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William Austin Junior School  
(Adopted from LBC Personnel Handbook) 

Policy for Staff Leave of Absence 
 

1. Introduction 

 

1.1 This procedure details how leave of absence should be requested, what leave is available and a helpful chart 

is provided at page 10 setting out which leave is paid and which is unpaid. All requests for leave will be 

carefully considered with the effective delivery of education to pupils balanced with the individual needs of 

school employees. 

 

Urgent Leave of Absence requests should be made to the Headteacher as follows: 

 

Jo Adams  By Phone Between 7.30 am – 7.45 am 

 

1.2 Requests for leave of absence should be made in writing to the Headteacher within the timeframe set out 

for each type of leave. The Head teacher has the delegated power from the Governing Body to make 

decisions in relation to the application of the Leave of Absence Procedure. 

 

2. Urgent family leave 

 

2.1 This is a provision allowing employees to take a ‘reasonable’ amount of unpaid time off work to deal with 
certain unexpected emergencies or sudden emergencies and to make necessary longer-term arrangements.  

An example of urgent family leave is time off for the purpose of attending to a sick dependent.  A dependant 

for the purposes of this policy is defined as the husband, wife or partner, child (including in foster care) or 

parent of the employee.  It also includes someone who lives in the same household as a member of the 

family (excluding paying lodgers).  In the case of illness, injury or where care arrangements break down, a 

dependent may also be someone who reasonably relies on the person for assistance e.g. elderly relative. 

 

2.2 Reasonable unpaid time off will be granted to help the employee cope with the initial crisis and to make 

longer term care arrangements. This provision is for unforeseen matters.  If an employee knows in advance 

that they require time off they should request the appropriate leave.  There is no automatic right to time 

off to solely provide any care the dependant requires. 

 

2.3 Employees are expected to contact the Head teacher as soon as is reasonably possible and advise them of 

the reason for their absence and how long they expect to be absent from work. Employees must maintain 

regular contact with the school if they are absent for more than one day.  For all periods of absence, a leave 

of absence form should be completed in advance, or completed on the employee’s return to work where 
leave was not approved in advance. 

 

2.4 Even in emergency situations an employee should not leave their place of work without advising someone 

with managerial responsibility and without ensuring that their workplace is safe. 

 

2.5 What is “reasonable” will vary according to each case and each set of circumstances.  However, it is 

expected that in most circumstances it will only be necessary for the employee to have the first day off to 

deal with the emergency. Where the number of occasions of urgent family leave absences taken by one 

employee is affecting the employees’ work or is impacting on the business needs of the school, the school 
should bring this to the employee’s attention.  

 

2.6 Any employee wishing to access this part of the policy should first check that the circumstances are not 

covered elsewhere in the policy. 
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3. Compassionate leave 

 

3.1 At the discretion of the Head teacher and in appropriate circumstances, a member of staff may be granted 

up to a total of five working days paid compassionate leave of absence, in the first instance, in any one 

academic year.  Confirmation of the need may be sought prior to consideration. This will include: 

 

• in the case of an employee needing to care for a chronically sick or terminally ill dependant.  A dependant for 

the purposes of this policy is defined as the husband, wife or partner, child or parent of the employee.  It 

also includes someone who lives in the same household as a member of the family (excluding paying 

lodgers).  This is not an exhaustive list and sympathy and discretion should be used where other members of 

the family have a relationship that could be considered as immediate with the employee. For example, 

where the employee has been brought up with or by other members of the family (grandparents/cousins). 

Consideration will be given to the effect on the family of not granting the leave and the difficulties this would 

create for the individual. 

 

• in the case of the death of the wife, husband, partner, child, father, mother, brother, sister, parent-in-law, 

son-in-law, daughter-in-law, brother-in-law, sister-in-law, grandparent, or of a person who stands in loco 

parentis to that member of staff or vice versa. This is not an exhaustive list and sympathy and discretion 

should be used where other members of the family have a relationship that could be considered as 

immediate with the employee.  Where you feel that your circumstances do not fit the criteria above please 

speak to the headteacher. 

