
Staff Absence Annual Leave Policy – Reviewed May 2016 
To be reviewed as necessary 

 

 
 

CYRIL JACKSON PRIMARY SCHOOL 

ANNUAL AND SPECIAL LEAVE FOR SUPPORT STAFF IN SCHOOLS POLICY 

 

VISION: 

Cyril Jackson is a safe and stimulating environment where children encounter challenging 
and creative learning experiences 
 
Each member of the school community is motivated to be a life-long learner. 
 
We will equip everyone with the skills to achieve their full potential in a climate of 
mutual respect and personal responsibility. 
 
STATEMENT OF AIMS: 

To provide a supportive, stimulating environment in which each child is enabled and 
encouraged to attain the highest standard of achievement of which he or she is capable. 
 
To ensure that the curriculum is broad and well balanced following all subjects in the 
National Curriculum. 
 
To value each individual’s contribution irrespective of race, gender, religion or ability. 
 
To encourage children to be aware of their behaviour and how it affects other people. 
 
To recognise that children have a variety of special needs and endeavour to provide 
appropriately for the needs of individuals. 
 
To ensure that the curriculum reflects the richness of our multi-cultural society. 
 
To foster and build on relationships with parents, governors and the wider community. 
 
To provide a planned process of staff development. 
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1. INTRODUCTION 

 

1.1. These provisions set out the principles to be followed in relation to the granting of a 
leave of absence from school.  It is intended to ensure that absence is arranged and 
monitored in a consistent way and in line with best practice. 

 
1.2. This procedure applies to all school support staff employed by the school (except 

teachers or where separate arrangements apply), and covers all requests for leave 
of absence whether paid or unpaid.   

 
 

2. ROLES AND RESPONSIBILITIES 

 

2.1. Headteachers are responsible for authorising all requests for paid or unpaid 
absence, in consultation, where appropriate with the Governing Body e.g. when 
dealing with exceptional periods of leave of absence.  

 
2.2.  The headteacher may delegate the responsibility for dealing with requests for paid 

or unpaid absence of the school support staff to either the bursar or senior 
administrative manager of the school. 

 
2.3. Headteachers or the appropriate senior manager will be responsible for the 

completion of absence recording documentation including any instances of paid or 
unpaid leave, and sending it directly to their payroll provider.  

 
 
3. RECOGNITION OF CONTINUOUS SERVICE 

 
3.1. The Council's Personnel Committee have approved the recognition of continuous 

service with other public sector organisations for the purpose of calculating 
entitlement to annual leave and sick pay. This entitlement came into effect from 1 
April 2005 and applies to both existing staff and new employees from that date.  

 
3.2. Employees who join the school from another public sector employer without a break 

in service should inform their headteacher and contact the school's Human 
Resources representative to provide details of their previous employment.  If the 
details of this service cannot be confirmed from information held on personal files 
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e.g. from employment dates on references, staff may be asked to provide further 
documentation. 

 
3.3. Employers the Council will recognise for this purpose are: 
 

 Civil Service 
 Probation Service 
 Police and Fire Services 
 National Health Service Trusts 
 Schools, Colleges and Universities 
 Housing Associations registered with the Housing Corporation 

 
 
4. ANNUAL LEAVE ENTITLEMENTS  

 

4.1. Term-time only 

 

Employees who work term-time only are entitled to normal school holidays including 
occasional closures.  Because full allowance has been made for the nationally agreed 
leave entitlement (and all statutory and non-statutory holidays) in the formula for 
calculation of salary, leave may not be taken during term time. 

 

4.2. Employees working on a term time basis will not be eligible to take paid annual leave 
during term times.  Term Time only employees are eligible for paid annual leave and 
pro-rata public holidays. 

  
 
4.3. An employee on a term time only contract is expected to work during the school 

term. There is an entitlement to annual leave however this must be taken during 
periods of school closure.  

 

4.4. Part-timers 
 

Employees who are contracted to work less than 35 hours per week will receive 
annual leave based on the above entitlements which will be pro-rata to the number of 
hours worked. 

