
 

1 

 

 
 
 
 
 
 

 

 
Leave of Absence Policy 

 

Our school is a community where Jesus Christ is our role model and his message the 
guiding principle behind all we do. 

 

 Every member of our community is responsible for creating an environment that is caring, fair 
and respectful of each individual.  

 

We develop our potential, celebrate our talents and go forward together in faith. 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 

 

Approved by Governors: 27th October 2014   Date for Review:  Autumn Term 2017 
 
 
Signed Chair of Governors: W Charnley   Signed Headteacher:  R Woods 
 
 
Governors Committee: Finance, Premises & Staffing 
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Gospel Values 
 
The term ‘Gospel values’ is commonly used in Catholic schools and other Catholic institutions; 
however, unless the term is unpacked and a common understanding formed of what true Gospel 
values are, there is a danger that what should be an objective Christian foundation, will itself 
become a random list of subjective values. 
 
Whilst other ‘values’ may be found within the four Gospels and New Testament writings, it is the 
Beatitudes which: “…depict the countenance of Jesus Christ and portray his charity”. Gospel 
values cannot therefore be values chosen subjectively from the vast corpus of the Old and New 
Testaments but are objective values revealed to us through Christ’s proclamation. Such objective 
values are to be found rooted in the Beatitudes, the proclamation of Christ’s Sermon on the Mount. 
The Beatitudes also “…reveal the goal of human existence, the ultimate end of human acts” 46 
and as such are the objective ‘values’ given by Christ himself. 
 
Whilst not definitive, those Gospel values based on the Beatitudes which underpin this policy 
include: 
 
 “Blessed are the poor in spirit, for theirs is the Kingdom of heaven”  
Values: Faithfulness & Integrity 
 
“Blessed are those who mourn, for they shall be comforted” 
Values: Dignity & Compassion 
 
“Blessed are the meek, for they shall inherit the earth” 
Values: Humility & Gentleness 
 
“Blessed are the pure in heart, for they will see God” 
Values: Purity & Holiness 
 
 
Rooted in the teaching of Christ, these Gospel values constitute the targets and outcomes of the 
educational enterprise for St Joseph’s as a Catholic school. 
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1. AIM 
 

1.1 The overall objective of this guidance is to: 

 

 provide a process by which staff can make a request for leave of absence. 

 

 identify the major circumstances where leave of absence may be appropriate. 

 

 

2. GUIDING PRINCIPLES  
 

2.1 The School is committed to providing teaching and learning efficiently, effectively and economically 

to its children/young people.  Equally, the School wishes to preserve its reputation as a fair and 

equitable employer who provides good working conditions where the highest standards of teaching 

and learning can be achieved and maintained.  The School is mindful of its responsibility to balance 

the needs of the individual employee with the requirement to deliver high standards of teaching and 

learning to its children/young people. 

 

2.2 The School recognises that there are occasions where a member of staff may be absent during 

term time for reason other than sickness absence. 

 

2.3 All staff will be expected to minimise the leave of absence that they apply for during term time.  

 

2.4  This guidance applies equally to all staff except where nationally or locally agreed terms and 

conditions allow for a differing provision. 

 

2.5 Where reference is made to another policy or procedure it is the processes within that procedure 

that shall take precedence. 

 

 

3. PROCEDURE 
 

3.1 Where practical all applications for leave of absence should be made in writing to the head teacher 

in good time to facilitate reaching a reasonable decision and for any contingency arrangements to 

be made. 

 

3.2 The Governors or Head Teacher will review the application and inform the individual of their 

decision as soon as practical especially in those cases where leave of absence is not granted.  

Whilst decisions will normally be communicated verbally a decision will be confirmed in writing if so 

requested by the individual. 

 

3.3 The granting of leave of absence, be this paid or unpaid, is at the discretion of the Governing Body 

or Head Teacher as appropriate. 

3.4 The Governors or Head Teacher can authorise paid leave of absence up to a total of 5 days within 

an academic year.  This would not normally exceed 3 days on any one occasion.  This will be pro-

rata for part-time employees. 

 

 

EXAMPLES OF CIRCUMSTANCES WHERE LEAVE OF ABSENCE MAY BE APPROPRIATE 
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As this list is not exhaustive leave of absence in a circumstance not outlined below may be granted.  

As with the granting of any leave of absence this will be at the discretion of the Governors or Head 

Teacher as appropriate.   

