  

 
4.1. If we need to contemplate a potential redundancy, we will identify the posts that are 

potentially affected and consider whether redundancy can be avoided. Where 
appropriate we will consider voluntary redundancies although we reserve the right to 
decline a request where we need to retain particular skills, knowledge or experience. 

4.2. If we need to reduce the number of posts in a particular role and there are more staff 
than available posts, we will use specific criteria on which to select. Such criteria will 
be designed to ensure that we retain the knowledge, skills, experience and flexibility 
that we need for the future. Selection criteria will not be relevant where a single post 
is identified as at risk of redundancy.  
 

5. Consultation  
 
5.1. In the event of a risk of redundancy, we will consult with staff to discuss proposals, 

confirm timescales, answer questions and gather views and suggestions before a 
final decision is made: 
 

6. Statutory Redundancy Pay 
 
6.1. If you are made redundant you will be entitled to statutory redundancy pay if you are 

an employee and have over two years’ continuous service. Statutory redundancy 
pay is calculated dependent on your salary, length of service and age (both salary 
and service are capped) as follows: 



CoMA Staffing Policy v4 July 2026 

 

6.1.1. ½ week’s pay for each full year of service where your age was under 22  
6.1.2. 1 week’s pay for each full year of service where your age was 22 or above, 

but under 41  
6.1.3. 1½ week’s pay for each full year of service where your age was 41 or above 
6.1.4. Length of service is capped at 20 years and weekly pay is capped at a rate 

set by the government in April of each year. See DirectGov for further 
information on qualifying rules and statutory rates. 
 

7. Notice 
 
7.1. If you are made redundant you will be entitled to notice. The period of notice will be 

stated in your employment contract. If statutory notice exceeds what is stated in your 
contract, then you would be entitled to statutory notice. Statutory notice is at least 
one week’s notice if employed between one month and two years; one week’s notice 
for each year if employed between two and 12 years; 12 weeks’ notice if employed 
for 12 years or more. 

7.2. In most cases you will be required to work out your notice period. However, in some 
cases we may decide it is more appropriate to give a payment in lieu of notice. This 
will be at our discretion and will depend on the circumstances at the time. 

7.3. Formal notice of redundancy will be confirmed in writing and will include the 
calculation for any payments due on termination, including any statutory redundancy 
pay entitlement. 

7.4. During the notice period, you will be entitled to reasonable paid time off for 
alternative job search for example, to attend interviews. This time off must be agreed 
in advance with your manager. 
 

8. Redeployment 
 
8.1. If we have a suitable alternative role you may be offered that role. The new role 

would begin immediately after the notice period for the redundant role comes to an 
end. Offers of alternative employment which are made in this way will include a 
statutory trial period of four weeks.   

8.2. If at any stage during the trial period either party concludes the role is not suitable, 
then your right to redundancy payment is preserved. If we believe that you have 
unreasonably refused a suitable alternative employment, you will lose your right to a 
redundancy pay. 
 

9. Appeals 
 
9.1. You will be given an opportunity to appeal against your redundancy dismissal. The 

redundancy notice letter will confirm who the appeal should be sent to and the 
timescales to appeal. The appeal would normally be heard by a director of CoMA. 
There is no further right of appeal. 
 

 

http://www.direct.gov.uk/redundancy.dsb
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SECTION F: REMOTE WORKING 

1. Purpose and Notification  

1.1. The Charity is committed to supporting a national staff, reflective of the UK-wide 
communities we serve. The purpose of this policy is to set out the principles and 
processes related to remote working and staff travel.  

1.2. The employee contract will state what the individuals’ agreed regular working 
location is. If the employee is required to work on a site different from their regular 
place of work (CoMA Office or home), they will be given a minimum of 1 week 
notice.  

2. Travel Allowances 

2.1. If the employee is required to work beyond a 20-mile radius of their regular place of 
work, CoMA will cover all transport and accommodation costs where necessary. 
This is to be agreed in advance with the employee's line manager.  

2.2. If the employee is required to work beyond a 20-mile radius of their regular place of 
work, CoMA will provide a per diem allowance to be used for food and other 
essentials, for the time away from home. The maximum allowance per day is £35, 
and a pro rata allowance of this maximum will be calculated by the line manager if 
the time away equates to a partial day. The Charity will transfer this allowance in 
advance of the travel day. If the employee is staying at a hotel that provides 
breakfast, the allowance for this meal will be deducted from overall per diem.  

2.3. If the employee is required to work additional hours beyond their contracted 
allowance, the Charity will grant the employee either time off in lieu or additional 
pay. This is to be negotiated with the line manager.  

3. Travel Disruptions 

3.1. If the employee experiences delays or disruptions to their planned travel, the Charity 
will take responsibility in arranging alternative travel arrangements and providing 
accommodation and additional per diems where necessary.  