 
4.5. Although most bank holidays fall within the school holiday period, as part-time 

members of staff payment for Bank Holidays must be paid on a pro-rata basis. 
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4.6. Full-time staff (all year around) 

 
Headteachers should ensure all staff are aware that they should take their full 
annual leave entitlement within the leave year.  Leave will not be automatically 
carried over.  

 
4.7. Entitlement to annual leave varies in accordance with the grade and the conditions of 

service applicable to a particular post.  All of the annual entitlements detailed below 
are in addition to statutory, extra statutory, concessionary and general bank 
holidays. 

 
4.8. For all staff, the leave year is from 1st April to 31st March. Staff must take their 

entitlement during the leave year in periods of up to 3 consecutive weeks.  
  

4.9. Calculation of Annual Leave 

 
The following entitlements are based on a five day (35 hour) working week: 

 

Scale 1 - 4 21 days 147 hrs 

Scale 5 22 days 154 hrs 

Scale 6 and above 26 days 182 hrs 

 
Where a different number of days are worked, entitlements will be pro rata with 
the calculation rounded up to the nearest whole day. 

 
 
5. New entrants are entitled to annual leave in proportion to completed actual days 

worked during the leave year of entry. However, where part of a leave year is 
worked, annual leave should be calculated using the total number of days worked or to 
be worked; divided by 365 X the full year’s entitlement.  Where this calculation 
produces a total figure that includes part of a day, the entitlement should be 
rounded up to the nearest half day.  
 

5.1. Long Service Leave 
 
All school support staff who have completed 5 years continuous service with a public 
authority will gain an additional 5 days annual leave with effect from the date of 
their five year anniversary.  The leave will be calculated pro rata for service in the 
leave year in which the fifth anniversary falls, as detailed in the table below. 
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Staff may need to provide evidence of previous continuous local government service 
when joining. 

 
5.2. Maternity and Annual Leave 
 

For the purposes of calculating annual leave entitlement, an employee will continue 
to accrue annual leave during both paid and unpaid periods of maternity leave.   
They will be granted any long service leave they enjoyed prior to a break in service 
following maternity leave (irrespective of how long the break in service was) 
providing that no permanent employment had intervened.   

 

5.3. The Spring Bank Holiday 

 

From 1 April 2005, the concessionary day awarded for this bank holiday was 
designated as a flexible day which can be taken at other times of the year, e.g. at 
times of religious observance or festivals, if staff prefer.  Staff must have been 
employed on this day (Whitsun Bank Holiday) to be eligible.  

 
 
6. REQUESTING LEAVE 

 

6.1. Requesting Leave 
 

Headteachers will try to accommodate staff who request leave at very short notice 
because of an emergency arising.  A headteacher, however, may decide that a 
member of staff is absent from work without authorisation if the reason for 
absence cannot be evidenced afterwards.   

 

Any members of staff who take leave, which has not been previously approved, may 
be subject to disciplinary action.   

 

 

 

 

Apr May Jun Jul Aug Sep Oct Nov Dec Jan Feb Mar 

5 
 

4½ 4 3½ 3 2½ 2 2 1½ 1 ½ ½ 
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6.2. Late Return from Leave 

 

If for any reason staff are late returning from an agreed holiday they must notify 
their headteacher as soon as possible explaining the reasons why.  Failure to do so, 
and/or failure to provide a satisfactory explanation, may lead to disciplinary action 
being taken for unauthorised absence and salary being deducted for the period of 
absence.  

 

7. CARRYING FORWARD ANNUAL LEAVE  - Full-time staff (all year around) 

 
To ensure that the school discharges its obligations under the Working Time 
Directive and Health and Safety legislation, employees must ensure that, as far as 
practicable, they take all of their annual leave entitlement within the leave year it 
was granted.  Annual leave cannot normally be carried forward from one leave year to 
the next. 

 
7.1. In exceptional circumstances, a headteacher may allow an employee to carry forward 

up to five days annual leave.  Any other outstanding leave will be forfeited. 
 
