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Date: Spring 2011                                                            Review:  Spring 2013

Ethos -
‘To provide a culture and environment that promotes excellence, equality and high achievement for all through our Christian Values’

This policy covers special leave due to domestic reasons, attendance at legal proceedings and reserve forces training.  All staff must formally apply for special leave by completing the Special Leave form and by agreement from the Headteacher or deputy in his / her absence.

Special leave will not be granted to staff employed on a casual basis.

UNPAID SPECIAL LEAVE

The Headteacher can allow up to 3 months unpaid special leave in any 12 month period.  The unpaid special leave can be granted for any purpose except participation in elections or political activity.

Special leave without pay does not amount to termination of employment.  No pay will be given for a period of unpaid special leave including holidays and weekends.  An employee is not entitled to take any other form of leave (such as sick or annual leave) whilst on special leave without pay.

DOMESTIC REASONS
Special leave may be granted by the Headteacher to enable a member of staff to deal with short-term domestic problems. Paid special leave for domestic reasons will not normally exceed 5 days in each year (pro-rata for part-time staff), but special leave without pay may be granted for longer periods according to the circumstances.

In determining whether special leave should be allowed the Headteacher will take account of the particular circumstances of the case including the degree of distress suffered by the member of staff or the nature of the domestic problem.  The nature of the relationship of the sick or deceased relative or dependant will be a major consideration and in most cases the relative will be closely related to the member of staff by blood or marriage.  The granting of special leave need not, however be confined only to cases where a relative by blood or marriage is involved, since equal distress may be suffered in other circumstances where, for example, a stable relationship exists between two individuals who reside together.

In the case of an illness of a close relative or dependant where it is necessary for the employee to remain at home to care for the relative or dependant, special leave with pay for up to 5 Days (pro-rata for part-time staff) may be granted.  This period may be extended if medical evidence is provided to confirm that it is essential for the member of staff to continue to remain at home to care for the relative but will be classed as unpaid special leave.

BEREAVEMENT

In the case of bereavement, special leave with pay will be allowed to a member of staff on the death of a close relative or dependant.  The amount of leave awarded will depend on the immediate responsibilities (funeral arrangements etc) of the member of staff.

· Where a member of staff has responsibility for the funeral arrangements, special leave may commence form the date of death to the date of funeral, but usually to a maximum of 5 days.

·  Where the member of staff has no immediate responsibilities, special leave may only be granted for attendance at the funeral.

ATTENDANCE AT LEGAL PROCEEDINGS
For staff who appear in court in an unofficial capacity (not as part of their work), the following arrangements apply:

· Special leave with pay may be granted by the Headteacher to staff appearing as witnesses for the prosecution or defence in criminal proceedings or as a witness in a coroners’ court and to those necessarily absent for jury service.  In these circumstances a member of staff may retain any travelling or subsistence allowances received from the court. 

· Special leave without pay may be granted to staff appearing as witnesses in civil proceedings.  Travelling and subsistence allowances and any compensation for loss of earnings paid by the court, may be retained by the member of staff, as these will not be paid by the school.

· A member of staff must immediately inform the Headteacher if he / she is summoned for jury service and complete the special leave form.

RESERVE FORCES TRAINING
For periods of training, special leave with pay may be granted to all full-time and regularly employed part-time staff who are members of the Reserved Forces 

e.g. Territorial Army. 

Special leave with pay of up to a limit of 12 working days in training a year may be granted.  Working days spent on training, which exceeds this limit, should be taken as unpaid leave unless it is taken at the time of annual leave. 

Equality / Inclusion –

The school recognises that it has to make special efforts to ensure that all groups prosper, including those with special educational needs; who have difficulties accessing the school or services; who speak English as an additional language; who have frequent moves and lack stability leading to time out of school (e.g. children in care); who as children are caring for others; who come from homes with low income and/or in adequate home study space; who experience bullying, harassment or social exclusion; with low parental support or different parent expectations; with emotional, mental and physical well being needs; who exhibit challenging behaviour; who come from ethnic minority groups including travellers, refugees and asylum seekers.

Reviewed in accordance with DDA. 
Document reviewed March 2011 by the Personnel Committee 

Name:  Marilyn Henderson (Governor)

Signature: …………………………..

TUTSHILL CHURCH OF ENGLAND SCHOOL

APPLICATION FOR SPECIAL LEAVE

1. Employee

NAME: ………………………………………………   Position:  ………………….

Reason for request for Special Leave: ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

With Pay  ……..                           Without Pay  ……...

From  ….. / …. / ….                      To  …. / …. / ….            Number of Days ……..

Signature ………………………………………..                 Date  …. / …. / ….

2. Headteacher

Application agreed:                    YES  ……..               NO  ……..

Comments: ……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Signature …………………………………………….           Date  …. / …. / ….
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