3.2 Where a family funeral or attending to a sick relative is taking place abroad the member of staff must ensure 

that compassionate leave has been granted, before leaving the country. An employee may be requested to 

provide documentary evidence such as flight booking details or medical evidence on their return to school.  

If insufficient evidence is supplied to the school, the Head teacher may take the decision to not pay the 

employee during their absence, and in more serious cases take disciplinary action against the employee.  At 

the discretion of the Head teacher there may be other circumstances, not covered in this policy, which could 

be considered for compassionate leave.  Any extension or further occasion in excess of the five days may be 

granted at the discretion of the Head teacher, but will normally be unpaid.  

 

3.3 Parental Bereavement Leave 

 

3.3.1  Employees are entitled to two weeks paid leave on the death of a child under the age of 18 or if they have 

suffered a still birth 24 weeks or more into pregnancy.  

 

3.3.2 This entitlement also applies to employees with parental responsibilities for children who are not their birth 

parents, i.e. for adoptive parents, those who are fostering to adopt, legal guardians and most foster parents 

(except those who are in short-term fostering arrangements). 

 

3.3.3 The leave can be taken as a single block of two weeks, or two separate blocks of one week at different times. 

It cannot be taken as individual days. 

 

3.3.4 The leave can be taken at any time up to 56 weeks from the date of the death of the child. (This timescale is 

deliberate as, for example, it would allow an employee to take leave at the first anniversary of the child’s 
death; and the bereavement can be added onto the end of a 52-week maternity leave in the case of a 

stillbirth). 

 

3.3.5 This leave can be taken straight away after the death of the child, and parents will not have to give notice to 

take the leave, within the first eight weeks. However, an employee will need to inform the school of the 

reason for their absence, when their child died, and when they want the leave to start, and how much time 

they want to take off (i.e. one or two weeks). 

 

3.3.6 If this leave is not taken straight away, within the first eight weeks, (or all of it is not taken straight away), 

then the employee will be required to submit a leave of absence request form to give the school one week’s 
notice of their intention to take the leave. 
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4 Carer’s Leave 

 

4.1 Eligible employees are entitled to up to one week’s unpaid leave within any twelve month period. One week 
refers to the employee’s normal working week. The leave may be taken flexibly, including as individual or 

half days. The rolling twelve-month period ends on the last day of the carer’s leave that the employee has 
requested. The amount of carer’s leave is determined per employee, not per dependent.  
Carer’s leave must be taken for the purpose of providing or arranging care for a dependent with a long-term 

care need.  A dependent includes the employee’ spouse, civil partner, child or parent, any person who lives 
in the same household as the employee (other than as a lodger) or any other person who would reasonably 

rely on the employee to provide or arrange care.  

 

4.2 To have a long- term care need, the dependent must: 

 

o have an illness or injury (whether physical or mental) that requires, or is likely to require, care for more 

than three months; 

o have a condition that amounts to a disability under the Equality Act 2010, or 

o require care for a reason connected with their old age 

 

This means that an employee is not eligible to take carer’s leave to cover general childcare responsibilities, 

unless the child has a long-term care need.  

 

4.3 Wherever possible, employees should give notice of the leave required to the headteacher that is either at 

least twice the length of leave being requested, or, three days’ notice, whichever is the longer.  

Headteachers may use their discretion in exceptional circumstances to waive this requirement.   

 

4.4 Employees are not required to provide evidence to support the request for carer’s leave or to evidence the 
health of the dependent or the caring activity to be undertaken, however they may advise the school of this 

should they wish to do so. The request (notice) should, however, specify that the employee is entitled to 

take carer’s leave and the period that the employee is requesting to take as carer’s leave. 
 