7.2. Leave may be carried forward to the next leave year in exceptional circumstances 

e.g. to visit relatives abroad, provided that all of the following criteria are met: 
(a) the headteacher is satisfied that there will be no detriment to the 

service; 
(b) adequate arrangements can be made to cover the absence without 

additional costs being incurred (e.g. overtime working); and 
(c) The employee agrees that if they fail to return to work on the date 

specified, it may result in disciplinary proceedings. 
 
7.3. All leave carried forward from one year to the next must be taken by the end of 

June.  Employees will need to complete the Request to Bring/Carry Forward Annual 
Leave Form in Appendix 1 and submit to the headteacher. 

  
 
 
 

 
8. EMPLOYEES LEAVING THE SCHOOL’S SERVICE 
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8.1. All outstanding leave must be taken before the last day of service, apart from in 
exceptional circumstances, where the Headteacher can authorise payment in lieu to 
ensure service delivery is maintained. 

 
8.2. An employee who leaves the school's service (for whatever reason) will have their 

annual leave entitlement reduced proportionately. 
 
8.3. If an employee has overtaken their annual leave entitlement at the time of leaving, 

the equivalent monetary sum will be deducted from their final salary. If this is in the 
middle of the month, any such sum will be pro rata. 

 

 

9. SPECIAL LEAVE - MISCELLANEOUS PROVISIONS 

 
9.1. In special circumstances the school will consider granting additional leave (with or 

without pay), depending on the reasons and circumstances why the leave is 
requested.   And because of the wide range of situations which might occur, it is 
important that Headteachers: 

• Consider each request for leave reasonably and sympathetically; and 
• Take individual circumstances into account. 

 

9.2. Procedure 
 

All special leave is granted at the discretion of the headteacher and is not an 
automatic entitlement.  It is important that applications for special paid and unpaid 
leave are recorded and monitored by the headteacher and all requests are made on 
the school's Special Leave Request form, shown in Appendix 2, and are presented to 
the headteacher as soon as possible for consideration.   

 
Headteachers may wish to discuss the approval of special leave with their Governing 
Body. 

 

9.3. Leave for Meetings of Public Bodies, or Public Duties 
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As an employer, Tower Hamlets is keen to encourage employees to perform valuable 
public services.  Furthermore, we have an obligation under the provisions of the 
Employment Rights Act 1996 to grant reasonable time off to employees for this 
purpose. 

 
9.4. Tower Hamlets currently allows paid leave, subject to a maximum of 18 days per 

year, to be granted to officers performing one or more of the following public 
duties: - 

 Justices of the Peace 
 School Governors 
 Members of a visiting committee to prisons, remand centres and young 

offenders institutions 
 Members of a local authority 
 Members of any statutory tribunal 
 Members of certain health, education, water and river authorities 
 Members of a Police Authority 
 Environment Agency 

 
9.5. Official confirmation of appointment should be forwarded to the headteacher and 

copied to the school’s Human Resources representative.  Every application for leave 
should be made as far in advance as possible.  Approval shall be subject to the 
demands of the service. 

 

9.6. Leave for Sporting Events 

 

Leave may be granted by the headteacher (subject to the demands of the service) 
for staff selected to represent their country in a sport designated as an Olympic 
sport.  This also includes the Para Olympics.  Up to 12 days may be granted subject 
to the employee providing confirmation of their selection from the Governing Body 
of the sport.   

 

9.7. Time off for Domestic Emergencies 

 

If an employee is faced with a domestic emergency such as damage to property 
caused by floods, fire or burglary, they should contact their Headteacher at the 
earliest opportunity to explain the circumstances and request either annual leave 
and/or unpaid leave and specify the likely duration of absence.   
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9.8. Leave for Religious Pilgrimages 

 
The school will give consideration to those members of staff who wish to apply for 
special leave to attend a religious pilgrimage. The headteacher must be given 
adequate notice of such leave and this will be subject to the exigencies of the 
service.   The maximum leave that will be granted will be 4 weeks in total over a five 
year period and this will be special unpaid leave. The Headteacher may wish to seek 
further clarification about religious pilgrimages, and should therefore contact their 
Personnel Provider.  

