&P

Sl Wigan”
Council

L@O/\/@/ OJC AbS@ﬂJO@/ POLLOH
& PFOO@dUI’@

St. Aidanvs Catholic
Prbmarg School

Mrs J M Farrimond
Mrs V Barker
Priority | and 3

“Trustin the |_ord with all your heart and do not lean on your own undcrstanding; in all your

ways, acknowlcdgc Him and He will make your Paths straight.’
Proverbs 3:5-6

January - February 2026

Asset, Committee - Qb February 2026

February 07 - SLT and, Governors
November 2027

‘Hand in Hand with Jcsus’



& AID4 s
‘ny

£
WA

Contents
A. Leave of Absence Policy & Procedure 3
| Introductiory 3
& Purpose 3
3. Scope 3
k. Responsibilities 3-4
5. Procedure L
6. Types of Leave 6
6.l Court Attendance 6
6.3 Elections Duties 6
6.3 Examination Leave 7
6.4 External Examiner/Verifier or Moderator 7
6.5 Fertility Treatment 7
6.6 Guest Lectureship & Consultancy 8
6.7 Interview Leave 8
6.8 Jury Service g
69 Medical Appointments g
6.10  Nonrregular forces or Territorial, Army 10}
6.11 Parental, Leave [
6.1&  Public Duties [
6.13  Religious Observance |
6.1k Special Leave (including bereavement) |
6.15 Sports Representatiory |4
7. Appeals 15
8. Funding for Leave 15
4. Data Protection IS}
10. Further Information 15-16

B. Appendbx | - Leanve of absence apph’mﬁom form, (oph’onol;) Appendbx -

Summary of Types of Leave of Absence
Appendbx 3 - Govenung Bodg/Headi:eacher Discretions (op’cbonal;) Appendbx L

- AppeaL Heoring pro’oocol;

and in Hand with Jesus’



& AID4 s
‘ny

£
WA

This Leave of Absence policy and, procedure have beerv developed for all, Wigary Schools and, Academies
that purchase the HR Services of Wigary Council: under as Service Level, Agreement

Further informatiory and documents referred to within this policy carv be found iy the: Employment
Handbook for Schools on the intranet.

Introductiory

The schools recognises that there are occasions when o member of staff may require time off
work durmg termu time for reasons other thary sickness absence.

This document will set out not or\bg the process bg whichv s’mﬂ: car make @ requesb for leave of
absence, but also outlines the circumstances iny which leave oj: absence mx,ghib be appropriab&

9\. Purpose

This policy has beeny produced to provide o framework through whichy Governors and,
Headteachers can manage employee attendance inv o way that balances the needs of individual
employees with the needs of the schooly i ensuring the school is able to deliver highs standards
of ’teod\mg and l.e,a:ﬂmg

3. Scope

This policy applies to school based employees, whether or not they are employed: on, Nakional
Joint Council; (NJC) terms and, conditions or Schools Teachers Pay and, Conditions (STPCD).

It excludes agency workers, supply staff; contractors and external, consultants.

L. Responslblhih’es
k1 Governing Body/Headteacher

Authorisatior for time oﬂ: v accordance withy this poUr,H s the responslbllb’tg of the Goven'\ing
Bodg and/or the Headteacher and is made clear ’throughoufoﬂw 9uidanr,e.

Irv the case of applications from all employees (excluding the Headteacher) it is recommended,
that the: Governing Body delegates the responsibility for decisiony making to the: Headteacher and,
requests a report on leave of absence granted at appropriate intervals. This will be delivered,
withirv the termly Headteacher's Report to Governors.  In the case of the Headteacher i is
recommended that the responsibility is delegated, to the Chair of Governors.

The Governing Body/Headteacher carv choose to set out the discretions to be applied by school, iy
relatiorv to this Polboj v Appendbx A. Where these discretions
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are not explicitly stated, the Governing Body/Headteacher is responsible for ensuring that
discretions are appli,edz oonslsfgmﬁ:lg md/fcu.rlH

The Goveming Bode/Hea,difead\er is also responsibbe/ for ensuring that this poliog s v oomplmnw
with legal, requirements (e.g. Equality Act 2010).

The Headteacher s r@sponslbl,e for ensuring that any ad/Jusfmm}ts to pay are noﬁ;ﬁzd to the
relevant; payrolls provider.

k. Employees

Al employees will, be: expected, to minimise the: amount of leave of absence they apply for during
term time due to the impact and, disruption that this can cause to the teaching and learning of
pupis. The priority must be on ensuring continuity, and, o maintaining standards of service
during term time.

Where ar anplogee does not work, termy time and has arv anruual leave entitlement; consideratiory
should, be: gweny to utilising this v the first instance (where applicable) rather than submitting o
leave of absence request.

It s the responsibility of employees to ensure that arrangements for attendance ab for

example, routine medical appointments, are made outside of contractual; school working
hours.

