[image: ] leave of absence policy
school employees
This model policy has been agreed with trade unions.  If a school wishes to adopt an amended version of the model policy, or develop its own policy, consultation with the recognised trade unions must be undertaken by the school.
To be read in conjunction with the Manager Leave of Absence Guidance.
The terms ‘headteacher’ and ‘school’ are used throughout the model policy.  These may be changed to ‘Principal’ and ‘college’ where appropriate.
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[bookmark: _Toc228976794]Purpose
This policy sets out the circumstances in which employees may be granted paid or unpaid leave of absence during term time. It aims to promote a fair, reasonable, non-discriminatory and consistent approach to granting such leave, recognising that there are occasions where discretion and flexibility need to be exercised.
[bookmark: _Toc228976795]Scope
This policy applies to all employees in the school.
There are separate maternity, adoption, paternity, maternity support, shared parental, parental leave, and carers leave provisions.
[bookmark: _Toc228976796]Authorisation of leave
The governance board has delegated authority to grant leave requests to the headteacher (Chair of Governors in respect of requests by the headteacher) except where indicated in the appendix.
[bookmark: _Toc228976797]Reasons for, and amounts of, leave
Reasons for which paid leave may be granted are set out in the appendix together with the maximum that will be granted in each case.
No paid time off in lieu will be granted where a reason for granting paid leave falls on a non working day.
This policy recognises that teachers, and most support staff, do not have discretion to take annual leave during term time to allow them time off in circumstances when others may use this provision.  However, those support staff who do have an annual leave entitlement are expected to use annual leave in some circumstances, as indicated in the appendix.
Employees may request paid leave for other reasons, and the headteacher/Chair of Governors will consider whether it is appropriate to grant this.
Paid leave will not be granted in respect of an employee instigating legal action themselves.
Where paid leave is not available, unpaid leave will be granted in line with statutory requirements.  It may also be requested for other reasons, and the headteacher/Chair of Governors will consider whether it is appropriate to grant this.
It is recognised that employees may wish to undertake a pilgrimage which takes place on specified dates which may fall during term time, e.g. Hajj.  Requests for unpaid leave for this purpose will be granted wherever operationally possible.  However, leave will not be granted for a pilgrimage which can be undertaken outside of term time.
Leave will not be granted for the purpose of taking a holiday or accompanying a spouse/partner on a business trip, except where the holiday was booked before the individual took up employment, and the school has been notified in advance, in which case unpaid leave may be granted.
[bookmark: _Toc228976798]Exercise of discretion
Where granting leave is discretionary the headteacher/Chair of Governors will have regard for fairness and consistency within the context of:
· The operational needs of the school including continuity of educational provision and health and safety
· Budgetary implications
· The employee’s individual needs
· The amount of leave requested
· The amount of notice given
Written reasons will be provided where a request is declined or only partly granted.
[bookmark: _Toc228976799]Requesting and recording leave
Employees should request leave by submitting to the headteacher a completed leave of absence request form giving as much notice as possible where the need for leave is known in advance.  Where the need for leave is not known in advance (limited to the first two reasons for absence in the appendix) employees must notify the school as soon as possible of the reason for their absence (in line with sickness absence notification arrangements) and submit a request for leave on their return to work.
The headteacher will maintain a record of leave requested, granted and not granted for reference purposes and for scrutiny by governors.  
Employees must not commit to firm arrangements to take leave unless and until the leave of absence has been authorised.  Disciplinary action, up to and including dismissal, will be taken in cases where unauthorised absence is proven.
[bookmark: _Toc228976800]Time off for medical appointments
Employees are expected, where possible, to arrange all medical appointments, e.g. GP, hospital, dentist, health screening, physiotherapy, rehabilitation, counselling, outside their working hours wherever possible and attend work before/after appointments where appropriate.
With the exception of emergencies, prior permission to attend appointments during the employee’s working hours must be sought.  Where the manager is satisfied that the appointment needed to be during working hours the following will apply (pro rata for part time employees):
Hospital appointments
	Appointment duration
	How recorded

	Up to 4 hours
	Paid time off for medical appointment

	Over 4 hours, up to 6 hours
	Half day sickness absence provided the employee attends work before, or returns to work after, the appointment.

