LEAVE OF ABSENCE POLICY

Why is this important?

Schools are advised to allow staff reasonable time-off on compassionate and other grounds.  It is important, therefore, that schools adopt a fair and lucid scheme for dealing with requests for leave of absence.

Warrington Standard

Each Governing Body MUST adopt a fair and lucid scheme for dealing with requests for leave of absence and make it available to staff.

General

Governing Bodies are responsible for approving, or otherwise, all requests for leave of absence from staff.

The attached document sets out the Authority’s scheme adopted by Green Lane School.
This section will be updated in light of advice from Human Resources at Warrington LA.
1.
GENERAL 
Governors and Heads are able to approve leave of absence without salary.  Such leave is not time-limited; it is a matter of discretion for Governors and Head. 
It is recommended that leave of absence with full salary be granted under the provisions of paragraphs (a) and (b) subject to an overall maximum of five days in a rolling year.
2.

OCCASIONAL ABSENCES

2.1
Approvals

(a)
The Headteacher and Governors will approve leave of absence with salary for a period not exceeding five days in respect of any one absence for their staff for reasons other than personal sickness.

(b)
The Chair of Governors may approve leave of absence for the Headteacher with full salary for a period not exceeding five days in respect of any one absence for reasons other than personal sickness.

(c)
The provisions of (a) and (b) should be subject to the overall maximum of five days in any rolling year not being exceeded.

2.2
Absences

The above approvals will normally apply to absences for the following reasons:-

(a)
Serious illness of near relative where it is essential for the member of staff to be absent so as to make arrangements for the care of the invalid.

(b)
Funerals – mother, father, sister, brother, son, daughter, husband, wife or distant relation where responsibility for arrangements falls to the individual member of staff.
(c)
Legal business – attendance at court as witness or to serve on a jury.

(d)
To take approved examinations.

(e)
To attend for interview for new appointment.

The Governing Body will consider granting leave of absence with full salary up to a maximum of one school day in any rolling year to in respect of religious holidays.

Any other cases in which payment of salary is requested or recommended by the Headteacher will be subject to special consideration by the Governing Body.

Inevitably, the major influences in considering such cases are:
· Reason for request;

· Needs of establishment/pupils/students

· Need for supply cover

Any case, particularly above any annual maximum, will be considered confidentially, sympathetically and sensitively but will have the best interests of the school as the deciding factor.
3.
LEAVE OF ABSENCE WITHOUT PAY

Under certain circumstances staff may seek leave of absence over an extended period without pay. The Authority has normally recommended a maximum of one year for leave of absence without pay.  The Governing Body will take into account that any absence of one year or more could have repercussions in employment legislation terms if an establishment employs the same replacement supply teacher during that period.

The alternative to leave of absence without pay for a long-term absence is, of course, resignation.

4.
MATERNITY / PATERNITY SUPPORT LEAVE

Staff taking maternity/paternity leave will be subject to the LA criteria for maternity/paternity leave.
5.
LEAVE OF ABSENCE FOR MAGISTERIAL DUTIES

The Governing Body will grant leave of absence to members of staff of the school who are asked to serve as magistrates up to an annual maximum of twelve days in term time.  This entitlement should be regarded as a normal maximum; it is left to the discretion of Governors to grant additional leave in reasonable cases – for example, if the sittings of a bench for some reason particularly onerous at any one time.

6.
LEAVE OF ABSENCE TO ATTEND MEETINGS OF PUBLIC BODIES

All applications for leave of absence to attend meetings of public bodies will be considered by Governors and in considering such applications special regard will be given to the following:-

6.1
The length and number of absences expected during the year.  This information should be supplied by the member of staff concerned when application is made and should be available at the Governors meeting.

6.2
Whether the school can be conducted efficiently in the coming year without the help of temporary supply staff to replace staff who are absent on public duties.  The Headteacher will advise and inform Governors on this matter.

6.3
It is generally agreed that, in the interests of the community as a whole,  staff as well as those in other walks of life should be encouraged to assume civic responsibilities.  On the other hand it is necessary to bear in mind the particular regard to the needs of the school and the pupils, and to ensure that the school continues to function efficiently whilst  staff are on leave of absence.

6.4
Absences for public duties may, in many cases, be for relatively short periods and the Governing Body will discount absence of less than half a day.  The normal entitlement for leave of absence for public duties will be twelve days in term time but Governors may agree additional leave where it is considered essential for the performance of public duties and where educational efficiency will not be impaired.