St@ﬁc are required to provld,e as muchs notice as s reasonable prac)hc,able irv relatiory to leave of
absence requests.
In emerge,npg/urgenfo stbuations, where there may be little time for the emplogee to gwe notice of
o request W is expected that reasonableness will: prevaily and it s recognised, that the basis of
ﬂ\ejﬁm&oﬁcmag have to be/dmﬁedaﬁerﬂweewmb Wh;ere/memploge,ejis unhuppg with @
decistory made irv suchy cases, he/she may submit any appeal after the event:

L3 HR & OD Services
HR & OD Services are responslbla for prov'uding advice ands guidarme to the Goveﬂung Bod,g,
Headteacher and st@ﬁc regarding the applioa}fiorv of this polir,g irv order to ensure b is cppliedJ
foirly and, consistently.

5 Procedure

S Requests for leave of absence should be made i writing or by completing the leave of absence
applicationy form which carv be seerv iy Appendiix | to the Headteacher gwing as muchs notice as
posslbb@. Howewer it is re,cogrwsedz that somes situations (eg. bereavement) cannot be foreseeru Irv
this case the request should be submitted retrospectively as soonv after the event as
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practicali A summary of all types of leave of absence for which an employee canv apply car be
seerv urv Appendbx A. (Nobe/: a word versiorv of the a,pplioa;’u‘om forrm Appendbx |, is available orv
the Employment: Handbook for Schools ony the intranet,)

The Headteacher will review the applim;blorv and wforr‘n/ the empbogee/ of the decisiory as soorv as
is reasonably practicable; including details of what the employee canv do if they are dissatisfied,
withs the decisioru

Wherv reodﬁing a decistory the Headteacher will consider:

The employee’s duties

The amount of leave requested,

How much time has already been taken as leave of absence by the employee

Whether the needs offheschoobmbemoinkoir@dumig the absence

Whether suitable: and: appropriate cover is available (if applicable)

The impact orv other work colleagues

The need, for consistency i the treatment of all, employees

The requirement to treab employees without discriminationy and, the effect refusal, could have
orv the applicant.

Whether there is o legal entitlement to the time off requested,

When considering o leave of absence request the Headteacher will use their discretion to
determine if the leave of absence period, s going to be granted or not and, if the period will, be
orv a paid or unpaid basis unless stated otherwise within this document (ue: where there is o
l/e,gab mgh;b) The sped;ﬁo discretions that will, be applbecb bg this school may be outlined, withir
Appendbx 3 (a; word, version of whichs is available on the Emplogmmb Handbook, for Schools ony

If the request for time off is refused; the Headteacher will provide; if requested by the employee,
o full explanationy of the reasons for this, along with details of any alternative leave
arrangements that the school m;gh}b be able to accommodate: Writterv confurmation of the
reasons for refusal will be provided, where requested, by the: employee.

If arv empbogee s dissah,sﬁ/ai withy the outcome of any decisions relab’.ng to a requesb for leave
ofabsenmﬂwag hxwe’dwrlgh}bto appeah as seb out withir this document:

Where the leave s paid; the employee will receive their normal salary payment including all,
regular contractual payments.

Where the leave of absence is unpaich e,m,pbogees and Headteachers should be mmd;ﬁxl/ oj:
pote,niblal/ pension umphmhons and associated costs.

A record, will be maintained, withiry school of all, leave of absence requested and, takery and, this
will be reported to the Governing Body at appropriate intervals. This will be: delivered, withiry the
termly Headteacher's Report to Governors. This record will include an accumulated number of
days takery per employee during the academic year.
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6 Types of Leave

The following list of examples is not exhaustive, and leave of absence in circumstances not
outlined irv this sectiorv may be 9ranketi As with the gran):ing of any leave of absence, this wil
be ab the discretion of the Headteacher.

Al amounts stated, below are pro rata for part time employees.

For the purposes of applying a maximum approval for leave of absence requested, the academic
year will be used, commencing orv |s September and, finishing or 35t August.

This document: does not cover adoptior leave, maternity leave, paternity leave, maternity support
leave, ante~natal care, sickness and trade union duties. Please r@fer to relevant pohdes
contained: withir the Emplogr‘rmb Handbook, for Schools.

6.l  Court Attendance

Anv employee: who has beenv issued withy @ summons to attend court as o witness is legally
required, to attends and therefore time off (as required) should be granted: The employee will be
paid during this absence bub is required to make claims for any witness expenses which they
must declare to the school (who will notify the HR Employment Service Centre or choseny payroll,
provider) to enable any salary adjustments to be made.

An employees who attends court ony o voluntary basis as a witness carnv request time off:
Consideration of suchs requests wills take into account the circumstances of the case and, whether
attendance would benefit the: employee (eq. child custody). The Headteacher has the discretior to
determine whether any leave approved, irv this situatiory is paids or unpaid:

6.2 Elections Duties

Paid, time off carv be granted, for employees who are carrying out election duties for Wigary
Courcils at the discretior of the Headteacher.

6.3 Examinatior Leave

Tiume off for examinations woulds normally only be granted irv situations where the employee is
receiving financial and/or time support from the school for that programme of study e: where
the qualifications s linked, to their job roles/responsibilities or continuing professional
development: It applies to examinations that have to be sab during working days. It is at the
Headteacher's discretiony as to whether such leave is granted and whether it is paid or unpaids
but time, off- wills be: limikted, to the time of the examinations.

