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Extracts taken from Guidance for Schools Volume 1 Section 11 
Published April 2015  

( Refer to Guidance for Schools Volume 1 Section 11 for all other details)  
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Policy Statement 

This policy is recommended for adoption by all Somerset County Council Maintained 
Schools and Academies that purchase HR Advisory Services through Support 
Services for Education (SSE). 

Pupils attending Fiveways School need as much consistency of staffing as possible 
in order to secure effective and high quality standards of education, Premises 
Management and Administrative Support.  High levels of attendance is a vital factor 
in providing effective and high quality public services. High levels of attendance at 
work will contribute to and provide positive assistance in the planning and provision 
of quality services and high morale among employees.   

The School is committed to maximising attendance by maintaining good working 
practices at all stages of employment and at all levels within the School.  A 
collaborative approach to the management of sickness levels will be adopted 
involving management, employees and their representatives. 

The overall aim of this policy is to maximise attendance and ensure that employees 
are treated fairly and in a considerate manner in order for them to fully recover from 
sickness and return to work.  The benefit of reducing sickness absence and 
improving attendance levels is felt at different levels: 

 Alleviating the extra workload on colleagues;  
 Improved productivity and positive effect on service delivery; 
 Reducing the need to bring in supply staff or offer additional   

 hours to current employees.  

Any reduction in sickness levels should bring about a considerable saving as well as 
improved productivity and service delivery through close attention to employee 
health and welfare. 

When establishing the causes of absence and likely future patterns, this policy 
should be considered alongside associated policies in relation to Health and Safety, 



 

 

Work-related Stress, Disability, Ill Health Retirement, Alcohol and Substance Misuse, 
Fairness and Dignity at Work and Flexible Working / Work-Life Balance policies. 

The School is committed to evaluating the effectiveness of this policy by recording, 
monitoring and communicating sickness absence levels, with the aim of improving 
attendance. 

All sickness absence information will be handled sensitively and with due regard to 
confidentiality and Data Protection Principles. 

Responsibilities 

All employees have a responsibility to work to achieve high attendance levels 
and make absence management effective. This will produce a working 
environment where there is a positive attitude to attendance.   

School Governing Bodies 

 Provide clear leadership for the reduction of sickness absence levels and 
ensure this policy is implemented within the school. 

 Ensure action plans are in place to deal with areas of high sickness absence 
and support managers in achieving defined standards. 

 Expect regular information on sickness absence levels and its cost.  

Headteachers/Line Managers  

 Encourage a positive attitude to attendance at work.  
 Make employees aware of the Sickness Absence Management Policy,    

(contained within the Staff Absence Management Policy).  
 Ensure every absence is accurately recorded.  
 Monitor employees' sickness absence through the management 

 information available.  
 Discuss on-going sickness absence with the employee at an Absence

 Review Meeting and keep written documentation of agreed action points.  
 Seek help, guidance and support from the School’s HR Advisory Team or 

other professionals, e.g. Occupational Health, in interpreting sickness figures 
and finding solutions, which are consistent and fair while allowing for flexibility 
to individually tailor responses.  

 Ensure a return to work interview is conducted with each employee as 
 soon as possible ideally  within 5 working days of the return from sickness 
 absence    

 Create a supportive environment to facilitate a successful return to work for 
 employees.  

 Always consider reasonable adjustments and put in place where 
 appropriate.  

Employees 

 Take responsibility for their own health, wellbeing and attendance at work.  
 Read and understand the policy  
 Comply with the sickness absence notification procedure. 



 

 

 Maintain contact with their manager during periods of sickness absence and 
co-operate with all reasonable requests to attend meetings. (Also reference 
information around maintaining contact below) 

 Submit to an Occupational Health referral and co-operate with medical 
 advice, to facilitate a return to work. 

 If leaving work partway through the day, employees MUST “sign out” in the        
Visitors signing in /out register  at the Reception desk to comply with Fire 
Regulations) and sign back in if returning to school afterwards. 

Trade Unions 

 Protect the reasonable interests of their members and support 
 management in their efforts to improve attendance levels.  

Notification Procedure for Sickness Absence 

Employees must comply with the notification procedure set out below to ensure they 
receive their correct entitlement to sick pay.   

As soon as an employee is unable to report to work (whether that be through 
sickness or any other leave of absence), they must make every effort to ensure their 
Head teacher/Deputy Headteacher or Leading Practitioner for Staffing is notified, by 
telephone as soon as possible and at least by 8.15am on the day of the absence. 
The employee is required to speak to their Head Teacher/Deputy Headteacher or 
Leading Practitioner for Staffing and give a reason for the absence and the 
anticipated return date. If the return date is not known, the employee MUST 
telephone to update the school by 8.15am each day to manage supply arrangments 
effectively. For prolonged periods of certified  sickness absence the employee 
should agree with their Head Teacher /Deputy Headteacher or Leading Practitioner 
for Staffing to maintain regular contact, until a return date is known. 

If an employee has been sick for 4 consecutive days (including Saturdays, Sundays 
and Public Holidays) they must notify their Head Teacher/Deputy Headteacher or 
Leading Practitioner for Staffing of their continued sickness and give an expected 
date of return to work. They may be entitled to payment of Statutory Sick Pay (SSP) 
and this will be paid as part of their sickness allowance provided that they have 
followed the notification procedure. 

A Statement of Fitness for Work or ‘fit note’ should be submitted for sickness 
absences longer than 7 calendar days, all statements must be submitted to the Head 
Teacher /Deputy Headteacher or Leading Practitioner for Staffing as soon as is 
practicable on or before the eighth day of absence.   

