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Introduction 

1.1 The values of Schoolsworks Academy Trust highlight the importance of strong relationships 

within our academies together with providing positive and supportive working environments.  

We recognise that employees may, at times, need some time away from their duties at the 

School for family or personal reasons where it is not possible to arrange these during school 

holiday periods. . This policy is designed to be supportive of employees’ needs and minimise 

the impact on educational delivery to our pupils.  All options will be considered including 

granting time off in lieu where the Headteacher deems this appropriate.  Leave of absence is 

not an entitlement to a number of days off per year. It is expected that requests will only be 

made for leave of absence in term time once all other possible alternatives have been 

considered. 

 

1.2 The amount of leave of absence granted and reasons for doing so can differ between teaching 

and support staff and from one employee to another.  It is also important to bear in mind that 

such entitlements must be considered against the overall working arrangements of the 

different categories of employee and, in particular, the need for arrangements to be made to 

cover such absences. An employee’s attendance and disciplinary record may also be taken into 

consideration where appropriate. 

 

1.3 All periods of leave of absence will be recorded and considered on a rolling 12-month basis.  

 

1.4 Any employee who is suspected to have abused the provision for time off may be subject to 

disciplinary proceedings in line with the Trust’s Disciplinary Procedure. 

 

1.5 This procedure does not form part of any employee's contract of employment and it may be 

amended at any time.  We may also vary this procedure, including any time limits, as 

appropriate in any case. 

Scope and purpose of this policy 

1.6 The purpose of this policy is to ensure that employees within the Trust understand how 

requests for leave will be considered by the Headteacher.  It will also ensure that each request 

will be considered on its merits, and employees across the Trust are treated in a fair and 

consistent way when requesting time away from work. 

 

1.7 The procedure applies to all employees regardless of length of service. It does not apply to 

agency workers.  

 

1.8 This procedure is used to deal with requests for absence from work for the reasons contained 

within this policy. It does not cover requests for flexible working, maternity, paternity, and 

parental or adoption leave. Information on these can be found in the relevant policy within the 

Trust. 

Process for making requests 

1.9 The Trust recognises that it may not always be possible to request certain types of leave in 

advance, for example, bereavement leave, compassionate leave and leave in emergency 

situations.  Where it is not possible to request leave in advance employees should contact the 

Headteacher or Deputy Headteacher as soon as possible to tell them the reason for the 

absence and the number of days leave that they anticipate being absent. The Headteacher or 

Deputy Headteacher will then discuss the situation with the employee and agree on the next 

steps. 
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1.10 Employees should ensure that other than in emergency situations they give the maximum 

notice possible of any proposed absence (at least 2 weeks) to enable the School to consider the 

request carefully and to ensure that cover can be implemented where required.   

 

1.11 Applications and/or requests made under this policy must be recorded on a Personal 

Discretionary Leave of Absence form (at Appendix 1) following a discussion with your line 

manager, and then submitted to the Headteacher.  The Headteacher will refer the request to 

the Trust HR Manager or Executive team for further guidance if deemed necessary.  The 

Headteacher will discuss the decision with the employee when it has been made.  Please note 

that in all cases the decision to agree to a request will be at the absolute discretion of the 

Headteacher.  Where a request is refused, the form will include written reasons for the refusal 

and if you are dissatisfied with the decision, the employee may make a complaint under the 

Trust Grievance Procedure.   

 

1.12 Where it is possible to do so in advance or when the employee returns to work after taking time 

off under this policy, we might ask you to provide evidence for your reasons for taking the time 

off.  

 

1.13 When considering the reasonableness of any request, the following will be considered: 

● The purpose 

● The amount of time requested 

● The number of occasions for which leave of absence has been requested in the past 

 

1.14 When leave is granted without salary, deductions from the monthly salary payment will be 

made on the basis of an average day’s equivalent pay rate based on the individual’s grade, 

weekly hours and number of days worked. 
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Reason for Absence Period of Absence Paid / Unpaid Notes 

Parental Bereavement Leave, other bereavement 

leave and compassionate leave 

 

Parental Bereavement Leave (PBL) 

For parents, with parental responsibility, to help 

them cope with the death of a child under the age of 

18 years.  This includes: 

● birth parents,  

● adoptive parents,  

● individuals who are fostering to adopt,  

● legal guardians,  

● most foster parents, (excluding short term 

and emergency foster care),  

● intended parents under a surrogacy 

arrangement, 

● those who look after a child in their home 

other than a paid carer and have done so for 

at least 4 weeks 

● parents who suffer a stillbirth after 24 weeks 

or more into pregnancy.  