It does nob apply to driving tests (times for which can be selected) or for the writkery papers
(whichs carv be taken during evenings), unless this is arv integral requirement of that persorvs

work,

Trv situations where emploge,es are under‘kahng @ programmes of sbudg that is not ﬁnanaallg or
time supported; bub that requires sitting an examination inv works time; the Headteacher may
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wishs to exercise discretior to grant leave of absence providing the qualificationy wills enhance
the employeess professional, development: as a member of the school employees.

6.4 External Examiner/Verifier or Moderator

For those empbogees who act as arv external e/xarmner/verbﬁer or mwoderator, up to two d,cuds
leave can be granted, for marking and, between | and, IS days can be granted, for o Chair of
Examiners. It s ab the discretion of the Headteacher whether these days are paid or unpaid:

Tt should, be possible to plary suchs absences wells i advance to cause minimum disruption.

As fees are normally paid: for this work, W is recommended, that: where absence is approved
with, pay, any fees other than for work done outside of directed time, should be paid: back to
the school.

6.5 Ferb'.ljth Treabtment

Whilst there is no legal right to paid time off for fertility treatments b s recognised that
undergoing fertility treatment may be stressful, and, arv individual may need support during this
time: As suchy the Headteacher may grant up to five days' paid leave within each academic
year for an employee to attend, appointments relating to their fertility treatment (this s
reduced, for part time employees irv line withs their weekly hours).

For any staff who have an annual leave entitlement that can be takery at times other thar
school closure periods, any time off will, be splits v halif: That is, half must be taken as annual
leave and, halif as paid time off: This would: give: ar maximum of five days” paid, time off under
leave of absence and, five days off under their annual leave entitlement; reduced, for part-time
employees.

Employees must have ab least A6 weeks' continuous service withy school ab time of the first
medical appoUni‘mzn}b irv connectiony withy ferhbjuj treatment to quolbfg for the paid time oﬂ:.

6.6 Guest Lectureship and, Consultancy

Arv employee may be irwiked to speaks publicly orv o particular subject: It is at the discretion of
the, Headteacher whether any leave is to be granted, (paid, or unpaid).

Employees shoulds notify the Headteacher well in advance of the event along with, details of
what this willl twolve and: what fees are pcgable.

Consideration should be: giverv to whether the school wills benefit from allowing attendance at
such, anv event: Sometimes payment: cary be made v the form of equipment, or resources for the
schooli Where the employee prepares for the occasion and, travels v their owrv time; b would,
not be unreasonable to allow some remuneration earmed to stay withy the employee, v
recognitions for the work: done. A split between, the employee and the school should be
considered.
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6.7 Interview Leave

A maximuumy of f‘we dsz' paid; leare may be grm;ted/ for attendance orv Job interviews.
Additional leave (paid, or unpaid) above these limits s ab the Headteacher's discretior

It is recognised, that Headship and, Management: appointments can typically take bebween two
to three days and, this should be considered as part of any further requests for leave:

Inv additiory as part of the applicatior process, employees may be required, to attend a school
observation visit: Tume off for such visits carv also be considered as part of the: maximum five
days’ paid leave referred to above:

If arv empbogee;s absence is excesswwe and becomes unreasonable and/or umnmageabl@, thery it
would, be a,ppropriﬂte to bn‘ng to his/her attertiory and ask the em,pbogeej to be more selective uv
their applications.

Those staff that are under notice of redundancy have a legal right to reasonable time off to
look, for alternative work (whid‘v may include attendance at m/’tervlews). Please refer to the

organisational, change policy or redeployment policy for further information.
6.8 Jurg Service

Under the Juries Act 1974 individuals may be required;’oo go o jury service (subjeo’o’oo certairv

Employees may apply to court to be excused, from jury service: Suchs o request may be on the
9rounds that their absence frorm work, woulds hkd)d to have a serious eﬂ:eob orv the running of
the school.

There is no stah,uforg dwbg for the Headteacher (or Governing Bodg) to 9ranb this time oﬁ: but
irv practice they have no choice bub to do so, since a refusal to grant time of for jury service
would constitute oonkempb of court:

Whilst there is no requirement: for the school to pay employees whilst they are absent due to
jury service, absence for jury service will be poicL

The Headteacher must ensure that the employee is aware of their requirement to complete o
‘Certificate of Loss of Earrungs' whichy ’chej should, get withs the letter oorvfinnmg their jury
service: The employee must forward, this form to the HR Employment Service: Centre (or choser
payroll, provider) who will, communicate to the employee the steps they need, to take to ensure
fullb and correct allowances and, entitlements are received, bg the emploge,e/.

649 Medicals Appom/{';rnkmil:s
Employees may request time off for medical, appointments as follows:
Routine appoinfumenibs

Routine appointments suchy as GP, dentist and opticiary appointments should be: made oukside
of an employee’s normal school~working hours.
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Non~-Routine Appointments

For non-routine appomfm\,embs, suchy as emergency dentist appomtmen;ts, hosp'utal/
out-patient appointments/ treatmenty or NHS physiotherapy appointments, employees should
make every eﬁcor‘b to arrange a,ppombnemts outside of their school Working hours.