Failure to follow the notification procedure may lead to non-payment of sick pay and 
disciplinary action. 

Statement of Fitness for Work (Fit Note) 

GPs use a Statement of Fitness for Work (Fit Note) to advise that an employee is 
either ‘unfit for work’ or ‘may be fit for work’ with recommendations or additional 
support in place.  With the introduction of fit notes it is no longer possible to request 
that an employee provides a final medical certificate from their doctor showing their 
fitness to return to work.  Head Teacher /Deputy Headteacher or Leading 



 

 

Practitioner for Staffing with concerns about an employee’s ability to return to work 
should therefore refer the employee, with their consent, to Occupational Health with 
the involvement of the schools HR Advisor as necessary.  

For further information see Head Teacher Guides – Fit Notes (Statement of fitness 
Statement of Fitness for Work or Fit Notes. 

Requesting Notification of Sickness from a Doctor for Absence Spanning less 
than Eight Days 

There may be occasions when a Head Teacher /Deputy Headteacher or Leading 
Practitioner for Staffing requires an employee to obtain a letter or note from their 
Doctor for absences spanning less than eight days, for example where absences are 
being monitored under the Managing Frequent Intermittent Sickness Absence 
protocols.  If the GP charges for this service, the cost will be reimbursed to the 
individual by the School. The School reserves the right to suspend sick pay if a 
doctor's letter cannot be produced, depending on the circumstances. 

Unauthorised Absence 

If an employee is absent from work without authorisation and provides no reasonable 
explanation, written notice may be given to stop pay for the whole period of absence. 
Unauthorised absence will be treated as misconduct, which could result in 
disciplinary action.  In particular, the following two situations may be identified as 
unauthorised absence which requires investigation: 

1. An employee's request for leave of absence was refused, but the employee has 
reported in sick. (In this circumstance, a Doctor's Certificate should be 
requested).  

2. The employee has not followed the notification procedure for sickness absence, 
for example the employee fails to submit a Statement of Fitness for Work to 
cover absence beyond the self certification period. (See Notification Procedure 
for Sickness Absences for further details). 

Recording Sickness Absence 

Accurate and accessible information is a pre-requisite of effective absence 
management. Head Teacher /Deputy Headteacher or Leading Practitioner for 
Staffing cannot manage sickness absence and returns to work without the 
appropriate information. 

The procedure for recording sickness absence is as follows: 

1. Employees are responsible for notifying their Head Teacher /Deputy 
Headteacher or Leading Practitioner for Staffing of sickness absence. 

2. Head Teachers are responsible for ensuring the payroll provider is notified of 
 the sickness absence. 

3. On their return to work the employee must complete and sign a self- 
 certification form (the Sickness Declaration and Return to Work Form) 
 and pass to the Head Teacher /Deputy Headteacher.  Head Teacher /Deputy 
Headteacher must check the form for accuracy, sign it and arrange to 
undertake the return to work interview as applicable. 
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4. The form together with any appropriate Statement of Fitness for work  must be 
retained for the record.  

The Sickness Declaration and Return to Work Form requires employees to indicate 
both calendar days and working days lost due to sickness absence. Both are vital for 
the overall management of sickness absence.  

Calendar days absence is required for sick pay and timely referrals to occupational 
health. 

Working days lost due to sickness absence are defined as those days on which the 
employee would have been expected to work. Part-time employees will only be 
counted as absent for the hours which they would normally work, which are likely to 
be shorter than full-time equivalent days. This is required because it enables the 
School to accurately monitor the cost of sickness absence, compare sickness 
absence levels with other organisations and to inform action plans for improvement. 

Return to Work Interview  

Following any sickness absence period it is the responsibility of the Head 
Teacher/Deputy Head/ Leading Practitioner for Staffing to ensure that a return to 
work interview is conducted with the employee, using the template on the back of the 
Sickness Declaration and Return to Work Form in the following circumstances: 

 following a short-term sickness absence period that adds up to a total of 10 
working days or more (pro-rata for part-time employees) or for sickness 
absences taken over 4 or more separate occasions, within the preceeding 12-
month period 

 Following a long term sickness absence 

The forms must be retained on the employee’s personal file.  

If there is a concern about the complexity of a particular case, advice should be 
sought from the Schools HR Advisory Team.   

Reviewing Sickness Absence  

Certain levels of sickness absence may be cause for concern and warrant 
management action. When reviewing employees' sickness absence levels, in the 
interest of treating full time and part time employees consistently, the Head Teacher 
/Deputy Headteacher or Leading Practitioner for Staffing should take account of the 
full period of sickness in calendar days rather than working days lost. For 
example, if an employee has a health problem, which results in them being unfit for 
work for 10 calendar days (whether they work full time or part time) this is cause for 
concern, regardless of the number of working days absence. 

Maintained schools are able to request sickness absence information, which 
includes a Bradford Score, via their HR Admin and Payroll.   

A Bradford score of 144 or more in a 12 month rolling period identifies frequent 
periods of short term absence, which may indicate a cause for concern. A Bradford 



 

 

Index of 144 signifies, for example, 36 calendar days absence over 2 separate 
periods or 16 Calendar days of absence over 3 separate periods. 

When Head Teacher /Deputy Headteacher or Leading Practitioner for Staffing 
identifies a cause for concern, they must follow this up with the employee using an 
Absence Review meeting. Additional information is available in the Head Teacher 
Guide:  Absent Review Meeting. 

The school is in the course of purchasing new software to monitor and manage a 
variety of staff absences (refer 2018/2019 School Development Plan) and will be 
carrying out a trial of Staff Absence Management review meetings. 