4.5 Except where the employee has exhausted their entitlement for the relevant period, the school will 

endeavour to grant requests for carer’s leave for the period requested. Where the school reasonably 
considers that its operations would be unduly disrupted, the headteacher may postpone an employee’s 
carer’s leave.  However, the employee will be allowed to take the requested carer’s leave within one month 
of their original request. To postpone the leave period, the school must confirm this in writing within seven 

days of the request, explaining the reason for the postponement and the revised dates on which the 

employee may take the leave.  

 
5 Routine medical/personal appointments 

 

5.1 Every effort should be made to make routine medical/personal appointments such as doctor’s 
appointments, dentist appointments, and solicitor appointments outside of working hours. If time off for 

these appointments is granted, it will be unpaid.   

 

6 Unavoidable personal business 

 

6.1 Application for Leave of Absence for unavoidable personal business will be considered on a case by case 

basis and decisions taken will have regards to the number of requests made by that employee that have 

already been granted.  There is no entitlement to leave for this purpose.  An employee should not normally 

exceed more than 2 days over 2 occasions per academic year. 

 

6.2 An employee should aim to apply to the Head teacher in writing for Leave of Absence for unavoidable 

personal business.  However, there may be some occasions that this may not be possible.  Normally only the 

first day (or pro rata equivalent) requested for time off for unavoidable personal business would be with pay 
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but any extra could be paid at the discretion of the Head teacher, it will not normally be possible for 

employees to make up the time taken.  Examples of leave covered under this category are: 

 

• Attendance at the wedding of a child, father, mother, brother, sister, or of a person who stands in loco 

parentis to that member of staff or vice versa, or of any other relative who is normally resident with the 

member of staff (excluding paying lodgers).  Essential travelling time may also be allowed, at the 

discretion of the governing body.  A member of staff would not normally be expected to arrange for 

his/her own wedding to take place during working time and could not expect to be granted leave for 

this; should such leave be granted, however, it would be without pay 

 

• Attendance at a ceremony for the presentation of an honour or decoration either to that member of 

staff him/herself or to his/her wife, husband, partner, child, father, mother, or a person who stands in 

loco parentis to the member of staff. 

 

• A house move, when this cannot be arranged during school closure or non-working time. 

 

7. Extended leave 

 

7.1 Extended leave would only apply to employees with at least one year’s continuous service at the time of the 
request. Any extended leave including participation in a recognised religious event e.g. Hajj, should only be 

taken by prior agreement of the Head teacher.  Except in cases of emergency, or in exceptional 

circumstances, requests for extended leave should be made in writing at least six months prior to the date of 

commencement of such leave.  

 

7.2 It is anticipated that the larger portion of extended leave would be taken during school closure periods.  

Where relevant (e.g. employees who are not employed on a term-time only basis), employees should take at 

least three weeks from their annual leave entitlement and the remainder may be given as unpaid leave. 

Some support employees may be able, with the prior written agreement of the headteacher, to “bank” 
annual leave or from their previous annual leave year for this purpose only. 

 

7.3 Extended leave agreed for teachers or other term time employees will be unpaid. It will not normally be 

possible for employees to make up the time taken. 

 

7.4 Extended leave, in normal circumstances, should only be allowed once in every three-year period, although 

more frequent extended leave may be permissible in exceptional circumstances at the decision of the 

headteacher. 

 

7.5 Should a request to attend a religious event be granted, employees are expected to make arrangements to 

return to school as soon as possible once the event has taken place. 

 

7.6 If an employee who has taken extended leave is delayed in the country they have visited for any reason, e.g. 

strikes (in either country), mechanical faults in transport, sickness etc, they are required to maintain 

communication with the school.  This must be undertaken by the employee only.  The employee must 

communicate directly with the Head teacher. If the Head teacher is unavailable then the employee must 

leave contact details for the Head teacher to contact them on.  The employee will be expected to provide 

the Head teacher with details of why they are delayed, what the employee is doing to return to work and 

when they expect to return to work.  The Head teacher may request documentary evidence.  The Head 

teacher and employee will agree how frequently they will keep in contact.  

 

Employees are reminded that being absent from duty without permission or sufficient cause constitutes 

misconduct under the School’s Disciplinary Procedure. 
 