Where this proves impossible the employeer must request the time off and, provide proof of
appotnkment; prior to the appointment: Inv such cases, the: employee will be: granted up to three
hours’ paid time off for the appoinkment: Where more: than three hours is required for the
appointment, subjeot to agreement the, school may grant additioral unpaid; time.

I arv employee needs to attend a medicals appointment related to o disability and is covered,
bg the Equolikg Act (9\0|O), the leave will be dassbﬁed as dxsabllutg leave and @ manager wills
consider what is reasonable time oﬁ: to attend.

Arv outpatient: appointment is not normally recorded as sick leave: However, if an employee is
admitted to hosp'dwh or cannot attend work due to sickness foUowmg @ hospbtal; prooedure, this
is recorded as sicks leave.

Please note that time oﬂ: v suchy circumstances relates onbd to the employee)s OWrv
appom/’tnwmbs e, b would not cover attendance at a dependxmb child’s hospi/fal/ appomhnmib

Evidence of the appointment should be provided, with the application for leave of absence.
Ongo'mg Treatment

For ongoing regular treatment; the individual circumstances of each, case must be: considered:
Other than exceptional, circumstances this is unpaid if the appointments cannot be made
outside of the school d.ag Opb’uons may include the use of annual leave (where the empbogee
has o leave entitlement that carv be taken at times other thar school closure pe,r'uods), allow‘mg
the @mpboge,e/ to credit the time, unpaidJ leave, reduceds worl:ing week, ad;Ju)stmen}o of work
patterns etc. Adjusbnm}bs may be for a temporary or permanent perlod o,coording to need and
the school's abllbtg to support the optioru Please refer to the Sickness Absence Managemenb
Policy for further guidance

Ifan anpboge,e/ needs to attend a medical appointment, related to @ dusabtlp’od and, is covered bg
the Equclibj Act (R010), the leave will be classified as dlBClbleﬁj leawve and manager will
consider what is reasonable time off to attend: Please refer to the Schools D'usabilij’oj and,
Reasonable Adjustments Guidance withiny the Sickness Management Policy for  further
informakioru

6.10  Non~regular forces or Territorial Army
Whilst there s no requirement to allow time oﬁc for Jcro.lnimg for sb@ﬁc who are irv norv—regular
forces or the Territorial Army, the school will grant up to two weeks' paid time off for the
anrwual camp where b is not posslbl.e/ to arrange o camp v school hoUda.Hs.
Withy regards to w reservist who s called up for service (lznown; as mobllisaﬁon/), ﬂ\eg wills

usually get A8 days’ notice (although they may receive less notice if they are needed, urgently).
Arv empl.oge,e/ rv this sttuatiory is requiredJ to Ln/form; the Headteacher as soorv as possible whery

they know they are being mobilised.
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Whilst the school doesnt pay salary or pensiorv contributions during mobilisationy there is
financial assistance that bothy the employee and, the school (as employer) can claimu Further
wformahon; s provldedJ bg the M‘mi/s’trg of Defmoe/ at the po‘mi‘; of mobilisatioru

Ttis posslble to a,ppbj to cancel or debwj mobilisatior bf’thbs woulds serbousl,g harmv the abdubg of
the school to provide its services. Inv suchs circumstances you are adwised, to take adwice from
HR & OD Services.

6.11 Parental Leave
Parents have the statutory right to time off withoub pay during o period of their child's life.

The Headteacher will: consider applications from any employees who is o parent of a child up to
I8 years of ages regardless of their lengthy of service, and from, any parent; step-parent,
adop’ti;ve parent; or fos’&ar carer. This is inv additior to any n,gl’ubs to maternity, paternity and,
adoptiory leave.

The statutory entitlement is up to 18 weeks' leave for each child and adopted: child: The limit
orv how muchs parental leave eachs parent carv take i v year is & weeks for each child, (unless
agreed/o’t}wrwlsej).

This poliod provldes more ﬂ.exlbdbtg thary s’taku}oorg entitlements uv terms of ehglbd).kg criteriav
and how and when the leave car be takeru A requ;es’o willl be: considered, urv whole: weeks blocks,
d.ags or weeks, regardl,@ss of the circumstances. Sta/ﬁc do not have to take all the leave ab once.

Roques’os will also be: considered, for leawe irv hours, for exampl& o temporary reductiorv irv
working hours or a change inv work, patterns Applicants are required to give ab least al
days’ notice prior to taking this leave: Schools have the right: to postpone the leave for up
to 6 months if the employees absence would be unduly disruptive, save v certairy
circumstances (notclblg @fokher seel:,ing leawe inv addition to paternity leane, foUowwg the
birth of his child).

Members of the Local Government Pensiory Scheme must make contributions 'uf the unpoidz
leawe is for @ pe,rbod/ of up to 30 doxjs. Ifﬂ‘u@ unpo.l,d/ leave is for a continuous pe,r'uod/ of more
thary 30 days, the employee can choose to make contributions or not: Any unpaids leave for
members of the Teacher's Pensiony Fund, wills be: non-pensionable.

