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Introduction: 
 
This policy applies to all Schools within Transform Trust. The Scheme of Delegation for each School 
within the Trust outlines the delegated responsibility for staffing matters and the pay and 
conditions of all staff.  This policy has been developed taking into account the requirements of 
both education and employment legislation in force at the date of adoption of the policy.  This 
policy sets out the procedures for requesting annual leave and leave of absence. 
 
This policy has been approved by representatives of the Trust and Trade Union JCC (Joint 
Consultative Committee). 
 
The Headteacher or their appointed representative, advised by Trust HR will be responsible for 
managing the procedures.  Reference to the Headteacher includes the Chief Executive Officer 
(CEO) and the senior leader responsible for each school, as applicable, taking into account the 
management structure of the school or appropriate Trust employed operational support lead. 
 
The purpose is to provide: 
 

• information about the respective leave entitlements for teachers and support staff  

• guidance about the use of discretionary powers in relation to leave of absence  

• advice about application procedures 
 
The granting of annual leave and leave of absence is a matter for the Local Governing Body and 
Headteacher to determine, subject to adherence to specific legislation and being mindful of the 
relevant conditions of service.  For teachers these can be found in the Conditions of Service for 
School Teachers in England and Wales (Burgundy Book) For Support staff in the National Joint 
Council (NJC) for Local Government Services (Green Book).  
 
This policy aims, wherever possible, to give the same level of provision whilst recognising that the 
amounts of leave granted and reasons for doing so can differ between teaching and support staff, 
taking into account the working arrangements of the different categories of employee, in 
particular, the need for arrangements to be made to cover such absences.   
 
All school 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 pupils. The priority must be on ensuring continuity, and on maintaining standards of 
service during term time. Where possible it is expected that employees will try to arrange leave 
of absence during school holiday periods.  Leave of absence will be considered on an academic 
year basis. 
 
It is the responsibility of employees to ensure that arrangements for attendance at, for  
example, routine medical appointments, are made outside of contractual school working hours. 
 
Each Local Governing Body, in the interest of consistency, will adhere to this scheme wherever 
possible. It is not always appropriate to prescribe rigid rules in respect of leave of absence for 
compassionate reasons and discretion will need to be exercised in individual cases.   
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The nature of the working day and school terms limits the flexibility of 
employees to take leave for personal reasons.  Reasonable requests for leave for reasons not 
specifically covered or as an extension of the entitlements detailed in this guidance will, therefore, 
be considered on an individual basis by the Headteacher and subject to consideration of advice 
from the Trust HR Team. 
 
In the case of requests from individual Headteacher’s, Executive Headteacher’s, Executive 
Leadership team or the CEO the application will be managed in the case of the Executive 
Headteacher, Headteacher, or Executive Leadership team by the CEO or in the case of the CEO by 
the Chair of Directors of the Trust Board.  
 
Guidance on managing annual leave and leave of absence is available from the Trust HR Team. 
 
Annual Leave 
 
Teachers 
 
There is no provision for an annual leave entitlement for teachers.  The Directors of the Trust/ 
Headteachers should not normally receive any requests from teachers to take a holiday within 
term-time.  
 
Support Staff  
 
For all year round (AYR) employees the annual leave year runs from 1st April until 31st March each 
year, with an entitlement as detailed in the employees’ contract of employment.  Part time AYR 
employees receive annual leave on a pro rata basis. Annual leave should normally be taken during 
the school holiday period.  Up to 5 days’ leave may be carried over from one leave year to the next 
and must be taken within 3 months of the new holiday year or the entitlement will be lost.  At the 
discretion of the Headteacher, and in exceptional circumstances, a greater number of days may 
be carried over.  Payment in lieu of holiday will not be authorised. 
 
Trust Centre annual leave year runs from 1 September to 31 August each year. Details of holiday 
entitlements and carry forward of holidays can be found in the Trust Centre pay policy 
 
The taking of annual leave is subject to the prior approval of the line manager, having due regard 
to the wishes of the employees and the needs of the school and where appropriate the wider 
Trust.  Such approval should not be unreasonably withheld.   
 
Annual leave must be requested, in advance, by completing the Request for Annual Leave form. 
Copies are available from Trust HR. 
  
Support staff employed on a ‘term time only’ (TTO) basis have the same working year as teachers 
and do not have any holiday entitlement during term time.  The annual leave and bank holiday 
entitlement of a ‘term time only’ employee, is calculated on a pro-rata basis to the full annual 
leave entitlement of an ‘all year round’ employee and allowance is made for this in the equated 
annual salary calculation as detailed in the employees contract of employment.  
 
