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The United Nations Convention on the Rights of the Child (CRC) is at the heart of our school’s planning, policies, practice and ethos. As a rights-respecting school we not only teach about children’s rights but also model rights and respect in all relationships – Linked to Articles 3, 7, 16 (CRC)
School Based Support Staff
Leave of Absence Regulations

1. General 

The following indicate the circumstances under which consideration will be given to applications from staff for leave of absence for reasons other than illness, injury or other disability.  Such consideration will be subject to:

a. applications being submitted to Heads of Establishments in sufficient time to permit any rearrangement that may be necessary at the school/college during the member of staff's absence.

b. the Head of Establishment being satisfied that, during the proposed absence of the member of staff suitable arrangements can be made for the conduct of the school/college.

Accordingly, except in special circumstances, application should be made to the Head of Establishment at least seven days before the date of absence and, to assist in dealing with the request, it is essential that full supporting details are provided.  Where an application is not covered by the existing policy and exceeds 1 day the Head of Establishment will seek the advice of the Governing Body prior to confirming approval.

The provisions below are indicative of the conditions under which staff can expect applications for leave of absence to be granted.  Such application will, however, be subject to the exigencies of the service.  Governing Bodies may in exceptional circumstances allow either paid or unpaid absences which fall outside the listings which follow.

These provisions must not be applied to grant time off for Trade 
Union duties.

2. Leave of absence with salary

Considerations will be given, under this heading, to applications that fall within the following categories:

	*2.1
	Family bereavements (see Explanatory Note at the end of this section).

	*2.2
	Attendance at:

	
	i)
	the funerals of friends,

	
	ii)
	a funeral as the representative of either a recognised trade union or of a school or college.

	*2.3
	Attendance at medial boards, personal attendance at hospital for treatment or for consultation with a specialist.  This attendance may, on occasion, be extended to accompanying a spouse or child subject to the non-availability of other family members to attend, normally up to a half day maximum.

	2.4
	Emergency situations involving the illness of a parents, spouse or child up to a period of a day.

	2.5
	Attendance, as a juror or witness, at a Court of Law (any court allowance claimable, apart from any subsistence and travel allowance received, is to be paid into the establishment's budget).

	*2.6
	Attending interviews for posts with another Local Authority or with school/college authorities in connection with admission.

	*2.7
	Attendance at Degree ceremonies or at the presentation of a National Honour, if personal to the member of staff, spouse or children.

	2.8
	Sitting approved examinations intended to improve a member of staffs professional qualifications.  Together with up to 3 days leave for study purposes prior to the examination at the discretion of the Head of Establishment.

	2.9
	Representing the nation in major international, cultural or sporting events.  Where the leave requested exceeds 2 days, the matter must be referred to the Governing Body.

	2.10
	Representing City and County of Swansea/Trade Unions at County level in sporting events.

	2.11
	Service as a Justice of the Peace provided that the requested leave is for approved duties, and:

	
	i)
	shall not exceed a total of eighteen whole days or thirty-six half-days in any twelve month period from      1 April, each year,

	
	ii)
	is not for a period of less than half a day,

	
	iii)
	any allowance claimable is to be paid into the establishment's budget.

	2.12
	Serving as a Member of a Local Authority (as defined by Section 270 of the Local Government Act, 1972) or as a Member of any Committee or Sub-Committee thereof, provided that the requested leave is:

	
	i)
	with full pay less one third of any allowance claimable for a total of up to the equivalent of eighteen days in any twelve monthly period from 1 April, each year,

	
	ii)
	not for a period of less than half a day,

	
	iii)
	without salary for any period additional to that specified in i) above.

	2.13
	Where applicants require leave under paragraphs 2.11 and 2.12 the total leave with salary will be restricted to 30 days or 60 half days per annum.

	2.14
	Up to 3.5 hours in respect of private business at the discretion of the Head of Establishment, where that business cannot be transacted outside school/college time.

	2.15
	Employees who are engaged as Presiding Officers or Poll Clerks in Parliamentary, European and County Council Elections or Referenda, including 'Swearing In' Ceremonies - leave with pay up to and including those on Scale 6.  Above Scale 6, leave without pay or the appropriate annual leave may be taken.