 

 

4. ADOPTION 
 

4.1 The Employment Act 2002 introduced a new statutory right for adoptive parents to take paid 

adoption leave following the adoption of a child. Adoption leave is not available where a child is 

already known to the adopter(s), as in a step-family adoption or adoption by existing foster carers. 

(A child is defined as a person under the age of 18). 

 

4.2 For further information please see the School Model Adoption Policy dated September 2010. 

 

 

5. BEREAVEMENT 

 
The actual period of paid absence would depend on the circumstances of the case and the 

nature of the deceased’s relationship with the member of staff.  

 

 

The table below will be a guide as to the amount of paid leave that will be granted to a member of staff: 

 

Relation Maximum Days – All Staff 

Spouse  5 days with pay 

Civil partner 5 days with pay 

Child 5 days with pay 

Parent 5 days with pay 

Brother/Sister 3 days with pay 

Grandparent 1 day with pay 

Aunt/Uncle 1day without pay 

Cousin 1day without pay 

Parent in law 1day without pay 

Friend 1day without pay 

 

 

5.2 Additional unpaid leave may be granted in excess of any paid leave granted under the above 

arrangements. 

 

5.3 In any other cases of bereavement leave of absence will be without pay. 

 

6. CAREER BREAK/SABBATICAL 
 

6.1 A career break is an extended period of absence of between one and three years from the 

workplace without pay. There is no guarantee that a post will be available for the member of staff to 

return to. 
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6.2 A sabbatical is a period of up to twelve months unpaid absence from the workplace with a guaranteed 

return to work at the end. 

 

 

7. DOMESTIC EMERGENCY 
 

7.1 The school recognises that unavoidable domestic emergencies can arise that will require the 

immediate attention of staff. In such circumstances the school should be contacted as soon as 

possible to allow alternative cover arrangements to be made. 

 

7.2 To allow suitable alternative domestic arrangements to be made, up to 1 day paid leave of absence 

may be granted. 

 

7.3 Leave of absence for sickness of relatives will normally be unpaid.  It can be agreed that annual 

leave or flexi time be used, if available, dependent on the designation of Staff. 

 

 

8. EXAMINATION AND STUDY LEAVE 
 

8.1 For those courses of study which  the school is supporting staff to undertake,  half a day paid leave 

to sit each examination and half a day paid study leave per examination will be available. 

 

8.2 Examination and study leave for other occupational courses will be at the discretion of the 

Governors or Head Teacher. 

 

8.3 Leave of absence for non-occupational subjects will not normally be granted. 

 

 

9. INTERVIEW LEAVE 
 

9.1 All employees are entitled to paid leave of absence to attend for interview if the prospective employer is 

a Local Authority or a school within the remit of a Local Authority. 

 

9.2 Dependent upon the designation of the member of staff, annual leave, flexi time or unpaid leave of 

absence would need to be used to attend for interview with another public sector body or a private 

company. This would include independent and public schools. 

 

 

 

10. MATERNITY AND MATERNITY SUPPORT LEAVE 
 

10.1 All employees are entitled to Ordinary Maternity Leave (OML) of 26 weeks and Additional Maternity 

Leave (AML) of 26 weeks. 

10.2 A pregnant employee is entitled to paid time off to attend ante-natal care. If requested evidence of 

appointments must be provided. 
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10.3 The duration of maternity support (paternity) leave is up to a maximum of 2 weeks. An employee is 

entitled to receive the following maternity support leave with pay: 

 

 All staff 

Week 1 5 days full pay 

Week 2 £136.78 or 90% of normal 

weekly earnings, whichever is 

the lower 

 

10.4 For children due on or after 3 April 2011 or, in the case of adoption, expected to be placed on or 

after this date, mothers and adopters will be able to transfer a portion of their maternity or adoption 

leave to the child's father, or their spouse, partner or civil partner.   Additional Paternity Leave can 

only be taken when the mother or adopter has returned to work. 

 

10.5 For further information please see the Maternity Policy and the Paternity Leave Policy. 

 

 

11. MEDICAL APPOINTMENTS  
 

11.1 Hospital/Consultant Appointments 

11.1.1 Members of Staff will be granted time off with pay to attend for a hospital appointment subject to: 

 The appointment being for treatment or for a consultation as part of a treatment programme. 

This does not include participation in for example in clinical surveys. 

 The appointment is not discretionary.   

 Proof of the appointment being provided if requested. 

 

Appointments should be scheduled outside normal working hours where discretion exists unless 

any resultant delay would lead to deterioration in the medical condition 

 

11.1.2 Subsequent hospital/consultant appointments should be made outside normal working hours where 

possible. 