Leave of Absence 
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Both planned and unforeseen leave of absence must be requested using the SAMPeople HR 
system or an alternative method the school uses when employees cannot access the system 
regularly. All employees must request leave prior to the event and obtain their line managers 
consent for the leave.  
 
The line manager must provide details of the impact on learning or service delivery of the absence. 
If exceptional circumstances prevent the request prior to the event, the request must be 
completed retrospectively.  Failure to follow the correct procedure or cases of unauthorised 
absence may result in disciplinary action and/or loss of pay. Decisions on routine matters such as 
leave of absence should be made by the Headteacher. To maintain impartiality the Governing 
Body should not be involved unless there is a complaint or appeal. 
 
The Headteacher will review the request and inform the employee of the decision via the system 
as soon as is reasonably practicable. Details of what the employee can do if they are dissatisfied 
with the decision should be provided as a follow-up. 
 
When reaching a decision, 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 of the school can be maintained during the absence 
• Whether suitable and appropriate cover is available (if applicable) 
• The impact on other work colleagues 
• The need for consistency in the treatment of all employees 
• The requirement to treat employees without discrimination and the effect refusal could have on    
    the applicant. 
• Whether there is a legal entitlement to the time off requested. 
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When considering a leave of absence request the Headteacher will use their 
discretion to determine if the leave of absence period is going to be granted or not and if the 
period will be on a paid or unpaid basis unless stated otherwise within this document (i.e. where 
there is a legal right).  
 
 If the request for time off is refused, the Headteacher will provide, if requested by the employee, 
a full explanation of the reasons for this, along with details of any alternative leave arrangements 
that the school might be able to accommodate. Written confirmation of the reasons for refusal 
will be provided where requested by the employee.  
 
 If an employee is dissatisfied with the outcome of any decisions relating to a request for leave of 
absence, they have the right to appeal or challenge the decision, as set out within this document. 
 
Where the leave is paid, the employee will receive their normal salary payment including all 
regular contractual payments. 
 
Where the leave of absence is unpaid, employees and Headteachers should be mindful of 
potential pension implications and associated costs. 
 
Attendance records will be kept for all employees, recording the number of absences, the working 
time lost and the reason for absence.  Employees can note via their MYSam account when leave 
of absence taken is approaching the normal limit for paid leave and may, where this appears to 
be linked to an underlying health problem, be invited to a meeting with the Headteacher or their 
appointed representative.  Levels of absence should be reported to Governors termly. Levels of 
leave across each school and within the Trust will be shared with the Trustee People Committee, 
including the CEO. 
 
Appeals / Challenge 
 
An employee who is unhappy with the decision taken by the Headteacher can put their complaint 
in writing to the Governing Body within 10 working days of communication of the decision 
regarding their leave of absence application.  
 
A panel of at least three Governors will consider the complaint and the Headteacher’s reasons for 
not approving the request. Both the employee and Headteacher will be given the opportunity to 
explain their case to the panel. The Governors’ decision will be final although in exceptional 
circumstances they may ask the employee and Headteacher to seek alternative solutions and to 
re-present them to the panel for consideration.   
 
In the case of Headteachers, requests will be considered by the CEO. 
 
If the Headteacher is unhappy with the decision made, any complaints should be put  
in writing and referred to the Board of Trustees for consideration. The outcome of any challenge 
will be given within 10 working days. 
 
Leave of absence with pay in most instances is discretionary and not automatic. 
 
Leave subject to conditions of service are outlined in the ‘Burgundy Book’ and ‘Green Book’ These 
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include sections on sick leave and pay, maternity, leave for examinations, Jury 
and Public Service, and leave for accredited representatives of Recognised Teacher Associations. 
Leave and pay for paternity, adoption and fostering are also subject to statutory national 
agreements.  There are guides to adoption, maternity, paternity, shared parental leave (adoption 
or birth) and parental leave from HR or directly from the school office.  
 
Leave for other purposes are not subject to national conditions of service.  
 
