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Leave of Absence Policy



Rationale

Our Absence Policy is set to reþ ect current employment conditions negotiated at national level for staff within the School.  
It should be read in conjunction with those conditions.  Absence of teaching staff within the school day can be extremely 
costly to the School as well as disruptive to the education of the students.  It is hoped that staff, both teaching and non-
teaching/support staff, will recognise the need not to disrupt the continuity of education that is so vital to the success of 
students.  

PurposesPurposes

1. To ensure that all absence requests are considered in an equitable manner.

2. To encourage staff to attend regularly and to enable the senior management of the school to monitor and 
rationalise absence of staff as much as possible.

3. To reduce the stress of colleagues as a result of individual staff absences.

Broad Guidelines

1. Westlands Schoolôs management team will monitor staff absences to reduce, in a sympathetic and realistic way, 
staff absence.  The Operations Manager will assume day to day supervision of absence, but all members of the 
SMT will be responsible for assisting in the long term management of staff absence.

2. Authorised absence will be granted by the Headteacher or his nominated representative and will cover such 
aspects as: attendance at training courses, absence on public duties (Jury, Armed Forces), Trade Union activities 
(for recognised ofý cials), Compassionate leave, Maternity Leave, attendance at ante-natal classes and leave of 
absence.  All these have the common feature that they can be anticipated and, therefore, permission should be 
obtained well in advance.

3. Other forms of absence are more difý cult to manage and include such items as: sick leave and unauthorised 
absence and lateness.  The characteristics of these is their unplanned nature and the disruption they bring to 
the operation of the School. 

4. Leave of absence will be granted in accordance with the current legislation or local agreement which relates to 
the particular type of employee.  

5. Leave of absence must be requested from the Headteacher, except in the case of the Headteacher who should 
make his request to the Governors.  As much notice as possible should be given.  When advanced notice is not 
possible the next earliest opportunity must be used to clarify the situation.

6. The Headteacher may approve leave of absence with pay for teachers in accordance with the regulations for 
urgent personal reasons (house removal for example) for periods not exceeding one day.  Recommendations 
for leave of absence for more than one day will be subject to approval by the Governing Body.  

7. Leave of absence without pay will be calculated on the basis that one day equals 1/365 of annual salary. As 
well as applying to each working day, this will include weekends and Bank Holiday periods. If unpaid leave is 
given for a Friday only one days pay will be deducted, but if it is for a Friday to Monday then 4 days will be 
deducted.

8. Leave of absence with pay may be granted after prior approval by the Governing Body for the following: 
Attendance at conferences and courses in the interest of the School; External examination work; Sitting of 
approved examinations concerning professional development; Contributing to broadcasts and working parties 
that are in the interest of the School or Authority;  Visiting other schools at the suggestion of the Headteacher 
or inspector/adviser; Weddings of relatives of the ý rst degree (i.e. brother, sister, parent or children) or of the 
corresponding relatives-in-law; Interviews for other posts within Education services;  Death or illness of a 
relative (max. 5 days per year); Attendance as an elected member at local authorities (max. 20 days per year); 
Magistrate duties (max. 20 days per year); the Armed Forces to attend annual camp; Attendance at a jury or 
as a witness in court proceedings or as a witness to tribunal proceedings; permanent staff selected to serve as 
candidates for parliamentary elections (max. 5 days per year); Service Selection Boards; Weather conditions; 
Special circumstances (e.g. national/international sports representation); other occasions at the discretion of 
the Governing Body.



9. The following are examples of absence without pay, however, it is hoped that staff will make every effort to 
give advance notice of these absences. Examples are: Attendance at religious conferences and devotions; 
Funerals of relatives other than of ý rst degree; House removals exceeding one day; Hospital appointments for 
children where both parents wish to attend; Sports representation not connected with pupils; Delays on return to 
school caused by industrial dispute; Visits overseas for other than professional reasons; Court hearings for own 
involvement in divorce proceedings, custody of children, maintenance payments and other court appearances 
where the individual is the defendant or involved in non-criminal proceedings; other occasions at the discretion 
of the Governing Body.

10. Staff are encourage to minimise the disruption to the operation of the School and particularly to the teaching and 
learning by providing as much advance information as possible concerning their absence from the School.  Non 
urgent appointments for medical and other reasons should be made wherever possible outside School time.

Aims

1. To ensure that all students gain the maximum advantage from their time at Westlands by seeing the staff they 
expect to teach them, when they are timetabled to see them.

2. To reduce the ý nancial impact on the School thus enabling the optimum use of scarce resources to be made.

3. To meet the statutory agreements and conditions of service of both teaching and non teaching staff.

Conclusions

Staff absence not only disrupts the learning for the students but also creates additional pressure on colleagues who 
have to cover lessons for those absent.  Whilst some absences cannot be avoided and advance notice cannot be given 
the greater the amount of notice the less disruption will be caused to the School and its students.  Where staff are away 
on a planned absence, work must be set for the lessons missed, and the Head of Department should ensure that the 
cover staff are aware of that work.  Additionally the Head of Department, or their representative, will need to monitor 
and support the person providing the cover for an absent colleague.  Where absence cannot be planned in advance 
staff must make contact with the person responsible for cover as early as possible in the day so that cover can be 
arranged.