7.7 If an employee fails to return to work on the expected date due to sickness and submits foreign medical 

certificates, where needed, the school may request that the employee provides a translated fit note.  
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7.8 The employee should be advised in advance that failure to return to work on the expected date will be 

considered seriously and may affect their employment at the school. 

 

8. Religious observance 

 

8.1 Under the Equality Act 2010, it is unlawful for employers to discriminate either directly or indirectly in any 

aspect of employment.  An employer could be deemed to be indirectly discriminatory if rules and practices 

are in place which disadvantages employees of a particular religion or belief unless it can be objectively 

justified.  There is a statutory requirement under the above regulations for the governing body to consider 

legitimate requests for time off for religious observance.  This may include religious festivals, holy days or 

prayer time only where the religious festival falls on employee’s working days.  There is no right to paid time 
off over and above that which is accorded to all employees.  Where leave is required for religious 

observance, the employee must request time off with as much notice as possible, for consideration by the 

Head teacher/Governing Body.  The Head teacher/Governing Body, in consideration of such requests, will 

also consider the business needs of the school at the particular time and the effect the employee’s absence 
will have on the school.  Where possible, if agreed, employees can make up the time (e.g. homework clubs, 

out of school learning activities, Saturday School, extended school activities, additional hours for those 

working less than full time). Those employed whole year may use their annual leave entitlement or request 

unpaid leave of absence. If it is not possible to agree how the time can be made up, the leave can be agreed 

without pay. 

 

9. Sick leave 

 

9.1 This is covered under a separate procedure. Arrangements for absence because of personal illness, injury or 

other disability and payment during that period of absence are covered, in the case of teachers, by the 

Conditions of Service for School Teachers in England and Wales and in the case of all other employees by the 

national agreement on pay and conditions of service (Green Book).  

 

10. Maternity/paternity/adoption leave 

 

10.1 This is covered under a separate procedure. Arrangements for maternity leave and payment during absence 

are covered, in the case of teachers by the Conditions of Service for School Teachers in England and Wales 

and in the case of all other employees by the national agreement on pay and conditions of service (Green 

Book). 

 

11. Hospital appointments & medical screening 

 

11.1 Necessary paid time off shall be granted for staff to attend hospital appointments and for the purpose of 

being screened for breast and cervical cancer and other appropriate life-threatening conditions. Staff are 

required to make every effort to arrange these appointments outside working hours or at the start or the 

end of the school day, where there is the flexibility to do so. Where that has not been possible, staff may be 

required to provide a copy of the appointment letter before the leave is approved. 

 

12. Parental leave 

 

12.1 Parental Leave is a statutory provision, in accordance with the Employment Relations 1999. All requests must 

be made in writing to the Head teacher/governing body. 

 

12.2 Both mothers and fathers can apply for parental leave providing they are named on the child’s birth 
certificate or have parental responsibility under the law (as defined by Section 3 of the Children Act 1989).  

The parents of a child do not have to be living with the child to qualify. 

 

12.3 Employees wishing to take parental leave must have one year of continuous service with Luton Borough 

Council (or the school if VA, Foundation or Academy) by the time they wish to take the leave.  Parental leave 

can only be taken to care for the child or to make arrangements for the good of the child. 

 

12.4 Parental leave can only be granted if the child is under 18 years of age. 
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12.5 The entitlement to parental leave is 18 weeks (in total) unpaid leave for each child subject to: - 

 

• a maximum entitlement of 4 weeks per child per year minus any paid entitlement that may have been 

obtained for a similar purpose under other sections of this Guidance.  (A year is a twelve-month period 

commencing when a member of staff first becomes entitled to take parental leave in respect of an individual 

child). A period of up to four weeks of parental leave may be appended to maternity leave at the request of 

the mother returning to work. 

 

• to be taken in 1 week blocks at any one time (1 week of parental leave is the equivalent to the length of time 

that an employee is normally required to work in a week.  Where working patterns vary, the average 

working week will be calculated as a fraction for the period he/she is required to work in a year) with the 

exception for parents of disabled children who can take leave in days. 

