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1 Purpose  
 
The general principle is that special leave/time off should be taken in the school 
holidays.  We recognise there may be occasions when this is not practicable.  
This policy sets out the principles to be applied when addressing situations in 
which discretion may be exercised by the Headteacher or Governors or 
nominated members of the School’s Leadership Team.  This policy does not set 
out to address every conceivable type of request that may be received but the 
principles will be used whenever appropriate. 
 
Several types of leave are governed by different sources such as: 
 

 Terms of employment e.g. sickness and annual leave. 

 Statutory regulations such as maternity leave and pay and the right to return 
to work. 

 Codes of Practice and similar sources e.g. time off for trade union duties or 
activities.  

 School policies.   
 
2 Application 

 
The principles in this policy apply to: 
 

 all staff employed by the Academy (unless specified otherwise). 

 any individuals who are seconded to the school or based at the school for a 
significant period and for whom the legal employer has agreed that the 
principles should apply.  

 
It does not apply to staff of contractors unless agreed otherwise. 
 
3 General Principles  

 
These are expanded later on. 
 
i)  Staff are expected to take leave and/or special time off during school 

holidays unless there are exceptional circumstances.   That also applies to 



individuals who are contracted for 52 weeks unless agreed differently by 
the Headteacher. 

 
ii)  It is recognised that occasionally an individual may have an 

unavoidable need to take time off during working hours or to fulfil parental 
or carer’s responsibilities.  The school will try to operate a give and take 
policy to enable staff to take such time off – see later sections for the 
principles.    

 
iii)  If time off is unavoidable during a school day, it should be arranged, if 

reasonably practicable: 
 

 outside the school day e.g. medical and other appointments 

 during non contact time with pupils or non examination groups as 
appropriate. 

 
iv)  When considering requests for special time off from work, especially in 

term times, managers will also take into account: 
 

 the service needs of the school but managers will try to balance those 
with the needs of an individual, if reasonably practicable.   

 the amount of time off that an individual has taken for sickness, 
unauthorised time off etc.  which may affect the decision and/or the 
conditions attached to the decision. 

 affordability (which could vary from year to year).     
 

v)  In all cases of special absence, individuals are expected to make 
advance requests to allow proper consideration.  In urgent situations, in 
which advance notice was not practicable, individuals must contact the 
school by 8.00am on the first day of absence to explain the issues and 
anticipated duration of absence.   

 
vi)  Any dispute or grievance about a request for time off or payment during 

should be dealt with through the Schools Grievance Procedure if an 
informal discussion does not resolve the issue. 

 
4 Annual and Sick Leave 
 
4.1 Annual Leave 

 

 Such leave is set out in the terms of employment.   

 All staff may be required to keep a record of when they take the 
statutory minimum entitlement to holidays. 

 Support staff are expected to take their annual leave in school holiday 
periods.  Carry forward of annual leave to the next leave year will not 
be approved generally.  In exceptional circumstances, advance 
requests may be agreed by the Headteacher but will be limited to a 
maximum of 5 days and must be taken prior to 31st May of the new 
leave year.   If approved, part time staff may carry forward a pro rata 
amount.  



 
4.2 Sick Leave  
 

 The conditions are set out in the relevant terms of employment.   

 All staff are required to notify the school of absence within the time 
limits and manner set out in the school policy. 

 Self and medical certificates must be provided by the respective 
deadlines.   

 An individual may be required to participate in a return to work 
interview on the first day back at work or as soon as practicable 

 
5 Special Leave 

 
5.1 Balancing School’s and Individual Needs  

  
As noted in the general principles above, we would hope to adopt a flexible 
approach.  Many staff work beyond their contracted hours and/or are flexible in 
the times or days they attend.  In recognition of that willingness, requests for 
special leave will be considered with that point in mind and if it is reasonably 
practicable to accommodate the request.   
 

 This will be based on the willingness of individual staff.  

 The personal circumstances facing the individual 

 Sufficient advance notice is given to arrange cover etc.   

 The individual’s record of attendance to date. 
 
Examples of such time off would be – time off to attend a child’s school play, a 
child’s graduation ceremony, support an elderly parent with a crucial 
appointment.  
 
It will be at the discretion of the Headteacher as to whether such time will: 

 

 Need to be made up or 

 Taken as time off in lieu for extra time worked previously.  

 With or without pay or mixed as determined by the Headteacher. 
 

5.2 Urgent Domestic Circumstances  
 
This is to cover situations that arise unexpectedly and for which the individual 
needs to take time off to arrange, for example: alternative child minding; the care 
of a dependent member of the family or some other individual for whom the 
individual is the key carer.    This is designed for short absences to make such 
arrangements and is likely to be unpaid; this is the decision of the Headteacher.  
In the case of child care staff should seek alternative child care arrangements as 
soon as possible. 

 
 
5.3 Compassionate Leave 

 



Staff may be granted up to 5 days paid compassionate leave for the death and 
funeral of an immediate family member or the serious illness of the same.  In 
particular cases a longer period of absence may be approved by the 
Headteacher on a paid and/or unpaid basis.   
 
Up to 1 day with pay may be approved if time off is required to attend the funeral 
of a close family member or friend.  In particular cases a longer period of 
absence may be approved by the Headteacher on a paid and/or unpaid basis. 

 
5.4 Medical Appointments 

 

 Staff should make appointments out of school time, if that is reasonably 
practicable.    

 If that is not possible, the flexible principles above will be applied. 

 For recurring appointments for a course of treatment, the principles will also 
be applied but it is possible that some of the time off will be unpaid.   

 
5.5 Moving Home 

 
Up to 1 day of paid leave may be granted if a substantial distance is involved.   
Requests for such leave will normally not be approved more than once every two 
years. Staff will need to explain why the house move cannot take place in holiday 
time or at a weekend. 
 
