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Introduction

This policy relates to leave from work in addition to

matemLtg/ patemLtg/ adoptton leave, flexible work‘mg requ.ests, annual leave,
time of f in liew, Time off for Trade Union Duties and sickness absence.
Any circumstance not mentioned in this policy should be discussed with the

Headteacher so that a decision can be made on a case—bg—case basis.

. Scope of Policy

This po[ch app[’tes to all School emplogees but does not app[g to casual

workers.

2. Policy Commitments

There is an expectation that School employees attend work when required
during School opening and. in line with their contract of employment, but
the school rrecognises the need for its emplogees to respond to emergency or

I.A,YLJCOY‘@SQ@TL personal/homa commitments.

It is mcogmsed that specLaL leave is mquested very Lnfrequmt[g bg most
employees. Speci,a,l leave arrangements are intended to operate ﬂextblg and

in a climate of trust between the school and its emplogees.
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The following arrangements therefore provide a framework within which
special leave requests can be considered to meet specific circumstances. Given
the high level of mutual trust placed in all the parties involved it follows
that, abuses of the scheme (and therefore mutual trust) must be dealt with

very severe[g.

Within this School requests for special leave will be considered by the
Headteacher However, in adoptmg this poltcg, Covernors have agreed time

off with pay where this is specified within the policy.

Where there are excessive requests Tor special leave, the Headteacher may
refuse a request or grant it without pay even where paid time has been

specified within the policy.

In addition, excess specLaL leave requests may also be taken into account should

an employee be sub ject to absence management.

3. Payment

Payment for special leave will be determined by the individual
circumstances around the requ.est. In this School or unless otherwise stated,

requests For leave granted may be without pay.

Longer periods of leave should be discussed as soon as possible with the
Headteacher and will be made up of a mixture of unpaid leave, paid
specLal leave and time-of¥ in lieu, annual or flexi leave (Where appchable).
The employee may wish to substitute time off in liew or annual leave

(where appLLcable) For u.npatd spec'La[ leave retrospecttve[g.

L. Special Leave Requests

The pochg covers:
M Emergencg time off for dependents

M Bereavement leave (an[udmg JCU,YL@Y”G.LS)
M Public service leave

M Time off for emp[ogment interviews
M Time off for medical / dental appointments
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M Time off for medical screening

M Time off for study leave

M Time off for professional examinations
M Time off for religious observance

M Attending court as a witness

M Fertility treatment

M Time off for ‘other’ circumstances

The school also provides other leave arrangements:

M Time oJch _for‘ antenatal appointments covered in the Matermtg and Famllg
Frlmdlg Po[’tcg

Emergency Time Off for Dependants

This section covers occasions when emplogees may need to take time off to
deal with emergency situations that occur outside of the workp[ace and are

not known about in advance.

Time of f will be allowed for staff to deal with domestic emergencies relatmg
to dependants. This will be unpaid. For the purposes of definition dependants

are:

Partner or Spouse
Child/Stepchild
Parents of the employee

4030

Other relatives who reside with the emp[ogee or any person who relies on the

employee 1o plan for the provision of care in the event of illness or injury.

Lodgers, boarder’s tenants and employees are not dependants.
Time off will be allowed to deal with the JcolLow'mg situations:

= Phgchal or mental illness of a dependant.

= Where the dependant has been involved in an accident or assaulted.
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=

=

To make longer term care arrangements for a dependant who is ill i.e. if a
child is ill to arrange for someone to look after them.

To deal with disrupted care arrangements i.e. if a childminder or district
nurse contracted to provide care whilst an employee is at work fails to arrive
or is late.

To deal with incidents arising from a child’s attendance at school and which
unexpectedly requires the employees” attendance as a matter of urgency.
Other exceptional circumstances arising directly from established caring

responsLbLlLtLes.

In the above cases the emplogee is requtred to complete the \Request For
Time off Form before their expected start time and in line with School
pochg to inform the head of the Jco[lowmg:-

= The reason for their absence.

The anficipated length of their absence.
An estimated time of return to work.

In emergency situations contact should be made as soon as is reasonably

practicable.

It is expected that the fo[[ow’mg should be armnged outside of workmg hours
and time off may only be allowed with extenuating circumstances and by

prior arrangement with the Headteacher. This time will be umpaLd:

Attendance at non-emergency dental or doctors’ appointments For gourself

or with a dependant.

= Attendance at parents' evenings or other pre—armnged school appointments.

= Absences to provi,de non-emergency transportation for a dependant.

Longer Term Armngements

When it becomes apparent that an emplogee is havmg excessive specLal leave

mquests/ time off as a result of caring msponsLbL[LtLes, this should be
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brought 1o the emplogee's attention along with any supportive options the
School may have to offer, e.g. consideration of flexible work'mg
arrangements. |f this is a consideration, the employee should submit a

Flexible work'mg request (see Flexible workmg po[ch).
Bereavement Leave

This section prodees information about time off that can be gmnted in
the unfortunate event that there is a death of an emp[ogee's immediate
relative or those who are important to your employee but is not an

immediate relative.