 

• a member of staff must give a minimum of 21 calendar days’ notice unless it is an emergency situation which 

can be justified to the governing body.  Even in these circumstances the member of staff should not 

commence a period of parental leave before obtaining consent. 

 

• wherever possible requests for parental leave will be facilitated.  However, in exceptional circumstances and 

for operational reasons, the Head teacher may need to postpone approval for parental leave for a period not 

exceeding 6 calendar months 

 

13.         Fertility Treatment 

 

13.1 The law does not provide employees with a statutory right to take time off, paid or unpaid, for fertility 

treatment. However, the School will allow employees, with advance permission from the Headteacher, up to 

5 days paid leave in in an academic year if the appointments cannot be arranged outside of school hours to 

undergo fertility treatment. Where appointment cards are available these should be attached to the Leave 

of Absence form.  Additional unpaid leave may also be requested. Further guidance relating to leave for 

fertility treatment can be found at Appendix 1. 

 

14.        Shared Parental Leave 

14.1  This is covered under a separate procedure. Shared Parental Leave (SPL) enables parents to choose how to 

share the care of their child during the first year of birth or adoption. Those wishing to take Shared Parental 

Leave should refer to the Shared Parental Leave Scheme.  

   

15. Examinations 

 

15.1 Leave of absence without loss of salary may be granted to a member of TEACHING STAFF for the purpose of 

sitting an examination in order to improve educational qualifications.  With the approval of the Head teacher 

the employee may be granted a day’s paid Leave of Absence to study for each exam undertaken. 
 

15.2 A member of SUPPORT STAFF, who is following a day release or correspondence course for a first 

professional qualification must be granted leave without loss of salary for the purpose of sitting for 

appropriate examinations and in addition may, with the approval of the governing body, be granted paid 

leave for revision purposes at the rate of one half day for each examination paper to be taken up to a 

maximum of three days.  Such leave is normally granted on condition that an equal amount of annual leave 

is taken at the same time, if applicable.  As far as possible such leave should be taken in the week 

immediately preceding the examination(s). 

 

15.3 These arrangements would apply only to examinations being attempted for the first time and not to full-

time or block release courses. 

 

16.         Leave of absence for the preparation of examination papers and the marking thereof 
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16.1 The circumstances under which TEACHERS must be granted paid leave in connection with the preparation 

and marking of external examinations are explained in the School Teachers’ Conditions of Service.  In 
essence, teaching staff must be granted paid leave of absence to attend, as examiners or advisers, meetings 

of approved examining bodies. 

 

17. Leave of absence for service in the non-regular forces 

 

17.1 Whilst a member of the non-regular forces is normally expected to arrange his/her training in off-duty time, 

if this should, in exceptional cases, prove impossible a TEACHER or member of the SUPPORT STAFF (term 

time only) may be granted leave for the necessary period at the discretion of the governing body, normally 

up to a maximum of ten days per academic year of which only five days should be paid leave. Where an 

allowance is payable, this should be claimed and paid to the school.  

 

17.2 A member of the SUPPORT STAFF, employed for the full year (not term-time only), must be granted leave 

with pay additional to annual leave for the purpose of attending summer camp.  The amount of additional 

paid leave should be two weeks in the case of a member of staff entitled to four weeks’ annual leave and 
one or two weeks, at the discretion of the governing body, in the case of a member of staff entitled to more 

than four weeks’ annual leave. Where an allowance is payable, this should be claimed and paid to the 

school.  

 

18. Government or local authority duties 

 

18.1 Employees must be granted paid leave for duties and attendance as members of a local authority or of any 

committee or sub-committee thereof. 

 

18.2 Employees must be granted paid leave for service as a member nominated by a government department or 

local authority on a committee, tribunal, panel or other similar body or for attendance at meetings of the 

Council Executive, Joint Negotiating and Consultative Committee and any sub-committee thereof, as a 

representative of a local authority or approved professional association or union. 

