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THE LOXFORD SCHOOL TRUST 

 

ABSENCE LEAVE POLICY 
 
The Loxford School Trust recognises and values the contribution of each member of staff to the 
education of the children in the school. 
 
High levels of absence among the teaching and support staff pose a serious problem for a school in 
terms of disruption to teaching programmes, pupils learning and other areas of the school’s work.  
The Trust Board is committed to managing attendance so that any disruption to the pupils’ 
education or the effective running of the school is minimised.  Equally it recognises that during the 
course of employment, colleagues will occasionally be absent from work through ill health, 
maternity and other authorised circumstances.   
 
Absence of any staff employed in schools during term time means some impact on the children’s 
education.  Therefore requests from any member of staff for absence to be taken during term time 
must be regarded by all as the exception. 
 
Requests for leave of absence for the purpose of taking holidays and/or contributing to the holidays 
will not be granted.    
 
Support staff with annual leave allocation must take non-emergency leave from their allocation. 
 
This policy gives details of entitlement for members of staff in relation to absence.  Part-time staff 
will have the entitlement for leave from work reduced in proportion to the percentage of time they 
work. 
 
It is recognised that there are times when leave of absence may be required during School Days 
(term time).  The following policy will be made effective from March 2009.  It gives clear guidelines 
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on the basis on which such leave of absence will be granted.  This Policy applies to all categories of 
staff, both teaching and associate. 
 
All INSET leave must be agreed for staff by the Headteacher. 
 
Unless otherwise indicated on the Absence Leave Policy, staff wishing to apply for any leave of 
absence must fill out a Discretionary Leave Form available from the Headteacher’s PA, and submit 
it to him/her at least five school days before the leave of absence if required.  This, of course, does 
not apply to leave needed in emergencies, and religious observance as referred to in the policy.  In 
emergencies, SLM of Cover or the Headteacher’s PA must be contacted as soon as possible.  The 
Headteacher has the authority to agree the leave of absence unless indicated otherwise.  All 
provision will be per academic year unless otherwise indicated.  If a Headteacher of the Trust is 
taking part in an Inset, requires discretionary leave or is absent then this must be agreed by the CEO. 
 
If a member of staff is not satisfied with the Headteacher’s decision, they may appeal to the Chair 
of the Trust Board.  It should be in writing, stating the reasons for the appeal and submitted within 
two school days of receiving the Headteacher’s decision.  The appeal should be sent to the Clerk to 
the Trust Board at the school.  
 
The Trust Board has given delegated authority to the Headteacher to approve leave of absences for 
up to 5 days, for anything greater the Headteacher must discuss each case with the CEO/Chair of 
the Trust Board and act on the recommendation made. 
 
Requests for Leave of Absence will be considered taking into account;  
 

• The principles of this policy  
• The best interests of the children and the school. 
• Treating staff in a fair, reasonable and consistent way 
• National and local terms and conditions of employment.  

 
There are times when leave is required on a compassionate basis and this will be granted at the 
discretion of the Headteacher. 
 
It should be noted that unpaid leave does affect your pension rights.
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LOXFORD SCHOOL TRUST LEAVE POLICY 

 
TITLE 
 

CIRCUMSTANCES PROVISIONS/REQUIREMENTS 

COMPASSIONATE LEAVE 
Not statutory 

Death of close family: 
• Spouse 
• Partner 
• Child 
• Brother/Sister 
• Parent (including parent standing in “loco parentis”) 

Up to 5 paid days.  
 
Additional unpaid leave may be agreed, dependent upon 
circumstances for example relative living in distant part of country or 
abroad. 

COMPASSIONATE LEAVE 
Not statutory 

Death of near relative: 
• Grandparent 
• Parent-in-law 
• Son/Daughter (in-law) 
• Brother/Sister (in-law) 

Up to 1 paid day. 
 
Additional unpaid leave may be agreed, dependent upon 
circumstances for example relative living in distant part of country or 
abroad. 

COMPASSIONATE LEAVE 
3 x half days (unpaid) the statutory 
entitlement and cannot therefore be 
removed or reduced. 

An emergency when a child, spouse, partner or parent: 
 

• is ill and needs help; 
• is involved in an accident or is assaulted; 
• needs longer term care arranged; 
• needs help in the event of an unexpected disruption such as 

a childminder or nurse failing to turn up; 
• goes into labour. 

 
This covers the Statutory entitlement to unpaid time off to deal with 
an immediate emergency involving a dependant. 

One half day per occasion (paid) up to a maximum of three occasions 
per academic year. 
 
The Headteacher should use their discretion to take into account 
individual circumstances. 

COMPASSIONATE LEAVE 
Not statutory 

Accompanying close family member (as defined above) to hospital. Half day (paid).  This may be extended if travel is involved e.g. to a 
hospital in Central London.  Any further leave required which is more 
than half a day will be unpaid. 

COMPASSIONATE LEAVE 
Not statutory 

Other circumstances warranting sympathetic consideration. Half day (paid).  Further unpaid leave may be granted if necessary. 

RELIGIOUS OBSERVANCE 
Not statutory 

Any request must be made in writing to the Headteacher at the 
beginning of the academic year where reasonably practicable to do 
so. 