 
9.9. Leave for Religious Observance 

 

The school recognises and respects its multi-cultural staff and as such will 
endeavour to grant time off for religious observance wherever possible subject to 
service requirements.  Term time only staff who wish to take days off for religious 
observance should normally make an application in advance for unpaid  special leave.   

 
9.10. Time off in redundancy/redeployment situations 

 

An employee, who has been given written notice of dismissal because of redundancy, 
is entitled to reasonable paid time off during working hours to: 

 look for new employment 
 make arrangements for training for future employment 

 
9.11. Headteachers should satisfy themselves that the employee concerned is genuinely 

seeking future employment by presenting confirmation of scheduled appointments. 
 
9.12. Employees that receive a general warning that redundancies might occur in the 

future are not entitled to time off. 
 

9.13. An eligible employee may claim reasonable paid time off.  There is no statutory 
definition as to what should be considered reasonable, but the needs of the 
employee (in terms of the imminence of their dismissal and the difficulty of 
obtaining work elsewhere, etc.) must be balanced with the needs of the school (in 
terms of maintaining service provision). 
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10. LEAVE OF ABSENCE – SERVICE IN NON-REGULAR FORCES 

 
10.1. Members of one of the Non-Regular Forces (i.e. Volunteer Reserve) are often 

required to attend a two week summer camp.  The school will grant a special paid 
leave of absence in order for employees to attend.   This leave will be granted 
according to the demands of the service. 

 
10.2. Members of the Territorial Army or other Volunteer Reserves who are required 

to undertake training additional to attendance at summer camp should make every 
effort to arrange for such training on a day when they would not normally be 
working. 

 
10.3. Territorial Army and Volunteer Reserve Units should be in a position to offer 

alternative dates and the onus is therefore on the employee to try to arrange for 
training to be undertaken at off-duty times.  If this is not possible, paid leave of 
absence may be granted for a mutually convenient date. 

 

 

11. HEALTH 

 

11.1. Dentist/Optician 

 
Appointments for dentists and opticians must be taken in the employee’s own time.  
Employees requiring emergency dental treatment can request up to half a day’s 
special paid leave but will be required to produce evidence that treatment was an 
emergency.   

 
11.2. Health Appointments - Doctor/Hospital and other  

 
Up to half a day paid leave may be granted to attend an appointment at hospital 
(including time off for medical screening) or a doctor upon production of an 
appointment card.  Special Leave, paid or unpaid, may be awarded in certain 
situations for associated treatments arising from a medical complaint. 

 
11.3. If the visit to the doctor or hospital involves absence of more than half a day, the 

absence should normally be reported as special unpaid leave, or work hours can be 
made up. Disabled staff may request a longer period as part of Rehabilitation Leave.   
For further details of which are contained in section 17.  Where the number and 
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length of appointments means substantial time out of work, arrangements will need 
to be agreed between the employee and the headteacher.    

 
11.4. Wherever possible, medical and hospital appointments should be made outside core 

hours that is before 10.00am and after 4.00pm. Employees, who regularly work only 
part of a day, on shifts or on certain days of the week should, wherever possible, 
attend appointments in their own time.  

 
 
12. LEAVE FOR JURY SERVICE 

 

12.1. If an employee receives a summons to serve on a jury, they must tell the 
headteacher. Headteachers should explore whether there are special 
circumstances which may make it necessary applying for jury service to be 
postponed.  Unless exemption from service is secured they will be granted leave 
of absence. 

 
12.2. Whilst serving as a juror, an employee must claim for loss of earnings under the 

Jurors Allowances Regulations and the school will deduct from their monthly pay 
an amount equal to the allowance they receive. In calculating the pay due, no 
account will be taken of loss of potential overtime earnings. 

  
12.3. The Summons/Court will provide a Loss of Earnings Form, which the employee 

must forward to the Payroll Section before returning it to the Court.   
 
12.4. Employees are expected to return to work for each day or half day they are not 

required to attend court. 
 
