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‘I can do all things through Christ who strengthens me’

Philippians 4 v 13

Confirmation that the Staff Leave of Absence Policy has been discussed and approved by the Staff and Governing Body.
May 2023
To be reviewed     May 2025
Introduction
This policy has been written taking into account guidance to provide a consistent and fair approach to staff leave. This policy sets out the action that must be taken in the case of an absence. There is an expectation that staff holidays will be taken during school holiday periods. 
Aims

Our aim is to:

· Reduce the impact that poor staff attendance has on the quality of education that our children receive

· Reduce the pressure that poor attendance places on the rest of the school staff

· Reduce the impact that poor attendance places on the school budget

Outcomes

· Improvements in the quality of education that our children receive

· Improvements in the consistency that our children receive

· Improvement in staff health and morale

Staff absence

· Staff must report their absence stating the reason for absence directly to the Headteacher before 7.30am on the first day of absence. In the absence of the Headteacher, staff must contact the school Bursar. 
· Staff must telephone the school office by 3pm to report any subsequent absence

· Lunchtime supervisors must report their absence to the school office by 10.30am on the first day of their absence. The office manager will inform the Headteacher or the school Bursar.
· The Administration Officers and Bursar must report their absence to the Headteacher no later than 7.30am on the first day of their absence. Subsequent absence must be reported to the Headteacher by 3pm.

· All staff must complete a Self-Certification Form (Appendix A) for absences lasting between 1 and 7 days. Should the absence span non-working days these days will count as days of absence.

· The Headteacher will monitor staff absence.
· The Headteacher may contact an absent employee by telephone, email or text.

· The Headteacher may refer the employee to Occupational Health

· All employees will be required to attend a Return To Work Interview with the Headteacher upon their return to work (see Appendix B)

· Please see the Management of Absence Policy for further Guidance.

Special Leave of Absence

Parental/Family Leave

Emergency time off to care for a close relative such as a child, partner or parent will be leave with pay for 1 day. The frequency of such absences may lead to a trigger point for action being taken with a meeting with the Headteacher.
Compassionate Leave

Staff are entitled to one day with pay to attend the funeral of any relative or person with whom there has been a close relationship. Staff will be granted up to five days paid special leave for the death or terminal illness of a partner, parents, child, sister, brother, or other close relatives with loco parentis. Staff can apply for unpaid leave for any other person with whom there is a very close relationship.

Domestic arrangements

These arrangements must be undertaken outside of school hours. When dealing with an emergency where there is no one else to undertake this, any time that is granted is without pay.

Parental Leave

Parental leave is granted in accordance with the most recent School Teacher’s Pay and Conditions Document.

Adoption Leave

Adoption Leave is granted in accordance with the most recent School Teacher’s Pay and Conditions Document.

Interviews

Staff will be granted leave with pay for interviews up to three in any academic year.

Moving Home

A maximum of one working day’s leave with pay is allowed in any school year for the day of actual move only.

Weddings / Civil Partnerships

There is an expectation that staff will arrange their own weddings during school holiday periods. Staff can request one day’s paid leave to attend a wedding of a close relative or friend. 

      Jury Service

Any member of staff requested to undertake Jury Service will be permitted to do so.

All other leave will be treated as Special Leave of Absence

Leave of absence will be at the discretion of the Governors and will be granted with or without pay. Staff need to complete a Special Leave of Absence form to request leave (see appendix C). 

See appendix D for Leave of Absence Scheme Summary.

Appendix A

	SICKNESS SELF-CERTIFICATION FORM 

	PRIVATE & CONFIDENTIAL 



	This form should be completed by an employee returning to work after a period of absence due to sickness of more than three working days 


	Current Surname (Prof/Dr/Mr/Mrs/Miss/Ms) 

	Forenames : 
	School/Establishment: 

	Home Address: 

	Post Code: 

	Email Address: 


I hereby certify that I was unable to attend for work (all days of sickness including Saturdays and Sundays must be included) 
	Date you became unfit:


	

	Date you last worked:


	

	Last day of sickness:


	

	Date you returned to work:
	


State briefly why you were unfit for work: 

Did you visit the Doctor?

Yes / No

	I certify that the above information is correct to the best of my knowledge and claim any pay to which I may be entitled. I understand that any deliberate false information given by me will render me liable to disciplinary action. 



	Employee signature: 


	Date: 

	Head Teacher's/Line Manager's Signature: 


	Date: 




Appendix B:

Return to Work Interview

All staff are required to undertake a Return to Work Interview as this will enable us to keep up-to-date records and also to:

· Welcome employees back to work

· Confirm they are fit to return to work

· Give the employee the opportunity to raise any issues and for the employer to try to offer solutions or support if appropriate.

· Employer to highlight any attendance concerns and to discuss and agree a plan of action.

	Interview Record of Discussion:




Interviewers Name: _____________________ Signature: ____________________ 

Employees Name: ______________________ Signature: _____________________

Date: _____________________

Appendix C:


SPECIAL LEAVE OF ABSENCE OR RELIGIOUS OBSERVANCE 

REQUEST DURING TERM TIME

Name: 

Date when leave is required:

From:                                                                        To: 

Total Number of Days off:

Reason for absence:

Action Taken:

PAID /  UNPAID

Head Teacher’s signature:                                                                                          Date:

Staff signature:                                                                                                              Date:

Appendix D:

Leave of Absence Scheme Summary

Each request for special leave will be considered on a case-by-case basis. The table below gives an indication of the paid leave that has been agreed by the Governors for each circumstance. Requests that exceed the amounts agreed will be considered on an individual basis via written requests to the Chair of Governors. 

	REASON FOR ABSENCE 
	PERIOD OF ABSENCE ORDINARILY ALLOWED 
	WHETHER TO BE APPROVED WITH SALARY OR WITHOUT 

	Death and funeral of a close relative 
	1 day for funeral
	With salary 

	Funeral of a close friend 
	Up to 1 day 
	With salary 

	Illness of a member of teacher’s immediate family 
	Up to 3 days 

This is available for a maximum of three days but it is stressed that the initial time should be for organising alternative arrangements. The time given is defined as reasonable and if this is exceeded then monitoring procedures can be introduced. 
	With salary 

	Wedding of close relative or close friend (Please note ~ school staff are expected to have their own wedding on a non-school day i.e. weekend or in holidays) 
	1 day 
	With salary 

	University Graduation Ceremony of teacher 
	1 day 
	With salary 

	University Graduation Ceremony of teacher’s immediate family
	1 day
	Without salary

	Moving house 
	1 day
	With salary 

	Interview for other post or visits to schools to view for future employment 
	3 days within an academic year. 
	With salary 

	Attendance at a religious ceremony where the teacher’s religion requires it unavoidably 
	Up to 2 days per year

Additional days as necessary 
	With salary 

Without salary 

	To participate as an amateur in international, national or regional competitions 
	Up to 3 days per year
	Without salary 

	To participate in musical performances at the highest professional levels 
	Up to 3 days per year
	Without salary 

	Study and examination leave: 

Only for courses requested by the school 
	Up to 10 days in any 3 year period plus the days of any required examinations

 
	With salary 

 

	To give lectures and talks away from school within the UK at the invitation of the educational bodies 
	As may be reasonable 
	With salary 

	Requirements as a Union representative
	Up to a maximum of 3 days per year
	With salary

	Hospital appointments, emergency appointments must all be validated with paperwork
	
	With salary
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