Headteachers are able to grant leave of absence of up to 5 days, with or without pay. Any request 
for leave of absence of over 5 days will be considered on an individual basis by the Headteacher 
who should seek advice from HR before confirming the decision. If the Headteacher does not wish 
to make the decision independently they should ask for 1 Governor (possibly the Chair) to support 
them in their decision making. There is a requirement to have at least 3 Governors available to 
hear any challenge to decisions made. Governors involved in the initial decision cannot be involved 
at any later stage. Headteacher leave of absence with or without pay will only be approved by the 
CEO. 
 
Compassionate/Urgent or other Personal Reasons 
 
The Headteacher may grant discretionary leave for compassionate or urgent personal reasons, 
which may include leave during bereavement or the illness of a close relative.  
 
There is no exact legal definition of a "close relative".  For the purposes of this policy a close 
relative is the partner, grandparents, parents, siblings, children or grandchildren of the employee 
or their partner.  Any relatives or friends outside this definition would have to demonstrate some 
'special' relationship to the employee or their partner in order to be included.  This special 
relationship must be explained in writing with the request for leave of absence request. Where 
the special relationship cannot be demonstrated the leave may still be considered, and if 
approved, will be granted without pay. 
 
A dependant for the purposes of this policy is a spouse, civil partner, child, parent or person living 
in the same household (but not a tenant, lodger or employee) or anyone who reasonably relies on 
the employee to provide assistance, make arrangements or take action. 

 
Unpaid Leave 
 
The Headteacher may grant unpaid leave for periods less than 5 days. During periods of unpaid 
leave contributions to the Teachers’ Pensions Scheme (TPS) or Local Government Pension Scheme 
(LGPS), as appropriate, will not be made.  Further information about the opportunity to cover lost 
pension can be found on the TPS or LGPS websites.    
 
Further explanations are given below with a table outlining all provisions; 
 
 
Blood Donation  
Time off should normally be arranged outside school pupil hours. Where this is not possible then 
time off during the day will be considered by the Headteacher  
Cervical cytology, breast screening, bone marrow and other screen should also be considered in a 
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similar manner. 
 
Governing Body Meetings  
Employees who are members of school governing bodies are granted paid leave to attend 
meetings of governing bodies where meetings occur during normal working hours, including 
meetings for the purpose of training, inspection or recruitment, subject to a maximum of 30 hours 
per annum for governors and up to 40 hours per annum for chairs of governing bodies. These 
maximums apply irrespective of the number of governing bodies the employee is a member of.  
In considering requests for time off, Headteachers should have regard to the demands of the 
service and where considerable time is requested for other purposes, consideration should be 
given to reducing the amount of time off allowed overall. 
 
If an employee is required to be on a Transform Trust School Governing Body as part of their role 
then time for this is taken out of their usual working day and not in addition to. 
 
Jury Service/Witness  
Leave of absence with pay in respect of:  
a) Jury service.  
b) Formal attendance as a witness at a court hearing.  
 
Employees will be able to claim for loss of earnings from the court. Schools should notify their 
payroll provider of the days the member of staff is required to attend court via a staffing return. 
The employee must forward the form that they receive from the court for completion to the 
School Office Manager. This form must then be taken to court on the first day and on completion 
of the time at court forward a copy of the expenses sheet to the School Office Manager who will 
arrange for our payroll provider to deduct the loss of earnings sum from the employees’ salary.  
 
An employee who attends court on a voluntary basis as a witness can request time off. 
Consideration of such requests will take into account the circumstances of the case and whether 
attendance would benefit the employee (e.g. child custody). 
 The Headteacher has the discretion to determine whether any leave approved in this situation is 
paid or unpaid. 
 
Lecturing  
Where an employee is invited to lecture on a course organised by the Trust or where the Trust is 
asked to provide a lecturer by an external organisation, this and any necessary preparation is 
regarded as duty. If a fee is payable, this should be paid in its entirety into the school budget.  
 
Where, as distinct from the above, an employee is personally invited to lecture or to speak or 
appear on radio or television (ie as an individual and not as a Trust spokesperson or in any other 
circumstances which could be regarded as a duty), but that invitation is as a result of his particular 
job with the Trust, leave of absence with pay to be granted. In these circumstances it is expected 
that preparation will be in the employee’s own time and any fee payable in respect of the lecture 
and preparation should be divided equally between the employee and the school budget. Any fee 
paid simply as a reimbursement of travelling and subsistence and out of pocket expenses to be 
retained by the employee. Subject to the circumstances of the case, governing bodies may pursue 
other alternatives such as annual or unpaid leave with the employee.  
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Where an employee is invited to lecture during working hours purely in 
connection with a private interest, or to speak or appear on radio or television, they are expected 
to take annual leave or unpaid leave for the purpose and to retain any fee which may be payable. 
 