 

 

 

 

 

 

 

Up to 2 weeks 

 

 

 

Paid/Unpaid 

Employees may be entitled 

to statutory parental 

bereavement pay (SPBP) or 

normal pay  for parental 

bereavement leave if they 

meet the below criteria: 

 Have 26 weeks 

continuous service with 

the Trust ending on the 

Saturday before the child 

died; 

 Have normal weekly 

earnings in the eight 

weeks up to the week 

before the child death 

that are not less than the 

lower earnings limit for NI 

contributions. 

 

 

 

 

Parental bereavement leave will be 

granted as a single block of 2 weeks or 2 

separate blocks of 1 week at different 

times. This leave must be taken within 56 

weeks of the loss of the child 

 

If parental bereavement leave is taken 

straight away and during the first 8 

weeks after the child has died, there is no 

requirement to give advance notice of 

PBL. However, employees should make 

contact with the School to inform of the 

reason for their absence. 

 

Any parental bereavement leave taken 

after the initial period will be subject to at 

least 1 weeks’ notice to the employer. 

Employees taking parental bereavement 

will be asked to produce a written 

declaration to confirm they are entitled 

to the leave. 

 

Entitlement to maternity leave and pay is 

not affected if a child has died or been 

stillborn. Maternity leave can be taken in 

addition to parental bereavement leave. 
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Other bereavement leave and compassionate 

leave 

 

Bereavement leave may be granted to help 

employees cope with the death of an immediate 

family member (son, daughter, father, mother, 

brother, sister, husband, wife, partner, grandmother, 

grandfather, grandchild and similar in law) to deal 

with necessary arrangements and attend their 

funeral. 

 

Where more than 2 days absence is required to 

attend a funeral of an immediate family member 

(e.g. due to travelling) 

 

To attend the funeral of someone other than in the 

employee’s immediate family (i.e. cousin, aunt, uncle, 

nephew, niece). Children are covered separately in 

the parental bereavement section above. 

 

 

Compassionate leave may be granted to help 

employees where they need to deal with necessary 

arrangements for or assist a close relative who is 

seriously or critically ill.  

 

 

 

 

In relation to close relatives acting as a 

guardian/parent (no legal standing).  

 

Where more than 1 day's absence is required in 

relation to someone other than in the employee’s 

immediate family (e.g. due to travelling)  

 

 

 

Up to 5 days 

 

 

 

 

 

 

 

Up to 2 day 

 

 

 

Up to 1 day 

 

 

 

 

 

Up to 5 days paid, and 

further days unpaid 

assessed on a case by 

case basis 

 

 

 

 

Up to 1 day 

 

 

 

Paid 

 

 

 

 

 

 

 

Paid 

 

 

 

Paid/Unpaid 

Normally unpaid, however 

the HT will consider cases 

on an individual basis 

 

 

Paid/Unpaid 

 

 

 

 

 

 

 

Paid/Unpaid 

 

 

Unpaid 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Headteacher may exercise their 

discretion in relation to granting unpaid 

leave for any other relative or close 

friend/neighbour, depending on the 

circumstances. 

 

This does not apply in the case of 

domestic emergencies, or where normal 

caring arrangements have been 

disrupted. We will consider 

compassionate leave for other traumatic 

events or difficult personal circumstances 

on an individual case by case basis. 

 

At the discretion of the Headteacher. 

 

 

 

 

 

Please note:  
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In all instances when agreeing the 

amount of leave the School/Trust will 

take into account such factors as 

existence of other relatives to assist with 

funeral arrangements; closeness of 

family and the circumstances and 

relationship of the employee to the 

deceased/seriously or critically ill person. 

  

The family relationships given above are 

therefore only for guidance. 

 

The usual maximum number of paid 

days leave of absence granted under the 

category of compassionate leave will be 5 

in one rolling year. 
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Dependants (Time off for) 

The law recognises and the Trust respect that there 

will be occasions when an employee will need to 

take time off work to deal with unexpected events 

involving one of their dependants.   

 

All employees have the right to take a reasonable 

amount of unpaid time off work when it is necessary 

to: 

● provide assistance when a dependant falls ill 

or has become too ill to cope on their own, 

gives birth, is injured or assaulted; 

● make longer-term care arrangements for a 

dependant who is ill or injured; 

● take action required in consequence of the 

death of a dependant; 

● deal with the unexpected disruption, 

termination or breakdown of arrangements 

for the care of a dependant; and/or  

● deal with an unexpected incident involving 

their child during school hours (or those of 

another educational establishment). 

 

 

 

 

 

Longer Term Dependency Leave 

There may be exceptional circumstances where 

longer term Dependency Leave may be required 

where the employee is the primary carer of the 

dependant. For example where there is a serious 

illness of a dependant which makes it particularly 

difficult for them to attend work or where there are 

other serious or complex family or domestic 

 

Reasonable time off will 

not normally be granted 

for more than 5 working 

days (paid) in any one 

rolling year and is subject 

to a good attendance 

record.  More than 5 days 

will normally be unpaid, 

however the HT will 

consider cases on an 

individual basis. 

