Guidelines for Contacting Staff on Leave
The University encourages staff to strike a healthy balance between their work responsibilities and their life outside of work, and to respect the rights and privacy of staff on leave.  Leave in this context should be taken to include sickness, maternity, paternity or parental leave, annual or special leave, rest days/weekends and Bank Holidays.  These guidelines would not apply to staff on an agreed call-out arrangement.

The University’s position is that staff is regarded as non-contactable whilst on leave.  Managers therefore need to give very careful consideration to the circumstances under which staff is contacted whilst on leave.  Normally contact will not be made, but there may be occasions when contact is deemed necessary and unavoidable.  Members of staff should be invited to nominate someone of their choice to be a contact person during such situations.  However, this is not intended to prevent contact under the Sickness Absence Management Procedure, made in a caring and supportive manner.

If contact with a member of staff is deemed to be necessary and unavoidable, and no one else in the School/Department/Unit can handle it, then contact should only be made by the Director/Head of the School/Department/Unit, or by a person identified as a contact.  The Director/Head should give very careful consideration as to the reason for contact being made, and must ensure that only he/she or the nominated person makes contact.  The reason why contact needed to be made should be documented by the Director.  This documentation should then be passed on to the Human Resources department for monitoring purposes.  It should be noted that any unwarranted contact of staff at home may be classed as harassment.
Directors/Heads should ensure that staff working in their Schools/Departments/Units is aware of this practice and are not contacting staff who are on leave, concerning work related matters.

If there are any concerns, issues or uncertainties regarding the circumstances under which it is appropriate to make contact with a member of staff, advice should be sought from Human Resources.