Individuals deal with the death of those close to them in different ways.
SLlearlg, individuals may have different levels of responstbllltg placed upon

them in terms of arrangements created by the death.

An immediate relative includes a spouse, civil partner or parinerx ('mc[u.dmg
same sex partners), child *x, parent, stepparent or a. person with whom the

employee is in a relationship of domestic dependency.

*Partner includes someone with whom the employee is co-habiting but is not the employee's spouse or civil partner.
«+Child includes children in respect of whom the emploee is the adaptive parent and legal guardians and carers.

For these reasons bereavement leave will be granted fo meet the specific

circumstances fac'mg individual emp[ogees. Up to ﬁve dags pa,'Ld bereavement
leave will be allowed Jcollow'mg discussion with the Headteacher.

UnpaLd time of ¥ will also be considered for those who may Fall outside of
‘immediate relatives” such as uncles, aunties, 9mndpamnts, 9mndchlldren,
son/ daughter in law and mother/ father in law or those who are important

to the employee. Again, this is following a discussion with the Headteacher.

Funerals

Time of f to attend the funeral of an immediate relative will be considered
under Bereavement Leave’. Time off for those who fall outside of
‘immediate relatives” will be considered by the Headteacher. Time off will be

meaLd.
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Public Service Leave

4304 43343

Leave For Public Duties

From time to time staf¥ may be expected to carry out pub[’tc duties.
Coverning Bodies should recognise the benefit of this role within their local
commum’tg.

Under statute an employee is entitled to have reasonable time of¥ during
work'mg hours (to attend sub/committee meetings and do'mg other thmgs

approved bg the bodU 1o dLscharge its fu,nct'tons) L f s/he is a:

a magLstmte

** By law, employers must allow an employee who is a magistrate reasonable
time off work to carry out their duties.

** Employees who are magistrates are required to be in court at least I3
days, or 26 half-days a year-.

% All time off for magistrates” duties will be unpaid.

** Employees will receive their magistrate rota well in advance and are
required to share this with their line manager as soon as it is available.

Therefore, time off can be p[aned and agreed well in advance.

elected member of a local authority
member of statutory tribunal

member of a health authority

member of a health service trust

member of a family practitioner commitiee
a governor of a school or college

a member of a youth of fending panel

a member of the board of visitors to prisons and remand homes.

(A Sull list of pub/[c duties which qua/[fg can be found in Em,o/oymenz‘
Relations Act 1996)
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All absences of this nature are subject to service needs, must be agreed in
advance bg the Headteacher or Qovem'mg Bodg and will be unpaLd (School
to amend should theg decide to pay For part/ all of this leave) .

In determmmg 1T absence will be allowed dur'mg Wor'k'mg hours the

Headteacher will take into consideration:
= The amount of time required for the duty.
= How much time the employee has already taken for that duty.

= The effect of the employees absence on the service.

Employees are responsible or ensuring that public services undertaken do not
conflict with the work of the School or draw into question their loyalty to

their employer.

Service with Non-Regular Forces

Headteachers/Covernors may consider allowing members of the non-
regular Yorces up to two weeks unpaid leave per year to attend fortnight
long Training camps. Employees should apply as soon as they are aware of
the camp dates for permission to attend. In times of national need
members of the reserve forces will be released to meet Government

requlrements .

Time OFf for Interviews

Emp[ogees who are selected for interview will be paLd For reasonable interview

absence should it fall du,r'mg their worlemg hours.

Where there are unreasonable requests to attend interviews, the Headteacher

may of fer the time off without pay.
Time Off for Medical / Dental appointments

It is expected that routine medical and dental appointments will be taken

outside of the School dag. This includes attendmg routine appointments
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with a dependant. As stated above, this time off may only be allowed with
extenuating circumstances and bg prior arrangement with the Headteacher.

This time will be unpaLd:

Where an employee has to attend a hospital or consultant appointment
which are often dependant on the medical prof@sslonal's avaL[abL[Ltg, time
off will be granted on receipt of an appointment card/letter/text message.
This can also include emergency dentist appointment and doctor
appointments. First appointment may be with pay. This will be decided,
Following a meeting with the headteacher.

In this School time off for hosthal/ consultant/dental appointments are
genemllg without pay.

Time Off For Medical Screening

Necessary paid time off will be granted for the purpose of cancer

screenmg .

Time Off For Study Leave

Employees who are undertaking a. professional qualification which is
relevant to the role they undertake or the needs of the School, may submit
a. request For studg leave to take prior 1o a Formal examination to the

Headteacher/Covernors to consider.

Whilst the School recognises an individuals need to professLona[lg deve[op,
consideration for study leave may onlg be 9ranted where the quaLLchatLon
benefits the role/ School, and the school are aware the employee is
studying.

It is anticipated that requests submitted will be for a maximum of one day

in order 1o prepare Jcor the exam.

All request should be with as much notice as a possi,ble to enable the
manager/ Headteacher to consider the request and organise appropriate

cover within the School.
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Where the request is granted and it is of benefit to the School, time off
will be paid. All other requests will be unpaid.