Revision Leave  
 
Headteachers have discretion to grant up to 5 days paid pre-examination leave, having taken into 
account the type and number of examinations to be taken. Normally, revision leave for 
examinations will be for a period equal to the duration of the examination. Attendance on a special 
revision course will be in lieu of the above provision and should be contained within the 5 days. 
 
Dependants Leave  
Headteachers may grant leave of absence with pay to employees for periods of up to 5 days in 
total, usually 1, to allow for a period of adjustment and for other arrangements to be made, in 
respect of the following:  
 
a) Sudden illness of a spouse (partner), parent, child or dependent relative;  
b) Where the normal care arrangements of a dependant break down due, for example, to the 
illness or injury of a person providing those arrangements thereby making it necessary for the 
employee to care for the dependant;  
c) Following a serious accident and/or where an urgent hospital operation is required and either 
the patient and/or young children need to be cared for during hospitalisation or subsequent 
convalescence.  
 
In seeking to make alternative arrangements for the care of relatives etc. employees should be 
advised to seek the assistance of the local authority, National Health Service or other agencies as 
appropriate. Schools should bear in mind that in certain of the circumstances mentioned above, 
employees may in any event be unfit for work for health reasons and, in appropriate cases, should 
be advised to consult their doctors with a view to the issuing of medical certificates.  
 
Employees will be expected to make every effort to make speedy arrangements so that they can 
fulfil their work commitments as soon as possible.  
 
Urgent Domestic Reasons  
It is impossible to set down criteria for the full range of circumstances where the granting of 
compassionate leave may be appropriate.  
 
An employee may be granted up to 5 days paid leave in any leave year and Headteachers should 
bear in mind the following points when deciding how much to grant in particular circumstances. 
This is not in addition the Dependents Leave entitlement, both are incorporated in the up to 5 
days’ provision. 
 
a) the urgency of what the employee has to do or the degree of shock suffered by the employee.  
b) the duration of the ‘problem’ and the length of absence which is likely to contribute to 
overcoming the ‘problem’.  
c) means of minimising the effect on the school. 
 
Parental Leave 
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Parents have the statutory right to time off without pay during a period of their 
child’s life. 
 
The Headteacher will consider applications from any employee who is a parent of a child up to 18 
years of age, regardless of their length of service, and from any parent, step-parent, adoptive 
parent, or foster carer. This is in addition to any rights to maternity, paternity and adoption leave.  
 

• The statutory entitlement is up to 18 weeks’ leave for each child and adopted child. 

• The limit on how much parental leave each parent can take in a year is 4 weeks for each 
child (unless agreed otherwise). 

• This policy provides more flexibility than statutory entitlements in terms of eligibility 
criteria and how and when the leave can be taken. 

• A request will be considered in whole week blocks, days or weeks, regardless of the 
circumstances. Staff do not have to take all the leave at once. 

• Requests will also be considered for leave in hours, for example, a temporary reduction in 
working hours or a change in work pattern.  

• Applicants are required to give at least 21 days’ notice prior to taking this leave.  

• Schools have the right to postpone the leave for up to 6 months if the employee’s absence 
would be unduly disruptive, except in certain circumstances (notably a father seeking leave 
in addition to paternity leave, following the birth of his child).  

• Members of the Local Government Pension Scheme must make contributions if the unpaid 
leave is for a 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 Pension Fund will be non-pensionable. 
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Appeals / Challenge 
 
An employee who is unhappy with the decision taken by the Headteacher can put their complaint 
in writing to the Governing Body within 10 working days of communication of the decision 
regarding their parental leave application. A panel of at least three Governors will consider the 
complaint and the Headteacher’s reasons for not approving the request. Both the employee and  
Headteacher will be given the opportunity to explain their case to the panel. The Governors’ 
decision will be final although in exceptional circumstances they may ask the employee and  
Headteacher to seek alternative solutions and to re-present them to the panel for consideration. 
 
In the case of Headteachers, requests will be considered by the CEO. 
 
If the Headteacher is unhappy with the decision made, any complaints should be put  
in writing and referred to the Board of Trustees for consideration. 
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Guidelines for Leave of Absence 
 
 

 

 
Compassionate/Urgent or Other Personal Leave. Usually with pay   

 
 

Bereavement Leave  

Bereavement Leave  Usually 5 but up to 10 days, corresponding to employee’s 
responsibility for arrangements, of a close relative.  In exceptional 
circumstances up to 15 days may be given inclusive of the funeral. 