 

 

 

 

 

 

 

 

Paid/Unpaid  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

All absences due to long 

term Dependency Leave 

are unpaid. 

 

 

A dependant for the purposes of this 

policy is: 

● an employee's spouse, civil partner, 

parent or child, in-laws or other family 

member where the employee is the 

named carer; 

● a person who lives in the same 

household as the employee, but who is 

not their tenant, lodger, boarder or 

employee; or 

● anyone else who reasonably relies on 

the employee to provide assistance, 

make arrangements or take action of 

the kind detailed.   

 

Employees are only entitled to take 

reasonable time off under this policy 

where there is an immediate crisis and it 

is necessary to take action in relation to a 

dependent.  This will depend on the 

nature of the problem, the closeness of 

the relationship between you, and 

whether someone else is available to 

assist. 

 

 

Employee’s should note that for the first 

30 days of any period of unpaid leave, 

LGPS contributions will automatically be 

deducted from an employee’s pay on 

their return to work and the period of 

leave will therefore count as service for 

pension purposes. For a period of 

Dependency Leave in excess of 30 days, 

the employee has the option to choose 
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situations where there are compelling 

compassionate grounds for granting leave.  

whether to pay these pension 

contributions. If an employee chooses 

not to pay these contributions, this 

period will not count as service for 

pension calculation purposes. For 

Teachers in the Teachers’ Pension 

Scheme, please contact the pension 

helpline on 0845 6066166 for 

information re contributions. 

 

Please note: 

If the employee knows well in advance 

that a problem might arise or the 

employee wishes to take time off to care 

for a dependent themselves, rather than 

make alternative arrangements, this 

policy will not apply.  The employee 

should make other arrangements to deal 

with such situations. 

 

Employees will only be entitled to time 

off under this policy if, as soon as is 

reasonably practicable, they tell the 

Headteacher/ line manager: 

 

● the reason for the absence; and 

● how long you expect to be away 

from work. 

 

Employees who fail to notify us as 

required, they may be subject to 

disciplinary proceedings under our 

Disciplinary Procedure for taking 

unauthorised time off. 
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Domestic, Personal and Family Reasons 

Leave to be granted under this provision may 

include the following, but the Headteacher will 

consider each set of circumstances on the facts, 

including the nature of the request, the relationship 

of the employee to the person the request relates to 

where applicable and whether the event or incident 

is an exceptional circumstance that could not be 

arranged outside of normal working hours: 

 

● Moving house 

Employees should normally make arrangements for 

moving house outside normal working days. Where 

this is not possible, up to 1 day’s leave may be 

granted (per rolling year). It is to cover that day only 

and is not an allowance that can be taken in lieu. 

 

● Study / Exam leave 

For leave required for study/exams related to 

continuing professional development. 

 

 

 

● Sabbaticals 

Leave may be granted unpaid, at the Headteacher’s 

discretion. Requests should be made in writing to 

the Headteacher/CEO for consideration. Requests 

will be considered fairly and after 3 years of 

continuous good service.  

 

● Other special events 

The School/Trust recognises that in exceptional 

circumstances there will be special events in an 

employee’s family life that cannot be arranged 

outside normal working days e.g., graduation 

 

 

 

 

 

 

 

 

 

 

 

Up to 1 day (per rolling 

year).  

 

 

 

 

1 half day per 

examination may be 

granted, up to a 

maximum of 5 days per 

rolling year. 

 

Paid OR unpaid leave of 

absence may be granted 

(depending on the 

circumstances) for 

domestic reasons (urgent 

or otherwise) as detailed 

below. 

 

 

 

Paid 

 

 

 

 

 

Paid 

 

 

 

 

 

Unpaid 

 

 

 

 

 

 

Paid/Unpaid 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Any leave granted is to cover that day 

only and is not an allowance that can be 

taken in lieu. 

 

 

 

 

 

 

 

 

 

The sabbatical template (Appendix 2) 

should be used to determine the impact 

on the school. 

 

 

 

 

The School will consider requests for 

time off for these purposes on a case by 

case basis 
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ceremonies, weddings, school productions, sports 

day.  

 

● Holidays in term time 

Holidays in term time will not be granted, except by 

special arrangement with the Headteacher or 

specific contractual provision. Each request will be 

considered on its merit and treated fairly, and may 

be granted without pay.  

 

 

 

● Urgent domestic business 

This would enable the employee to deal with 

emergencies of a domestic nature e.g., flooding, 

structural damage, burglary etc. 

 

Special absence for other personal or family reasons, 

e.g., Essential support to close relatives who live 

abroad or to nurse a sick person may also be 

considered in exceptional circumstances where the 

employee has a minimum of one year’s service at the 

date of commencement of the leave. A holiday will 

not be considered as an exceptional circumstance. 

Plans or arrangements for the time off should not be 

made by the employee until they have received a 

decision in relation to their request and their request 

is granted, if appropriate. 