 
13. LEAVE FOR ATTENDANCE AT COURT/AS A WITNESS 

 

13.1. Under a Subpoena (Summons) 

 
If an employee is summoned to attend Court, including Employment Tribunals, as a 
witness and they are not representing the school, then they will be granted paid 
leave.  This is on the understanding that they claim loss of earnings from the 
Court, which will then be deducted by the Payroll Section from their salary.   
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13.2. Voluntarily 
 

If an employee attends court voluntarily, including an Employment Tribunal, (and is 
not acting as a representative of the school), they are required to take unpaid 
leave to attend (subject to authorisation by the headteacher). 

 

14. COMPASSIONATE LEAVE 

 

14.1. An employee should apply to the headteacher for special paid leave in respect of 
the death and funeral of: 

 
Spouse, parents, grandparents, step-parents, parents-in-law, brother, sister, 
niece, nephew, uncle, aunt, sister-in-law, brother-in-law, son, daughter, son-in-law, 
daughter-in-law, partner or persons they treat as parents e.g. person standing in 
'loco parentis' to the employee.  

 
14.2. In normal circumstances an employee will be granted one day’s leave with pay. In 

deciding the number of days to be granted, the headteacher will need to take into 
account factors such as: 

 the nature of the relationship; and 
 whether the employee is responsible for making the funeral arrangements, 

etc. 
 
14.3. Applications for special leave for two or three days will be considered on their 

merits, for example if the employee needs to organise the funeral of a close 
relative, register the death and apply for probate.  Dealing with property 
clearance is a private matter and the employee should take unpaid leave for this. 

 
14.4. Leave in excess of three days may be granted in exceptional circumstances 

dependent on the particular circumstances of the request e.g. where an employee 
has family abroad.  In these situations a combination of paid special leave and 
unpaid leave may be used to cover the period of absence. 

 
14.5. The headteacher may wish to seek the Governing Body’s approval as early as 

possible in each case where more than three days are requested.   
 
14.6. Up to a maximum of 10 days leave with pay, in any leave year, may be granted to an 

employee on compassionate grounds where more than one bereavement has 
occurred.  
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15. EMERGENCY CARE FOR A CHILD OR OTHER DEPENDANT FAMILY MEMBER 

 

15.1. Time off for dependants, (whether it be paid or unpaid), is granted at the 
discretion of the headteacher and is not an automatic entitlement. This right only 
covers emergencies.  While the employee is entitled to take a reasonable amount 
of time off from work to deal with an unexpected or sudden problem concerning a 
dependant and make any necessary longer term arrangements, the headteacher 
must consider the service provision before granting any additional emergency 
leave. If the problem is known in advance, another form of leave must be 
arranged.  

 
15.2. The employee must tell their headteacher soon as possible why they are away 

from work and how long they expect to be off.   
 
15.3. If illness is serious/potentially life threatening, the employee will be required to 

produce satisfactory medical evidence, by at least the fourth day of absence, to 
the headteacher.  This would normally include a note from a hospital or doctor 
stating the seriousness of the illness or accident and the need for the employee 
to be in attendance.   

 

15.4. The amount granted is dependent on the circumstances of each case and all 
applications will be considered on their merits. The right to time off does not 
entitle the employee to time off to look after the dependant until they recover.  
The policy is intended to enable employees to take reasonable amount of time off 
work to deal with the immediate crisis and to make any necessary longer-term 
arrangements. 

 

15.5. Who is a ‘Dependant’? 
 
15.6. The term ‘dependant’ includes child, parent, next of kin, partner, grandparent, 

husband or wife who is normally reliant on the employee.  It also includes someone 
who lives in the same household as the employee.  For example, this could be a 
partner or an elderly aunt or grandparent who lives in the household.  It does not 
include tenants or boarders living in the family home.  
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15.7. In cases of illness or injury, or where care arrangements break down, a dependant 
may also be someone who reasonably relies on the employee for assistance.  This 
may be where the employee is the primary carer or is the person who can help in 
an emergency. 