6.1&  Public Duties

Staff have o statutory right to reasonable time of f- (without pay) for undertaking public: duties.
Howewer, at the discretiory of the Headteacher the school carv gran}o up to o total of |18 d.ags'
paid leave each, academic year for public duties if they are:

o magistrate (also known as a justice of the peace)

a locals councillor

a school governor - withy & maximuny of up to fove du.ys poidJ for this porh'wlar duhj (of the
total 18 dmjs) or the equWolmb rumber of hours bubt onhj if these duties are carried out
withirv a Wigary school: They would otherwise be: unpaid.

a member of any statutory tribunal (eg. arv employment tribunal)

a member of the managing or governing body of anv educational establishment

o member of o health awthortkg
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a member of the General, Teaching Councils for England and Wales
a member of the Erwironment, Agency
@ member of the prisorv independent monikoring boards (England or Wales)

Additional leave, paid or unpaid, above these limits is ab the Headteacher (or
Governing Body)'s discretior

See also Jury Service which is o public duty.

6.13 Rdﬂgiou/s Observance

Whilst there is no legal requirement to provide time off for religious or belief observance; an
employee: may request leave of absence in order to celebrate key religious festivals or attend
ceremonies (not including wedding ceremonies) of up to three days unpaid, leave per
academic year.

Al requests should be considered, sgmpokheﬁmllg tahng into account whether the reques’o s
reasonoble and practicals This can be achieved by discussing the request with, the
employee(s) v arv attempt to reach, o mutual, agreement

It s important v all, cases to ensure that the criterias for deciding whether to approve or
decline the request is not dxreoﬂ;j or mdxreoﬂ;j disorlminaztorg.

In mohng decisions about leave of absence for religuous observance, the Headteacher (or
Governing Body) should take care not to disadvantage those workers who do not hold, any
relig‘uor‘u or belief, or who hold a di/fferenfo religiom or beli,ef to the emplogee,(s) who are

requesting leave.
6.14 SpedaL Leave (includes Bereavement)

Special leave carv be granted, inv the circumstances set out below. Any paid; special leave is
limited to o total of six days per academic year.

Time off for dependants: The Headteacher (or Governing Body) has the
Empbogees have begaL ngl'vb to discretion to determine whether any leave
reasonoble unpaid, time off during approved, ir this situatiory is paid, or unpaid,

Worblng hours for depemdamts this time oﬂ:'us
intended to deals withy unforeseen matters and There is no set amount of time allowed, to deal
emergencies. with any unexpected, event irwolving dependant
- b wills vary orv the event, bub for most cases

A dependant is defined as o spouse, childi | one or two days should be sufficient:
parenty and o member of the household or

elderly neighbour who is dependent: onv any School, allows one single: day, paid: for a single
employees for their care. It does not include sickness, to allow employees the opportunity to
tenants, lodgers or boarders. address the issue and make further
arrangements. This is to a maximum of three
Situations would: include: days inv one academic year. Any further days
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® o dependant falling birth, or is injured

® arrangements for care are unexpectedly
interrupted / terminated; for examples
childminder is takerv Ul

® dealing with, an unexpected incident whichs
irwolves a child, of arny employee whilst they
are inv the care of arv educational
establishment:

withiry the single absence; or ‘day I" following
three days takery will: be considered, but as
unpaid:

Wher considering requests for the leave; the
Headteacher (’d‘u@ Governing Bod;d) should
consider the availability of other appropriate
carers withirv the family unit

School, permits one paid day of leave per
sickness absence to enable emplogees to address
the Ulness and, make any necessary
arrangements. This entitlement is limited to o
NP UTU Y of three poidz dsz withiry ary
academic year. Any additional days taker as
part, of the same sickness absence, or any
furtherﬁrsbdog ofs'uckness once the anrual
limit of three paid, days has beerv reached; may
be approved but will be, unpctid

Headteachers should orv arv ongoing basis
monitor the numbers of d.ags' leave (pcud; or
unpaid) taker by employees to ensure that this

s not excessive:

Tume, oﬁc for empboge@s who are;
applying to become foster carers;
or
are approved foster carers and,
have a childs v plawnemb (or
have had o child, irv placement for
75 percent of the previous | months) or are o
fomily and, friends carer.

The above applies regardless of whether the
plawnen}b s withirv or outside of the V\/ugam
boroughu

Up to four d.ags' poid/ leave for empbogees
applying to become foster carers; of which up to
three days is for training and assessment and,

up to one day for panel approval

And for approvedJ foster carers: up to f’we
days’ paid leave for approved, foster carers to
atkend, review meetings or training.

The time off is per rolling 1& month, period,
commencing with the date of the first occasiory
of leawe, but wills also need, to oompbg withs the
limit of six days” special leave per academic

Hear.

Requests of time off must be discussed, and,
approved/ inv advance with the Headteacher.
Requests will, be: considered, inv arv individual
basis and, approve,(ﬂ subje,o’o to operahorwl/
requirements.