 

 

Unpaid (unless contractual 

entitlement) 

 

 

 

 

 

 

 

 

 

Employees are expected to request this 

time off in writing (on a Personal 

Discretionary Leave of Absence form) 

and provide full details and supporting 

evidence in good time prior to the 

intended holiday to the Headteacher in 

the first instance. If this process is not 

followed or the time off is not granted 

but the employee still takes the holiday, it 

will be classed as unauthorised absence, 

which will invoke the disciplinary 

procedure. 
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Health and Welfare 

 

All efforts should be made to arrange appointments 

on the employee’s non-working day(s)/outside 

working hours. Where this isn’t possible the 

Headteacher may grant time off to allow employees 

time to attend hospital appointments, medical 

examinations or treatment for themselves, their 

spouses or their children.  Employees are expected 

to provide evidence of their requirement to attend 

any medical appointments.  

 

All employees are encouraged to attend medical 

appointments for preventative screening, such as 

smear tests, mammograms, prostate examinations. 

These appointments are covered by this policy. 

 

Employees who donate blood/plasma, bone marrow 

or other medical tissue are encouraged to do this 

outside of working hours. Where this is not possible, 

requests for time off to attend appointments to 

make donations required for an employee's own 

treatment or treatment of a family member will be 

considered under this policy 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Up to a maximum of 5 

occurrences in any one 

rolling year. 

 

 

 

 

 

 

 

 

Up to 15 days 

 

 

 

 

Over 15 days 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Paid/Unpaid.  Normally 

paid, however this is 

dependent on attendance 

record.  The HT will 

consider cases on an 

individual basis. 

 

 

 

 

 

Paid. 

 

 

 

 

May be granted, but will be 

unpaid. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When requesting time off to attend 

hospital appointments for spouses and 

children, the Headteacher must be 

reasonable. E.g. time off would be 

approved to attend a pregnancy scan, 

but not every midwife’s appointment. 

 

 

 

 

 

 

 

 

 

 

Regular general blood donation sessions 

are not included as donation clinic times 

are available outside of working hours. 

 

 

Please note: 

Requests for time off for medical 

appointments in relation to adoption, 

pregnancy or a disability will be 

considered under other relevant policies. 

 

Employees who are planning to undergo 

a course of fertility treatment or are 

planning to become a surrogate should 

discuss with their Headteacher their 

treatment plan and requirements for 

time off.  
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Elective surgery On a case by case basis On a case by case basis Entitlement to sick pay is subject to 

medical evidence that the procedure is 

medically necessary in proposed 

timeframe.  Staff may be required to use 

annual leave for purely elective 

procedure. 
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Interviews 

The Trust acknowledges that many interviews span 

more than one day and an employee seeking 

alternative employment may have a number of 

interviews. 

 

 

 

 

 

 

● Where an employee chooses to view an 

establishment during working hours in 

advance of an interview, this will be 

supported but be without salary. 

 

Up to 3 days off (per 

rolling year) 

 

 

 

 

 

 

 

 

 

 

Up to 3 days with pay, or 

without pay thereafter. 

 

 

 

 

 

 

 

 

Unpaid.   

Please note: 

Employees must inform their 

Headteacher of the time, date and 

duration of the interview as soon as they 

have this information, and complete a 

Personal Discretionary Leave of Absence 

form; so that the request can be 

considered promptly to avoid 

disappointment. Employees may be 

asked to provide evidence of interview. 

 

If an employee’s absence is excessive due 

to interviews and becomes unreasonable 

and/or unmanageable, then it would be 

appropriate to bring this to the 

employee’s attention and ask the 

employee to be more selective in their 

applications. The employee should also 

be encouraged to seek feedback after 

unsuccessful interviews and be given the 

opportunity to talk this through. 
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Time off for public duties 

The Trust supports employees to perform certain 

public duties that they may be committed to 

undertake and will give them time off to do so where 

it does not conflict with the operational needs of the 

School. The School is not obliged to grant employees 

paid leave for these purposes. The circumstances in 

which we are prepared to do so are set out below. 

 

Jury service 

Employees should tell the Headteacher as soon as 

they are summoned for jury service and provide a 

copy of the summons if requested. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Unpaid 

 

The Trust is not required to 

pay employees while they 

are absent on jury service. 

The onus for recovering 

allowances lies with the 

employee. You will be 

advised at court of the 

expenses and loss of 

earnings that you can 

claim. You must claim the 

allowances to which you 

are entitled and inform the 

School of the allowances 

you receive. The employee 

retains the allowance and 

their salary is reduced by 

the same amount. Failure 

to claim allowances will 

result in the amount that 

could have been reclaimed 

being charged to the 

employee. 

