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1. Introduction 

i. The Wythenshawe Catholic Academy Trust (referred to hereafter as the 
Trust) is committed to supporting employee welfare and ensuring 
consistency of treatment and fairness to all in the operation of the Leave 
of Absence Policy and Procedure. This commitment reflects our approach 
as Catholic Schools and our beliefs in the dignity of the individual.     

ii. The distinctiveness of a Catholic school is lived out through the care and 
respect shown for each other. All staff are principally responsible for a 
Catholic school’s ability to put into effect its ethos, aims and projects.   

2. Scope of the policy 

i. This policy applies to all employees who work at schools within the Trust. 
The schools in the Trust currently consist of Saint Paul’s Catholic High 
School, St Anthony’s Catholic Primary School, St John Fisher and St 
Thomas More Catholic Primary School and St Elizabeth’s Catholic 
Primary School.  

ii. This policy does not apply to self-employed staff, contractors, external 
consultants, agency staff or governors. However, section 6 for the right to 
attend antenatal appointments does apply to agency workers.  

iii. This policy and procedure complies with education and employment 
legislation and nationally negotiated terms and conditions for both 
teachers and support staff. It also takes into account the provisions of the 
ACAS code of practice for ‘Time off for trade union activities’, the BEIS 
guidance regarding “Time off to accompany at antenatal appointments” 
2014.  

iv. This policy should be read in conjunction with the Trust’s Attendance 
Management Policy and Procedure, Maternity, Adoption and Shared 
Parental Leave Policy and Procedure.   

v. Unless indicated otherwise, all references to “Governing Body” apply to 
school’s Local Governing Body or Interim Management Board.  

3. Principles 

i. The Trust recognises that there are times in the school working day and 
calendar when employees may need time off to fulfill personal and or 
professional commitments. Special leave and time off should normally be 
taken outside of the school day and during the holidays where possible to 
minimise disruption. The Trust is committed to promoting flexibility in the 
context of achieving the aim of providing a high quality teaching and 
learning environment for pupils and also developing working practices and 
policies that support work-life balance for employees. The Trust 
recognises that working flexibly can raise staff morale, reduce 
absenteeism and improve productivity and retention of experienced and 
skilled employees.  

ii. The Trust is mindful of its obligations and duties under the Equality Act 
2010 and will be mindful of the protected characteristics in the Equality 
Act (i.e. age, disability, gender reassignment, race, religion or belief, sex, 
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sexual orientation, marriage and civil partnership) in the application of this 
procedure.   

iii. Where unpaid leave of absence has been granted, the school will 
immediately issue the pension guidance note ‘Request for unpaid leave 
and the effect on pension benefits’ and the employee will sign to confirm 
they have received the note.  

4. Roles and Responsibilities  

i. The Trust has delegated the overall responsibility for the effective 
operation of this policy to the school’s Local Governing Body or Interim 
Management Board. The responsibility for taking decisions and exercising 
discretion has been delegated to the Headteacher.  

ii. Leave of absence will normally be on an unpaid basis, unless otherwise 
specified. 

iii. Employees wishing to request leave of absence should complete and 
submit the form attached to this policy to the Headteacher in a timely 
manner and in most cases, prior to taking leave, see 5 iv. 

iv. Employers will consider requests for leave of absence in a timely manner.   

5. Applications to take leave 

i. Where leave of absence is necessary only minimum periods of leave 
should be requested. This is particularly relevant to those provisions that 
provide for up to a given maximum. The stated maximum must not be 
seen as the norm.   

ii. It is incumbent on Headteachers when approving leave of absence 
requests to take into account: - 

• the impact on the school, balanced with the needs of the 
individual if reasonably practicable;  

• whether the member of staff could reasonably have made other 
arrangements which would not interfere with their duties;  

• where appropriate the affordability.  

iii. The maximum possible notice of proposed absence should always be 
given.  

iv. In cases of extreme necessity, where a member of staff is compelled to 
absent themselves without having obtained in writing prior consent the 
member of staff must notify the Headteacher of the school at once and 
complete a ‘Leave of Absence’ application form as soon as possible after 
return to duty. 

v. Any further requests for additional leave or for reasons not outlined in the 
policy will either be without salary or, at the discretion of the Headteacher.  

vi. Unless otherwise stated, LOA is on a 12 month rolling basis 

6. Time off for IVF treatment 

i. The Headteacher will deal sensitively and reasonably with requests for 
paid time off for IVF appointments. However, employees have no 
statutory right to paid time off for IVF appointments. For example, 
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schools may allow five days per annum for females undergoing IVF 
treatment and one day, or equivalent, for their partner to attend an 
appointment.  