 

Managing Frequent Intermittent Sickness Absence  

Definition 

Frequent intermittent sickness absence is a series of short term sickness absences 
often for minor or unconnected illnesses; many of which will be for periods of less 
than 7 calendar days and so will not be certified by a doctor. Frequent intermittent 
sickness absences warrant close scrutiny where certain trigger points are met. 

Procedure 

Frequent sickness absence is often more disruptive than long-term absence due to 
the unpredictable nature of the absence. The School will therefore take any 
reasonable action to manage frequent absenteeism and must advise an employee 
when their sickness absence level is becoming a cause for concern. 

Absence Review Meetings  

When a concern with sickness absence levels has been identified because an 
employee has met the triggers outlined under Reviewing Sickness Absence, or there 
is  a  work related stress concern or through the management information available, 
the Head Teacher will arrange a discussion with an individual at an absence review 
meeting.  If any of the absences are directly related to a disability then advice should 
be sought as reasonable adjustments may need to be considered. 

The meeting is conducted by the employee’s Head Teacher.  A trade union or work 
colleague may accompany the employee, provided that this does not significantly 
delay the meeting from taking place. 

The purpose of the meeting is to discuss the employee’s absence record, explore 
the reasons for absence, agree any support that is required and set targets for 
improvement. 

The outcome of the meeting is to agree an action plan to include any supportive 
measures that can be put in place and targets for improvement.  A record of the 
absence review meeting will be made on the form Record of Absence Review 
Meeting and a copy placed on the employee’s personal file.  A further meeting will be 
arranged to review progress. 
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If the high sickness absence levels appear to be due to work related stress, 
managers should consider Health and Safety Guidance on Managing Stress for 
more in depth advice.  

The school is in the course of purchasing new software to monitor and manage a 
variety of staff absences (refer 2018/2019 School Development Plan) and will be 
carrying out a trial of Staff Absence Management review meetings. 

When to refer to Occupational Health for Frequent Intermittent Sickness 
Absence 

A referral to an Occupational Health provider is recommended if the employee has or 
it is believed they may have an underlying health problem or if they identify a work 
related problem that is causing ill health. Where it is less clear what is causing the 
poor attendance levels and in particular if the majority of the sickness absence is 
self-certified (7 calendar days or less), the Head Teacher /Deputy Headteacher 
should consider seeking medical advice.  

The Head Teacher/Deputy Headteacher should refer the employee to the School’s 
Occupational Health provider, (If schools buy into the central contract this can be 
accessed on-line https://www.ohportal.co.uk/ ) for an opinion on the employee's 
medical condition and whether the employee's absences are likely to remain at the 
same level.  

In general, consent from the employee is required for an Occupational Health 
referral.  For those employees covered by the Green Book, in particular, the national 
terms and conditions specifically state that an employee shall submit to a medical 
examination, subject to the provisions of the Access to Medical Reports Act.  The 
Burgundy Book has a similar provision for teachers.  

For further guidance contact your HR Advisor. 

If Occupational Health identifies an underlying health problem they will advise on the 
likely duration and whether the employee's job could be having a detrimental effect 
on their health. Following receipt of this advice the Head Teacher/Deputy 
Headteacher may wish to discuss appropriate action with the Schools’ HR Advisor 
before speaking to the employee.  

Unacceptable Level of Absence Unrelated to Ill Health   

If following discussion with the employee or via referral to Occupational Health it is 
apparent that the cause of their poor attendance is unrelated to ill health, for 
example where a personal or domestic difficulty is identified, then the Head Teacher 
/Deputy Headteacher should discuss support options which may help; for example, 
temporary flexible working arrangements or if appropriate, the School’s approved 
independent professional counsellor service (if the school subscribes to such a 
service).  If any work related matters are raised, these should be investigated 
promptly and any reasonable action taken. 

An action plan for the employee's attendance record to improve should be agreed 
with the employee allowing reasonable time for the support to assist improvement 
and review periods should be set. These details should be put in writing and a copy 
given to the employee and one retained on file.  If an employee’s attendance does 

https://www.ohportal.co.uk/


 

 

not improve after a reasonable period of time, the disciplinary procedure may be 
applied. 

The school is in the course of purchasing new software to monitor and manage a 
variety of staff absences (refer 2018/2019 School Development Plan) and will be 
carrying out a trial of Staff Absence Management review meetings. 

If an employee is absent from work and does not follow the notification procedure 
and/or does not offer a reasonable explanation the absence is considered 
unauthorised, please refer to the Unauthorised Absence Section 
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SECTION 2: LEAVE OF ABSENCE PROVISION 
 

Extracts taken from Guidance for Schools Volume 1 Section 10  
Published August 2016 

  
( Refer to Guidance for Schools Volume 1 Section 10 for full details)  
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Staff have no contractural right to leave of absence without pay and indeed 
should not expect requests for such leave to be entertained unless the 
circumstances are exceptional.  
 
Notification of Planned Leave of Absence (other than sickness) 
As soon as an employee is aware of the need to submit a Planned Leave of 
Absence Request Form e.g. for a hospital appointment,  they MUST notify their 
Head Teacher /Deputy Headteacher or Leading Practitioner for Staffing as soon as 
possible to provide the maximum notice possible in order to consider staffing 
implications.  A Planned Leave of Absence Request of less than two working 
weeks’ notice will be considered on a case by case basis and will be determined by 
the ability to cover the requested leave.  The School Receptionist should be kept 
updated about any changes to information provided and the Headteacher/Deputy 
Headteacher or Leading Practitioner for Staffing informed accordingly. 
 