 

Leave for jury and other public service 

 

19.1 Jury Service 

 

19.1 Unless exemption has been secured, an employee must be granted leave for jury service if summoned.  That 

employee will continue to be paid a full salary. 

 

19.2 Other public service 

 

 An employee must be granted paid leave of absence of up to a day per fortnight in order to undertake duties 

as a magistrate or as a member of any statutory tribunal, regional health authority, family practitioner 

committee, water authority.  Employees who serve as magistrates should claim the allowances available to 

them and have the equivalent amount deducted from their salary. 

 

20 Unions and professional associations 

 

20.1 Employees who are elected trades union representatives have a statutory right to a reasonable amount of 

paid time off to carry out certain specified duties (related to negotiations with their employer), and to 

undertake relevant training.  Individual union members also have a statutory right to reasonable unpaid time 

off when taking part in trades union activities. 

 

20.2 Employees who are members of the national executive of a recognised union or professional association 

must be granted paid leave of absence for the attendance of appropriate meetings in that capacity when 

they fall on a working day.  Certain unions have agreed facilities for attendance at national conference. 

 

21. Conferences 
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21.1 Employees may, at the discretion of the governing body, be granted paid leave to attend approved 

conferences, including those of recognised professional associations, or meetings of societies on educational 

matters for up to three working days in any one year. 

 

22. Candidacy in elections  

 

22.1 Parliamentary elections 

 

21.1 An employee who is a candidate in a parliamentary election may, at the discretion of the Head teacher, be 

granted unpaid leave from the first day in which nomination papers may be delivered up to and including 

second day after the election. 

 

22.2       Local Election 

 

22.2 An employee who is a candidate in a local election may, at the discretion of the governing body, be granted 

unpaid leave on the day of polling only. 

 

23. Training courses 

 

23.1 At the discretion of the Head teacher, an employee may be granted paid leave in order to assist with a 

training course arranged either inside or outside the Borough by an approved organisation.  Any income in 

respect of this activity would go into the school’s delegated budget. 
 

24. Visits to schools or other educational establishments 

 

24.1 At the discretion of the Head teacher, an employee may be granted paid leave in order to visit other 

establishments for the observation of different practices which may be appropriate to the individual’s own 
role.  This could include the acceptance of a scholarship or interchange post arranged by an approved 

organisation in an overseas country. 

 

25. Attendance at court 

 

25.1 An employee must be granted paid leave of absence for attendance at court or at an inquest as a witness, a 

juror or for compulsory legal business directly connected with school duties. 

 

25.2 If the employee has been called as a witness on private business at a crown court or a magistrate’s court 

they should claim loss of earnings is from the court and inform the Business Manager or Headteacher so that 

the appropriate deduction can be made from his/her salary. 

 

26. Attendance for interview 

 

26.1 An employee must be granted reasonable and necessary paid leave of absence for attendance for interview 

for another appointment, by prior arrangement with the Head teacher. 

 

26.2 In most circumstances paid leave for the purpose of attending an interview will be limited to 3 interviews, 

which may take place over several days, in any one academic year. Additional days may be granted at the 

discretion of the Head teacher. 

 

26.3 Employees are expected to attend work either prior to or after the interview if practical. 

 

26.4 The Head teacher may request evidence of the employee’s invitation and/or attendance at the interview. 
 

27. Participation in sporting events 

 

27.1 If an employee is representing his/her county, region or country in a sporting event in an amateur capacity, 

he/she may, at the discretion of the Head teacher, be granted two days paid leave in the case of county 

representation, three days for regional representation (ten days in the case of winter sports).  Where 
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national representation in Commonwealth, European or Olympic Games is concerned, or in the case of 

British Lion Tours, the Head teacher will need to consider each case on an individual basis.  Leave is not 

normally granted for an employee to take part in sporting events on a professional basis. 