Funerals Up to 1 day for close relative or close friend. (see definition above) 

Parental Bereavement 
Leave 

Employees who lose a child under the age of 18, or suffer a still 
birth after 24 weeks of pregnancy, are entitled to two weeks 
statutory leave to be taken in one block or two separate weeks. 
Employees with 26 weeks service who meet the minimum 
earnings requirement for statutory parental bereavement pay will 
be paid, at the same rate as statutory paternity pay, for the period 
of the leave. Leave to be taken with 56 weeks of the death of their 
child. 

Compassionate/Urgent or Other Personal Leave. Usually with pay (within an academic year ) up 
to 5 days in total paid. 

Dependant Care Leave  
 
Also see Parental Leave 
Guide 

A reasonable amount of leave, usually 1 day and up to a total of 5 
days, to attend to certain unexpected or sudden emergencies, for 
example illness or unexpected breakdown of care arrangements of 
a dependant, and to make any necessary longer-term 
arrangements.  
Leave may be granted for planned appointments for dependants 
where it can be demonstrated that these cannot be made outside 
of the working day.  Evidence of appointments is required and 
should be attached to the leave of absence request form.  
Discretionary leave without pay may be permissible after 
consultation with the Headteacher.   

Personal Health and 
Welfare 

Leave granted where it is not possible to organise medical 
appointments outside the working day. Evidence of appointment 
is required and should be attached to the leave of absence request 
form. 
Routine appointments such as GP, dentist and optician 
appointments should be made outside of an employee's normal 
school working hours. 
An outpatient appointment is not normally recorded as sick leave. 
However, if an employee is admitted to hospital, or cannot attend 
work due to sickness following a hospital procedure, this is 
recorded as sick leave 
For ongoing regular treatment, the individual circumstances of 
each case must be considered. Options may include the use of 
annual leave (where the employee has a leave entitlement that 
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can be taken at times other than school closure periods), allowing 
the employee to credit the time, unpaid leave, reduced working 
week, adjustment of work patterns etc.  
Adjustments may be for a temporary or permanent period 
according to need and the school’s ability to support the option. 

Carers Leave  See Carers leave guide for full details. Those who are legally 
classed as an employee can take time off to help a dependant who 
needs long-term care. The law is the Carer's Leave Act 2023 which 
came into force on 6 April 2024 
• The right to take carer's leave applies from the first day of 
work. 
• An employee can take carer's leave to give or arrange care 
for a dependant who needs long-term care. 
Employees can take up to 1 week of carer's leave every 12 months. 
They can choose to take leave as: 
• half days – this is the minimum they can take 
• full days 
• a whole week 
 
An employee is entitled to a period of leave that is equal to their 
usual working week. For example, if someone works 3 days a 
week, they can take 3 days of carer's leave. 
This can be taken as paid or unpaid depending on the amount of 
other leave already taken within the Compassionate/Urgent or 
Other Personal Leave section 

Antenatal, adoption and fostering leave (including fertility treatment)  

Antenatal Care  
 
Also see Maternity Leave 
Guide  

Leave granted for all midwife and other antenatal appointments 
for the mother.  In addition, fathers and partners (including same 
sex partners) are entitled to leave to accompany a pregnant 
woman to an antenatal appointment on 2 occasions. Any other 
appointments in excess of this may be granted unpaid   Evidence 
of appointments is required and should be attached to the leave of 
absence request form 

Fertility Treatment Whilst there is no legal right to paid time off for fertility treatment, 
it is recognised that undergoing fertility treatment may be stressful 
and an individual may need support during this time. As such, 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 . 
Employees must have at least 26 weeks’ continuous service with 
school at time of the first medical appointment in connection with 
fertility treatment to qualify for the paid time off. 

Adoption Appointments  
 
Also see Adoption Leave 
Guide  

Leave will be granted to the main adopter for up to 5 adoption 
appointments.   Unpaid leave will be granted to the secondary 
adopter for up to 2 appointments.    Any other appointments in 
excess of this may be granted unpaid   Evidence of appointments 
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is required and should be attached to the leave of absence 
request form 

Fostering  Up to 5 days leave for approved foster care purposes.  