 

 

 

 

 

 

 

 

 

 

 

 

Whilst granting time off for jury service is 

not discretionary, depending on the 

demands of the School, we may request 

that the employee applies to be excused 

from or have the jury service deferred. 
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Voluntary public service 

Time off without pay to carry out certain public 

duties is a legal right. Where an employee 

undertakes a statutory public duty, they are entitled 

to a ‘reasonable’ amount of time off work. 

Public service duties that may be granted up to 22 

attendances paid leave a year include: 

■ Tribunal member 

■ Justice of the Peace/Magistrate 

■ Local councillor 

■ Local Authority 

■ Member of a relevant health authority 

■ Member of a board of prison visitors or prison 

visiting committee  

■ Police Authority 

■ Lay visitor to police stations  

 

External School/College Governors (i.e. for schools 

other than Schoolsworks Academy Trust schools) to 

carry out their normal activities as Governors; such 

as visiting the school/college whilst in session or 

attending committee meetings. 

Up to 22 attendances a 

year. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Up to 6 half days leave 

(or equivalent in hours) 

per academic year, at the 

discretion of the 

Headteacher. 

 

A further 2 days (or 

equivalent in half days or 

hours) may be approved 

to assist in the 

appointment of staff or 

performance review of 

the Headteacher or 

similar responsibilities as 

a Governor. 

 

Paid 

 

Any additional leave will be 

granted on an unpaid basis 

subject to the exercise of 

our discretion to grant 

further paid leave. 

 

 

 

 

 

 

 

 

 

Paid 

Where an allowance is claimable for loss 

of earnings the employee must claim and 

pay the allowance to the School. 

 

If an employee is unsure whether a 

public service that they perform is 

covered by this policy the employee 

should speak to their Headteacher. 

 

As soon as an employee is aware that 

they will require time off for performance 

of a public service they should notify 

their Headteacher and complete a 

Personal Discretionary Leave of Absence 

form (Appendix 1), providing full details 

of the time off that is being requested 

and the reasons for the request. 

 

The School/Trust will agree to requests 

for time off to undertake public duties 

wherever reasonably possible having 

regard to the criteria set out in this 

policy. 

 

Each request for time off will be 

considered on its merits, in the 

circumstances in which it is made 

including: 

● Whether the activity is reasonable 

in relation to the employee’s 

employment. 

● How much time off is required to 

perform duties as a whole and 

how much for the particular duty 

in question  
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● How much time off the employee 

has already taken for the public 

duty in question 

● Whether the employee is already 

being given time off from work 

for other activities. 

● How the employees absence will 

affect the School 

 

The Headteacher therefore has the ability 

to exercise discretion within the 

maximum limits set. For statutory bodies, 

the law only refers to attendance at 

committee meetings, not to any other 

related attendance.  Situations may occur 

where an employee asks for time off for 

meetings of an official subset of the 

committee; the request should be 

considered favourably within the 

confines of ‘reasonableness’. 
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Reserve forces duties 

We are aware that employees who are members of 

the Reserve Forces (the Territorial Army, Royal Navy 

Reserve, Royal Marines Reserve or Royal Auxiliary Air 

Force) may be called-up at any time to be used on 

full-time operations and will be expected to attend 

regular training. 

 

Employees who need time off for reservist 

commitments are expected to use existing holiday 

entitlement. 

 

In exceptional circumstances we may grant 

additional leave in order for these commitments to 

be met as follows: 

● A teacher or term time only support staff 

who is a volunteer member of the non-

regular forces is entitled to attend Summer 

Camp in school closure as required with 

normal pay. 

 

● Support staff working throughout the year 

who are volunteer members of the non-

regular forces are entitled to attend Summer 

Camp in School closure and in addition to 

being able to take their normal annual leave, 

5 days normal pay will be granted. 

 

● Employees, who, as members of the 

Territorial Army and Volunteer Reserve are 

required to undertake training additional to 

attendance at Summer Camp where the 

employee cannot arrange for such training to 

take place on days when they would not be 

working, shall be granted paid leave, subject 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5 days 

 

 

 

Paid (using existing holiday 

entitlement) 

 

 

 

 

Paid/Unpaid 

 

 

 

 

 

 

Paid 

 

 

 

 

Paid 

 

 

 

 

 

 

 

 

Paid 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Where loss of earnings is paid in the 

cases to the left, the employee must 

claim and pay the allowance to the 

school. 

 

 

Whilst we will do everything possible to 

meet an employee's request for leave it 

may not always be possible for 

operational reasons. If we receive notice 

that an employee has been called-up 

there may be occasions when we need to 

apply to an adjudication officer for the 

notice to be deferred or revoked if their 

absence would cause serious harm to the 

School (which could not be prevented by 

the grant of financial assistance). 

 

Once the employee's military service has 

ended they may submit a written 

application for reinstatement to their 
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to the exigencies of the school and approval 

by the Headteacher. 