	Over 6 hours
	Full day sickness absence




Other appointments
Up to 2 hours: Paid time off for medical appointment.  (The manager has discretion to allow up to 4 hours paid time off for medical appointment if they are satisfied that the nature of the appointment justifies this.)
Where a series of appointments is anticipated, the timing and frequency should be discussed in advance with the headteacher so that arrangements can be made both to assist the employee to attend and to minimise the impact on the school.  Reasonable adjustments will, wherever possible and reasonable, be made to the above provisions where an employee has a condition that amounts to a disability under the Equality Act 2010.
Optician appointments must always be made outside the employee’s working hours except where Leicester City Council’s scheme for regular DSE use applies and in exceptional situations e.g. an emergency or where the employee’s optical condition constitutes a disability under legislation.  In such cases paid time off will be given.
Appointments for the purpose of blood or plasma donation must always be made outside the employee’s working hours.
[bookmark: _Toc228976801]Right of appeal
Where possible informal resolution should be sought.  An appeal against a decision not to grant leave would be to the Governors’ Appeal Committee.
[bookmark: _Toc228976802]Policy abuse
Any leave taken under this policy must be used only for the purpose for which it was requested. Failure to comply with any aspect of the policy may be dealt with under the disciplinary procedure and could result in disciplinary action, up to and including dismissal.


[bookmark: _Hlk181274941]APPENDIX
REASONS FOR, AND AMOUNTS OF, PAID LEAVE
Reasons for granting paid leave, and the maximum that will be granted for each reason, are detailed below.
Section A
For reasons in this section the headteacher may grant no more than five days (pro rata for part time employees) paid leave per academic year for all reasons combined.  Governors may grant up to a further five days (pro rata) paid leave per academic year in exceptional circumstances.
	Reason
	Maximum paid leave per academic year (pro rata for part time employees)
	Detail

	[bookmark: _Hlk190701595]Diagnosis of, or  final stages of care for serious (life threatening) illness or death of a close family member
Funeral attendance
Domestic emergency
	5 days
	Circumstances in which leave for these reasons may be appropriate include, but are not limited to:
the diagnosis of, or final stages of care for, a serious (life threatening) illness or death of a close family member
pregnancy loss
funeral, cremation, or burial of a close family member including consideration of the customs of different religions and faiths
the employee falling victim to a serious crime
fire, flood, or burglary at the employee’s home
road traffic collision or other distressing incident involving the employee
a crisis in the employee’s personal or domestic arrangements
An ‘emergency’ is defined as ‘an unexpected event requiring immediate attention’. The time required to address the emergency will be a finite period. Once the need for immediate action has been addressed, the emergency will be considered to be over.
All requests will be managed sensitively and fairly, and the cultural and religious needs of the employee will be considered.

	To deal with emergency situations involving dependants
	5 days
	A dependant is defined as:
a partner;
a child, a parent, or a person who lives with the employee but is not a tenant, lodger, boarder or employee;
someone who reasonably relies on the employee for assistance in the provision of their care.
An emergency situation is one that is unexpected, requires immediate attention and involves a dependant in the following circumstances:
To provide assistance when a dependent falls ill, is injured or assaulted or gives birth.
To make arrangements for the provision of care for an ill or injured dependant.
The unexpected disruption, termination or breakdown of a dependant’s care arrangements.
An incident involving the employee’s child whilst at school/other educational establishment e.g. sickness.
The purpose of the leave is to deal with the immediate emergency and make alternative arrangements for the care of the dependant. The amount of leave granted will depend on the particular circumstances, but it is likely that each period will normally last no more than two days.

	Functions of importance to family members*
	1 day (actual day of function)
	Examples include son’s/daughter’s graduation ceremony; wedding of a close relative (child, parent, sibling, any other relative who normally lives with the employee or a person who stands in loco parentis to the employee or vice versa).

	Moving house*
	1 day (day of the move)
	Where it is not possible for the move to take place during a weekend or holiday period.

	Job interview for a post within local government
	5 days
	Includes all state-funded schools e.g. trust, voluntary-aided and hospital schools, academies, FE colleges and independent schools which are covered by the Redundancy Payments (Continuity of Employment in Local Government etc.) Modification Order 1999.
If in a redundancy situation reasonable paid leave for job hunting with any prospective employer will be granted.

	Taking an examination to further improve qualifications
	5 days
	For the actual period of the examination, including reasonable travelling time. Not available for study leave.