 

28. Broadcasting 

 

28.1 The granting of leave for an employee to participate in, or rehearse for a television or radio broadcast is at 

the discretion of the Head teacher.  Where the employee is making a specific educational contribution to the 

broadcast by virtue of his/her profession, any leave granted should be paid, although the Head teacher may 

wish to consider whether the employee should retain any fee earned, including for repeat performances, as 

a result of release from school duties.  

 

28.2 If the employee’s involvement in the programme has no direct bearing on his/her educational duties, any 
leave granted should be unpaid. 

 

29. Grievances/appeals 

 

29.1 Where an employee feels that he/she has been unfairly treated in respect of this policy and practice, he/she 

will have a right to appeal under the Grievance Procedure. 

 

30. Disciplinary procedure 

 

30.1 Any employee making false and inaccurate claims for leave or time off under this policy will be subject to 

disciplinary action. 

 

31. Deduction of unpaid leave 

 

31.1 In all cases where unpaid leave is granted the employee has equal responsibility with the school, to ensure 

that the appropriate deductions are made from their salary. 

 

This policy will be monitored and reviewed on an annual basis. 

 

Policy updated:   4th November 2025 

 

Staff responsible:  Business Manager 

 

This policy was ratified by the Governing body on: 3rd December 2025 

               

Signed on behalf of the Governing Body:   (signature) 

       M. Kashif - Chair of Governors    (printed) 
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PAID AND UNPAID LEAVE OF ABSENCE 

 

 

LEAVE OF ABSENCE 

 

 

PAID OR UNPAID 

Urgent Family Leave Unpaid 

Routine Medical/Personal Appointments Unpaid 

Religious Observance If it is possible to agree how the time 

will be made up this may be paid 

Unavoidable Personal Business Up to 2 days paid over 2 occasions 

per academic year. 

Attendance at Interview Paid leave for up to 3 interviews per 

academic year 

Compassionate Leave Up to 5 days paid leave 

 

Conferences Up to 3 days paid per academic year 

Examinations Leave 1 day paid per exam undertaken up 

to a maximum of 3 days per academic 

year 

Leave of absence for Service in the non-regular forces Up to a maximum of 10 days leave of 

which 5 will be paid 

Maternity and Sick leave As per Occupational Schemes 

Hospital Appointments & Medical Screening Paid (as necessary) 

Government or Local Authority Duties Paid (as required) 

Attendance at Court Paid (as required) 

Jury or other Public Service Paid (as required) 

Authorised educational contribution to a broadcast Paid (as required) 

Elected TU Representative (including Health and Safety), duties 

and training 

Paid (as reasonable) 

Candidacy in elections Unpaid 

Preparation and marking of external examinations – 

attendance at meeting of approved examining bodies as 

examiner or adviser 

Paid (as required) 

Visits to schools or other educational establishments Paid (as reasonable) 

Fertility treatment leave Up to 5 days paid per academic year 

Shared Parental Leave Paid (see SPL Policy) 

Career Break Unpaid 
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Appendix One - Fertility Treatment Guidance for Schools  

 

This guidance is for line managers within Schools to set out how to manage absences due to Fertility treatment.  

 

Background on the statutory rights and our policy  

The law does not provide employees with a statutory right to take time off, paid or unpaid, for fertility treatment. 

However, our policies provide that an employee will be entitled to up to 5 days paid leave in an academic year if the 

appointments cannot be arranged outside of school hours to undergo fertility treatment.  

 

What is the female fertility treatment process?  

The NHS outlines the following steps for each cycle of treatment that a woman would undergo. Please note it may 

take repeated cycles to be successful and the treatment may vary depending on the clinic. Therefore, you should be 

mindful and empathetic that the employee will need to attend a number of medical appointments before she 

conceives and will be feeling very anxious. Typical treatment will involve:  

 

Step 1  Medication is given for a period of two weeks to suppress the menstrual cycle. The meds are given as 

injection or nasal spray.  

 

Step 2  When the menstrual cycle has been suppressed, a daily injection is given for 10-12 days to stimulate 

hormones and increase the egg supply.  