 



 

 

Notification of Unplanned Leave of Absence (other than sickness) 
As soon as an employee is unable to report to work for reasons other than sickness 
they or someone acting on their behalf must notify their Head Teacher /Deputy 
Headteacher or Leading Practitioner for Staffing as soon as possible and at least by 
8.15am (by telephone) on the day of the absence - reasons for the absence and date 
of anticipated return should be given. If the date of return is not known employees 
must telephone to update the school by 8.15am each day in order to manage supply 
arrangements effectively. The School Receptionist should be kept updated about 
any changes to information provided and the Headteacher/Deputy Headteacher or 
Leading Practitioner for Staffing informed accordingly. 
 
 
Applications for planned leave of absence should be made to the Headteacher 
whose discretion will be exercised in accordance with Guidance for Schools, Volume 
I, Section 10 under the Headteacher/Governing Body non-discretionary and 
discretionary provisions and with reference to the nature of the specific request. The 
Headteacher /Governing Body will aim to manage such requests sensitively and 
confidentially. 
       

 
 

 
1. PARENTAL LEAVE PROVISIONS 
 
1.1 Introduction 
  

Parental leave provides unpaid time off from work to employees with parental 
responsibility to care for their child. 

 
1.2 Definition of Parental Responsibility 
 

This is laid down in the Children Act 1989: it includes a mother, father, 
guardian or adoptive parent who cares for a child. 

 
1.3 Leave Entitlement 
 

1.3.1 There is an entitlement to 18 weeks unpaid leave which can be taken 
in blocks of one week (part weeks count as one week) with a maximum 
of 4 weeks leave in any one leave year (ie,1st April to 31st March or 
other arrangements such as September to August), per child.  If the 
child is disabled, leave can be taken in blocks of one day. 

 
 1.3.2 The entitlement will be pro-rata for part-time employees. 
 

1.3.3 Parental leave may be taken immediately after ordinary and/or AML, 
and in addition to Maternity Support Leave/Paternity leave. 

 
1.4 Eligibility to Leave 
 

1.4.1 An employee with one years’ continuous service will be entitled to up to 
18 weeks unpaid parental leave for each child (including multiple 
births) who: 

 



 

 

a) is the parent of a child (named on the Birth Certificate) or who 
has acquired formal parental responsibility for a child who is 
under 18 years old; or 

 
b) is the parent of a disabled child (named on the Birth Certificate) 

or who has acquired formal parental responsibility for a disabled 
child, who is under 18 years old; or 

 
c)  has adopted a child who is under the age of 18.  The right lasts 

for 5 years from the date on which the child is placed for 
adoption, or until the child’s 18th birthday, whichever is the 
sooner (this is in addition to leave under the Adoption Policy). 

 
1.4.2 Where both parents work for the Local Authority/Academy, each one 

will be entitled to 18 weeks parental leave for each child, in addition to 
other family leave entitlements. 

 
1.4.3 The following evidence can be requested before granting leave: 

 
a) proof of a child’s age; 

 
b) proof of parental responsibility (eg Birth Certificate or an 

Adoption Order); 
 

c) proof that the parent is in receipt of a Disability Living Allowance. 
 

1.4.4 The previous employer may be contacted to find out what parental 
leave, if any, the individual has taken. 

 
1.5 Requests for Leave   
           (Refer Guidance for schools  - Volume 1 – Section 10 for full details  

 
 
 

2. TIME OFF FOR DEPENDANTS  
 
2.1 Introduction 
 

An employee is entitled to a short period of unpaid time off, during working 
hours, to make arrangements to deal with specific unexpected circumstances 
involving a dependant.  These provisions are in addition to other leave or 
flexible working arrangements. 

 
2.2 Definitions 
 

2.2.1 A ‘dependant’ is defined as the employees spouse, child or parent, or a 
person living with the employee in the same household (but not as an 
employee, tenant, lodger or boarder). 

 
2.2.2 In cases of illness, injury or where care arrangements break down, a 

dependant can also be a person who reasonably relies on the 
employee for assistance.  This could be an individual for whom the 



 

 

employee has primary caring responsibility, such as an elderly relative 
not living in the employee’s household or someone who is involved in 
an emergency where the employee is the only person who can help. 

 
2.2.3 References to illness or injury include mental illness or injury.  

 
2.2.4 The incident has to be something which needs immediate attention, 

where the presence of the employee is required.  
 
 
2.3 Leave Entitlement 
 

2.3.1  A reasonable amount of unpaid time off during working hours may be 
granted depending upon the circumstances; it should be sufficient to 
deal with the immediate problem and to arrange alternative longer term 
care, if necessary.  In most cases, one or two days will be sufficient. 

 
2.3.2 If an employee has 3 occasions of time off to care for dependants in a 

rolling 12 month period, the situation should be reviewed with the 
employee. 

 
2.4 Eligibility 

 
All employees, regardless of length of service will be entitled to unpaid time 
off to deal with specific unexpected circumstances involving a dependant. 

 
2.5 Notice 

 
Where practical, employees should give notice of their need to take time off 
and have regard to work commitments.  However, due to the nature of 
unexpected circumstances, the employee may not be able to give notice 
before the event.  The employee must inform their line manager of the reason 
for their absence as soon as reasonably practicable and the expected length 
of time needed to resolve the issue. 

 
2.6 Reasons for Time Off 
 

2.6.1 To provide assistance or make arrangements for provision of care 
when a dependant falls ill, is injured or assaulted (including where the 
victim is hurt or distressed rather than injured physically). 