	Observance of major religious festival by a member of the faith concerned*
	1 day
	Requests for leave for this purpose will be considered sympathetically and leave will be granted where it is reasonable and practical for the employee to be away from work.  However, whilst recognising that such occasions are of significant personal importance, it may not be possible to grant all requests particularly if a substantial number of requests are made.  Where this is the case the headteacher will discuss the matter with the employees, and their trade union representatives, to explore all possible options to minimise the potential disadvantage to staff of a particular religion/ belief and balance the needs of the school and other employees.  Decisions will be made and communicated as far in advance of the festival as possible.
To assist in planning employees should request leave as far in advance as possible.  Where the exact date of a festival is not known until close to the day the request should be based on possible dates.

	Work in the community
	1 day
	For charitable work which directly assists the community, develops the employee’s skills, is relevant to the work of the school and is consistent with its priorities.  There must be a demonstrable benefit to those assisted.


*Support staff with flexible annual leave entitlement are expected to take annual 
leave for these reasons.
Section B
For reasons in this section no more than 10 days (pro rata for part time employees) paid leave per academic year will be granted for all reasons combined except for JPs, council members and council office holders where the individual maximum number of days apply.
	Reason
	Maximum paid leave per academic year (pro rata for part time employees)
	Detail

	Annual training camp – non-regular forces
	10 days
	For employees in the Reserves or Territorial Army to attend annual training camp.
Any payment received from the Reserve Forces will be deducted from pay.

	Represent city/county/ country at national/ international sporting events
	5 days
	

	Undertake duties as a special constable
	7 days
	Any payment received (excluding out of pocket expenses) will be deducted from pay.

	Delegate at:
Church Synod (or equivalent)
Trade union conference
Local government conference
Committee member of a national education body
	5 days
	

	Public duties - applies to duties in scope of legislation plus:
Meetings re: national/provincial council affairs
Certain committees when specifically nominated
Youth offending panel
	10 days except for:
Leader, Deputy Leader, Mayor or Chair of council with population exceeding 250,000): 20 days
Leader, Deputy Leader, Mayor or Chair of council with up to 250,000 population, or Chair of a committee of any council: 18 days
Council member not holding any of the above offices: 15 days
Where 5 or more days paid leave is granted for purposes such as other public duties or trade union duties, the maximum leave for the roles above is reduced to 15, 13 and 10 days respectively. Where less than 5 days paid leave is granted for such purposes the total amount of leave for both public duties and other purposes will not exceed the maximum for the role.
Justice of the Peace (JP): 18 days
	Where the employee receives a fee for the duties undertaken this will be deducted from pay.
Employees considering taking on public duties should establish the time off likely to be required and discuss this with the headteacher at the earliest opportunity. They should think through the implications for their job and consider some possible solutions. The headteacher can then discuss how the time off can best be accommodated.
It may not always be possible to grant leave at the requested time and leave will not be granted if the headteacher considers the request unreasonable. Whether leave is considered 'reasonable' depends on:
what the duties are;
the time needed to carry them out;
the impact on the school.
An employee wishing to serve as a JP must apply in writing to the governing body which will make them aware of the limitations and requirements of this policy. An employee who is a JP must share their duty rota with the headteacher as soon as possible after they receive it to assist in planning.  They should claim the allowances available, and the equivalent sums will be deducted from pay for each absence.

	Fostering training
	3 days
	Available to both foster carers and those preparing to become foster carers


Section C
For reasons in this section the maximum paid leave stated applies to each reason individually.

	Reason
	Maximum paid leave per academic year (pro rata for part time employees)
	Detail

	Death of a child up to age 18 or stillbirth of a child after 24 weeks of pregnancy
	10 days (per occasion not per year)
	Available to a parent as defined in the Parental Bereavement Leave Regulations 2020.  May be taken at any time within 56 weeks of the child’s death; an employee on maternity leave may add this to the end of their maternity leave if they wish.

	Candidate for parliamentary or local authority election
	1 day – day of poll
	No paid leave is available for campaigning.

	Duties associated with local/national elections
	1 day - day of poll
	

	Jury service
	As required
	An employee called up for jury service must advise the headteacher as soon as possible and provide a copy of the letter calling them up.  They must also let the headteacher know if they have been advised that the trial is expected to last longer than the usual 10 days jury service.
Loss of earnings allowance is to be claimed from the court, and an equal amount will be deducted from the employee’s pay.

	Attending court as a witness
	As required
	An employee summoned to attend court as a witness must advise the headteacher as soon as possible and provide a copy of the letter received.
Loss of earnings allowance is to be claimed from the court, and an equal amount will be deducted from the employee’s pay.
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