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Governors’ policy on granting leave of absence for staff





The governors of Broadway School adopt the current LA Guidance in relation to special leave of absence for staff.  The Head Teacher will ensure that copies of the LA guidance are available on request to members of staff and that it is notified in the staff handbook.





The governors are mindful of the two significant changes in the latest LA guidance from that given previously:


additional clarification given in certain areas e.g. special leave related to religious observance [1.17]


statutory changes, specifically the implications of the Employment Act 2002: Dispute Regulations[2004] and the need for additional time for application requests to be processed.





The following general principles apply:


No employee may grant themselves leave of absence


All leave of absence must be properly applied for in reasonable time


All leave of absence must be properly approved


Such leave as is taken must only be what is reasonable in the circumstances





4.	Reasonable notice should be given by the employee when applying for leave of absence:


for religious observance and other calendared events – start of the academic year


for non emergency situations e.g. attendance at wedding of family member, there should be at least six weeks notice


in all cases, employees should give as much notice as possible and provide as much detail as possible to ensure that the smooth running of the school is not prejudiced by any potential impact of the application.


Appointments arranged with doctors, dentists, solicitors etc. should not be arranged in school time, unless in an emergency.


Hospital appointments that can only be arranged in school time should be notified to the school with the letter or card issued by the hospital as soon as the appointment is confirmed








all requests for special leave of absence will be dealt with by the Head Teacher, with reference to the governing body, where appropriate.








Special leave of absence, beyond the current recommendations will be normally without pay.





An appeal against refusal of leave of absence may be made to the appeals committee of the governing body under the adopted appeals procedures.





Due consideration will given to the advice set out in section 6 of the LA guidance and in addition factors that: may have a detrimental impact on the curriculum; disrupt pupil learning; conflict with other school commitments and pressures; or in other ways overburden other staff in the school.























