Leave of Absence Non-Teaching Staff – September 2010
	A. SICKNESS ABSENCE

Guidelines
	
	

	Most staff will have some absence due to ill health. The majority of sickness absence is unpredictable and has to be dealt with on a day to day basis. This policy details the school’s approach to this. However, when there is persistent or long term sickness appropriate action will be taken to ensure the effective provision of education at the school.
The main principle of this policy is that the needs of the school are balanced with the interests and circumstances of each individual employee. Staff will be treated fairly and with dignity and the principle aim is, where possible, to seek an effective return to work.

Reporting Procedure

a) A member of staff who is absent sick should report the absence, in person, before 8.00am on the day of the absence.

b) The absence should only be reported through a third party if physically impossible.

c) Unless it is clear from the onset that the sickness will last for a considerable time eg Chicken Pox, the reporting procedures should apply on each day of absence.

Certification Procedures
a) An absence of up to 3 days does not require any form of certification

b) 4 – 7 days absence requires a self-certification and should be completed on return to work

c) 7+ days requires a medical certificate ( absence over weekends/holidays is included in calculation of continued sickness absence)

d) The school may, in exceptional cases, require a medical certificate for any absence. If this is the case the school would pay any charges incurred.

Medical Appointments

a) It is expected that non-urgent appointments of any nature would be arranged in an employee’s own time.
b) Time off would normally be granted provided adequate notice has been given. Clearly time may have to be made up in the event of a large number of appointments.
Return to Work

a) Staff are expected to keep the school informed at all times and should inform the school prior to return, of the date of the return.
b) On return to work the member of staff will have a meeting with their line-manager in order to be kept up to date with developments at work.

c) Any member of staff who has more than six periods of absence in an academic year may be asked to meet with their line-manager to discuss absences.
Managing Excessive or Persistent Absence
Each case will be different, but the following points may be considered when determining appropriate action:

· Need for medical opinion

· Nature of the illness

· Likelihood of recurring or similar problem arising again

· Length of sickness absence or pattern of absence

· Impact of absence on staff/curriculum

· Steps already taken to address issue

· Consistency of approach

· Relevant provisions of DDA 1995

If the reasons for absence are not genuine then the matter will be fully investigated and depending on the outcome dealt with as misconduct under the school’s disciplinary procedures.
	
	

	B. OTHER ABSENCE
	
	

	
	
	

	1. Career
	
	

	
	
	

	Interview for another post (depending on distance)
	Half-One day
	Paid

	
	
	

	
	
	

	Exceptionally, travelling time may be granted as paid leave at the discretion of the Head, who will take into consideration distance, time of interview etc.

	
	
	

	2. Court Attendance
	
	

	
	
	

	I     Divorce/custody cases
	
	Unpaid

	
	
	

	II    Other personal reasons
	
	Unpaid

	
	
	

	III   Witness (Copy of summons to be shown)
	
	Paid

	
	
	

	IV  Jury Service
	
	Paid

	
	
	

	
	
	

	Note Categories I and II
	
	

	
	
	

	The duration of authorised absence for these categories will normally be 1 or 2 days.  However, where the Head is satisfied that additional days are unavoidable, he has the discretion to authorise additional UNPAID days.

	
	
	

	Note Categories III and IV
	
	

	
	
	

	The duration of absence for these categories is dependent on the Court. There will be no loss of earnings.

	
	
	

	3. Domestic
	
	

	
	
	

	I  Removal of household effects*
	1 day
	Paid

	
	
	

	II  Burglary
	1 day
	Paid

	
	
	

	III  Unforeseen problems with gas/electricity/fire
	1 day
	Paid

	
	
	

	*Maximum of one paid day in 3 years, thereafter unpaid at the discretion of the Head.

	
	
	

	The authorised duration of absence for categories I and II above will normally be 1 day.  However, there will be certain circumstances when teachers have experienced severe problems in these areas, and the Head will have discretion to extend this UNPAID leave subject to the exigencies of the situation.