 
2.6.2 To provide assistance when a dependant gives birth. (Also refer to 

Paternity/ Maternity Support Leave – Section 8b) 
 

2.6.3 Where the arrangements for care of a dependant are unexpectedly 
disrupted or terminated, for example: if a child minder or nurse does 
not turn up. 

 
2.6.4 To deal with an incident involving the employee’s child that occurs 

unexpectedly when the child is at an educational establishment. 
 



 

 

Additional examples of unpaid time off for dependants are listed below but are not 
exhaustive: 

 
Please note that any appointments should be requested for /changed to times 
outside of school session hours whenever possible. Failing that early morning or late 
afternoon appointments should be made to avoid absence during the main part of 
the teaching day and especially the lunchtime period.  
 
 

Common childhood illnesses /diseases such as coughs, colds, virus, chicken pox, 
mumps or measles, gastric infections etc unless emergency A&E 
attendance/hospitalisation is required. 

Caring for dependants following a trip/ fall or accident etc unless emergency A&E 
attendance/hospitalisation is required. 
 

Meetings or appointments with Social Services/ Medical Practitioners/ Care Home 
Providers/ Care Review meetings etc to discuss provision/finances for a dependant. 

Taking care of dependants following surgery/ hospital admission or illness if not 
covered under Section 14 

Accompanying dependants to out patient medical appointments for 
illnesses/diseases, 
Examples include routine appointments for conditions such as back pain, 
physiological conditions,  gynaecology, diabetes, asthma, eczema and other skin 
conditions, eye, ear nose or throat conditions, angina, pre-op assessments, routine 
follow up appointments following surgery/treatment, fracture clinics etc  

Accompanying dependants to  Doctors/ Dentist/ Physiotherapy screening 
appointments/immunisation appointments 

Visits to child’s educational establishment to discuss school related issues  

Childcare for dependants whose school is subject to an unplanned, emergency 
closure (closed for e.g. fire or flood, excludes inset closures) 

 
 
2.7 Recording and Monitoring Time Off  
 

2.7.1  The head teacher/manager should establish, through discussion with 
the employee, whether they wish to take the time off using flexible 
working arrangements, as an alternative to unpaid time off under this 
Policy. 

 
2.7.2 Time off for dependants must be recorded using the current Absence 

Monitoring Procedure and stated as unpaid. 
 

2.7.3 Payroll must be informed of any periods of time off to care for 
dependants, so that the appropriate pay is deducted. 

 
2.8 General 
 

2.8.1 Employees will be protected against dismissal or detriment for taking 
approved time off to care for dependants. 

 
2.8.2 If an employee feels that time off has been unfairly refused, the matter 

should be taken up through the Grievance Procedure.  



 

 

The school is in the course of purchasing new software to monitor and manage a 
variety of staff absences (refer 2018/2019 School Development Plan) and will be 
carrying out a trial of Staff Absence Review meetings. 

 
 
3. FOSTER CARE LEAVE 

(Refer Guidance for schools – Volume 1 – Section 10.3) 
 

 
4. CAREER BREAK SCHEME - Support Staff Only 

(Refer Guidance for schools – Volume 1 – Section 10.4) 
 
 
5. LEAVE OF ABSENCE PROVISIONS - STATUS OF PROVISIONS 
 
5.1 These provisions determine the leave of absence arrangements for all staff 

employed in schools maintained by Somerset County Council.  They 
represent a local collective agreement and, therefore, are part of the 
conditions of employment of these staff.   
 
 

6. PRINCIPLES AND DEFINITIONS 
 

6.1 The periods of leave of absence set out in these provisions are the maximum 
that can be granted.  In each instance only the minimum leave required 
should be allowed unless the particular circumstances determine that 
discretion up to the maximum is appropriate.  
 

6.2 Employees requesting leave of absence must act responsibly by giving the 
Head Teacher the maximum possible notice of their request.   
 

6.3 Leave of absence without pay is not reckonable for incremental or pension 
purposes. 
 

6.4 Reference to an entitlement to "working weeks" in the provisions means 5 
working days for a full-time employee and for a part-time employee the 
number of days/hours worked during a full calendar week. 
 

6.5 "Leave year" means the period from 1 April to 31 March. 
 

7. NON-DISCRETIONARY PROVISIONS 
 

If the word "will" is used in a provision, there is limited discretion available to 
the Head Teacher or Governing Body.  The request for leave of absence must 
be allowed in accordance with the wording of the provision, other than in 
exceptional circumstances where there are overriding operational reasons i.e. 
where the employee's absence would have a direct and damaging effect on 
the provision of a key activity. 
 
 
 
 



 

 

8. DISCRETIONARY PROVISIONS 
 
8.1 If the word "may" is used in a provision, there is discretion available to the 

Head Teacher and Governing Body to decide whether or not to allow the 
request for leave of absence.  When exercising discretion, the operational 
needs of the school/college/academy will be of paramount importance.  Other 
factors will be the degree of importance of the activity/personal need for which 
the leave is required and the degree of flexibility for the leave to be taken 
outside of normal working hours. 
 

8.2 It is recommended that the Governing Body delegates this discretion to the 
Head Teacher or to another senior member of staff such as a Deputy Head 
Teacher or, for support staff, Bursar.  The Governing Body should deal with all 
leave requests from the Head Teacher or where the Head Teacher has a 
personal or pecuniary interest in the application. 
 

8.3 Applications for leave of absence should usually be made in writing and, as 
far in advance as possible, setting out the period of the absence required and 
the reasons for the request.  Where the information provided is of a sensitive 
nature, the Head Teacher will ensure confidentiality by informing only those 
members of staff or Governors who need to know in relation to the 
consideration of the application. 
 