Explanatory Note 1 - Family Bereavement

Leave of absence with salary may be granted to a Member of Staff:

	i)
	who is the parent, spouse or child of the deceased person, from an including the day of death up to and including the day of interment, for up to a maximum of 5 days.

	ii)
	who is the closest responsible relative (other than the parent, spouse or child) of the deceased person for a period to be determined by the Head of Establishment according to the individual circumstances.


3. Leave of absence without salary

The following conditions shall apply to the consideration of requests for leave of absence without salary:

a. Indefinite leave of absence shall not be granted.

b. There shall be no entitlement to sick pay allowances during any period of leave of absence without salary.

Given these conditions, consideration will be given to applications for leave of absence without salary that fall within the following categories:

	3.1
	Absence owing to serious illness in the family up to a maximum of 14 days.

	3.2
	Transaction of private business in excess of 3.5 hours which cannot be conducted outside school hours provided that the Head of Establishment is satisfied that no other arrangement can be made.

	3.3
	Attendance at:

	
	i)
	staff's own weddings

	
	ii)
	the weddings of relatives or friends.

	3.4
	Attendance at recognition, induction and ordination services of close relatives or, if personal to the member of staff, religious services of confirmation.

	3.5
	Representing Religious Bodies at religious ceremonies or conferences.

	3.6
	Attendance at sporting events (or trial games preliminary to them) at any level.  In all cases, leave of absence without salary will only be granted to staff who:

	
	i)
	hold official positions

	
	ii)
	are players or reserves

	
	iii)
	serve as judges, referees, linespersons, time-keepers or other such officials

	
	iv)
	are members of selection Committees or conference delegates.

	
	
	* (see also paragraphs 2.9 - 2.10)

	3.7
	Performing in amateur singing, dramatic, choral or instrumental performances, or on choir tours, cultural visits or involvement at Horticultural or Agricultural Shows.  (Refer also to Paragraph 2.9).

	3.8
	Attendance for interview in connection with posts with employers other than Local Authorities.

	3.9
	Attendance at public ceremonies.

	3.10
	Employee who is a candidate for election to Local Authority or Parliament.  Leave may be granted from the date of election.

	3.11
	Employees who participate with candidates in Local Authority or Parliamentary elections (i.e. Agents).  Leave may be granted from the date of valid nomination to the date of the election.

	3.12
	Employees who are engaged as Presiding Officers or Poll Clerks on Community or District Council Elections, including 'Swearing In' Ceremonies.  Leave of absence may be granted or alternatively the appropriate annual leave may be taken.

	3.13
	For attendance at Governing Body meetings.


4. Leave of absence for Military Training

	4.1
	Staff who are members of any of HM Forces Reserve Units and who are required to undergo annual training in consequence may be granted leave of absence with salary, subject:

	
	i)
	to the member of staff satisfying the Head of Establishment that the training period cannot coincide with vacation periods

	
	ii)
	to all pay, allowances and bounty claimable during the training period up to the amount of the member of staff's remuneration for the period of leave of absence being paid into the Establishment budget

	
	iii)
	to a maximum of 2 weeks leave being granted.


PAGE  
[image: image3.jpg]


[image: image4.jpg]


[image: image5.jpg]


[image: image6.jpg]


[image: image1.jpg]               [image: image2.png]                                          [image: image3.jpg]

 INCLUDEPICTURE "http://t3.gstatic.com/images?q=tbn:ANd9GcTyc-F374AZVkC5Gl-2hN9DLK6ciF9FXp0D37-X3yNudO37ZH9fWg" \* MERGEFORMATINET [image: image4.jpg]

[image: image7.jpg]Living the Olympic
‘and Paralympic Volues



[image: image8.jpg]Living the Olympic
‘and Paralympic Volues



[image: image9.png]


[image: image10.wmf][image: image11.png]il i i e &

AN Trarrd el Cymtrs



[image: image12.jpg]Living the Olympic
‘and Paralympic Volues



[image: image13.png]


