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Introduction

This policy sets out how requests for leave of absence will be managed.

The leave of absence policy balances the needs of the establishment with the interests
of individual employees. Itis based on the following principles:

e To achieve a high level of attendance and minimise disruption to the operation of the
school and additional staffing costs;

o Employees should exercise their best endeavours to minimise absences, including
wherever possible arranging non-urgent appointments outside of working time;

o To support employees by recognising that on occasion there may be circumstances
where employees need to request time off during term time.

Leave of absence falls into three main categories for the purposes of this policy. The
tables in the Appendices attached to this policy detail the types of leave of absence
that may be requested and indicate whether the leave of absence is:

e Statutory - where there is a legal entitlement to some leave
e Contractual - where there is an entitlement as part of the employees’ terms and conditions

o Discretionary - where there is no entitlement but leave may be agreed after consideration
of the circumstances

For statutory and contractual leave, the table sets out the legal/contractual entitlement
to leave and whether leave is paid or unpaid.

Where leave of absence is discretionary, a consideration will be made as to:

o Whether to grant the leave
e How much leave to grant

o Whether the leave will be paid or unpaid

Scope
The policy applies to all employees.

The Policy covers all absences except sickness which is covered by the Sickness
Absence Procedure.

This procedure should be read in conjunction with other policies and procedures
covering attendance and health, including the procedures and policies on sickness
absence, flexible working and mental health and wellbeing.

Roles and Responsibilities

It is the responsibility of the governing board to:

e Monitor and review policies and procedures which safeguard the health, safety and
welfare of staff and ensure they are implemented in a fair and reasonable manner and the
operational impact on the school;



e Depute a governor to implement the absence management procedures in the case of the
absence of the head teacher; and

e Establish an appeals committee as required.

3.2 It is the responsibility of the head teacher and other line managers to:

Ensure employees are aware of the leave of absence management policy and
procedures,

o Implement the leave of absence management procedures fairly, sensitively and
confidentially;

e Monitor and regularly review levels of absence and take action as appropriate;

o Approve requests for leave of absences (headteacher) (amend if all line managers can
approve);

3.3 Itis the responsibility of all staff to:
o Take reasonable measures to minimise their absences;
o Comply and co-operate with the leave of absence management procedure;
e Inform their line manager in general terms as soon as reasonably practicable of any
significant issues that may impact on their ability to perform their normal duties.
4. Procedure for applying for leave of absence

For any absences which are not sickness related, employees must follow this policy.

All applications for leave of absence must be made in writing to the headteacher
(Chair of Governors where the headteacher is requesting leave).

Requests for leave of absence should be submitted by completing an Absence
Request form. Copies of the form are also available from the school office and must be
left on the Headteacher’s desk.

The employee must give as much information as possible and indicate whether they
are requesting paid or unpaid leave to assist in the consideration of the request.

Each request will be considered on its own merits in accordance with this policy.

Failure to follow this policy may result in action under the Disciplinary Procedure. See
Paragraph 7 for Unauthorised Absences.

41 Notice requirements

Specific notice periods are mandatory for some types of leave (e.g. maternity, paternity
leave) and these are indicated in the leave tables below, together with the reference
point for further information.

For all other leave, employees should request leave of absence with as much notice
as possible, and in any case in accordance with following timescales.



Length of leave of absence requested Minimum Notice required

Up to 5 days 1 week

5 days and over 1 month

4.2 Emergency leave requests

In certain circumstances it may not be possible for the employee to request the leave
of absence, in writing, in advance.

In these circumstances the employee must follow the agreed procedure in their school.
As a minimum this will include telephoning the school to discuss the reasons for the
request for leave of absence.

An initial decision whether leave of absence is granted to cover the initial emergency
situation will be made and notified verbally to the employee. A written record of the
details of the request for leave of absence and the decision regarding the granting of
any leave of absence will be made. The record will be signed by the employee on their
return to work. This will then be kept on the employee’s personal file.

4.3 Persistent Absences

Where an individual's overall level of attendance causes concern, appropriate action
may be taken. This may include exploring flexible working options and/or setting
attendance targets. Where an employee is unable to meet or maintain reasonable
attendance levels, this may result in formal action under the Capability Procedure.

5. Considering leave of absence requests

All leave of absence requests will be considered in line with this policy, having regard
to the particular circumstances of the case and any operational requirements of the
establishment. The following factors will also be taken into account:

e how many previous requests have been made by the employee and for what reason;

e how many requests the employee has submitted and have been granted in the previous
12 months

o the employee’s general attendance and absence record
e the impact on operational requirements

o whether any previous requests for absence in the same circumstances have been
approved, how many, for how long and whether the leave was paid or unpaid;

o whether they are setting a precedent for how similar requests will be dealt with in future

The employee will be notified in writing whether or not their request has been
approved and where rejected the reasons, as soon as possible.



If the request is not agreed the employee will be notified that they have the right to
appeal against the decision.

The request for leave of absence and a copy the decision will be placed on the
employee’s personal file.

Appeals

Employees have the right to appeal against a refusal to approve a leave of absence
request or against a refusal to approve paid leave (where the time off has been
granted as unpaid leave). Appeals should be submitted within days of receiving
the decision.

Any appeal lodged against a decision relating to a request for leave of absence will be
heard by the governing body. The employee and their chosen representative (a
representative from a recognised trade union or work colleague) may attend any such
appeal meeting to make representation.

The decision of the governing body will be final.