8.4 With the approval of the Head Teacher, those support staff employed all year 
round who are granted leave without pay for reasons within or outside the 
discretionary provisions described in this document, can otherwise choose to 
take the period of absence as paid annual leave.  Also with the approval of 
the Head Teacher, for all support staff, whether employed all year round or 
term time only, an alternative to leave without pay may be time off in lieu. 
 

8.5 If the application is not approved by the Head Teacher, the employee has the 
right to challenge the decision in accordance with the School's Grievance 
Procedure (see Section 3c).  The Governors Personnel and Appeals 
Committees which hear the grievance must not include Governors who were 
consulted by the Head Teacher prior to his/her decision which resulted in the 
grievance.   
 

8.6 Invoking the Grievance Procedure may not be practical because the leave 
period requested allows insufficient time for the timescale set out in the 
Grievance Procedure to be applied fully.  In such cases it is recommended 
that at least two Governors (preferably the Chair of Governors and the Vice-
Chair and/or Chair of the Personnel Committee) should consider the 
reasonableness of the Head Teacher's decision to refuse a request.  In doing 
so, these Governors must be made fully aware by the Head Teacher of the 
reasons for the request and the basis for the Head Teacher's decision to 
reject the application.  Wherever practical in terms of the timescale, the 
employee must be given the opportunity to present their case to the two 
Governors with the right of presentation. 
 

8.7 The test of reasonableness, which must be applied to all discretionary 
decisions, will take account of the employee's contractual annual leave 
entitlement (i.e. the remaining amount of annual leave available in the leave 



 

 

year and any contractual restrictions on when annual leave can be taken eg 
during school holiday periods only), the needs of the school/college/academy 
(managerial, organisational, financial and curricular), consistency with 
previous decisions taken in relation to the same or similar applications from 
members of staff at the school/college/academy and the principles of equal 
opportunities.   
 

9. CENTRALLY FUNDED PROVISIONS  
 
9.1 The Local Authority holds a central budget to fund facilities time for approved 

time off for trade union officials (as a result of maintained schools de-
deligating funding and academies “purchasing” the Service”).  Previously the 
LA also held funds for those staff undertaking specified public duties, but this 
is no longer the case and individual schools are required to finance any other 
agreed time off.   
 

9.2 An employee wishing to serve as a Magistrate or as a member of a statutory 
body must, before making an application, gain the approval of his/her 
Governing Body, these activities are no longer funded centrally and individual 
schools must meet any costs. 
 

9.3 Employees must endeavour to minimise the number of duties undertaken 
during term time. 
 

9.4 Claims for supply cover needed for teachers granted leave with pay under 
these provisions should be made on the proforma designed for this purpose.   

 
 

10. LEAVE OF ABSENCE OUTSIDE THESE PROVISIONS 
 
10.1 This covers requests for leave which fall:- 

 
(a) within the types of leave specified in these provisions but are for 

periods in excess of those specified  
(b) outside these provisions. 
 

10.2 The principles used to decide whether or not to allow such applications should 
be those set out in Paragraph 8.7 above. 
 

10.3 Employees have no contractual right to leave with or without pay for 
reasons other than those specified in the above provisions.  
Consequently employees should not expect requests for such leave to 
be approved unless the circumstances are exceptional.  For example, a 
request for leave of absence without pay during term time to enable an 
employee to take advantage of an off-peak holiday package or to take an 
extended holiday should be declined.   
Retrospective leave requests ( leave requested after a booking has been 
made) during term time will not be considered even if arrangements 
have been made unless the circumstances are exceptional. 
 

10.4 However, there will be occasional circumstances for which a sympathetic 
response to a request for leave without pay during school term time might be 



 

 

appropriate.  For example, to extend the leave period covered by the 
compassionate provisions or if a member of the support staff has a spouse 
whose holiday is predetermined by his or her employer with no possibility of 
variation i.e. a “factory fortnight” or equivalent. 
  

10.5 The Governing Body should give the Head Teacher discretion to grant leave 
without pay.  If the application is not approved by the Head Teacher, the 
employee has the right to challenge the decision in accordance with the 
School's Grievance Procedure.  The process set out in paragraph 8.6 above 
should be followed.   
 

10.6 The Governing Body should decide whether or not to allow the Head Teacher 
to grant leave with pay without reference to the Governors Personnel 
Committee.  
 

11. DEATHS AND SERIOUS ILLNESSES OF NEAR RELATIVES 
 
11.1 For Support Staff, leave with pay will be granted in the event of a death or 

serious illness of a near relative (see below for definition of a "near relative") 
or any other relative where there is no other person available to look after the 
relative.  In each leave year, leave with pay will be approved up to a maximum 
of 2 working weeks in total for the deaths and serious illnesses of near 
relatives.   
 

11.2 For Teaching Staff, leave with pay will be granted for up to 1 working week in 
the event of the death of a near relative.  In each leave year, leave with pay 
will be approved for a maximum of 1 working week for each individual death 
of a near relative.   
 

11.3 For Teaching Staff, leave with pay will be granted to enable the teacher to 
care for a near relative or the dependants of a near relative.  This provision 
can be used for paternity leave.  In each leave year, leave with pay will be 
approved for a maximum of 1 working week under this provision.  This is 
extended to 2 weeks in the event of a serious illness of a near relative or the 
dependants of a near relative.  An employee can be asked to provide 
evidence that it was necessary for him/her to provide the care.   
 
NB:  While the interpretation of what constitutes a serious illness is within the 
discretion of the Head Teacher and Governing Body, it will most commonly be 
those illnesses/accidents which are life threatening or require lengthy 
hospitalisation. 