One day (paid per academic year). 
One day (unpaid leave) per academic year. 

JURY SERVICE 
This is a statutory entitlement and 
cannot therefore be removed or 
altered. 

Obligation to be a Juror. Necessary leave with pay.  Headteacher should be notified as soon as 
dates of Jury Service are known.  Claim for “Loss of Earnings” must 
be made to the courts.  The amount received is recoverable from 
employee on proof of receipt for loss of earnings. 

COURT APPEARANCE 
Not statutory 

Appearance as a witness or if required under subpoena. Leave will be granted at the Headteacher’s discretion, taking into 
account the facts it may be required. 
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TITLE 
 

CIRCUMSTANCES PROVISIONS/REQUIREMENTS 

STUDY/EXAMINATION LEAVE 
Not statutory 

Revision for and attendance at examinations for courses approved by 
the school. 

For preparation of examination: half paid day per subject, whichever 
is greater, to a maximum of two days.  This is in addition to paid leave 
to sit the examination. 
 

JOB INTERVIEWS 
Not statutory 

For attending interviews and visits to other places of employment (as 
part of the Recruitment and Selection process). 
 

Up to 3 days paid leave per academic year.  Unpaid thereafter. 

MEDICAL SCREENING 
Not statutory 

As applicable. Paid time off as required. 
 

MEDICAL APPOINTMENTS 
Not statutory 

Time off to attend GP, dentist, hospital and optician.  Also for 
attending medical appointments required by the school. 

Paid time off will be granted, if such appointments cannot be 
reasonably arranged outside of working hours.  Where possible 
appointments should be arranged to minimise loss of working time i.e. 
at the beginning or end of the working day or during lunch breaks.  
Approval to be sought in advance from Headteacher. 

ANTE-NATAL CARE 
This is a statutory entitlement and 
cannot therefore be removed or 
altered. 

Time off for pregnant employees to attend hospital/GP appointments 
and childbirth classes. 

Paid time off for all ante-natal care.  Written evidence should be 
provided if requested.  Headteacher should be notified in advance. 

MATERNITY SUPPORT LEAVE 
This is within the conditions of 
service for non-teaching staff and 
therefore cannot be removed or 
altered. 

Person nominated by the mother to assist in the case of the child and 
to provide support to her at or around the time of the birth i.e.  
 

• the expectant father; 
• partner of the expectant mother; 
• nominated carer. 

Maximum of 5 days paid leave.  Nominated carers are limited to one 
period of maternity support leave in any 2 year period.  A signed 
declaration explaining why the person has been nominated is required. 
 
Timing to be agreed with Headteacher, in line with criteria. 

MATERNITY LEAVE 
This is a statutory entitlement and 
cannot therefore be removed or 
altered. 

 26 weeks ordinary and an extension of a further 26 weeks additional 
maternity leave.  The latter is unpaid.  Arrangements are in 
accordance with the provisions of the national terms and conditions of 
service. 

ADOPTION LEAVE 
This is a statutory entitlement and 
cannot therefore be removed or 
altered. 
 

Leave for an individual who adopts a child or one member of a couple 
who have jointly adopted a child. 

26 weeks ordinary and entitlement to an extension of a further 26 
weeks additional Adoption Leave.  The latter is unpaid.  Entitlement 
to adoption leave and pay are subject to statutory provisions.  
Contractual pay does not apply to Adoption Leave. 
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TITLE 
 

CIRCUMSTANCES PROVISIONS/REQUIREMENTS 

PARENTAL LEAVE 
This is a statutory entitlement and 
cannot therefore be removed or 
altered. 
 

Leave to care for a child for whom the employee has responsibility: 
 

• age 5 and under; 
• until 5 years after the date of adoption though not beyond 

18 years; 
• up to age 18 for a child with a disability. 

In accordance with the current legislative provisions.  Up to 18 weeks 
unpaid leave.  Can be taken in blocks of a week as a single block or in 
multiples to a maximum of 4 weeks per year for each child.  Parents 
who have children who are disabled, may take Parental Leave in blocks 
or multiples of one day.  Timing to be agreed with the Headteacher. 
 

PATERNITY LEAVE 
This is a statutory entitlement and 
cannot therefore be removed or 
altered. 
 

 Statutory Provisions apply. 

TRADE UNION DUTIES 
This is a statutory entitlement and 
cannot therefore be removed or 
altered. 
 

Trade Union officials/representatives requiring time off to carry out 
trade union duties and undertake training. 

Reasonable time off with pay.  The criteria for such entitlement are 
laid down in the ACAS Code of Practice.  Approval for time off is at the 
discretion of the Headteacher.  This is dependent upon giving as much 
notice as possible and information relating to the purpose, location 
and time of the meetings. 
 

TRADE UNION ACTIVITIES 
This is a statutory entitlement and 
cannot therefore be removed or 
altered. 
 

Employees who are members of a Trade Union requiring time off for 
activities in connection with the Trade Union. 

Reasonable time off without pay.  The criteria for such entitlement, is 
laid down in ACAS Code of Practice.  If the activity is at the end of the 
day or coincides with meal breaks, it may not be appropriate for such 
short breaks to result in loss of pay.  Approval for time off is at the 
discretion of the Headteacher. 
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