Disability leave  

Disability Leave 
 

Disability leave is a reasonable adjustment under the Equality Act 
2010 and is intended to provide disabled employees with 
reasonable paid time off for reasons related to their impairment.  
Time could be granted for appointments, treatment and 
rehabilitation.  Disability leave does not count towards any 
disability related sickness absence and should only be taken when 
the employee is well. 

 
Domestic Leave (up to 5 days in total ) within an academic  year (usually with pay) 

 

Special Family Events  Up to 1 day’s leave, or wherever possible part days, to attend 
special events that cannot be arranged outside of normal working 
days for example graduation/award ceremonies, special 
assemblies or sports day. 

Weddings/ civil partnership 
ceremony 

Leave of absence is not normally granted for employees’ own 
weddings/civil ceremonies during term time.  Exceptionally 1 day’s 
leave for the wedding/civil partnership of a close relative. 

Religious Festivals Up to 4 days for observance of religious festivals.  

Interviews Reasonable time off to attend interviews in other similar 
establishments will be granted. This will be limited where proving 
to be unmanageable. 

Moving House Arrangements for moving house should normally be made outside 
of the normal working day, where this is not possible up to 3 day’s 
leave may be granted 

Holidays No leave of absence for holidays in term time.  If support staff are 
required by the school to work in school holiday time, annual leave 
may be granted during term-time. 

Urgent domestic business Up to 5 days, usually 1, for emergencies such as flooding, 
structural damage or burglary. Where the situation allows, a part 
day should be considered. 

Wellbeing Up to a total of 1 day may be granted by schools who wish to 
support specific wellbeing needs for staff. Schools should inform 
their staff at the start of the academic year whether school will be 
permitting a Wellbeing Day for staff. 

 
Non-Domestic Leave within an academic year (usually with pay) 

 

Examination Leave Leave as appropriate to the examination where the course has 
been approved by the School. 

Exam Board Moderation Up to a maximum of 5 days leave if supported by examination 
board, per year. 

Visit to new employer One day to attend new staff induction day where an employee is 
moving to another school/academy/Trust 
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Official Delegate Leave to attend political/TUC/etc conferences. 

Justice of Peace 
(Magistrates)/ Duties 

Leave up to the full time equivalent of 18 days, subject to advance 
notification of the dates concerned.  

Public Body Membership / 
other Public Duties  

Up to 30 hours for attendance at governing body meetings (40 for 
Chairs) unless there is a requirement to be on a Trust school 
Governing Body as part of the employees role, time of  which is 
included in their usual working day.  Reasonable time to carry out 
other public duties for example tribunal member, local counsellor 
or prison visitor.   

Non-Regular Armed Forces 2 weeks’ leave to attend summer camp.  In addition, up to 5 days 
for training in accordance with Armed Forces Act 1996.  Where the 
employee is required to take part in extended service leave of 
absence without pay will be granted.  For voluntary mobilisation, 
governors may grant leave of absence without pay. 

Sporting, cultural of 
charitable activities 

Selection for such events should be appropriately supported up to 
a maximum of 5 days leave. 

Redundancy No maximum limit to attend interviews where someone is at risk 
of redundancy. 

Parliamentary  
Candidate 

Up to 5 days leave for National candidate, 2 days leave for Local 
level and 2 days leave for election agents. 

 
Unpaid Leave of Absence  

 

Jury Service/ court hearing Unpaid leave entitlement.  Employees must claim for loss of 
earnings from the courts. Pay may be made up to full if 
compensation is paid by the Court. 

Civic or professional 
functions  

To accompany a partner to an important civic or professional 
function. 

Attendance at court  As appellant or defendant. 

Unpaid special leave  Exceptionally, additional leave may be granted for compassionate 
reasons as an extension to the paid leave or for types of leave not 
covered elsewhere.  
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Appendix 1 
Policy Date  Summary of Change Contact Version/Implementation 

Date 
Review Date  

01/09/2022 
 

Approved as final Rachel Hannon / 
Tanya Davies 

01/09/2022 01/09/2023 

 
01/09/2025 

P3 minimising leave in 
school hours. 
P4/5 leave of absence 
decisions 
P5/6 appeals 
P7 leave of absence for 
governor duties 
P9/10 parental leave 
P10 Appeals 
P11 parental 
bereavement leave 
P11 personal health and 
welfare 
P12 fertility treatment  
P12 Carer Leave 
 

Rachel Hannon / 
Tanya Davies 

1/9/2025 1/9/2027 

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 

 

    

 
 
 
 
  