 
15.8. As a general guideline, an emergency should be regarded as something which 

occurs suddenly, which cannot be predicted or planned for and requires prompt 
attention, for example: 

 
(a) a call received during the day from the home or child’s school, nursery, or 

carer, that the employee is required urgently to return home to care for 
the dependant due to illness or an accident. 

 
(b) an accident or illness suffered by the dependant, which requires emergency 

medical treatment at a hospital.  
 

(c) time off to assist a dependant when she is having a baby.   
 
14.9. It is not intended to cover illness which is of a minor and self-limiting nature such 

as colds, or upset stomach.   
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15. BREAKDOWN IN CHILDCARE ARRANGEMENTS (UNDER SCHOOL AGE) 

 
15.1. At the discretion of the headteacher, employees may be granted one day’s special 

dependants leave to look after young children when normal childcare 
arrangements fall through without prior notice.  The purpose of granting this 
leave is to enable the employee to care for the child and make alternative 
arrangements for child care on subsequent days if necessary.  

 
15.2. A maximum of two additional days may be requested in exceptional circumstances 

at the discretion of the headteacher, where it is demonstrated that alternative 
arrangements could not be made within the first day.  

 
15.3. In cases where childcare arrangements have broken down: 
 

(a) The employee must demonstrate a substantial reason for the breakdown of 
the childcare or caring arrangements for example, due to illness of a carer 
or registered childminder.  The child concerned must be under school age. 

 
(b) A substantial reason is regarded as something which occurs suddenly, which 

cannot be predicted or planned for, and requires prompt attention (see 
para.14.3). 

 
(c) For children in school, parents should contact their headteacher, explain 

the situation and request to take either paid or unpaid leave. 
 
15.4. Special leave must not be granted to cover foreseen circumstances such as school 

closures due to strikes or elections, or routine hospital appointments and planned 
hospital admissions.   

 
15.5. N.B. For Health and Safety and insurance purposes, parents must not bring their 

children to work when childcare arrangements break down.   
 
15.6. The Amount of Special Leave Granted 
 

Special leave entitlement is granted dependant on the circumstances in each case, 
taking into account all relevant factors including the amount of time previously 
granted to the employee as special leave. 
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15.7. As a general guideline, an employee will be allowed up to 5 days special leave in any 
12 month period as special dependants leave. 

 
15.8. Time taken will be granted as a combination of special leave,  time off in lieu 

and/or unpaid leave in equal amounts, for example, a request for 4 days 
dependants leave = 2 days special paid leave and 2 days unpaid leave.  

 
15.9. Whenever possible, employees wishing to be considered for special leave should 

apply to their headteacher on the first day of absence and subsequently confirm 
the request in writing stating the reason for the absence and how long they 
expect to be away from work. Special leave could be granted in advance, for 
example to cover a family hospital appointment, if the employee can confirm that 
it was absolutely essential they were in attendance.  

 
15.10. Where the headteacher has reasonable belief that an employee is abusing the 

right to time off, they should deal with the situation according to the school’s 
disciplinary procedure.   

 
16. PATERNITY OR MATERNITY SUPPORT LEAVE 

 
16.1. The school recognises the importance of fathers/partners or nominated carer 

(including same sex partners) supporting the mother and baby at or around the 
time of birth and offers its employee’s an enhanced entitlement.  On the 
understanding that their absence will not have a detrimental impact on service 
delivery, an employee can claim up to 10 days Maternity Support Leave (2 working 
weeks) with normal pay (inclusive of SPP).  For part-time employees this 
entitlement will be provided on a pro-rata basis.  

 

16.2. Employees can choose to start their leave from the date of the child’s birth or 
thereafter but leave must be taken within 56 days (8 weeks) of the actual date of 
birth of the child. Where a child is born prematurely the employee may take their 
leave at any point between the actual date of birth and 56 days following the 
expected week of childbirth. Employees can take a single period of either one or 
two full weeks of maternity support leave but not odd days.    

