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Special Leave

1. Introduction

While it is recognised that most employees will occasionally have genuine and
acceptable reasons to be absent from work, it is also recognised that whilst a certain
level of leave may be inevitable, a reasonable balance must be maintained between
the needs of the school and the support of the employee requiring time off.

Headteachers have the discretion to agree temporary or one-off changes to working
patterns to allow staff to make up time by working additional hours. This is subject to
operational requirements of the school and if agreed should be kept on personal files
for audit purposes. It should be noted that the Headteacher retains the right to decline
requests for one off changes to working patterns should the operational requirements
of the School not allow for the leave to be taken.

All leave in relation to sickness should be managed in accordance with the Managing
Attendance Policy and Procedure (Sickness Absence), or the Supporting Working
Parents Policy where applicable.

All other requests for any other leave should be managed under this policy.
2. Aims of the Policy

Teachers and many school support staff, unlike other Council employees not working
in or with Schools, do not have the flexibility to take annual leave during term time.
Given that some events, emergencies and appointments arising in the course of
employment cannot be organised in advance within school holidays or at weekends,
the aim of this policy is to encourage and assist all employees to achieve and maintain
acceptable standards of attendance at work by:

e Equipping all Headteachers and Line Managers to manage leave requests
consistently, fairly and in a confidentially transparent manner through the use
of clear procedures and guidelines.

e Providing a safe and healthy working environment and where possible, to
enhance the health and well-being of employees.

e Ensuring that all employees understand their obligations and entitlements with
regards to special leave.

It should be noted that Powys County Council anticipates that this policy will be
applied consistently across all Powys Schools.

3. Scope

This procedure covers all teaching staff employed under the Conditions of Service
for Schoolteachers in England and Wales, including those employed by the
Governors of an Aided or Foundation school where adopted. It also applies to
Support staff employed in schools covered under the NJC National

Agreement on Pay and Conditions of Service. The procedure will be applied fairly to



full time or part time staff and to staff employed on a temporary or fixed term contract
regardless of:

Race;

Sex;

Disability;

Marital or civil partnership;
Sexual orientation;

Age;

Religion or belief;

Gender reassignment;
Trade union membership

This procedure does not apply in respect of staff who are employed on a
casual basis, including supply teachers.

4. Managing Special Leave Procedure

All leave requests should be submitted to the Headteacher or Line Manager on a
School Special Leave Request form (Appendix B), allowing, where practicable, at least
one weeks’ notice of the requested leave being taken.

For ‘other’ leave not listed in this policy, a Request for Leave form (Appendix B) should
be fully completed by the employee and passed to the Headteacher/ Line Manager
allowing, where practicable, two weeks’ notice. This should include an explanation for
the leave request. The Line Manager (where this is not the Headteacher) should pass
this decision to the Headteacher. The Headteacher may wish to discuss the
application with the relevant committee of Governors before reaching a decision.

When considering applications for ‘other’ leave not listed in this policy (or discretionary
additional leave to types of special leave permissible under this policy) consideration
will be given on a case by case basis. Factors to be considered include:

Consistency of approach;

Personal circumstances of the employee;

The likely impact on the employee of not granting the request;

Special leave already taken by that employee in the current academic year and
whether this was granted or refused,

Burden of additional costs;

Inability to re-organise work among existing staff;

Additional burden of work being placed on other staff;

Detrimental impact on quality and/or performance.

Once a decision is made in response to a request for leave, the Headteacher/ Line
manager must complete the Headteacher/ Line Manager’s section of the Request for
Leave form to notify the employee of the decision. This includes whether the request
is granted and whether the leave will be with or without pay. Where an employee is
unhappy with the Headteacher’s decision the matter may be referred to the Chair of
Governors for a final decision. This does not preclude the Headteacher from
discussing a request with the Chair of Governors prior to making a decision.



In the event of emergency leave where prior notification is not possible the employee
is required to contact their Headteacher/Line Manager to request special leave,
following the same process as they would to report sickness absence to their
Headteacher or Line Manager. This should be as soon as is reasonably possible but
not usually any later than one hour before their expected start time. The Request for
Leave form (Appendix B) should then be completed on return to work.

If no contact has reasonably been made, the Headteacher is required to make a
deduction to salary for the unauthorised leave.

5. Responsibilities

It is the responsibility of the employee to provide notice of leave by completing a
Request for Leave Form prior to the leave required (Appendix B) and ensuring the
Headteacher or Line Manager is made aware of a request for leave as soon as
reasonably possible. It is the responsibility of the Headteacher to ensure leave
requests are dealt with in a fair, timely, consistent and transparent manner. The
Headteacher or Line Manager should record and monitor leave appropriately and may
seek the advice of the Staffing Committee of the School's Governing Body for a
decision to grant any other leave request that is not listed in this policy.

Headteachers/ Line Managers are responsible for ensuring that accurate records are
maintained. They should also ensure that staff absences are regularly monitored and
reviewed and that appropriate confidentiality is maintained.

Headteachers/ Line Managers are responsible for identifying patterns of absence
within schools which may be an indicator of employee’s personal or work-related
issues. Where such patterns are identified, Headteachers/ Line Managers can seek
appropriate advice from the Schools’ HR Team on possible actions.

6. Misuse of Policy

The misuse of this policy may result in disciplinary action. The Headteacher has the
responsibility to monitor levels of absence, and if an employee unreasonably exceeds
emergency leave within a school year, or is deemed to be falsely requesting leave that
has been agreed by the Headteacher/Line Manager, action may be necessary under
the disciplinary policy.

In the event that special leave is declined and an employee proceeds to take the leave
then an appropriate deduction on pay will be made and disciplinary action will be
considered.

7. General notes

The list of ‘close relatives’ detailed in this policy is not exhaustive. Consideration
should be made as to the impact a family member may have on the employee’s life.



The legal definition for Time off for Dependants is “reasonable amount of time”. For
the purposes of this policy the term ‘reasonable’ should be decided by individual
schools on a case by case basis.

8. Monitoring and Review
The Governing Body should monitor the outcomes and impact of this policy/procedure

on an annual/bi-annual basis in conjunction with school staff or Trade Union
representatives.

This policy will be reviewed no later than 2 years by Human Resources in consultation
with Trade Unions and Powys County Council’s Schools Service.

9. Appendices

Appendix A: Leave Guidance
Appendix B: Request for Leave form
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Appendix B
REQUEST FOR LEAVE

| EMPLOYEE TO COMPLETE
Name

- Employee Number

Post Title

| First Date of Absence
Date of Return

Number of Days/Hours to
 be taken
Reason

Details

| Appdintment card available

' Request made before Yes | [ No
' leave starts date

- Signature

HEADTEACHER AUTHORISATION

(please tick and sign as appropriate)

Number of Days/Hours
granted with pay
Number of Days/Hours
_granted unpaid il Vo A R -
' Additional comments: (If Jury Service, part time working pattern required and form
needs to be submitted to Payroll)

| Signafur'er
" Print Name
‘Date

- MAKE DEDUCTION IF REQUIRED THROUGH DEVOLVED INPUT
- COPY TO EMPLOYEE CONFIRMING DECISION



Head Teacher: Tracey Havard

— :
Chair of Governors: Huw Williams @. u \AJ/M\

Date: November 2025