7.
FACILITIES FOR UNION REPRESENTATIVES

The Authority has agreed with the Joint Consultative Panel, an approved scheme for facilities for representatives of recognised ’ associations in schools (set out in Section entitled “Trade Union Facilities and Employee Communications”).

The time allowances for accredited union representatives represent the maximum allowances and off-duty periods specified for union activities and should only be taken by staff representatives as and when necessary with due regard to the particular needs of the school at any one time.

Increased use of supply staff will not be made available to cover for periods of absence.  Supply  will only be engaged in exceptional circumstances with the full agreement of the Governing Body.

Facilities will be made available for each union representative of the staff.

The Agreement contains the principles and practices in respect of facilities to be made available to those staff (not being paid officials of any of the recognised ’ organisations) who are representatives of the organisations recognised by the Warrington LA.

8.
PARENTAL LEAVE

See separate LA Policy.
9. Emergency Family Leave
This allows employees a short amount of (usually) unpaid time off to make arrangements to deal with specific circumstances involving a dependent.  As a school we have decided that up to 5 days paid leave may be paid for the following:  
1. If a dependent is hospitalised, is assaulted or gives birth

2. Dealing with matters arising from the death of a dependent, such as arranging and/or attending a funeral

In the above a dependent is defined as the employee's spouse, child or parent, or a person living in the same household (but not a tenant or a lodger).  
In 1, a wider definition of dependent applies - that is, any person who reasonably relies on the employee for help in the circumstances, an elderly relative for example.

The amount of time allowed we believe is reasonable and sufficient to deal with the immediate problem and to make longer term arrangements.
10.
Leave to attend medical appointments / accompany a dependent to a medical appointment
· There is no right to compassionate leave or for leave of absence in school time to attend medical appointments – it is always at the Head discretion.  The terms of compassionate leave relate to ‘immediate relatives.’  This would seem to suggest parents, children, brothers/sisters etc. immediate in-laws, but nothing beyond this.  Each request will be treated as sensitively as possible, but there may well be times when a request for leave with pay is not granted.
· As regards medical appointments in school time, all appointments should be made outside of the school day wherever possible.  Where this is not possible every effort should be made to obtain an early appointment or appointment near to the end of the school day. 
· Where staff accompany their spouse or child to a medical appointment there is no automatic right to time off or paid leave.  We believe that up to 5 occasions per rolling year to accompany a dependent for a medical appointment is reasonable.  Any time after this will be unpaid leave.
As a school we will be as sensitive as we can to the circumstances that staff find themselves in, but we must always be aware that our primary concern is for the education of our pupils.  

SPECIAL LEAVE OF ABSENCE 

REFERENCE GUIDE 2018
	REASON FOR LEAVE
	TIME WHICH CAN BE GIVEN
	PAID OR UNPAID

	Bereavement


	Up To 5 Days
	Paid

Unpaid after 5 days

	Funerals 

close relatives see policy


	Day


	Paid 

	Funerals 

i.e. not close relatives


	May be taken in half day blocks
	Unpaid

	Wedding (Own)

	Up to 1 Day
	Paid

	Wedding (Other)


	Up to one day
	Unpaid



	School performance / final assembly for primary school children
	Up to 2 performances per year 

Can be taken in 2hr blocks

	Unpaid

	Car Breakdown


	Max 1 Day


	2 hours Paid 

Additional time Unpaid

	Examination


	Time For Exam
	Paid

	Graduation

Own 
	Up To 1 Day
	Paid

	Graduation

Family Member


	Up to 1 day
	Unpaid

	Domestic / Personal

Emergencies
	1 Day

*Or 2 hr blocks

	Paid


	Interviews

Visits Prior To Interview
	Day Of Interview

1 Day

*Or 2 hr blocks
	Paid 

Unpaid

	Child ill
	First day

Subsequent days
	Paid

Unpaid



	Child taken ill during the school day


	½ day
Subsequent days
	Paid

Unpaid

	Non urgent Medical

Appointments For Self or Dependents

	2 hr blocks
(up to 5 occasions)
	Unpaid

	Serious medical appointments for self or dependents


	2 hr blocks
(up to 5 occasions)
	Paid

	Moving House
	1 Day
	Paid


	Religious
	Up to 1 day

Subsequent days 
	Paid
Unpaid



	Paternity

Carers
	Up To 5 Days

*see conditions in policy
	Paid

Paid / Unpaid

	Magisterial
	Up to 12 days per year (see above)


	Paid



	Meetings of Public Bodies
	See above
	See above



	Union Representatives
	See above
	See above
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