7. Time off to accompany expectant mothers to antenatal appointments 

i. An employee or agency worker who has a "qualifying relationship" with 
a pregnant woman or her expected child is entitled to take time off during 
their working hours to accompany the woman to ante-natal 
appointments.  

ii. The right is to take unpaid time off work for this purpose. 

iii. Employees qualify for the right from the first day of employment as there 
is no qualifying period.  

iv. Employees accompanying the expectant mother to her ante-natal 
appointments are entitled to unpaid leave for up to 2 appointments.  

v. The time off is capped at six and a half hours for each appointment.  

vi. The school is not entitled to ask for any evidence of the ante-natal 
appointments, such as an appointment card, however, the school is 
entitled to ask the employee for a declaration stating the date and time 
of the appointment, that the employee qualifies for the unpaid time off 
through his or her relationship with the mother or child, and that the time 
off is for the purpose of attending an ante-natal appointment with the 
expectant mother that has been made on the advice of a registered 
medical practitioner, nurse or midwife.  

8. Time off to care for dependents 

i. Employees will be granted up to 3 days paid leave in any one year to 
look after a sick child or elderly relative. The Headteacher may consider 
extending this having taken into account individual circumstances.  

9. Compassionate, emergency or exceptional leave  

i. Employees will normally be granted up to 3 days paid leave in 
compassionate, emergency or exceptional circumstances, such as 
bereavement or serious illness of a close relative or equivalent. The 
leave is to deal with the immediate issues and to sort out long term 
arrangements if necessary. In some cases a longer period of absence 
may be approved on an unpaid basis.  

ii. Bereaved parents and those with parental responsibility will have the 
right to two weeks’ leave following the death of a child under 18 
(including stillbirths after 24 weeks of pregnancy). Those with six months’ 
service and with average weekly earnings above the lower earnings limit 
will also be entitled to statutory pay.  

iii. The leave can be taken in one block of two weeks or two blocks of one 

week, within 56 weeks of the date of the child’s death. There are 

specific notice provisions required, although these differ depending on 

whether the leave is taken within the first 56 days or not.  
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iv. Time off to attend the funeral of a close friend or member of your 
extended family will normally be granted at the discretion of the 
Headteacher and will usually be unpaid.   

10. Time off for dental and medical appointments 

i. All school employees, where possible are expected to make 
appointments out of school time. In exceptional circumstances, 
reasonable paid time off will be allowed at the discretion of the 
Headteacher.  

11. Disability leave 

i. An employee who considers themselves disabled under the Equality Act 
2010 has the right to a reasonable amount of time off. Disability leave is 
to enable time off for pre-planned appointments or treatments related to 
an employee’s disability that maintain health and wellness. Some 
examples are chemotherapy treatment and recovery, dialysis, 
counselling, or physiotherapy.  

ii. Disability leave is a form of reasonable adjustment in line with the 
requirements of the Equality Act 2010.  

iii. Employees can apply to the Headteacher for a reasonable amount of 
paid time off. Each employee has specific and individual requirements 
and requests should be considered on a case by case basis, as such the 
amount of reasonable time needed will vary by individual even if they 
have the same condition as another colleague.  

iv. This should be recorded as disability leave to ensure that it is easily 
identifiable and differentiated from “normal” sickness absence.  

12. Time off related to gender transition 

i. An employee, who undergoes gender reassignment, is protected under 
the Equality Act 2010 and can apply to the Headteacher for a reasonable 
amount of paid time off. Each request should be considered on a case 
by case basis, as such the amount of reasonable time needed will vary 
by individual.  

ii. Time off for gender reassignment is to enable time off for pre-planned 
appointments or treatments related to an employee’s transition, 
including counselling, hair removal, hormone treatment and surgery.  

iii. Time off for gender reassignment is a form of reasonable adjustment in 
line with the requirements of the Equality Act 2010.  

iv. This should be recorded separately to ensure that it is easily identifiable 
and differentiated from “normal” sickness absence. The school can 
therefore demonstrate the reasonable adjustment.  

13. Time off for religious observance 

i. The Trust supports a maximum of three days paid leave to observe the 
days of obligation for the main religious festivals e.g. Eid, Diwali and 
Passover where these do not fall in school non term times.  
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ii. Employees must submit in writing their request and give as much notice 
as possible. The Headteacher will be sympathetic and give serious 
consideration to requests. However, where reasonable notice is not 
given or if the request makes the service delivery impossible, the 
Headteacher has the right to refuse the time off.  

iii. At times, extended leave of absence (unpaid) for religious observance 
may be requested, for example, individuals may request a period of time 
off for Hajj. Individuals should submit their request in writing with plenty 
of advance notice with the reason, duration and return to work date to 
the Headteacher, who will give serious consideration to their request.  

14. Extended leave of absence  

i. Requests for longer periods of leave will be considered on an unpaid 
basis, for example, in the case of a lengthy period of caring for a 
chronically sick, disabled, or terminally ill, dependent relative. Extended 
leave can be for up to a year’s duration. Sufficient notice that allows the 
appointment of a replacement should be given wherever possible.  

15. Service with Auxiliary Forces 

i. Volunteer members of UK Armed Forces are allowed two weeks paid 
leave to attend an annual summer camp.  Teaching and term time only 
staff are only granted paid leave if the force’s unit cannot arrange 
exercises during holiday periods.  