Very sick/terminally il child or close elderly
relative d,ependen)o upory ’dweemploge;e/for
daily care or living needs

Up to two days’ paid, leave cary be agreed, to
make arrangemem’os for ongolng care:

Up to a further 30 days” unpaid leave carv be
requested, (see also Dependants Leave).

Hospb’caL appoln)unemb of a child or close elderbd
relative d.e,pe,ndﬂw’o upony the emploge,e/ for d.mhj
care and, living needs

Paid, leave for initial appountment (up to three
hours).
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Any additional leave request may be paid; or
unpaid depending uporv the discretion of the
Headteacher

- any addihonﬂbpoid;lzawejshouldzonlg beup

to o maximum of six days.

Death of a close fwmbj member.

A close family member would include a; spouses
or partner, childs or parent of the empboge& A
grandparent who has had, responsibility for the
em,plogeés upbnngmg may also be included.

Uptosbx dags' paid;beawe/mduding ’d'wdag of
theﬁmerah

Deathv of o close friend,

Up to one day's paid leave to attend the
funeral

Where o member of staff is appointed as
executor of the will of any of the above~

Up to six days’ paid leawe (if this has not
already been granted orv account of the deakh).

mentioned: and is required’oo make all the,
necessary arrangements for the funeral, or have
culorug distance to travel to {'}wﬁmercll;

Other personal, domestic reasons as they occur.

The Headteacher may wish to exercise their
discretion to grant unpaid; speclﬂl/ leawe v suchy
For exclm,pl& uf anv em,pboge,e/ s unable to circumstances.
arrange a house move on the weekend, or during
the hohda;d per'uod4 the Headteacher (or
Governing Body) may wish to grant up to | day's
sped,al; leawe, irv suchy cases.

Each case should be considered orv its merits. Irv the case of a bereavement, consideratiory
should be gwens to the existence of other relatives to assist with funeral arrangements,
closeness offumibj and reiaﬁonship ands circumstances offhe bereavement.

6.15  Sports Representation

Empbogees carv request time oﬁc bf Jtheg have been asked to represe,n)o their coun}mj coun}og
regiorv or town irv av sporﬁng QOJQNUJOj

The Headteacher (or Governing Body), with the irwolvement of the local; authority (excluding

aoademws) canv determine whether and how nwdvleaweofabsenwshouldbegranted;m
suchy circumstances, and, determine whether this should be paid, or unpaid:

7 Appeals

An;emploge,e/who s unhappg wlﬂuﬂwdedslon/fakzmbg fh@Head}beacherconpubﬂwlr
complaint inv writing to the Governing Body within 10 working days of communication of the
decisiory regarding their leave of absence applicatior

A pane,b of at least three Governors will consider the complo.lmb and the Headteacher's
reasons for not approving the re,quest Boths the emploge;e/ and Headteacher will, be gwery the
opportunity to explairy their case to the paneli The meeting will follow the protocol for a
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hearing Please refer to Appendbx k. The Governors' decisiory wills be final, alithoughy they may
ask the, employee; and, Headkteacher to seek, alternative solutions and to re~present them to the
panel for consideratioru

Irv the case of Headteachers, requests willl be: considered, bg the Chair of Governors. If the
Headkteacher is unhappy with, the decisiony made; any complaints should be pub i writing and,
referred to the Governing Body for consideration (v accordance with the process set oub
above).

Fundmg OJ: Le;a,ve; Of AbS(’I\DPJ

Some types of leave of absence carv be funded, from de~delegated, monies through the public
services budg@b (exduding for amde,mws)

Datas Protectiorv

Where the Council; provides HR support to schools, and, irv this connectiory may therefore
hold, personals informatiors about staff irv schools, the Council; holds that informatiory irv
accordance with the General, Datas Protectiony Regulatiors (GDPR).

The school also holds personaL s’ta;ﬁc data irv line withy the GDPR, as set out irv the Datas
Privacy Primary Notice and, Recruitmenty and, Employment Privacy Notice: Further
informatiory orv GDPR s available from the schools

Further Irvforrrwﬁom

Information ts available orv the Employment; Handbook: for Schools, which is located on the
V\/ugam Trdtranet page; withy re,gards to other ’nge,s of leare, mdudxng

Adoptiory leave;
Maternity leare;
Paternity leave;
Maternity support leave;
Ante~natal care;
Sickness absence (includes Disability Leave);
Trade union duties (see Facilities Agreement);
Flexible working policy.
Leave of absence woulds not normally be granted, for staff booking holidays during termy time:

Where an employee, submits o request for leave of absence, and this is refused; and, the
employee then subsequently takes those dates off unauthorised; or as sickness absence; this
will: be irwestigated inv accordance withy the disciplinary procedure and, actiorv takens as
appropriate:
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10.3

Where unpaid leave s granted under this policy, support employees should be aware that iuf
unpaid: leave taken v one leave year adds up to more than & weeks, their annual leave
entitlement will be a;ﬁceoted For eachs month or part, monthvs leave takerv over the 4 weeks
the employee wills lost /1% of their annual leave entitlement:

Members of the Local, Government: Pension, Scheme must make contributions for unpaid,
leave Uf Wb s for @ period of up to 30 days. If the unpaid leave is for a continuous period; of
more than 30 days, the employee can choose to make contributions or not: Any unpaid leave
for members of the, Teacher's Pensiony Fund, wills be non;-pe,nslonabl&

The Headteacher (or Governing Body) will be responsible for ensuring that the HR
Employments Service: Centre (or payroll, provider) are aware of any pay adjustments required
irv respect of leawe of absence:
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Appendix | (Word, version available iy Employment: Handbook, for Schools)

Application For Leave Of Absence Wigan®

PLEASE USE BLOCK CAPITALS - OUNCH

Employee Details

Sumame First Name

S Position Title

{from your payslip)

ki School DFE No

Directorate s

PLEASE STATE NUMBER OF HOURS WORKED EACH DAY IN EACH JOB, IF MORE THAN TWO JOBS APPLY PLEASE USE AN
ADDITIONAL SHEET.

Job Titles WORKING PATTERN (TEACHERS ONLY: PLEASE STATE AM, PM, FULL DAY OR
(Must be HOURS TO BE DEDUCTED) Total No Of Hours To
provided) Deduct In This Post
Monday Tuesday | Wednesday | Thursday Friday Saturday Sunday

Job Title:

Job Title:

Dates of Absence

First Date Absent Last Date Absent Reason For Leave

Support Staff only:

Pension — If absence is longer than 30 days please tick one of the following:
[1 1wish to pay pension contributions during unpaid absence.

[ 1 1donot wish to pay pension contributions during unpaid absence.

[1 1donot pay into the pension scheme.

If you decide to pay contributions for your unpaid absence then on your retum to work a deduction for the full amount will be made from your

first avadable pay.

For Completion by Headteacher/Chair of Governors

Leave Recommended / Not Recommended Leave With / Without payment of Salary

(Delete as appropnate) (Delete as appropriate)

Employee Signature

Signature Name (Pieaze Prit)

Contact Number Date

Certifying Officer (Please note you must be authorised as a certifying officer by your Headteacher/Chair of Governors)

Signature Name (Pieaze Priz)
Position Title Contact No Date
HR Input Only Input by Date

Return to : (Add school email contact for leave of absence applications)
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Appendbx & - Summary of Types of Leave of Absence

Court Attendance v (if Paid No limit specified | Unpaid time off for voluntary 6.l
summoned) witnesses
Electiorv Duties Paid, Day of Electior 6.3
only
Examinatiorv Leave Paid, / Unpaid; Tume oﬂ: for Paid - where the exam is 6.3
examinatior onlg linke»d/supporfs the emplogee's role,
withirv school
External Examiner / Verifter or Paid, / Unpaid; Fees earned dunng directed time are. | 6.4
Moderator Up to & days for to be paid back to school / time taken

5 dsz for%)hmr unpaid; Aruj costs to school are painJ
of Examiners inv fulle

Fertility Treatment Paid, Up to 5 days (o 6.5
further 5 days
can be taken as
anrwal leave, 'UJC

Guest Ledtureship and, ConsuL’tonoH Paid, / Unpaid/ Number of d.ags granibed; Paid, up to 6.6

a dmjs where any remuneratiory to be
retained by school, / cover costs

No limit specifieds | covered: Or unpaid,

Interview Leave Paid Additional, unpaid leave above the 6.7
Up to 5 days limits specified
Jury Service \ (subject to Paid No statutory duky to grant time off | 6.8
conditions) but refusal, to grant time off would,
be o contempt of court.

Carv apply for exception if the
absence would, likely have o serious

Not specified, effect onv the running of the schools
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Medical, Appointments Paid, Up to 3 hours Additional time off above specified 64
for non-routine limiks, unpaid,
appointments
Approval of disability leave
Nory Regubar Forces and Territorial Paid, Up to & weeks uf Whether to oppbd to cancel or d@fer 6.10
Army (TA) TA camp mobilisatiorv of o reservist wherv the
arranged/ dunng needs of the school cannot be
termu time: No maintained, durmg the absence:
it
spw;ﬁed for
Reservists
Parental Leave v Unpoid Up to 18 Granted, unpoid/ time oﬁc when the 6.1
weeks needs of the school carv be
maintained, during the absence.
Public Duties V Unpoid Not sped;ﬁed Paid, up to 5 dags - where the publio 6.1
duty is linked, / supports the
emplogeés role, withirv school.
Religious Observance Unpaid, Up to 3 days Granted unpaid, time off when the 6.13
needs of the school carv be
maintained durmg the absence.
Special leave V' (legal right Paid / Unpaid: | Up to 6 days paid | Irv the case of a very sick/terminally | 6.14
applies to (de/ﬁne,d lumits Ul child, or close eid.erbd relative
unpaid, withirv this dependent; upony the: employee for
dependant’s depending uporv daily care or living needs -grant up
leave only) nature of to o further 30 days” unpaid, leave:
absence). Inv the case of dependanis leave; this
[V} unpcud
No limit seb orv School permits one paid day of leave
unpoidJ leawe. per sickness absence to enable,

employees to address the illness and,
make any necessary arrangements.
This entitlement is limited to a
maximum of three paid days within
arv acadenmic year. AruJ additional