	
	
	

	4.  Examination/Study Leave
	
	

	
	
	

	Examination – dates must be specified and it is usual to allow one days leave for each paper to be taken subject to the maximum stated.
	Max. 5 days in any academic year.
	Paid

	Study leave – the Head must decide what is reasonable – within the maximum days stated based upon the number of papers to be taken.
	Max. 5 days in any academic year.
	Paid

	
	
	

	Examination and study leave must be agreed with the Head before commencement of the approved course.

	
	
	

	
	
	

	
	
	

	5.  Family
	
	

	
	
	

	Wedding of a relative 
	1 day
	Paid

	
	
	

	Wedding of a friend
	1 day
	Unpaid

	
	
	

	Bar/Bat Mitzvot
	
	

	
	
	

	Of your child
	1 day
	Paid

	
	
	

	Of a child of a close relative
	1 day
	Unpaid

	
	
	

	Other significant family event (eg stone setting, memorial service ) – ‘significant’ is deemed to be an important family event
Death
	1 day
	Paid

	
	
	

	Of a partner or child.  Up to 7 days*
	
	Paid

	
	
	

	Of other close relative  Up to 7 days*
	
	Paid

	* The Head reserves the right to discuss with the member of staff the appropriate return date.
	
	

	Friend
	1 day
	Paid

	
	
	

	Serious illness
	
	

	
	
	

	Of partner, child and close relatives ( Head to decide extension if appropriate)
	1 day
	Paid

	
	
	

	PLUS additional travelling days to attend a seriously ill partner/child/close relative up to a maximum of 2 days, at the discretion of the Head dependent on location, distance to travel etc.

	
	
	

	NOTE: Travelling days should be limited to 1 if the member of staff is already in attendance e.g. during a holiday

	
	
	

	6. Graduation
	
	

	
	
	

	Graduation ceremony of self/son/daughter
	1 day
	Paid

	
	
	

	Graduation ceremony of relative/friend
	1 day
	Unpaid

	
	
	

	7.  Hospital Appointments
	
	

	
	
	

	These absences are regarded as sick leave and not leave of absence however, employees should give the Head as much advance notification as possible, and the absence will be recorded on the Monthly Staff Return.
	Paid

	
	
	

	Of child of the employee – the Head will need to take into consideration the age of the child, but it is normal practice to agree to such applications
	Paid

	
	
	

	8.  Personal Reasons
	
	

	
	
	

	Unspecified personal reasons
	1 day
	Unpaid

	
	
	

	Driving Test – teachers are discouraged from arranging tests during term time.
	Unpaid

	
	
	

	9.  Public Duties
	
	

	
	
	

	It should be noted that most employees who work 16 hours or more a week have a statutory entitlement to reasonable time off for public duties.  These are specified as follows:

	
	
	

	A Justice of the Peace
	
	

	
	
	

	An elected member of a Local Authority
	
	

	
	
	

	A member of the managing or governing body of an educational establishment maintained by a Local Education Authority

	
	
	

	A member of a statutory school
	
	

	
	
	

	A member of a Regional or District Health Authority in England and Wales
	

	
	
	

	A member of a Water Authority
	
	

	
	
	

	10.  Travel
	
	

	
	
	

	Adverse weather conditions (1)
	1 day
	See below

	
	
	

	Public transport strikes (2)
	1 day
	Unpaid

	
	
	

	Car breakdown (3)
	1 day
	Unpaid

	
	
	

	Flight delay (4)
	1 day
	Unpaid

	
	
	

	NOTE:
	
	

	
	
	

	1.  From time to time, severe weather conditions may make it impossible to attend for work.  If Public transport is operating, staff would be expected to attend school. If Public transport is not working, absence would be paid. 

	
	
	

	2.  Notice of transport strikes is normally given and staff should therefore make alternative arrangements if their normal travelling facility is by public transport.  Anyone who cannot make alternative arrangements must see the Head before being absent, or it will be deemed to be unpaid absence.

	
	
	

	3.  It is reasonable to expect staff to make alternative arrangements.

	
	
	

	4.  Employee should claim for loss of salary from airline/tour operator if delay is due to overbooking or industrial action.  Further advice should be sought if longer than 1 day.
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