 

16.3. Eligibility for paid leave will be confined to:  
 the child’s biological father or the mother’s husband or partner 

(including same sex partner).    
 The employee must have responsibility for the child’s upbringing 
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16.4. Partner means a person who lives with the mother or adopter and the child in a 

family relationship but who is not a relative of the mother or adopter. For 
example, a parent, grandparent, sister, brother, aunt.  For further information 
regarding eligibility, please refer to the Employee Guide to Maternity Benefits, or 
contact school's HR representative.  For the purposes of this procedure, Adoption 
Leave and Maternity Leave are classified as separate procedures in their own 
right, as opposed to being considered as ‘Special Leave’. 

 
17. REHABILITATION LEAVE 

 
17.1. Paid leave will be granted as an alternative to sickness absence for those requiring 

time off from work to adjust to a disability.  This will entitle staff who have 
declared a disability to the school and the Council and meet the definition of a 
disability under the current Disability Discrimination Act, the opportunity to apply 
for a form of special leave that can be given for both short and long term periods 
of absence.  For example: 

 
 Up to 2 weeks paid leave per year for regular short periods of 

absence needed to attend medical appointments that assist an 
employee in managing their disability.  This may help reduce the 
possibility of the  disability leading to future periods of sickness 
absence; or 

 
 Up to 4 weeks paid leave per year for longer periods of absence to 

help disabled staff manage changes in their life caused by a new or 
existing disability e.g. attendance at a course to be trained to use a 
guide dog or rehabilitation following an accident that results in an 
employee becoming disabled. 

 
 
18. PENSION ENTITLEMENTS 

 
18.1. Periods of unpaid leave will affect an employee’s pension entitlements and 

therefore employees should contact the Pensions section for advice.  
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19. TIME OFF IN LEIU FOR RESIDENTIAL TRIPS  

 
19.2 Staff are entitled to one day of TOIL or pay for two day residential trips (Mon-

Fri, two nights). 
 
19.4 Staff are entitled to one day of TOIL or pay (seven hours) for each day of a trip 

taken at the weekend or outside of term time. (Staff may have a maximum of one 
day TOIL, other entitlement must be taken as over-time pay). 
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APPENDIX 1  

 

 

 

 
Name: 

 

School Location / Role: 

 

Reason of Leave Request (Please state and attach supporting documentation, if applicable).  
 

 

 

Date/s of leave requested: 

 

Time of leave requested: 

 

 

Signature:                                                             Date: 

 

Headteacher:  

 

Gillian Kemp 

Signature: 

 

 

 

Date: 

Headteacher comments:    

 

 

Current sickness / absence: 

 

 

Special leave: 

 

 

Paid/unpaid: 

 

 

Deputy Headteacher: 

 

 

 

Signature: Date: 

School Business Manager: 

 

 

 

Signature: Date: 

APPLICATION FOR SPECIAL LEAVE 
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APPENDIX 2 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

PART B (Comments of Headteacher, if applicable) 

__________________________________________________________________
__________________________________________________________________
_______________________________________  

 

Name:_________________ Signature:___________________ 

Date: ______________ 

 

PART C (Decision of Headteacher for authorisation of requests) 
 

I agree / do not agree to the transfer of __________ days’ leave. 
 
Signature:______________________________Date:____________________ 

When Parts A, B, and C are completed, please return it to the school office  

Please Note: ALL REQUESTS MUST BE RECEIVED BY 15 MARCH OF EACH YEAR 
AT THE LATEST.  REQUESTS RECEIVED AFTER THIS DATE WILL NOT BE 
CONSIDERED. 

PART A (To be completed by the applicant) 

 
Name:_______________________________________Section:________________ 
Job Title:_____________________________Grade:___________Ext.:__________ 
 
Date:______________________ 
 
No. Days to Transfer:_____________ Reason for Request: 
_________________________________________________________________ 

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________ 

REQUEST TO BRING/CARRY FORWARD ANNUAL LEAVE 


	4.8. For all staff, the leave year is from 1st April to 31st March. Staff must take their entitlement during the leave year in periods of up to 3 consecutive weeks.
	As an employer, Tower Hamlets is keen to encourage employees to perform valuable public services.  Furthermore, we have an obligation under the provisions of the Employment Rights Act 1996 to grant reasonable time off to employees for this purpose.
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