 

11.2 GP and Dentist Appointments 

Appointments should be scheduled outside normal working hours where discretion exists unless 

any resultant delay would lead to deterioration in the medical condition. 

 

 

12. NON REGULAR FORCES/TERRITORIAL ARMY 
 

12.1 Up to 10 days paid leave per year for official training or exercises.  

 

12.2 Further unpaid leave may be granted at the discretion of the Governors or Head Teacher. 

 

12.3 Reservists who are recalled for service will be granted unpaid leave of absence. Continuity of 

pensionable service will not be broken provided that contributions are maintained within the rules of 

the pension scheme. Staff will be reinstated on their return to employment with no detriment to their 

position or contractual entitlements due to being recalled. 
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13. PARENTAL LEAVE 
 

13.1 An employee has the right to parental leave if they have one year’s continuous service, and; is the 

parent of a child born after 15 December, 1999 who is under five years old, or is the parent of a 

disabled child born after 15 December, 1999 who is under 18 years old, or has adopted a child 

under the age of 18 after 15 December, 1999.  The entitlement to parental leave lasts for five years 

from the date on which the child is placed for adoption or until the child’s 18th birthday – whichever 

is first 

 

13.2 The amount of parental leave is 18 weeks for each child under the age of 5 or under the age of 18 if 

the child is disabled. 

 

13.3 Parental leave will be unpaid. 

 

13.4 The nature of the job to which an employee is entitled to return after leave periods depends on the 

length and timing of their parental leave. 

 

13.4.1 Leave of four weeks or less - the employee must be given their job back at the end of the leave. 

 

13.4.2 Leave of greater than four weeks - the employee must be given their job back or, if this is not 

possible, then a job which is suitable and appropriate. 

 

13.4.3 Leave four weeks or less but taken immediately after additional maternity leave (AML) -   The 

employee must be given their job back or, if this was not possible at the end of the AML period and 

continues to be impossible, then a job which is suitable and appropriate.  

 

13.5 Seniority and pension rights built up by an employee before taking leave are retained. 

 

13.6 The member of staff is required to give at least 21 days’ notice in writing.  If requested, an employee 

must confirm the age of the child and their relationship to them. 

 

13.7 The school will have the right to postpone the leave for up to six months from the date the employee 

wished to take the leave.  This right arises if the employer’s business would be “unduly disrupted” by 

the employee’s absence, e.g. at times of exams, SATS, Inspections, the school being in special 

measures or intensive support or at other important periods in the academic year.  The employer 

must give notice of postponement within seven days of the request for leave confirming:  the 

reasons for postponement; and the period of rescheduled leave. Leave cannot be postponed when 

the employee gives notice to take it immediately after their maternity leave or the adoption of a child. 

 

13.8 Any part of a week which is taken as parental leave will constitute a whole week. 

 

13.9 An employee cannot take more than four weeks’ leave for each child in any year.  For these 

purposes, a year commences on the date of adoption or birth or the date on which the employee 

satisfies the qualifying condition of one year’s employment. 

 

 

14. PUBLIC DUTIES 
 

14.1 All requests for leave of absence for the following or similar public duties will require the prior 

approval of the Governors or Head Teacher as appropriate. 
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14.1 Local Authority Service 

The maximum unpaid leave that an employee can take for being a Member of a Local Authority or a 

committee or subcommittee thereof is 208 hours per annum. 

 

14.2 Magistrates 

A maximum of 1 days paid leave per month will be granted in line with the magistrate’s cycle. 

 

14.3 Jury Service   

Paid leave up to a maximum of two weeks as required unless an exemption is granted.  Employees 

should not volunteer for any trial that they are advised will last in excess of two weeks. The jurors 

allowance will be offset against normal pay. 

 

14.4 Governors 

Employees who are elected to a post of governor within or outside of Bolton Council are not entitled 

to paid leave of absence to undertake these duties.  

 

 

15. RELIGIOUS OBSERVANCE  
 

15.1 The school recognises the personal commitment of individuals to observe their religious duties. 

 

15.2 For further information please see the Bolton Local Authority Religious Leave of Absence Policy 

dated November 2010. 

 

 

 

 

16. TRADE UNION ACTIVITIES 
 

16.1 Representatives engaged on employee relations business on behalf of their members who work for 

Bolton Council will be permitted to take reasonable time off during working hours for Teacher 

Association/Trades Union duties and activities for such purposes as negotiating on terms and 

conditions and attending disciplinary and grievance interviews. 