3.2. If the employee falls ill during a work trip and is unable to travel home, the Charity 
will take responsibility in providing additional accommodation and per diems if 
deemed necessary and will rebook their planned transport home if the employee is 
deemed unfit to travel.  
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SECTION G: SICK LEAVE AND PAY 

1. Purpose and Notification  

1.1 The Charity is committed to supporting staff through periods of ill health. Employees 
must notify their manager of their inability to attend work before 9:00 AM GMT/BST on the 
first day of absence. 

1.2 If the employee falls sick during the workday, the employee must notify their manager 
and the manager will decide the appropriate action. If the employee is no longer able to 
finish their workday, the manager will decide whether the partial missed day should be taken 
as sick leave.  

1.3 If the employee has missed work, they should keep in touch with their manager to notify 
of any additional sick days required. The manager should be notified of their inability to 
attend work as soon as possible on additional days, preferably before 9:00 AM GMT/BST on 
each day of absence. 

1.4 The employee should notify their manager of their inability to work via text message or 
phone call. Once approved, the manager should log the employee sick leave via CoMA’s 
leave software, ‘leave dates’.  

1.5 Employees should where possible schedule medical appointments outside of their 
working hours. If an appointment is unable to be scheduled outside of working hours, the 
employee should contact their manager to decide the appropriate action.  

1.6 If an employee falls ill during their holiday leave period, they are entitled to contact their 
manager and ask to reclassify the time off under sick leave. The employee will be asked to 
provide certification of the illness from a GP or qualified healthcare professional.  

2.  Statutory Sick Pay (SSP)  

2.1 The Charity provides 8 days of sick leave for FT staff (pro rata for PT staff) per calendar 
year, included within the employees’ permanent salary.  
 
2.2 Beyond these 8 days and in accordance with the 2026 legislative updates, the Charity 
provides Statutory Sick Pay (SSP) from the 9th day of illness.  

 
2.3 Eligibility: All employees are entitled to SSP regardless of their earnings level. 
Weekly Rate: From 6 April 2026, the statutory rate is £123.25 per week. 
Duration: SSP is payable for up to 28 weeks. 

2.4 Lower Earner Rate: Employees whose average weekly earnings fall below £129 will 
receive 80% of their average weekly earnings or the flat SSP rate, whichever is lower. 
Duration: SSP is payable for up to 28 weeks. 

3. Certification  

3.1 For absences of up to 8 consecutive working days FT (pro rata for PT staff), employees 
may self-certify. For any absence exceeding 7 days, certification from a GP or qualified 
healthcare professional must be provided to the Charity. 
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SECTION H: MATERNITY LEAVE 
 
1. Purpose and Entitlement 
 

1.1 All pregnant employees are entitled to take up to 52 weeks of Statutory Maternity 
Leave (SML).  

1.2 This entitlement consists of 26 weeks of Ordinary Maternity Leave followed by 26 
weeks of Additional Maternity Leave. 
 

2. Statutory Maternity Pay (SMP)  
 

2.1 To qualify for SMP, an employee must have been continuously employed by the 
Charity for at least 26 weeks into the "qualifying week" (the 15th week before the 
expected week of childbirth).  

2.2 For the first 6 weeks, pay is 100% of the employee's average weekly earnings 
(before tax). 

2.1 For the next 33 weeks (Weeks 7–39), pay is the statutory rate of £194.32 per week 
or 90% of average weekly earnings, whichever is lower.  

2.2 The final 13 weeks (Weeks 40–52) are unpaid. 
 

3. Notification and Health  
 

3.1 Employees should notify the Charity of their pregnancy as early as possible to allow               
for a health and safety risk assessment for the pregnancy working period.  
3.2 Formal notification of the intended leave start date must be provided in writing at 
least 28 days in advance.  
3.3 This notice must be accompanied by a MATB1 certificate, which is usually issued by 
a midwife or GP. 
3.4 Employees are entitled to paid time off for antenatal appointments, including medical 
exams and parenting classes. The employee is only entitled to take this time off if they 
have notified the employer of the pregnancy. The employee must give the Charity 
reasonable notice of the antenatal appointment, of at least 1 week where possible.  
 

4. Keeping in Touch (KIT) Days  
 

4.1 Employees may work for the Charity for up to 10 days during their maternity leave 
without bringing the leave to an end.  
4.2 KIT days are optional and must be agreed upon by both the Charity and the 
employee.  
4.3 Payment for KIT days will be at the employee’s standard daily rate. 
 