16. Mobilisation 

i. When reservists are needed to fulfil their part of the UK’s defence 
strategy, they are ‘mobilised’ or ‘called out’ into full time service with the 
regular forces or military operations. While the reservist is mobilised the 
school does not have to continue to pay them, the Ministry of Defence 
(MOD) will pay their salary. For further information on mobilisation, 
please refer to the SaBRE (Supporting Britain’s Reservists and 
Employers) website: www.sabre.mod.uk  

17. Attendance at court proceedings 

i. Jury Service 

Employees required to attend jury service should arrange for their loss 

of earnings certificate to be forwarded to the school’s payroll team. The 

certificate will be completed and returned to the employee to show to 

what extent the salary will be stopped during their absence. The amount 

will then be claimed from the court.  

ii. Witness summonses and subpoenas 

Time off to attend court as a summoned or subpoenaed witness is not 

discretionary. Any witness expenses must be claimed and declared to 

the relevant payroll provider. Time off to attend court as a voluntary 

witness is discretionary. The Headteacher will need to consider the 

http://www.sabre.mod.uk/
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individual circumstances including the impact on the school and the 

cover arrangements.  

18. Public duties  

i. There is no statutory requirement to pay employees who fulfil public 
roles. However, the Headteacher has discretion to allow up to 10 days 
paid leave per annum to carry out the duties of the office of Leader, 
Mayor, JP or Chairman of Local Authorities.  

ii. Employees who are school or college governors must be allowed a 
‘reasonable’ amount of time off work unpaid to carry out their duties, 
including attendance at governing body meetings.  The employer and 
employee must agree on what is considered to be a reasonable amount 
of time off. The Trust has agreed to pay up to three days per annum and 
in addition to this, reasonable unpaid leave can be granted for 
employees carrying out public duties.  

19. Time off for Trade Union duties 

i. The school recognises the legal requirement for employers to allow 
reasonable time off work for the school’s elected representatives of 
recognised trade unions to carry out their duties. Duties that warrant time 
off with pay include: - 

• consultation on terms and conditions of employment or the 
physical conditions of work; 

• consultation on redundancy and dismissal arrangements; 

• meetings with school management or LA officers on matters of 
joint concern; 

• representing a union member at grievance, capability or 
disciplinary interview; 

• attendance at relevant training courses organised by the trade 
union. 

ii. There is a separate Facilities Agreement for time off for recognised trade 
union activities which can be referred to.  

20. Study leave 

i. Employees who are sitting examinations relevant to their current post or 
career are eligible for half a day paid study leave per examination plus 
half a day paid per examination.  

21. GCSE duties and activities 

i. Teachers who are engaged in activities for examining groups may be 
released by the school where they satisfy the conditions set out in 
appendix II of the Burgundy Book, Memorandum of Agreement for the 
Release of Teachers.  
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22. Moving house 

i. An employee may be granted one days paid leave. The Headteacher’s 
agreement must be sought beforehand.  

23. Emergency school closure 

i. There may be circumstances when an employee is unable to attend work 
due to bad weather but the school remains open as usual. All reasonable 
effort should be made to attend work. Alternative arrangements may be 
agreed with the head teacher, e.g. working from home or at a different 
location. Where this is not possible, non-attendance will normally be 
treated as unpaid leave.  

ii. Alternatively, if the school is closed for health and safety reasons and 
employees cannot work from home or at another location, time off with 
pay will be granted for the duration of the disturbance.  

24. Interviews 

i. An employee may take up to one day’s paid leave to attend interviews 
subject to a reasonable total within any one term. The Headteacher’s 
agreement must be sought beforehand and any additional requests will 
be considered on an unpaid leave basis.  

25. Unauthorised absence 

i. If an employee takes leave of absence without the prior consent of the 
Headteacher this may warrant an investigation under the Trust’s 
Disciplinary and Policy and Procedure.  

ii. Employees have the right of appeal against the Headteacher’s decision 
to refuse an application for leave of absence to the Chair of Governors. 
The Headteacher will provide reasons for the refusal to the Chair of 
Governors whose decision is final.
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Leave of Absence Request Form 

 

 

Name:  

Job Title:  

Department:  

Date form 

submitted: 
 

1. What is the reason for your request?  (Please supply as much detail as possible, 

including whether your request is made in relation to the Equality Act 2010 e.g. as a 

reasonable adjustment for a disability. Where your reason is particularly confidential, you 

should give brief details and be prepared to amplify these) 

 

 

 

 

2. What is the date and time requested for the leave of absence? 

 

 

3.  What arrangements in your opinion could accommodate your leave of absence 

by the school? (Please consider issues such as the impact n on services to pupils, on 

your own workload and on that of your colleagues.  Please suggest ways in which, in your 

view, these issues could be addressed). 

 

 

 

Please return this pro forma to the Headteacher as soon as possible.  Please also retain a 

copy of this pro forma for your own records. 

Signed Employee:  Date:  

Authorised by the 

Headteacher 
 Date:  

Paid Y/N   