 
 
Near Relatives 
 

A ‘near relative’ means a spouse, partner, child, parent, grandparent, brother, 
sister or parent in law of the employee. This is not a definitive list, but must be 
a close relative. 

 With regard to deaths, a person who stands in loco parentis to the employee 
e.g. foster parent, aunt, or to whom the employee stood in loco parentis, 



 

 

should also be regarded as a near relative.  Discretion can be applied so that 
other relatives are included eg an aunt or an uncle. 

 
 

12. FUNERALS (OTHER THAN NEAR RELATIVES) 
 

Leave without pay may be granted to enable an employee to attend a funeral 
of someone other than a near relative.  Leave with pay may be granted to 
attend a funeral as a representative of an organisation e.g. the funeral of a 
colleague.  An organisation means the Somerset County Council 
(establishment, department, group, team) or an organisation with which there 
are/were close working ties. 
 
 

13. COURT ATTENDANCE   
Refer to Guidance for Schools Volume 1  - Section 10.13 for full guidance  
 
 

14. PUBLIC DUTIES LEAVE (Refer to paragraph 9 above) 
 Refer to Guidance for Schools Volume 1  - Section 10.14 for full guidance on 
leave for:  
14.1 Magistrate 
14.2 Member of a School or College Governing Body   
14.3 Candidate for Parliamentary Elections  
14.4 Candidates for Local Authority Elections  
14.5 Membership of Local Authorities or other Statutory Bodies 
14.6 Standing Advisory Committee on Religious Education (SACRE) 
14.7 Leave for Other Public Duties 
14.8 Service in Non Regular Forces (Training) 
 

 
 
15. OTHER LEAVE 

 Refer to Guidance for Schools Volume 1  - Section 10 for full guidance on 
leave for:   
15.1 Sports Events 
15.2. Reservists (mobilisation and training leave) 
15.3 Scout and Guide Group Leader  

 15.4    Duke of Edinburgh's Award Scheme 
 15.6    Fertility Treatment 
 15.11  Meetings of Examiners (Teaching Staff only) 
 15.15  Time off for Religious Observance 
 15.16  Staff Network Groups 
 15.17   Union Duties 
 
 
 15.5 Medical Appointments (STAFF) 

 
15.5.1 The definition of "Medical Appointments" covers those appointments to 

deal with health problems for diagnosis and/or treatment and/or 
prevention e.g. screening, or physical or psychological health 
problems.  These appointments are with GPs, hospital specialists 



 

 

or other medical practitioners following a referral by a GP, 
hospital, dentist or optician.   
 
NB Any medical appointment not covered by this definition should be 
considered in accordance with paragraph 8 of these provisions. 

 
15.5.2 Where possible, the appointment should be made outside normal 

working hours.  However, in exceptional circumstances where the 
Head Teacher/other appropriate senior manager accepts that this is 
not practical, leave with pay to attend such appointments will be 
granted for the minimum period required  

 
15.5.3 Leave with pay for medical appointments of a day or less will not be 

treated as sickness absence for the purpose of sick pay entitlement.  
Medical appointments which require absence from work for 2 or more 
consecutive days will be treated as sickness absence and must, 
therefore, be reported to your payroll provider; leave with pay will be 
granted in accordance with the Employee's entitlement under the 
relevant Sickness Payment Scheme. 

 
           The employee MUST complete a Leave of Absence Request to 

provide notice of the appointment to the Head Teacher /Deputy 
Headteacher or Leading Practitioner for Staffing as soon as 
possible to provide the maximum notice in order to consider 
staffing implications.  Evidence of each appointment must be 
provided within 5 days of the appointment or pay will be 
deducted.   

 
The employee does not have to disclose the nature of the 
appointment and may “blank out” any information of a personal or 
sensitive nature providing the letter/appointment card clearly 
states the medical practitioners name and address, the employees 
name, the date and time of the appointment. 

 
The employee MUST sign in/out in the Visitors Book in Reception 
to comply with fire procedures 

 
 

15.7 Interview Attendance 
 

15.7.1 For Support Staff; leave with pay will be granted to attend interviews 
for posts within the Somerset County Council or in other local 
authorities.  Leave without pay will be granted to attend interviews for 
posts outside Local Government service. 
 

15.7.2 For Teachers, leave with pay will be granted subject to the interview 
being for a post as a teacher within the UK and non-teaching posts 
within the UK's Central and Local Government sector. 
 

15.7.3 An employee within a redundancy pool or selected for redundancy will 
be granted leave with pay to attend interviews whether within or 
outside the Local Government service.  



 

 

 
15.8 Weddings  
 

An employee may be granted leave without pay to attend their own, relative's 
or friend's wedding.   

 
15.9 Moving House 
 

Employees should ensure that every effort is made to ensure that removals 
take place during holiday periods.  If this is not possible, leave with pay for up 
to 1 day, on the day of removal only,  will be granted except in the case of a 
support staff member where it is possible to take annual leave. 
 
 
 

15.10 Examinations and Study Leave 
 
15.10.1 For Support Staff, leave with pay will be granted to sit examinations 

that are relevant to, or a requirement, for their role. For other types of 
examination, an employee may be granted leave without pay. 

 
15.10.2 For Teachers, leave with pay of up to 2 days may be granted to an 

employee sitting an examination in relation to their first degree eg 
BEd, BA.   

 

Study leave will only be considered when leading to a job-related qualification 
(Level 4 or equivalent) or to develop specific skills relevant to the job role.   

 

Any time off agreed under Study Leave provision will be unpaid, to a 
maximum of 2 days in any academic year. At least 4 weeks notice must be 
given when making a request for study leave. 