5. Rights During Leave  
 

5.1 During maternity leave, an employee's terms and conditions of employment are 
protected. This includes salary and accrual of all annual leave, including bank holidays, 
which would have been accrued had the employee been at work. The employee is 
entitled to take their accrued holiday leave either side of the maternity leave period, at 
the regular full pay rate.  
 

6. Flexible Return to Work 
 

6.1 The Company will consider a phased return to work for a one month period, to be 
negotiated with the employee.  
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7. Employee Cover 
 

7.1 The Company will consider recruiting a temporary replacement for the employee, for 
a duration to be agreed with the employee.  
7.2 The Company will budget for a 3-day handover period to ensure appropriate 
handover between the temporary replacement employee and the permanent employee.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 SECTION I: PATERNITY LEAVE 
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1. Purpose and Entitlement  
 
1.1 All employees who have a partner having a child or who are adopting are entitled 
to take up to 2 weeks of Statutory Paternity Leave (SPL), regardless of their length of 
service.  
 

2. Statutory Paternity Pay (SPP)  
 

2.1 To qualify for SPL, an employee must have been continuously employed by the 
Charity for at least 26 weeks into the "qualifying week" (the 15th week before the 
expected week of childbirth).  
2.2 For the full 2 weeks, pay is 100% of the employee's average weekly earnings 
(before tax). 
2.3 The employee may request consideration of additional leave, which would be 
unpaid, to be negotiated with the employer.   
 

3. Notification and Health  
 

3.1 Employees should notify the Charity of their partner’s pregnancy as early as 
possible.  
3.2 Formal notification of the intended leave start date must be provided in writing at 
least 28 days in advance.  
3.3 This notice must be accompanied by a MATB1 certificate, which is usually issued 
by a midwife or GP. 
3.4 Employees are entitled to paid time off for two antenatal appointments during the 
pregnancy, including medical exams and parenting classes. The employee is only 
entitled to take this time off if they have notified the employer of the pregnancy. The 
employee must give the Charity reasonable notice of the antenatal appointment, of at 
least 1 week where possible.  
 
 

4. Rights During Leave  
 

4.1 During paternity leave, an employee's terms and conditions of employment are 
protected. This includes the accrual of all annual leave, including bank holidays, 
which would have been accrued had the employee been at work. The employee is 
entitled to take their accrued holiday leave either side of the paternity leave period, at 
the regular full pay rate.  
 

5. Employee Cover 
 

5.1 The Company will consider recruiting a temporary replacement for the employee, 
for a duration to be agreed with the employee.  
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SECTION J: ADOPTION LEAVE 
 
1. Purpose and Entitlement  
 

1.1 All employees are entitled to take up to 52 weeks of Statutory Adoption Leave 
(SAL).  
1.2 This entitlement consists of 26 weeks of Ordinary Adoption Leave followed by 26 
weeks of Additional Adoption Leave. 
 

2. Statutory Adoption Pay (SAP)  
 

2.1 To qualify for SAP, an employee must have been continuously employed by the 
Charity for at least 26 weeks into the "qualifying week" (the 15th day before the child 
commences living with the employee).  
2.2 For the first 6 weeks, pay is 100% of the employee's average weekly earnings 
(before tax). 
2.3 For the next 33 weeks (Weeks 7–39), pay is the statutory rate of £194.32 per 
week or 90% of average weekly earnings, whichever is lower.  
2.4 The final 13 weeks (Weeks 40–52) are unpaid. 
 

3. Notification and Health  
 

3.1 Employees should notify the Charity of their intended adoption as early as possible.  
3.2 Formal notification of the intended leave start date must be provided in writing at 
least 28 days in advance.  
3.3 This notice must be accompanied by a Matching Certificate from the adoption 
agency.  
3.4 Employees are entitled to paid time off for adoption related appointments, including 
meetings with the adoption provider and parenting classes. The employee is only entitled 
to take this time off if they have notified the employer of the adoption. The employee 
must give the Charity reasonable notice of the adoption related appointment, of at least 1 
week where possible.  
 
 

4. Keeping in Touch (KIT) Days  
 

4.1 Employees may work for the Charity for up to 10 days during their adoption leave 
without bringing the leave to an end.  
4.2 KIT days are optional and must be agreed upon by both the Charity and the 
employee.  
4.3 Payment for KIT days will be at the employee’s standard daily rate. 
 

5. Rights During Leave  
 

5.1 During adoption leave, an employee's terms and conditions of employment are 
protected. This includes salary and accrual of all annual leave, including bank holidays, 
which would have been accrued had the employee been at work. The employee is 
entitled to take their accrued holiday leave either side of the adoption leave period, at the 
regular full pay rate.  
 
 

6. Flexible Return to Work 
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6.1 The Company will consider a phased return to work for a one month period, to be 
negotiated with the employee.  
 