 

16.2   For further information please see documents: 

 

Facilities Agreement: Time off for Recognised Teacher Associations Duties and Activities 
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School Processes 
 

 
Staff Absence/Cover Arrangements 
 
In the event of unforeseen absence: 

 Staff are asked to telephone school (01204 697456) as soon as possible  and in any event by 
8.00 a.m. at the latest, giving reasons for absence, an idea of when return to school can be 
expected and, whenever possible, setting work for classes.  Alternatively contact Catherine 
Houghton on the school mobile (07936-580560) to inform of any absence. 

 In the event of the absent teacher being unable to set work then it is the responsibility of the 
Head of the appropriate department to do so.  If the absentee is the Head of Department then 
the SLT link should be informed who can liaise with the department. No class should be 
without appropriate work - (it can be faxed on 01204 669018 or e-mailed to Catherine 
Houghton on CHoughton299@st-josephs.bolton.sch.uk). 

 A medical certificate should be sent to Mrs Moore if the absence is likely to be more than 
seven days (Saturday and Sunday count as days).  A Self Certification Form (available from 
the School Office) should be completed for all absences prior to a medical note being required.  
Members of staff will be required to attend a ‘Return to Work’ interview upon their return. 

 
In the event of pre-arranged staff absence: 

 Mr Heyes is the first point of contact for any member of staff wishing to be out of school or 
class for particular activities, appointments or CPD.  Staff should complete the appropriate 
‘Leave of Absence Request Form’. 

 Leave of absence for personal reasons can only be granted by the Headteacher, and should 
be requested as far in advance as possible.  Staff should complete the appropriate ‘Leave of 
Absence Request Form’. 

 Full Leave of absence for CPD should be applied for on the appropriate form and conform with 
the school’s CPD policy. 

 Cover for lessons should be set accordingly using the appropriate form. 

 If a member of staff will miss duty on a day when they have been requested ‘Leave of 
Absence’ then it is their responsibility to find a replacement. 

 
Cover Arrangements: 

 The cover list is compiled each morning, and slips are issued  to cover supervisors, supply staff 
(in the event of ‘Rarely Cover’ being applied – see below) with details of cover before the start 
of school at 8.45 a.m.  Please let Mr Heyes or Mrs Houghton know immediately of any problem 
arising from this. 

 A full list of cover for the day is posted on the relevant section of the Staffroom noticeboard. 

 The implementation of ‘Rarely Cover – Local Agreement’ will be followed.  Only in emergency 
circumstances will staff be expected to cover.  The three cover supervisors and supply staff will 
be used wherever possible to cover absences. 
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‘Rarely Cover’  
 
Principle: Teaching staff at St. Joseph’s will only cover for absent colleagues in an unforeseen 
circumstance, an ‘emergency’ situation or by prior agreement.  
 
Unforeseen Circumstances 

1. If a member of staff informs of their absence on the day or has to leave school through 

illness then a cover supervisor will take their lesson.  However if all cover supervisors are 

being used elsewhere then a member of staff may be expected to cover until supply staff 

are available.  A timetable will be prepared showing the sequence of staff that will be used 

on a particular lesson.  This will inform staff as to the likelihood of which of their PPA 

periods they are more likely to be called upon. 

2. In the event of longer-term sickness, absence cover will be arranged following consultation 

with the relevant subject leader in order to best accommodate the needs of the pupils and 

curriculum. This may involve supply staff, reorganisation of individual timetables or a 

combination of both. 

Other unforeseen absence (eg family commitments) 
(Please refer to the Governors’ policy for Leave of Absence).  If the absence is unforeseen 

then the above principles will apply.  If leave of absence has been applied for and granted 

then staff will not be expected to cover. 

Foreseen absences  
3. Teaching staff have been given their timetables for the academic year. They represent the 

principal contact commitment of staff set in the calendar for the year.   

4. There will be times during the year when the regular timetable will be ‘collapsed’. For 

example on Year 8 Finance Day, Year 7 Mind, Body & Spirit Day etc.  The understanding is 

that teaching staff may be deployed differently from their usual teaching commitment to 

cover staff who are presenting the day’s events.  

5. Staff will not be expected to invigilate Year 10 or 11 ‘Mock’ examinations.  If this frees up 

time when a member of staff should be teaching that year group they will not be expected 

to cover other colleagues (with the exception of example 1 above). 

6. There will be occasions during the year when teaching staff may need cover for events that 

it is not possible to publish in the calendar. Examples of this would be: 

 Training courses 

 Conferences  

 Exam Board events 

 Lesson Observation 

 Pastoral / Child Protection Meetings 

All of these should have been applied for in advance so staff will not be expected to cover 
these Staff will not be expected to cover these events. 

