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1.
INTRODUCTION

Conditions of Service for Schoolteachers in England and Wales (The Burgundy Book) requires LEAs to produce a local agreement in respect of non-contractual Leave of Absence for teachers.

A Recommended Practice was last produced and agreed by Professional Associations in January 1986.  Following further consultation with Professional Associations this revised Code of Practice is commended to Governing Bodies for adoption.  

In respect of Voluntary Aided Schools, where the Governing Body is the employer, the Code is recommended as good practice.

The Code allows both Governing Bodies and the LEA to adopt a fair and consistent approach when receiving requests from teachers for leave of absence.

The Director of Education, following consultation with Professional Associations, has delegated the authority to grant leave of absence with or without pay to Governing Bodies.  It is recommended that the Governing Body delegates this responsibility to either the Headteacher or the Chair of Governors.

The Diocesan Director of Education for the Diocese of Chester and the Director of Education for the Diocese of Shrewsbury Education Service have recommended that in Aided Schools the Governing Body should delegate this responsibility to a Staffing or Personnel Committee who would decide requests for leave of absence.

To allow the Code to be easily followed, non-contractual Paid Leave of Absence has been split into the following categories:

a) Personal or Professional Reasons

b) Public Service Reasons

A category on Unpaid Leave of Absence and contractual leave of absence is also included.

It is suggested that all requests for leave of absence are submitted on a standard form – see Annex A.

2. APPEAL PROCEDURE
In the case of an Appeal against a decision of the Headteacher or Chair of Governors (see      1 - Introduction) to grant leave of absence with or without pay, the Director of Education retains his right to hear such an Appeal.

This Appeal Procedure will not apply to aided schools where teachers are the employees of the School’s Governing Body.

The Diocesan Director of Education and for the Diocese of Chester and the Director of Education for the Diocese of Shrewsbury Education Service have recommended that in Aided schools independent governors should sit on an Appeal Panel if necessary.

3. RESPONSIBILITY OF THE HEADTEACHER/CHAIR OF GOVERNORS AND SCHOOL’S GOVERNING BODY
The Headteacher/Chair of Governors may grant Leave of Absence with pay for up to 5 school days in any one academic year in respect of absences outlined in Section 4.  In making a decision the Headteacher/Chair of Governors will take into consideration both the difficulty and cost of obtaining supply cover.  

In applying a maximum approval, the academic year will commence on 1 September and finish on 31 August.

In exceptional circumstances the Headteacher/Chair of Governors can grant leave of absence with pay in excess of 5 days.

Applications (using the standard form – see Annex A) from teachers for leave of absence for reasons other than those outlined in Section 4 should be referred in writing to the Headteacher/Chair of Governors (see Section 7 – Procedure for Requesting Leave of Absence).

Teachers should give as much notice as possible bearing in mind that some reasons cannot be forecast.  In these circumstances applications should be submitted retrospectively, as soon as possible after the event.

4.
PAID LEAVE OF ABSENCE
    (use standard form – see Annex A)


The Governing Body is only able to grant up to 5 days leave of absence with pay in any one academic year, which covers all the reasons listed below (see previous paragraph 2 – Responsibility of the Headteacher/Chair of Governors and School’s Governing Body).


a)
Personal/Professional Reasons


No of Paid School Days


Serious Illness of a dependent person/relative
Up to 5 days



(eg parent, spouse/partner, son/daughter



brother or sister).  Supporting letter



from GP required.



Bereavement including the funeral of a

Up to 5 days



dependent person (eg parent, spouse/



partner, son/daughter, brother or sister) or 



if acting in a capacity of personal representative 



of a deceased close relative.

Attending the funeral of a relative/dependent
Actual time required but up to a 

person. 
maximum of ½ day plus travel time if local, or 1 day if out of the



.






Borough.



Attending funeral in a professional education
½ day plus travel time



capacity.



Wedding of a son/daughter, sister, brother,

1 day



parent, grandparent.