5.6 Religious Festivals 

 
If an individual is a bona fide and practising adherent of an organised religion and 
requires leave for the purpose of an official holy day, that does not fall on a UK 
public holiday, the individual may be granted: 
 

 Alternative paid time off to trade a public holiday provided the school is open 
on the traded public holiday or  

 Alternative paid leave provided the time is made up at a later date that is 
appropriate to the school’s needs.  

 
5.7 Extended leave of absence 

 
Requests for longer periods of leave may be considered, for example, in the case 
of a lengthy period of caring for a chronically sick, disabled, or terminally ill, 
dependent relative.  Such leave, if granted, will normally be unpaid and subject to 
adequate notice so cover can be arranged, if necessary. 
 
Visits to relatives overseas should normally be made in the school holiday 
periods.   
 
 
 
 
5.8 Jury Service 

 



If required to attend for jury service, the individual must obtain a loss of earnings 
certificate from the Court and complete this.  Figures for the loss of earnings form 
can be obtained from the school office.  The individual will need to hand in the 
completed claim form to the Court.   
 
Teaching staff should seek to serve in periods which are less disruptive for pupil’s 
work, if practicable.  
 
5.9 Territorial Army Volunteer Reserves  
 
Volunteer members of UK Armed Forces are allowed two weeks’ paid leave to 
attend an annual summer camp.   
 
Teaching staff are only granted paid leave if the forces’ unit can show that it is not 
able to arrange exercises during school holiday periods. 

  
When reservists are needed to fulfil their part of the UK’s defence strategy, they 
are ‘mobilised’ or ‘called out’ into full time service with the regular forces or 
military operations. While the reservist is mobilised the school does not have to 
continue to pay them, the Ministry of Defence (MOD) will pay their salary. For 
further information on mobilisation, please refer to the SaBRE (Supporting 
Britain’s Reservists and Employers) website: www.sabre.mod.uk. 

 
5.10 Public Duties 

 
Details of the School’s policy regarding time off for public duties should be 
requested.   The amount of time off approved will depend on the nature of the 
duties.   Such duties may include becoming a Councillor or member of a public 
authority or governor of a school.   
 
The time off may be paid and/or unpaid time at the discretion of the Headteacher. 

 
5.11 Time off for Trade Union duties 

 
Normally time off for trade union activities will be unpaid and subject to the 
service needs of the school.  
 
If a member of staff is appointed by a recognised trade union as a representative, 
the Academy will grant a reasonable amount of time off with pay for his/her trade 
union duties directly relevant to the school.  Such time off will be subject to the 
service needs of the school.  If the time requested does not fit in with the service 
needs, managers will endeavour to agree an alternative time off.  

 
5.12 Severe Weather Conditions 

 
There may be circumstances when an individual is unable to attend work due to 
severe weather, but the school remains open as usual. All reasonable effort 
should be made to attend work. Alternative arrangements may be agreed with the 
Headteacher, e.g. working from home or at a different location.  If that is not 

http://www.sabre.mod.uk/


reasonably practicable, non-attendance will normally be treated as unpaid leave, 
but exceptional circumstances may warrant paid leave.  
 
The school may issue new or revised instructions about severe weather 
principles from time to time.  

    
5.13 Interviews 

 
In order to maintain a fair balance between the operational needs of the school 
and to minimise the burden on other staff, and to be fair to employees who will be 
seeking to further their career, the Governing Body will grant leave of absence for 
interviews as follows: 

 

 The Headteacher has discretion to approve up to 4 days paid leave of 
absence for interviews, to cover both formal and informal stages of the 
process, during any one academic year.  An extra day may be approved for 
visits to a school.  Requests for additional days may be considered on an 
unpaid or paid basis.  

 Further leave of absence for this purpose will normally be agreed and will be 
on an unpaid basis.  

 For support staff any days beyond the initial 4 days may be paid if they are 
made up as follows: 

 
o during holiday periods provided that their work can be carried out 

during holiday time.  
o working additional hours, acceptable to the school, if a part time 

member of staff. 
  

 The above will be subject to the attendance record of the individual.  
 
5.14 Study/Examination Leave 

 
If an individual is sitting an examination(s) which is directly relevant to his/her 
current post or career, half a day study per examination plus half a day per 
examination may be paid.   Additional study leave, paid or unpaid, may be 
considered at the discretion of the Headteacher.  

 
 

5.15 Public Duties 
 

Before taking up a public office, staff are required to discuss the nature of this 
and likely effect on time off with their manager and/or the Headteacher.    
 
For employees who are School or College Governor’s, up to three days per 
annum will be paid but additional requests for time off may be unpaid.   
 
For other public offices, the amount of paid and/or unpaid time off will be 
considered in the light of the particular circumstances and principles of this policy.  
If the school approves paid leave, the individual will be required to pay to the 



school any fees or emoluments that he she receives but not reimbursement of 
expenses.  

 
6 Requests for Special Leave  

 
As noted earlier, this policy does not set out to cover every type of leave.   The 
principles are given for guidance to deal with requests.  These should be 
discussed the Headteacher to ensure that the full implications of a request are 
understood.   
 
The Headteacher may delegate the authority to some managers to approve 
certain types of leave but in all other cases the approval of the Headteacher will 
be a requirement.  

 
7 Unauthorised Leave or Abuse of the Principles  

 
If an employee takes leave of absence without the prior consent of the 
Headteacher, disciplinary action will normally be taken unless there are special 
circumstances.  
 
Similarly if an individual abuses the policy, even if leave is authorised, disciplinary 
action will be taken unless there are special circumstances in the opinion of the 
Headteacher and/or the nominated Governors.    

 
 


