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  17.
	LEAVE PROVISIONS


17.1. ANNUAL LEAVE

17.1.1. Teachers

Teachers may be granted paid or unpaid leave for purposes other than sickness or maternity leave.  Guidelines on the nature of the leave and the days which may be approved are set out in this Chapter.  
17.1.2.
Support Staff

The leave year runs from 1st April to 31st March and holidays are to be taken by mutual agreement between the employee and the employer.  Support staff will not normally be permitted to take leave during term time.

The annual leave entitlement for full-time staff below Grade PO3 is 28 working days increasing to 33 days in the leave year following completion of five years' continuous service.

For staff graded PO3 and above, the annual leave entitlement is 33 days.

Please Note:  Included in the above entitlements are a maximum of 3 days leave that staff may be directed to take on pre-determined dates, usually at Christmas.  At least 2 months notice should be given by school management of the dates that directed leave is to be taken. 

In addition to annual leave, staff are entitled to public holidays each year (usually eight per annum).  For part-time staff this entitlement is reduced pro-rata, and for other staff who are specifically required to work term-time only there are other specific variations.

The annual leave entitlement for staff leaving or new staff joining Local Government service will be proportioned to their completed months of service during the leave year.

17.1.3.
Nursery Nurses

Nursery Nurses employed full-time should be available for work on 195 days in any year and are required to work during term time, with leave being taken during school closure periods.  Nursery staff may be required to attend for the performance of their duties on occasions outside the normal school terms (e.g. INSET days). Please Note that this will change as a result of the Single Status arrangements.
17.1.4.
Term Time Only Staff

Staff who are employed to work Term Time Only receive a payment in their monthly salary which is equivalent to their annual leave entitlement and therefore are not permitted to take annual leave during term time. However, they may, in certain circumstances, be granted Special Leave (Please see 17.2. of this Chapter) 
17.2

SPECIAL LEAVE FOR PERSONAL AND DOMESTIC REASONS

This special leave generally will be for occasions where a staff member requires time off to care for a dependant, close relative or partner in cases of sudden illness, bereavement or other family emergency.  It will also cover situations, where for example an appointment cannot be arranged outside normal working hours.  Examples could be medical screening, serious domestic problems, court attendance, interview for appointment, house removal and for special days of religious observance.  
Please Note: There is no entitlement, as such, to special leave and each case is subject to a decision by school management. Governing bodies should therefore ensure a policy / guidelines are produced on when paid and unpaid special leave will be granted.
In exercising their discretion, schools will need to give full consideration to all the circumstances of the case, including (where appropriate) the personal relationship of the person affected, the length of employment, work record and terms and conditions of service of the member of staff.  Teachers and support staff whose holiday periods are defined by school holidays may need to be granted special leave during term time.

Schools should note that any costs of supply cover for special leave granted under this paragraph will have to be met from the school's budget.

The present policy of the LEA for staff not employed in schools, is to grant up to a maximum of one week's paid leave in any 12 month period.  Exceptionally the period may be extended by up to a further two weeks' paid leave or three months' unpaid leave.  Schools may wish to bear this in mind when considering their own policies and could if they choose, be more generous.

It is important to grant special leave, paid or unpaid, in a consistent way for all staff and to keep accurate records of all decisions made.

The following model may be helpful to schools in formulating their own policy:


Time off up to One Day's Leave
For emergency medical/dental appointments, medical out patients attendance, taking a driving test, family bereavement or serious domestic problem, court attendance, interview for appointment, house removal. 
Staff whose holiday periods are not defined by school holidays (e.g. staff employed all year round) could be asked to take annual leave for such absences. 


Up to Five Days in any One Year
For study leave, paternity leave (please see Maternity Support Leave below), to obtain nursing or other appropriate assistance for a relative living with the member of staff, to make funeral arrangements where no one else is available, for special days of religious observance.


More than Five Days Absence
Could be granted in cases of serious family illness, bereavement or an emergency where the continued attendance of the member of staff is essential.  A maximum period of paid leave in these circumstances could be three weeks or unpaid leave of one term.

This list is not exhaustive and  therefore it may be helpful for the school to monitor the granting of all special leave in order to assist in a periodic review of its policy.
17.3.
MATERNITY / PATERNITY / ADOPTION LEAVE

Please see Chapter 16 – Maternity / Paternity & Adoption, of the HR Handbook for full details.
17.4.
ABSENCES BY ALL STAFF OTHER THAN FOR ANNUAL LEAVE, ILLNESS OR MATERNITY
From time to time schools may receive requests from staff for leave of absence, other than for illness, maternity or, in the case of support staff, annual leave.

The request will generally fall into two broad categories:‑

‑
those concerning public duties or activities covered by recommendations in the National Conditions of Service or

‑
those for personal or domestic reasons in an emergency or where the matter cannot be arranged outside normal working hours.

Guidelines on the LEA's policies are set out below.  They also indicate the extent to which the costs of supply cover will be met by the LEA from central funding.