 

● Where the employee is called up to serve for 

longer periods, in accordance with the 

Armed Forces (Safeguard of Employment) 

Act 1985, time off will be granted and their 

employment will be protected in accordance 

with those statutory arrangements.  

 

 

 

 

 

Where loss of earnings are 

paid by the armed forces, 

any time off will be without 

pay. 

employment notifying their Headteacher 

of the date on which they will be 

available to restart work.  

 

If it is not reasonable and practicable to 

reinstate the employee into their former 

employment we will offer the employee 

the most favourable occupation on the 

most favourable terms and conditions 

which are reasonable and practicable. 
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Professional Examination Duties 

Schoolsworks recognises that many teachers work 

as part-time external examiners, verifiers or 

moderators as a useful form of personal 

professional development and because the 

knowledge and skills they gain are useful to their 

own school and pupils. 

 

The School will authorise leave for teachers to 

undertake professional duties in connection with 

GCSE, GCE A Level and other public examinations in 

line with the provisions of the Burgundy Book 

(Section 6).  This also gives details of how the school 

may be reimbursed when a teacher has to be 

released.  

 

The School may also approve for teachers' 

attendance at a meeting of examination bodies or 

acting as an examiner or moderator for them, but 

only where the teacher’s own school is involved with 

the examination body. 

 

For Headteachers who undertake specific duties for 

external educational agencies for the benefit of the 

school (i.e. Ofsted Inspections, NCSL, DfE) leave may 

be granted as necessary with salary. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Up to 5 days per rolling  

year 

 

It is recommended that 

where absence is 

approved with pay, any 

fees other than for work 

that is outside of directed 

time, should be paid back. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Paid 

 

To a large extent, absences can be 

planned well in advance to cause 

minimum disruption, and this could be 

encouraged. 

Redundancy – support for job seeking 

Employees who have been identified by the School 

as redundant will automatically be allowed 

reasonable time off with salary to support them with 

securing alternative employment or to arrange 

training for future employment.  

 

The amount of time-off is 

at the discretion of the 

Headteacher.   

 

Paid 

 

Each case will be considered on its 

merits. 
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Religious Festivals 

Employees whose religious beliefs observe festivals 

which fall on days upon which they would normally 

work, may be granted. 

 

Up to 4 days 

 

 

 

Unpaid 

 

Employees must inform the Headteacher 

at the start of each academic year of any 

dates that they may need to request time 

off for. Where this is not possible 

employees should provide this 

information as soon as they are able to 

and no later than 10 working days before 

the date of the requested leave.  
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Time off for trade union duties and activities 

The Trust wishes to support employees with time off 

for trade union activities. 

 

Trade union representatives are entitled to 

reasonable paid time off to carry out trade union 

duties and activities, to undergo training and to 

accompany a worker to a grievance or disciplinary 

hearing.  A trade union representative means an 

officer of the union or an employee elected or 

appointed in accordance with the union's rules to be 

a representative of union members in the workplace. 

 

Union learning representatives have a right to 

reasonable paid time off to perform their duties and 

undergo training. 

 

Union members have a right to reasonable unpaid 

time off when taking part in trade union activities. 

  

 

 

 

 

Paid 

 

 

 

 

 

 

 

 

Paid 

 

 

 

Unpaid 

 

Employees should be aware that there 

will be occasions where, for operational 

reasons, or where the Headteacher 

believes the time off to not be 

reasonable, requests can be declined.   

 

Each application for time off will be 

assessed on its merits and the 

determination will ultimately depend on 

the needs of the School at the time of the 

request and consideration will be given 

to:  

● the nature and timing of the 

request;  

● the amount of time off previously 

granted or planned for the 

future; 

● the number of representatives or 

members seeking time off within 

a given period; and  

● the legitimate need of the union 

representative or union learning 

representative to discharge their 

functions.   

 

If a union representative, union learning 

representative or union member is 

aggrieved by a decision to refuse time off 

to undertake their duties, training or 

activities, they should raise the matter in 

accordance with the Trust grievance 

procedure. 
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Time off for union representatives – duties 

Employees who are representatives of an 

independent trade union recognised by the Trust for 

collective bargaining are permitted reasonable paid 

time off to: 

● carry out their duties in connection with: 

(a) negotiations in relation to collective 

bargaining  

(b) the performance of other permitted 

functions related to collective 

bargaining;  

(c) information and consultation over 

collective redundancies or TUPE 

transfers; and  

(d) agreeing new terms for the 

workforce following a TUPE transfer 

in an insolvency situation; 

● undergo training in aspects of industrial 

relations relevant to those duties which has 

been approved by the Trades Union 

Congress or by the trade union; 

● accompany a fellow worker to a disciplinary 

or grievance hearing; 

● accompany a fellow worker to a flexible 

working request meeting 

 

Time off for union members - activities and 

learning 

An employee who is a member of an independent 

trade union recognised by the Trust in relation to 

their position is permitted reasonable unpaid time 

off to take part in a trade union activity or to consult 

a union learning representative. Examples of trade 

union activities include voting in union elections and 

attending relevant workplace union meetings, but 

not participating in industrial action. 