Unauthorised absence

Employees who take time off work without following the appropriate procedure for
requesting leave and/or who take time off without receiving appropriate approval may
be subject to disciplinary action in line with the disciplinary procedure.

Employees who take unauthorised absence will not receive payment for such absence
other than in exceptional circumstances.

Impact on Pension

When a Pension Scheme member has any period of unpaid leave of absence, the
period of any such leave will not count towards their Pension.

Appendix 6 provides further information on how members of the Local Government
Pension Scheme can buy back any period of authorised unpaid leave through an
Additional Pension Contribution (APC) contract, and members of the Teachers’
Pension Scheme can purchase additional pension subject to a minimum amount.

Data Protection

When an employee makes a request for leave of absence under this policy, the school
will process any personal data collected (including written records of meetings held
under this process) in accordance with its data protection and retention policies. Data
collected as part of a leave of absence request is held securely and accessed by, and
disclosed to, individuals only for the purposes of processing leave of absence
requests.



10. Equality, Diversity and Inclusion

These procedures will be operated in an inclusive manner. While some terminology is
replicated from statute and/or national terms and conditions, relevant provisions will be
interpreted as being sex and gender neutral where appropriate.
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Appendix 6 - Pension contributions during authorised unpaid leave

Important information for employees

When a Pension Scheme member has unpaid leave of absence (e.g. child related absence, leave of absence and
sabbaticals), the period of any such leave will affect their Pension.

Local Government

Employeesinthe scheme can choose to top up their pension through an Additional Pension Contribution (APC) contract to
cover the period of unpaid authorised leave.

The LGPS has produced further information including a calculator so that employees can calculate the cost of the APC.

If they elect to buy back pension within 30 days of returning from each period of authorised* unpaid leave of absence the
cost of the APCwill be shared with the employer who will pay two-thirds of the total amount. If an employee elects for an
APC after 30 days, they will need to pay the full cost of contributions, instead of sharing the cost with the employer. The
employee can either pay their share as a lump sum, or in instalments as agreed with the scheme administrator. Employees
who wish to top up their pension should complete the form below.

*this is not available for unauthorised unpaid absences such as strike action.

50/50 option

If an employee has opted into the 50/50 section of the scheme, they will automatically be moved back into the main (full
cost) scheme when the period of unpaid authorised leave ends. The employee may elect to go back to the 50/50
arrangement at any time.

Teachers

Ifan employeeisin the Teachers’ Pension Scheme, whilst they cannot actually make up their pension to cover their unpaid
authorised leave period, they can decide upon their return to work to Purchase Additional Pension that can be paid by
monthly instalment directly through their pay or make a one-off payment.

Those members who come under “Career Average Arrangement” also have further flexibilities of purchasing a Faster
Accrual Rate or Buy-out the standard reduction applied to members taking benefits early. There are strict time limits for
buying Faster Accrual Rate and buy out of the standard reduction. The latter is within 6 months of joining the Career
Average Arrangement and Faster Accrual Rate is every April. Employeeswho wish to consider one of these options should
therefore ensure they abide by these time limits. Members’ have to make a formal application for any of the above
provisions via the Teachers’ Pensions website.
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Local Government Pension Scheme (LGPS) members only

For the employee to complete upon return to work.

If you have taken any unpaid authorised leave, you can choose whether or not you wish to pay for lost pension to cover

this unpaid period away from work. If you would like to buy pension to cover this time, complete this section of the form
and return it to your line manager. If you have more than one job, you will need to return one form for each job. If you

send in the forms within 30 days of your return, your employer will pay two thirds of the cost of lost pension.

If you elect below to make up lost pension contributions, Payroll will calculate the lost pay figure (Assumed Pensionable
Pay) and will write to you confirming the value. You will be instructed to use the online tool to calculate the amount to be
paid and to complete the Additional Pension Contribution form. You will have the choice whether to pay monthly or as a
lump sum. Please note that if you leave your employerbefore allthe contributions have been deducted from your salary,
your final pension could be reduced.

Yes | would like to make up the pension contributions lost during my period of unpaid authorised absence.

For Payroll team to action once the employee has returned to work

Assumed pensionable pay (APP) for unpaid authorised absence = £

Employee notified of value to enter into Pensions online calculator.

Signed (for payroll): Date:
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Appendix -7 ABSENCE REQUEST FORM FOR SCHOOL BASED STAFF

Name

School

Employee Reference Number

1. The following time off work is requested:-

Period Day Month Year Day Month Year
From To
If part of a day, beginning at [ ]am/pmto [ ]am/pm
Day Month Year
Working day return date

Annual Leave O | Moving House O | study Leave/Examinations

Bereavement Leave IEI Political Activities IEI Time Off For Dependants
Court Appearance IEI Public Duties IEI Trade Union Duties

Election Duties O | Religious Holidays O |wedding

Funeral Leave O | Right of Accompaniment O | paternity Leave* (see below)

Reason for

absence Interview IEI Screening IEI Parental Leave
Jury Service IEI Severe Weather Conditions IEI Unpaid Leave

Medical / Dental / Ante-natal / . *Please ensure relevant Inland
o . O | special Reserve Forces O
Fertility / Appointment

BEREEEE

Revenue Form is attached

Other Circumstances

(please specify)

If appropriate, please attach relevant forms, letters and/or certificates. Where possible you should provide below a detail ed explanation of the above leave
request:-

2. To be completed when absence was not approved in advance: -

| was absent on (dates)

for the following reason

Reason why prior approval was not sought

Employee's signature Date

Authorisation for time off With Pay (] Without Pay []
Headteacher/Chair of Governors Date

signature

25