Hand in [Hand with Jcsus’




& AID4 s
‘ny

£
WA

days takerv as part of the same
sickness absence; or any further first
da):J of sickness once the annual limit
of three paid days has beer reached,
may be approved; but will be unpaid

Inv the case of personal ands domestic
reasons, this is unpaid:
Spor‘ts Represenfwﬁorv Ur\poid; No limit Granted, unpabdz time oﬁ: when, the, 6.15
specified needs of the school carv be

mmnkmnaddurmg the absence.
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Appendix 3
AppeoL He,orlng Protocol

Chairs of appeal; comumittees hearmg appeols shoulds ensure that all pcu‘h’es have o commory
understanding and: agreement o the order of presentation

Preliminaries

a) Those present will be: as follows:
The appeal, panel of ab least 3 Governors will; consider the complaint and the
Headteacher's reasons for not approving the request (and, HR Representative where
applicable);
The Headteacher/ Chair of Governing body (v the case of the Headteacher) (and, HR
Representative where applicable);
- to present the case for the decisior
Employee (and representative) - to present the case for the appeal
Wiknesses called by either side or the appeal panel (nob irv the room until, called)

Also present may be:
In the case of Communbtg Schools, @ representative for the Director of
Childrervs Services (&9. V\/ugam Councilb HR Represen)wﬁ)ve/, uf not HR prov'uder)

b) The emploge@, representative, Headteacher/Chair of Governing Bodg (v the case of o
Headteacher) who made the decistory wills enter the room together, when rwited, to do so
by the panel.

The Appeal, Hearing protocol

l. The Chair of the appeol; pan,eb introduces all porhes, and outlines the prooedur&

. The employee; or their representative; will, present the case for appeal: They may call
witnesses.

Questioning of witnesses proceeds in the following order:-
Emplogee and, representative may questiory the witness;
Headteacher/Chair of Governing Bodxj (Ln/ the case of Q Hendkeacher) who made the
decisiory and, HR Represeni'ﬂh/ve (uf applimbl@) questiory the witness;
Appeal Panel, members/HR (if applicable) may questior the witness;

Witnesses leave the roomv ab the conclusiory of their evidence and, examination

3. The employee; or their representative concludes their (case) presentation of the grounds
for appeal,

b, The Headteacher/Chair of Governing Body (irv the case of a Headteacher) who made the
decision and, HR Representative may seek clarificatiory from the employee:

S. Members of the appeal; panel, and, the Directors representative/HR (if
applicable) may seek clarificatiors from the employee.

6. The Headteacher/Chair of Governing Bod.g who made the decisiorv and, HR
Re,prejser\kaki/\/e/ (f applimble) pub forward, the case for the decisioru

Hand in [Hand with Jesus’



& AID4 s
‘l@‘

NST AT
They may also call other witnesses.

Questioning of witnesses proceeds in the following order:-
The Headteacher/Chair of Goveming Bod)d (Lm the case of of Headkeapher) who made
the decisiory and, HR Representative (if applicable) question the witness;
Employee and, representative may questior the witness;
AppeaL Panel members and, Director’s Repr@sen;’tahNe/HR (f applimbl@) may questiory
the witness.

Witnesses leave the roomv at the conclusior of their evidence and, examination

7. The Headkteacher/Chair of Governing Body who made the decision/HR
representative (if applicable) conclude the presentation of case for the decisioru

8. The e;nploge@ or representative may seek clarification from the, Headteacher/Chair of
Governing Body (irv the case of o Headteacher) who made the decision/HR
representative (uf applimble).

q. The appeol; paneb and, the directors re,presenfwh/ve/HR (uf ctpplimbb@) may seek clarificatior
from the Headteacher/Chair of Governing Body who made the decision/HR representative
(if applicable).

10. Theappeol;panebmag choose to calLanHﬁ.rU\erwifmesses H‘lﬂbﬂ'\&J determine
necessary, and, allb parties will have ary opportunity to questiorv the witness.

. The em,pbogee or representative s afforded the opportunity to summarise their case (no
new evidence may be introduced).

| The Headteacher/Chair of Governing Body/HR representakive (if applicable) sums up (no
new evidence may be introduced).

13 Al retire from the room except the appeals panel, and, the Director’s
Representative (if applicable).

L Theappeals panel consider the evidence and determine whether to:

Uphobd/ the appeaL and, therefore granting the request from the

employee irv fulls (or part).

Uphold, the decisiony

The Governors decisiony will be final althoughy they may ask the: employee
and, Headteacher to seek alternative solutions and to re~present them to the
panel for consideratior

5. Before reaching o decisiony the appeals panel, may recall; the parties to clarify points
and/or adjourny for further consideration irwestigakion Uf required:

6. The employee/representative and, the Headteacher/Chair of Governing Body who made
the decisiory /HR representative (if applicable) are irwited to return and are informed of
the decision: There is no further right of appeal: Iy some cases and with, agreement; the
decision may be, oorwe)ged viaw the Jcel.ephon@ or v writing.

I7. The decision is normally confirmed, inv writing withiny 5 school working days.
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