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MODEL ABSENCE MANAGEMENT PROCEDURE

MANAGEMENT GUIDELINES FOR CONSIDERING SPECIAL  LEAVE REQUESTS
The Governing Bodies of all schools should have a procedure on this issue. This is in line with the Corporate guidance on applying discretion, which is recommended as good practice and which may be adapted for local use.

All references to ‘days’ below are to be read as ‘working days in a 12 month period’.

	PURPOSE
	RECOMMENDATION

	Serious illness of a close family member (e.g. partner, parent, child or a person for whom the employee has care responsibility),  requiring the presence of the employee.  This is not intended to cover illnesses of a minor nature (e.g. colds, infections, minor ailments etc.)


	Period reasonably necessary, normally not more than 3 days with pay.

	Death of persons specified above, where the employee has responsibility for making funeral arrangements.


	Period reasonably necessary, but not more than 3 days with pay.

	Funeral attendance of persons specified above.
	Period reasonably necessary and allowing for journey time.



	Serious domestic difficulties caused by the sudden and unforeseen breakdown of childminding/nursery arrangements without the employee being able to make alternative arrangements.


	Period reasonably necessary, but not more than 3 days with pay.

	Unforeseen domestic emergency (e.g. burglary, fire, flood) which is beyond the control of the employee.
	Not more than 1 day with pay (may be applied retrospectively on production of supporting information which may be required by the Headteacher / Manager)



	Bone marrow donations
	Period reasonably necessary but not more than 5 days with pay.




Headteachers / Managers are permitted to approve special leave up to a maximum of 5 days per individual over a 12 month rolling period.

1.
SPECIAL LEAVE
These notes are intended to provide guidance to Headteachers / Managers concerning the treatment of requests for special leave with pay. Such requests need to be treated fairly and consistently, and  the needs of the employee should be balanced with the requirements of the service.

Whilst decisions on special leave should reflect the Authority’s role as a caring and reasonable employer, it needs to be emphasised that special leave is at all times subject to the exigencies of the service and is entirely at the discretion of the Headteacher / Manager.

As a general guideline special leave should relate to emergency situations, that is serious events of a sudden and unforeseen personal or domestic nature which are beyond the control of the employee and which require prompt attention.

The guidelines recognise that by virtue of the nature of special leave hard-and-fast rules cannot always be followed rigidly. Headteachers / Managers may sometimes need to apply an element of discretion in individual cases depending on the circumstances.

In determining special leave Headteachers / Managers should take into consideration all relevant factors:

· nature of the emergency

· the relationship of the person to the employee

· the employee’s length of service

· the employee’s work record

· amount of outstanding and uncommitted leave (if applicable)

· service requirements

· the possibility of unpaid leave

· the possibility of temporary variation in working times

It should be noted that for an extended period of unpaid leave (i.e. exceeding one month) there are implications for pension and accrual of holiday entitlement.

Visits to the doctor, dentist and hospital clinics shall normally be regarded as outside the provisions of special leave. Staff are entitled to paid time off for the purpose of attending pre - natal classes as detailed in the parental leave arrangements. In all such cases Headteachers / Managers may request to see appointment cards, and wherever possible employees are expected to make appointments at the beginning or end of the day in order to minimise any disruption at work caused by their absence.

It should be noted that the provision for ‘up to 10 days special paid leave’, contained within the revised parental leave procedure, is maintained (for a person on maternity leave with less than 26 weeks service, or at time of adoption irrespective of length of service).

2.
PARENTAL SUPPORT LEAVE (UNPAID):  

This should be read in conjunction with the Parental Leave Procedure.

3.
OTHER

In addition to emergency situations of a personal or domestic nature, special paid leave may be granted for the following reasons:-

a) 
for the duration of attendance at court or employment tribunal until such time they are freed by the court or tribunal providing:


the employee’s attendance must be as a witness on subpoena, witness order or other directions through the court or tribunal or at the request of the police.


documentary evidence of required attendance is provided.

b) 
jury service

c) 
sitting sponsored exams and final revision (equivalent number of days to the length of the exam)

d) 
acting as an examiner or lecturer to  outside authorities (not exceeding an aggregate of one week in any 12 month period)

e) 
attendance at appeal hearings before any Whitley body at provincial or national level

f)
magisterial duties or meetings of Whitley or public bodies or attendance at national conferences (not exceeding the equivalent of 12 days a year)

g)
serving as a member of another local authority (up to 208 hours a year)

h)
election duties

i)
duties undertaken as a school governor, whether within the borough or not (not exceeding 5 days a year)

j)
attendance at summer camp as a volunteer member of the non - regular forces (up to 2 weeks a year)

Applications for special leave should be made in advance of the requested absence or on the first day of absence in the event of emergency situations.

At all times line managers may require confirmation or prove of the need for special leave to be approved, and must be aware of the requirement to avoid discriminatory treatment or victimisation.
This procedure has not been agreed by the Trade Unions. If the Governing Body proposes to adopt or adapt this absence management procedure, it must be consulted on with by all the trade unions and staff.  
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