 

Step 3  Ovaries are monitored. A final hormone injection is given 34-48 hours before eggs are collected.  

 

Step 4  The eggs are collected under sedation. The process takes 15-20 minutes.  

 

Step 5  The eggs are mixed with the sperm and the fertilised eggs grow in a laboratory for up to 6 days before they 

are implanted into the womb.  

 

Step 6  Embryos are implanted into the womb. This isn’t normally done under sedation.  
 

Step 7  Two weeks following implantation, a pregnancy test is taken.  

 

What about male infertility?  

Male infertility is reported to be the underlying reason for 1 in 3 fertility problems between both sexes. Male 

infertility can be caused by a variety of reasons and may be treated by medication or even surgery. If you are aware 

of a male employee undergoing such tests or treatment, you must be equally as sensitive and empathetic at this 

difficult time as he may need to undergo a series of medical appointments and possible surgical treatment.  

 

What else do I need to consider during this process?  

If you become aware of an employee undergoing fertility treatment it may be helpful to have a discussion with them 

as soon as possible. This discussion should be held privately and cover the employee’s individual circumstances and 

the support he or she may need in either undergoing fertility treatment themselves, or supporting their partner who 

is. This can cover taking time off for appointments or making adjustments, for example, providing a place for them to 

take a few minutes ‘time out’ if they feel distressed during the day. You should ensure that there is ongoing open 
communication between yourself and the employee for continued support for their wellbeing.  

 

Whilst undergoing fertility treatment, medical advice may be given advising the employee to take it easy to help with 

conception. Therefore, requests may be made to alter working hours or duties for which you will need to assess on a 
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case-by-case basis with advice and guidance from HR. You will also need to consider the effects on an employee 

whose partner is undergoing fertility treatment as they may be required to be present at appointments, so you will 

need to give consideration to such requests.  

 

At what point would the employee be considered as pregnant?  

Although at step 6 it will be unknown whether the treatment has successfully resulted in a pregnancy, the female 

employee will, from this stage of the process be protected from pregnancy and maternity discrimination without the 

need for a male comparator. This is because case law to date has suggested that a woman is considered pregnant at 

the point of implantation until such point that a pregnancy test shows as negative.  

If the implantation fails, the protected period, during which she must not be treated unfavourably, ends for a further 

two weeks.  

 

Would the employee have a right to time off for ante-natal appointments?  

Yes, and this right will apply from step 6 onwards for both sexes.  

 

How should sickness absence be managed during IVF Treatment?  

As detailed above, following implantation the woman is regarded as being pregnant. 

If the IVF is unsuccessful, the protected period ends 2 weeks after the end of the pregnancy - 2 weeks after the date 

the women was informed that implantation was not successful.  Pregnancy-related illness (which may include illness 

in connection with the fertility treatment) during the protected period (Step 6 onwards) should be recorded 

separately from other sickness and disregarded when making decisions based on sickness absence levels i.e. trigger 

points within the School’s sickness policy.  
 

At the earlier stages of the treatment (steps 1-5), sickness incurred because of fertility treatment will be recorded as 

normal sickness absence and will be recorded in accordance with the School’s Sickness Absence Procedure.  Schools 
should seek advice from HR where this is the case. Women who become sick during pregnancy should refer to the 

School’s Sickness Absence Procedure.    
 

Support for employees  

Spectrum.life are the schools Employee Assistance Programme (EAP) provider. 

 

The Employee Assistance Programme (EAP) is a free, confidential counselling and wellbeing support service that 

provides support to all employees, their partner / spouse and dependent children over 16 still living at home. 

 

Employees can contact Spectrum.life on 0808 196 2016, or by accessing the online platform 

https://app.spectrum.life/login. The organisation code is LUTON. 

 

There is also a network called Fertility Friends http://www.fertilityfriends.co.uk/  This website has a discussion forum 

for people who are undergoing or have had fertility treatment provides information regarding support groups and 

professionals. 

 

https://app.spectrum.life/login
http://www.fertilityfriends.co.uk/