7. Employee Cover 
 

7.1 The Company will consider recruiting a temporary replacement for the employee, for 
a duration to be agreed with the employee.  
 
7.2 The Company will budget for a 3-day handover period to ensure appropriate 
handover between the temporary replacement employee and the permanent employee.  



CoMA Staffing Policy v4 July 2026 

 

SECTION K: CARERS LEAVE 
 
1. Purpose and Entitlement  
 

1.1 The Charity recognises that employees may have caring responsibilities outside 
of work. This policy sets out the Charity’s Carer’s Leave allowances, ensuring the 
employee is supported when balancing their work commitments with their role as a 
carer. 
 
1.2 This policy applies to all employees from day one of their employment. It does not 
apply to self-employed contractors or independent volunteers. 
 
1.3 To qualify for Carer’s Leave, the Employee must be using the time off to provide 
or arrange care for a dependant with a long-term care need. Long term care needs 
include: 

○ a physical or mental illness or injury that requires, or is likely to require, care for more 
than 3 months. 

○ A disability under the Equality Act 2010 
○ Support needs connected to old age 

 
2. Statutory Carers Leave (SCL)  
 

2.1 The employee is entitled to up to one week of paid leave for FT staff (pro rata for 
PT staff) per calendar year.  
 
2.2 The entitled leave does not need to be taken all at once. It can be taken as a 
single block, individual days, or half-days. The minimum amount of carers leave that 
can be taken at one time is a half day.  
 

3. Notification 
 

3.1 The Employee should notify the Charity of intention to take carers leave as soon 
as possible. The minimum amount of notice the employee can give is three days. 
Under exceptional circumstances, the Charity may waive the notice requirement, to 
be determined by the manager.  
 
3.2 Provided the employee meets the relevant criteria, the Charity cannot decline a 
request to take carer’s leave. If the employee does not meet the required criteria, the 
Charity can postpone the leave request for up to one month.  
 
3.3 After approval, the manager should log the employee carers leave via CoMA’s 
leave software, ‘leave dates’.  
 

4. Rights During Leave  
 

4.1 During carers leave, an employee's terms and conditions of employment are 
protected. This includes salary and accrual of all annual leave, including bank 
holidays, which would have been accrued had the employee been at work. The 
employee is entitled to take their accrued holiday leave either side of the carers leave 
period, at the regular full pay rate.  
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SECTION L: EMERGENCY LEAVE 
 
1. Purpose and Entitlement  
 

1.1 The Charity recognises that employees may have unexpected emergencies arise 
outside of work. This policy sets out the right to Emergency Leave, ensuring the 
employee is supported when balancing work commitments with emergencies that 
may arise.  
 
1.2 This policy applies to all employees from day one of their employment. It does not 
apply to self-employed contractors or independent volunteers. 
 
1.3 Circumstances that qualify for Emergency and Compassionate Leave include,   

○ A dependant (parent or child) who falls ill or is injured and requires support 
○ A sudden disruption in existing care arrangements  
○ An unexpected incident involving a child during school hours (e.g., suspension or 

sudden injury). 
○ Managing logistics immediately following the death of a dependant 

 
1.3 The policy applies only to sudden emergencies, and does not apply to planned or 
known carer commitments.  
 

2. Entitlement Allowances 
 

2.1 The employee is entitled to up to one week paid leave for FT staff (pro rata for PT 
staff) per calendar year.  
 
2.2 The entitled leave does not need to be taken all at once. It can be taken as a 
single block, individual days, or half-days. The minimum amount of carers leave that 
can be taken at one time is a half day.  
 

3. Notification 
 

3.1 Employees must notify their manager of their inability to attend work as soon as 
possible, preferably before 9:00 AM GMT/BST on the first day of absence. 
 
3.2 If the emergency occurs during the workday, the employee must notify their 
manager and the manager will decide the appropriate action. If the employee is no 
longer able to finish their workday, the manager will decide whether the partial 
missed day should be taken as emergency leave.  
 
3.3 If the employee has missed work, they should keep in touch with their manager 
where possible to notify of any additional emergency days required. The manager 
should be notified of their inability to attend work on any additional days as soon as 
possible, preferably before 9:00 AM GMT/BST on each day of absence. 
 
3.4 The employee should notify their manager of their inability to work via text 
message or phone call where possible. Once approved, the manager should log the 
employees emergency leave via CoMA’s leave software, ‘leave dates’.  
 

5. Rights During Leave  
 

5.1 During emergency leave, an employee's terms and conditions of employment are 
protected. This includes salary and accrual of all annual leave, including bank holidays, 
which would have been accrued had the employee been at work. The employee is 
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entitled to take their accrued holiday leave either side of the emergency leave period, at 
the regular full pay rate.  
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