  

 

Paid 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Unpaid 

 

Requesting time off - trade union 

representatives/learning representatives 

 

● Employees that are trade union 

representatives or trade union 

learning representatives should 

ensure that their trade union has 

provided written confirmation of 

this to the School. 

● The Headteacher will meet with 

the employee to discuss their 

union role and the amount of 

time and facilities that the School 

believes to be reasonable to 

enable the employee to carry out 

their union duties. 

● When making a request for time 

off the employee should provide 

as much notice as possible and 

give further details, such as the 

location, timing, duration and 

purpose of the time off on a 

Personal Discretionary Leave of 

Absence form. The Headteacher 

will look at each request and the 

circumstances before deciding 

what is reasonable. 

● Both parties accept the need to 

be flexible within this process and 

recognise their duties and 

obligations to the School. The 

parties will seek to agree a 

mutually convenient time for the 

duties or activities, with minimum 

disruption to the teaching and 
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Time off for union learning representatives 

Employees who are members of an independent 

trade union recognised by the Trust can take 

reasonable time off to perform duties as a union 

learning representative, providing that the union has 

given the School notice in writing that the employee 

is a learning representative of the trade union and 

that the representative is, or will be, sufficiently 

trained to carry out the learning representative 

duties. The purpose of a learning representative 

includes arranging training, promoting the value of 

training and analysing training needs  

 

learning at the School. Where 

possible, the recognised trade 

union(s) will arrange workplace 

meetings towards the end of the 

working day or near break times. 

 

 

Requesting time off - trade union 

members 

● Employees who want to request 

time off for trade union activities 

during working hours should 

make a request to the 

Headteacher giving as much 

notice as possible and provide 

further details, such as the 

location, timing, duration and 

purpose of the time off on a 

Personal Discretionary Leave of 

Absence form the Headteacher 

will look at each request and the 

circumstances before deciding 

what is reasonable. 
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Severe Weather and Disruptions to Public 

Transport  

The Trust recognises that employees may face 

difficulties travelling to and from the workplace 

during severe weather conditions or when there are 

major disruptions to public transport (this is not in 

circumstances of a high volume of traffic or normal 

disruption to public transport). If your normal mode 

of transport cannot be used to get to work, you 

should explore alternative means of safe transport. 

 

Although the Trust expects you to make a 

reasonable effort to attend work in all 

circumstances, it is not our intention for you to put 

yourself at unnecessary risk. However, at the same 

time we must also ensure that any disruption 

remains minimal.  

 

Lateness 

If an employee realises that, due to severe weather 

conditions or disruptions to public transport, they 

are likely to be late for work, they must make every 

effort to telephone the school as soon as possible to 

explain the situation and give an estimate of when 

they expect to arrive at work. 

 

If the lateness amounts to half an employee’s normal 

working day or more, the arrangements set out 

below in relation to absence will apply. 

 

Employees who arrive late and who remain in the 

school until the end of the day should not suffer any 

loss of pay. 

 

 

Absence 

  

 

Paid/Unpaid 

Normally paid, however 

the HT will consider cases 

on an individual basis. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Paid (providing the 

employee remains in the 

school until the end of the 

day).  
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Where the Headteacher is satisfied that an employee 

has made every reasonable effort to attend work but 

has been unable to do so due to severe weather 

conditions or public transport disruptions, they will 

be required, if possible, to work remotely until the 

situation has improved. 

 

Where it is not possible to accommodate a remote 

working arrangement, the employee will be entitled, 

in consultation with Headteacher, to one of the 

following options: 

■ take the time as annual leave; 

■ make up any lost time at a later 

date; or 

■ take the day as unpaid leave. 

 

Childcare provision (school or nursery) closures 

Where schools or nurseries close due to bad 

weather or public transport and the employee is 

unexpectedly required to provide or arrange care for 

a dependant, the Dependants (time off for) section 

will apply. 

 

School closure 

In exceptional circumstances the Headteacher may 

decide to temporarily close the School in extreme 

cases of bad weather or disruptions to public 

transport. If this is necessary, we will inform 

employees as soon as possible. Employees will be 

required to work remotely where it is possible to 

accommodate a remote working arrangement. They 

will be paid their normal pay during the period of 

closure. 

 

When the Headteacher or CEO is considering 

whether to close the school, all employees should be 

Paid/Unpaid 

Normally paid, however 

the HT will consider cases 

on an individual basis 

 

 

 

 

 

 

 

 

 

 

 

 

Paid/Unpaid 

 

 

 

 

 

 

 

Paid 
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treated in the same way. I.e. if the school is open all 

employees should make every attempt to get to the 

school, and vice versa. 