To move house.




1 day



To attend one’s own Degree Ceremony or 

1 day



where spouse/partner, son/daughter is an actual



participant, to attend Degree Ceremony/Passing



Out Parade.


In addition the Governing Body delegates to the Headteacher/Chair of Governors the power to grant paid leave of absence for the following reasons.  In each individual case paid leave is as indicated in any one academic year and will be in addition to the above mentioned 5 school days only if the said days have already been exhausted.



To take examinations approved by the

For examinations scheduled  

Headteacher.





during a teaching day ½ day for 







each particular examination and 







½ day may be available for 







associated course revision.



Interviews for teaching appointments.

As required.



Emergency Doctor and Dental appointments

Appointment time plus travel.

– Evidence of Appointment required -

Teacher to attend school before

otherwise they should be outside school hours.
and after appointment wherever








possible.

Hospital appointments and medical


Appointment time plus travel.

screening, eg Breast/Cervical. Evidence

Teacher to attend school before



of appointment required.



and after appointment wherever 










possible.



In exceptional circumstances (Hospital

Appointment time plus travel.

and Doctor appointments) to support a

Teacher to attend school before

relative.





and after appointment wherever








possible.

b) Public Service Reasons
Jury Service (loss of earnings must be claimed).
As required.

Court Witness when called by the Police (loss of
As required.

earnings must be claimed).

Court Witness when called by private individual.
As required but without pay.

Magisterial Duties.




To be carried out during school








holidays.

School Governors Meetings.



Whenever possible outside 








school hours

Commitments to HM Services, eg TA, 

To be carried out during school

Royal Navy Reserve (minus attendance

holidays.

payments).

5.
UNPAID LEAVE OF ABSENCE    (use standard form – see Annex A)

Note:  This is the maximum entitlement in any one academic year.


Major Religious Holidays



Up to 3 days.


(other than statutory holidays).


Fertility Treatment.  Evidence of appointment
Appointment time plus travel.


required and GP’s recommendations if 


treatment is not available locally.



Funeral of a close friend.



Actual time required but up to a










maximum of ½ day plus travel 










time if local, or 1 day if out of 










Borough.

6. CONTRACTUAL LEAVE OF ABSENCE    (use standard form – see Annex A)

Sickness


}

Maternity Leave

}

As per national or local agreement

Paternity Leave

}

Adoption Leave

}

7. PROCEDURE FOR REQUESTING LEAVE OF ABSENCE
    Give as much notice as possible


A written request, using the standard Leave of Absence form, stating the reason to be submitted to the Headteacher or Chair of Governors (as appropriate).


      Then as appropriate, either:

A

Paid Leave of Absence Outlined in 

Section 4

The Headteacher/Chair of Governors (as appropriate) to approve.

C

Leave of Absence Requests not Covered in Section 4 or 5

The Headteacher/Chair of Governors (as appropriate) to approve or reject indicating whether this would be with or without pay.



B

Unpaid Leave of Absence Outlined in 

Section 5

The Headteacher/Chair of Governors (as appropriate) to approve.

D

Unforeseen or Sudden Causes of Absence

A written request, stating the reason, to be submitted to the Headteacher/Chair of Governors (as appropriate) retrospectively but as soon as possible after the event.

The Headteacher/Chair of Governors (as appropriate) to write to the teacher either approving or rejecting the request - sending a copy for information to the

Director of Education


Appeal against a decision to the Director of Education.  (This is not applicable to Voluntary Aided Schools.)


School _______________________________________________




LEAVE OF ABSENCE REQUEST FORM





To be used by teachers for all requests for Leave of Absence





For official use





		Leave of Absence granted 		YES





							NO





With  Pay				YES





					NO





Headteacher/Chair of Governor’s Signature ………………………………..    Date ………………..








Return completed form to …………………………………….








Teachers Name ………………………….	Payroll No …………	   Date …………………………





DETAILS (Inc. Dates)








Annex A
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