Schools are not limited to these guidelines in agreeing individual requests.  It must be stressed, however, that the costs of supply cover over and above that agreed by the LEA would have to be met from schools' delegated funding and not central funding.

17.4.1
Leave for Public Duties and Other Activities

17.4.1.1.
Public Examinations


The principles governing leave for teachers for administrating public examinations are set out in Appendix IV of the Burgundy Book.  In accordance with those recommendations, teachers should be granted leave as follows:

· up to five days in a school year to attend examination panel meetings which cannot be held at weekends or during school vacations; 

· up to ten days in a school year for teachers acting as Chief Examiners or Chief Moderators, or five days for Assistant Examiners or Assistant Moderators.


The teacher should claim from the Examination Board any allowance payable and the cost of supply cover if this can be reimbursed.  If an allowance is claimed by the teacher, a corresponding amount will be deducted by payroll from that teacher's salary.


17.4.1.2.
Jury Service



A member of staff receiving a summons to serve on a jury must inform his/her headteacher who will grant the leave of absence unless an exemption is secured. 



All staff should claim the financial loss allowance from the court.  An equivalent amount will subsequently be deducted from the employee's pay.  The difference in the amount of the court allowance and the cost of supply cover for teachers absent on jury service will be met from central funding.  There is no time limit for this as the period of absence is outside the school's  control.  Schools will, however, be expected to meet the costs of any support staff cover from their delegated funding.


Where the absence of the member of staff would cause special difficulties, it is possible for the school to approach the local Clerk of the Court for the attendance to be deferred for a period but it should be noted that the final decision on this will rest with the Courts.

17.4.1.3.

Appointment to Public Service


The policy of the LEA is to grant up to 18 days paid leave of absence in a school year to any staff appointed to an important office in public service, e.g., as a Justice of the Peace, Local Government Councillor, or any other agreed form of public duty.  Schools should consult with the Schools Resourcing Team as any cover required will be funded centrally less any allowances payable by the body concerned.  Schools are advised that only in very exceptional circumstances will requests for more than 18 days paid absence and additional supply cover be considered.


17.4.1.4.
Accredited Representatives of Recognised Professional Associations or Trade Unions 

The arrangements for granting leave of absence to staff who are accredited representatives of recognised Professional Associations or Trade Unions are contained in Chapter 7.


17.4.1.5. 
Parliamentary Candidates and Elections

The LEA have agreed that a member of staff who is a prospective parliamentary candidate may be granted up to three weeks absence without pay immediately before the election, plus one day's paid leave on the day of the election.


The costs of supply cover paid out of central funding will be limited to the one day's paid absence on the day of the election.


Staff who assist candidates at parliamentary elections may be granted one day's unpaid leave to carry out their official duties on the day of the election.

17.4.1.6.
 
Major Sporting Events
The LEA would wish to continue to support staff who may be selected as competitors or officials at a representative international, national or county sporting event.

17.4.1.7. 
Volunteer Members of H.M. Forces

The LEA policy is to grant up to two weeks' paid leave of absence in any school year to staff who are volunteer members of the Non‑Regular Forces, to attend the Summer Camp, where this cannot be arranged during a school vacation.  
17.5.
RELIGIOUS OBSERVANCE
17.5.1.
The Employment Equality (Religion or Belief) Regulations 2003 
These Regulations make it unlawful for employers to discriminate against employees, in any aspect of the employment relationship from recruitment through to termination on the basis of their religion or belief.  The Equality Act 2006 amended the Regulations to extend its protection to discrimination on the basis of non-religion or non belief.  

The Regulations do not say that employers must provide time and facilities for religious or belief observance in the workplace.  

17.5.2.
Religious Observance in the Workplace

The School should seek to support workers with their religious or belief observance through the sensitive application of mainstream HR policies and procedures.  

17.5.3. 
Flexible Working
Consideration of flexible working arrangements may enable managers to accommodate workers who want to balance their work and religious or belief observance.  

This can range from prayer breaks during the day to observe prayer times or allowing some employees to work flexibly in order to leave early on a Friday to observe the Sabbath. 

In accordance with the Council’s Worksmart Policy, employees must make out their case for any changes to working patterns, including the impact on service delivery and on colleagues.

Guidance from the Department of Trade and Industry (DTI) and from the Advisory and Conciliation Service (ACAS) make it clear that paid time off does not have to be granted for religious observance and any alteration to working patterns must be in keeping with business needs.   

17.5.4

Leave for Religious Festivals and Holy Days

Many religions or beliefs have special festival or spiritual observance days. Employees may request leave in order to celebrate festivals or attend ceremonies or observe mourning periods. Managers should sympathetically consider such requests where it is reasonable and practical to do so. Employees can use a combination of annual leave; unpaid leave; flexi leave or toil leave in order to attend festivals or spiritual observance days. Such requests should not be unreasonably refused.  

17.5.5.
Religious Fellowship and Prayer

Groups of employees may wish to be be allowed to meet for fellowship and prayer. Such meetings are expected to take place within employees own time, or through the use of flexi-leave or toil, with the agreement of the manager, subject to the needs of the service.
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