Fosse Way School Governors
Staff Leave of Absence Policy

Where there is discretion to grant special leave it rests with the Governing Body.  The Governing Body delegates policy application, in individual circumstances, to the Headteacher.  Any requests for leave beyond the scope of the policy should be considered on their merits and advice taken from the Schools’ Personnel Service.

Time off for trade union representatives is a separate issue and is not covered in these guidelines.

1.
Parent Leave

The rights to parental leave established in employment law is as follows: -

· The right applies to any parent (with one years continuous service) of a child born or adopted on or after 16th December 1999 and is in addition to maternity leave.

· It is a non-transferable right for each parent to three months unpaid leave, for a period of thirteen weeks per child, to enable them to care for the child or to make arrangements for the good of the child.

· It applies to a child under the age of five, (or for five years following adoption, up to the child’s 18th birthday) and in order to qualify the parent must be named on the birth certificate, have adopted the child or to have assumed formal legal parental responsibility.

· The leave must be taken in minimum blocks of one week (leave taken of less than a week will count as a week for these purposes) and subject to a maximum of four weeks per year.  At least three weeks (21 days) notice of intention to take the leave must be given but the employer may defer the leave by up to 6 months if the business or service requirements make it necessary to do so.  If however three months notice has been given of an intention to take the leave immediately after the birth or adoption then the employer may not defer it.

· The arrangements for taking the leave vary slightly if the child is disabled so further advice should be taken in these circumstances.

It is recommended that up to 5 days of this leave should be on a paid basis eg for paternity leave at the time of the birth where this is necessary to enable a parent to be supportive at or around the birth during term time.

2.
Adoption Leave

If a member of staff is adopting a child it will be appropriate for time off to be provided to support the process of adoption.  An employee’s need for time off when adopting will vary depending on the circumstances and it is likely to require individual discussions.  Contact Schools’ personnel for advice.

3.
Time off to care for dependants

An employee is entitled by law to be permitted by his employer to take a reasonable amount of unpaid time off during the employee’s working hours in order to take action which is necessary.

· To provide assistance when a dependent falls ill, gives birth or is injured or assaulted.

· To arrange care for a dependant who is ill or injured.

· Where the arrangements for care of a dependant are unexpectedly disrupted or terminated.

· To deal with an incident involving the employee’s child which occurs unexpectedly when he/she is at school.

Employees must tell their employer the reasons for their absence as soon as is practicable and also how long they expect to be absent.

A dependant is defined in all the cases above as:

· A spouse

· A child

· A parent

· A person who lives in the same household as the employee (except lodgers etc)

· In addition, in the first three cases above, dependant also means a person who reasonably relies on the employee

4.
Special Leave – in the event of a relative or close friend

There are no absolute entitlements regarding the amount that might be granted in particular circumstances but the following may offer some guidance for both teaching and support staff; -

Death of a close relative (eg parent, partner, son or daughter) – maximum of 5 days depending on circumstances.

Death of other relatives or close friend – 1 day

This will normally be paid but at the discretion of the Headteacher.

5.
Jury Service / Witness

An employee receiving a summons to serve on a jury or to appear in court as a witness must be granted leave of absence unless exemption is obtained.  All staff have to claim loss of earnings from the Court subject to a maximum amount per day which will be notified to the employee by the Court.  Heads should ensure that the relevant payroll provider is notified of this amount so that it can be deducted from earnings.

Public Duties

The governors should permit an employee time off for public duties if  s/he is a:

1.
Justice of the Peace – Member of a local authority

2.
Member of the governing body of another LEA School

3.
Member of a police authority

4.
Member of a board of prison officers or a prison visiting committee

5.
Member of a relevant health authority


6.
Member of the Environment Agency

The amount of time off which an employee is permitted to take depends on what is reasonable having regard to factors such as how much time off is required for the performance of the particular duty and the effect of the employee’s absence on the School.

There is no statutory right to time off with pay for public duties.

6.
Political Activities

Employees who are candidates of agents in Parliamentary, European or Council elections will be granted leave for the day of the election and the day on which the result is announced (if different from Election Day).

7.
Interviews

Paid leave will be given to attend interview for appointment to educational posts in another School or LEA.  (The School may take a different approach for those staff able to take paid annual leave.)  Leave for staff to attend interview other than for an educational post will be granted but the Head will use discretion as to whether this is paid or unpaid.

8.
Religious Observance

For the observance of a religious festival of obligation paid leave should be given as appropriate.

9.
Meetings of Examiners

Leave of absence with pay may be granted to members of staff who act as Examiners, Senior Moderators and Moderators for recognised examining bodies to enable them to attend meetings, provided that they claim the appropriate teacher release vouchers and forward them to the school.  This provision does not apply if fees accrue as a result of work undertaken outside school hours.

10.
Degree and Diploma Presentation Ceremonies and Passing-Out Parades

Leave of absence with pay may maybe granted to enable a member of staff to receive a degree or diploma or to attend a ceremony at which a spouse/partner, son or daughter is receiving a degree or diploma or is taking part in a passing-out parade.

11.
Moving House

Leave of absence with pay may be granted for up to one full day when it is not possible for the removal to take place when the school is not in session.  Staff should be told to make every effort to ensure that, where possible, removals take place during holiday periods.

12.
Weddings (Own, Relatives or Friends)

Leave of absence with pay or without pay may be granted and will be limited to the minimum period necessary.

13.
Ante-Natal Classes

Leave of absence with pay will be granted to enable a member of staff to attend an ante-natal class or course of classes, provided that a certificate is given by a doctor or midwife confirming that there are no other suitable classes being held out of school hours.

14.
Doctors, Dentist and Hospital Appointments

It is a reasonable expectation that, wherever possible, these appointments should be arranged during school holiday periods or outside directed time.  Where such appointments can only be made during schools’ because the urgency of the situation or because of the inflexibility of hospital appointment arrangements paid time off should be given. Routine appointments will normally be unpaid but at the discretion of the Headteacher.
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