 

7. All foreseen absences must conform with the school’s Leave of Absence Policy and Mr 

Heyes must be informed of cover requirements once approved. 

8. Leave of absence for CPD should be applied for on the appropriate form and conform with 

the school’s CPD policy. 
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9. From 2011/12 cover will not be made available for departmental moderation (eg of 

coursework).  

10. In the Summer Term requests for full or half-day departmental meetings will be considered 

only if cover arrangements allow. 

11. If two or more members of staff have requested time off on the same day, at least one 

Cover Supervisor must  remain available for other sickness cover.  

12. School trips, visits and residential (inc. international) 

The criteria for buying in extra supply cover so that a trip, visit or residential may go ahead 

is, in priority order, as follows: 

 That the trip, visit or residential …. 

 ….. has Governors’, LA or Headteacher approval as appropriate. 

 …..has been discussed prior to booking with Mr Heyes who will include it on the 

school calendar once agreed (with number of staff required). 

 …..is fully risk assessed and all documentation approved in good time according to 

governor’s policy. 

 …..has elements wholly or partly of a spiritual retreat, and focuses upon personal 

and religious development. 

 …..is inclusive of all abilities and backgrounds, and does not depend upon ability to 

pay. 

 …..has educational value such that standards are improved for individuals and 

groups. 

 …..involves working with staff and students from other schools. 

 …..is subject-specific and relates to improving standards. 

 …. is rewarding good work or behaviour. (This must also be inclusive and not based 

on ability to pay by a deadline). 

None of the above should involve the use of more than 3 teaching staff unless whole year groups 
are involved. Any organiser wishing to use support staff to reduce staffing ratios or support 
individual pupils must obtain approval from the School Business Manager and/or the SEN 
Department beforehand. 
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Request for Leave of Absence (Pre-Arranged) 
 

Date Form Completed _______________________ 
 
Name __________________________  
 
Department ___________________  Year Team _____ 
 
Date for which Leave of Absence Requested _______________ 
 
Time out of School _______________________ 
 

COVER DETAILS 
Please tick and give details of classes requiring cover 

 

 Tick if Cover 
Needed 

My Class is … 

Reg am   

Lesson 1   

Lesson 2   

Lesson 3   

Lesson 4   

Reg pm   

Lesson 5   

Lesson 6   

 
DUTY 
If your proposed absence prevents you from carrying out your duty, please arrange 
a replacement.  
 
DAILY DUTY  YES / NO  Replacement__________________________ 
(Including pre-school  
and break) 
 
AFTER SCHOOL EVENTS 
If your proposed activity prevents you from attending any after school activities i.e. 
parents evening / weekly meetings, please detail below 
 
_______________________________________________________________ 
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Reason (these are the categories used on the SIMS cover system – one of these 
must be allocated before a cover can be arranged) 
 

Internal Meeting  Doctor  

External Meeting  Hospital Appointment  

Exam  Dentist  

Personal*  Funeral  

Pastoral  Fixture  

Primary Visit  Conference  

Sick Child  Trip  

Mass  Retreat  

Observation  Exam Board Meeting  

Jury Service  Interview  
 

Details 
_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________ 

 

*A request for leave of absence due to personal reasons should be explained to 
either Mr Woods or Mr Graham. 
 

Signed __________________________________ Date ______________ 
 

Please submit the form to Sheenagh Currass 
 

 

REPLY SLIP 
  
NAME ___________________________________ 
 
 

Date for which leave of absence requested  
You have now had ……….. day’s leave of absence in the last twelve months. 

Leave of absence approved with pay  

Leave of absence approved without pay  
 

 

Signed __________________________________ Date ______________ 
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Cover Lessons 
 
Work for (Member of Staff) _______________  Subject ____________  
 
Day & Date _______ Lesson ___  Room ___ 
 
Please indicate where any resources are located (text books, exercise books, worksheets etc).  Also please indicate 
where you would like to happen to the work done and the resources at the end of the lesson.  
 
 
 
 

 
 

Aim/Title of Lesson 
 
 

Work To Be Done In The Lesson  
 
 
 
 
 
 
 
 
 
 
 
 
 

Homework: 
 
 

Due In 
     

 
To be completed by person covering the lesson: 

 

Please add any comments about the lesson (include appropriateness of work set, progress made and attitude / 
behaviour of the class. class 
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