Time Off for Professional Examinations

Where an emploge@ is undertakmg an exam which is relevant to their
emp[ogment, the Headteacher / Governors will agree paLd time of f for the
exam. The Headteacher / Governors should be notified of the date as soon

as possible in order to grant for and plan cover for the request.

Time off for examinations not relevant to an individual’s emp[ogment will
be considered in line with time off for ‘other’ circumstances. This time

will be unpaid.
Time Off for Religious Observance

Requests for a religious festival or spiritual observance should be submitted
with as much notice as possible to enable the manager/ Headteacher to

consider the request. This time will be unpaid.

Where there are several requests from employees for a. particular event or
a request is at short notice, the Headteacher may not be able to grant all.
The Headteacher should speak to all employees to reach an
agreement/compromise. |f this is a regular (annual) request, the School
may wish to put a mechanism in place e.g. a rota, in order to grant a
certain number of requests each year whilst ensuring the operational needs

of the School are maintained.
Time Off for Attending Court as a Witness

Where an emplo_bjee is requtred to attend Court as a witness, time will be
9mnted without pay upon seeing the appropriate court notification. Time is

unpaLd as the emplogee can claim loss of earnings from the Court.
Time Off for Fertllltg Treatment

Time off to attend medical appointments for fertility treatment should be

taken in accordance with the medical/dental appointments.
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Where the employee has to attend a hospital or consultant appointment,
time of f will be gmnted on receipt of an appointment card/letter/text

message.

In this School, time off for hospttal/ consultant appointments are without
pay.
Illness arising as a result of the treatment should be counted as sick leave. At

the point the emp[ogee is pregnant the rules around sickness absence and

pregnancg applg .

Time OFf for children who are absent from school due to illness

At Teagues Bridge we do understand that it is difficult when your child is

il and often time off cannot be avoided due to childcare arrangements.

Time off for a child’s illness will be paid for on day one, allowing time to
get them medical advice and arrange childcare cover. Every day absence

after day one will be unpaid.

Time Off for ‘other’ circumstances

Time off for ‘other’ circumstances are at the discretion of the

Headteacher/Covernors and is without pay.

Headteacher/Covernors may allow emploge@s paLd time o where theg
have been able to accrue work'mg hours to take off in lieu or are wL[[Lng 1o
make the time up by coming in early or staying later or even completing

tasks at the weekend or evening.

Examples Lf ‘other’ circumstance are:

Attend child’s spor-ts dag, School producﬁon or parents meeting

l\/lovmg house

Craduation ceremony

Wedding or celebration
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5.

Considering Special Leave Requests

In consldermg requests For spec'tal leave the headteacher will take into

account:
Contractual and other [egal requirements.

The circumstances of the request.

= The relattonshlp between the member of staff and the person, that the leave

=

=

is beLng taken to assist.

The amount of special leave previously taken and other paid leave

ou,tstandtng .
The impact of the circumstances on the emploge@.

The impact of any absence on the service and colleagues

Personal sickness is covered by the Sickness Absence Policy and is not special leave.

6.

Ad justments

Headteachers have discretion to adJust the scheme to meet the specLﬁc
circumstances presented by each special leave request. Because, by their
nature, specLaL leave requests will be at short notice or even after the

absence, ad justments will often be retrospective.

Human Resources will be pleased to advise on any aspect of local

ad justments.

Unauthorised Absence is gemmllg a dLschanarg matter but before takmg any

action, the extent of the absence, Jcrequencg, and reason for it will be explored.
Where a member of staff who has taken unauthorised absence had not

contacted the school, you should seek to make contact with them. Continued

unauthorised absence can result in stopping the emplogees pay and advice from

your Human Resources advisor should be taken.
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Form to be completed when requesting any time off.

Mame: Date j:n:-r“m submitted-

EF'I“.FILG'HE‘.E- NE:

Leave c-f ahsence mq_wa&t date:

From. o

Reason j:nr req_u-asting absence:

plmsa Prcrvi,d»a pmnj: o su,ppwt the reason j:nr YoLar absence 'la,ppnmtn"mt letter, email, text
etc):
:’mnj: included: Yes o
Ei.grmt.we. u:lj: a‘r‘.PL:lHe.e;

I_Eﬂ.-".-"l?.- E-j {J.-IIIEE-I"LEE- Er"ﬂ.ﬂ-tfd.-

Yeslwith FL;J,H:'

Yeslwithout |:|-;u:j]

Mo

ves [

Mo

Dlscmﬁ,:umra du.l_.] to be wsed [mwj be ;I:mm u‘l‘tamiing ‘.r“ﬂj,pungfs‘.aﬁ m-ae,ﬁ,ng:':

Absence to dafe no of duﬁs ahsent in a |Z-month Fariud,:':

Lsn.mu‘hngnﬁdzdtc-djﬁwﬂmrw_uﬁt?

Yes Mo
Ma nj: times absence r‘»z,q_u,-zstwd, {3+ can result in not pay. 2 are Fai.d,:l:
E:i.grm‘b.we. uf Headteacher

Signed:

Date:

-