 

Employees must evidence how the particular study will be of relevance and 
benefit to them in their job role. 

 

Evidence of exam timetables or assignment deadlines, for example, must be 
provided to support any request for study leave. 
 

 
15.12 Degree and Diploma Presentation Ceremonies and Passing Out Parades  

 
Leave with pay may be granted to enable an employee to receive a degree or 
diploma or to attend a ceremony at which a spouse/partner, son or daughter 
is receiving a degree or diploma or is taking part in a passing-out parade. 

 
15.13 Supporting Colleagues 

 
Where an employee supports or represents a colleague as part of a formal 
HR process, most commonly disciplinary, grievance, capability and 
redundancy, time off with pay will be granted to enable the employee 
sufficient time to attend meetings arranged by management.   

 
15.14 Adverse Weather Conditions 
 



 

 

15.14.1 Regardless of the severity of the weather conditions, it is expected 
that employees make every effort to come into their normal work base 
to perform their duties.  If employees are late or fail to perform their 
duties as contracted because of the severity of the weather conditions, 
the employer is under no obligation to pay them for the working time 
lost. 

15.14.2 Where an employee does not report for duty due to adverse weather 
conditions, leave with pay will be granted provided that the Head 
Teacher is satisfied that it was not practical for the employee to get to 
work or to report for duty to another maintained school (whether 
maintained by Somerset or another local authority).   

 
15.14.3 Consequently employees must, if they are unable to report for duty at 

their own school, make every practical effort to undertake work at 
another maintained school. 

 
Full details for the following leave of absences are available from the Business 
Manager: 
 

 Maternity, Adoption and shared Parental Leave  
(Refer Guidance for schools – Volume 1 – Section 8) 
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Policy Statement 

  
The school, as an equal opportunities employer, is committed to maintaining the Work-
Life Balance of its employees and in doing this improve equality of access to career 
development opportunities.  
 
Flexibility in working arrangements is an important tool in enabling employees to 
maintain or improve their balance between home and work. The school/college/ 
academy will strive to meet the flexible working arrangements for employees.   
Solutions to improve or maintain an employee’s work-life balance should be achieved 
through discussion and agreement between employees and the head teacher/line 
manager and will often have benefits to both the individual and the school/college/ 
academy.   



 

 

 
This policy outlines a number of options in relation to flexible working, and sets out the 
procedure and protocols to follow.  It is recognised that one size does not fit all and the 
head teacher and employees should be willing to look at creative solutions to balance 
school/college/academy requirements and the individuals’ needs. 
 
Consideration and response to flexible working requests/proposals should be 
consistently applied to all employees’ regardless of age, gender, disability, race, 
religion, sexual orientation and other characteristics protected by the Equality Act 
2010. 
 
For the purposes of this policy ‘head teacher’ can mean a member of school 
management as appropriate. 
 
Scope of the Policy 
 
This policy covers all employees in schools maintained by Somerset County Council 
and for Academies who purchase the HR Advisory Service through SSTEP and 
choose to adopt it.  It is a local agreement, thus part of each employee’s contract of 
employment.  
 
Legal Framework 
 
This policy incorporates and enhances the obligations placed on the school/college/ 
academy to examine requests for flexible working.  The School/college/academy 
offers the right to request flexibility in working arrangements to all employees. 
The main piece of legislation guiding the policy is the Children and Families Act 
2014.  Other associated legislation includes the Equalities Act 2010 and The Part-
Time Workers (Prevention of Less Favourable Treatment) Regulations 2000. 
 
Right to Request Flexible Working 
 
The school/college/academy allows any employee to request flexible working 
arrangements.   
 
To be eligible to make the request an employee must not have made another request 
to work flexibly in the last 12 months.  The head teacher may agree to accept more 
than one request in a year in circumstances where, for example, there has been a 
major change in the role or a significant change in personal circumstances. 
The processes described below follow the statutory requirements where applicable. 
 
Employees are able to use this system to ask for changes in their terms and 
conditions relating to: 
 

 hours and time of work: this covers the way working hours are organised 
during the day, week and year; 

 place of work: this covers fixed work base/office, fixed home working and field 
working or a combination of these. 

 
There are a number of flexible working arrangements for example part time working 
and job sharing that would fall under one of the above categories and should be 
considered. 



 

 

 
There are many reasons why an employee may consider a request for flexible working, 
some common examples are: 
 
 to meet family and caring responsibilities; 
 to practise religious observance; 
 to prepare for retirement; 
 for health and wellbeing; 
 to combine work and continuing education; 
 temporary or one off events such as time off around exams or extended annual 
 leave. 
 temporary/one off variation to normal contracted working day/hours 
 
Types of Flexible Working 
 
There are many forms of flexible working.  Please refer to Guidance for Schools 
Volume 1 Section 9: Appendix K for more information on each type. 
 

Impacts of Flexible Working  
 

Conditions of employment for employees working flexibly shall remain the same 
except in specific areas for example: 
 

 Pay 
 Annual leave 
 Sick pay 
 Maternity  

 Pension – The effect of working reduced hours will depend on a number of 
factors e.g. the extent of the reduction, whether the employee is nearing 
retirement etc.  Therefore individuals will have to contact Peninsula Pensions or 
Teachers pensions to discuss their circumstances. 
 

The examples above will be pro-rata depending on the number of hours and working 
weeks worked. 
 

Making a Request 
  
An Employee Request for Flexible Working Form is in Guidance for Schools Volume 1 
Section 9:  Appendix A (paper copies are available from the pigeon holes in the Office) 
and must be completed in full to allow the head teacher to make a thorough initial 
assessment of the request. 
 