 

Leaving work early 

The Headteacher will decide on a case-by-case basis 

if, due to severe weather conditions or disruptions to 

public transport, it is appropriate for an employee 

to leave work early, taking into account their 

individual circumstances (for example, where they 

live and their mode of transport) and the needs of 

the organisation. In such cases the employee will be 

paid their normal pay. 

 

Employees who leave work early, may be required to 

work remotely where this is possible. 

 

Training courses 

Employees who are scheduled to be on a training 

course who are unable to attend the training venue 

should, if possible, report to the school. If they are 

unable to attend the school the above will apply. 

 

Illness 

If an employee is ill on the day or days when there 

are adverse weather conditions, the school’s normal 

sickness reporting and recording procedures apply. 

 

 

 

 

 

Paid 
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Appendix 1 

Application for personal / discretionary leave form 
 

Name: 
 

School / Business Unit: 

Personnel Number:   

Reason for request: Please tick as appropriate 

1 Compassionate Leave ☐ 2 Dependants' illness ☐ 

3 Urgent family business ☐ 4 Medical Appointment ☐ 

5 Dental Appointment ☐ 6 Relatives Funeral ☐ 

7 Moving House ☐ 8 Religious Observance  ☐ 

9 Job Interview ☐ 10 Study Leave ☐ 

11 Examination Leave ☐ 12 
External Examiner / Verifier / Moderator / 

Inspector 
☐ 

13 School Governor Duties ☐ 14 Attendance at Wedding ☐ 

15 
Attendance at University 

Graduation or similar ceremony 
☐ 16 Jury Service ☐ 

17 
JP/Magistrate Duties or undertaking 

public duties 
☐ 18 Attendance at Court ☐ 

19 TU duties and activities ☐ 20 

Attending an important function at a child's 

school, college or university (other than 

Graduation ceremony) 

☐ 

21 Holidays in term time ☐ 22 Sports representation ☐ 

23 Service in Non-regular Forces ☐ 24 Donor ☐ 

 25 Other ☐ 

Please provide further details / explanation for request:  

Date(s) leave required 

From: To: 

TOTAL hours to deduct (each role) 

Role 1 name: Role 2 name: Role 3 name: 

Hours: Hours: Hours: 

Supply Needed? (Please give 

details of any 

break/lunch/supervision 

duties) 

 

Yes ☐ No ☐ N/A ☐ 

 

Signed: Date: 

Please pass this completed form to the Headteacher for approval 
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APPROVAL (please tick) YES ☐ NO ☐ 

If NO please give reason  

If YES are the hours to 

be  
Paid ☐ Unpaid ☐ 

If unpaid, can hours to be 

made up? 
Yes ☐ No ☐ 

If Unpaid and hours can be made up, please give details of hours already worked or hours to be worked below. 

Note: If hours are not made up, the cost will be deducted from staff members’ wages 

Approval Signature: 
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Appendix 2 

Schoolsworks 
Request for Sabbatical Leave Form 

Section 1: To be completed by the applicant 

Applicant’s Name  

School  

Appointment  

Date first appointed to 

Schoolsworks 

 

Type of leave requested          Sabbatical leave:               Paid                    Part-paid                     Unpaid 

Period of leave From  To  

Purpose of leave  

Where will you be based?  

Will you be employed by another Institution?           Yes  No 

If yes, please give the financial terms of the appointment. 

 

Will you be undertaking any teaching or other duties elsewhere during the 

period of leave? 
          Yes     No 

If yes, please give details 

 

Please describe the exact nature of the work you plan to do and how it relates to earlier or present work? 

 

Please list all previous periods of leave, other than annual leave (whether paid or unpaid) since joining 

Schoolsworks 

Period Type of 

Leave 

Externally 

funded leave - 

Yes / No 

Work accomplished/Relevant publications 

    

    

    

    

Signed 
Dated 

 

  

 

  

 

 

 

  

 

  

 

  

 

  

 

  

 

http://www.schoolsworks.org/


 

www.schoolsworks.org 

Staff Leave of Absence Policy Feb 26 v5 tabulated  Page 31 

Appendix 2. 

 

Section 2: Statement by Headteacher / Chief Executive Officer 

Applicant’s Name  

           

             I support the application for leave 

 

             I do not support the application for leave 

 

Please give reasons, including details of the applicant’s previous published work 

 

Please explain how the School will provide for the applicant’s teaching, administrative, examining and 

supervisory duties if leave is granted. You must ensure that leave is planned so that the effective 

operation of the School is assured.  

 

Please explain any budgetary implications 

 

Signed 

Name: 

 

Department   Date:  

 

The Next Step When Sections 1 and 2 of the form are both complete, please forward to 

hr@schoolsworks.org, who will ensure that it is submitted to the CEO for a decision.   
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