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Reporting Absence
All staff must follow the Absence Reporting Guidance, ensuring they meet the required notification deadlines and that they have a response form the SLT member they have contacted.

A brief indication of the nature of their illness and its expected duration should be given, and details of any known commitments or arrangements that need to be covered during absence. It is not acceptable, except in emergencies, for someone to call in on the employee’s behalf.
All staff should telephone the school again by 2:30 pm to indicate whether or not they will be in school the following day.

Self-Certificate
On return to work, the member of staff will complete a Return-to-Work form and submit this to their Line Manager. 

Medical Certificate
A doctor’s medical certificate will be required on the 8th calendar day of any absence.

Monitoring of Absence
The Line Manager and SBM will arrange a meeting with the member of staff if any of the following thresholds are met:
a) 4 absences of any length in 4 months
b) 8 or more workdays in a 12-month period
c) A long-term absence of 21 days
d) a pattern of absence has emerged that causes concern

Sick Pay and Leave Entitlement
Please see the School’s Sick Pay Policy
The Governing Body has the discretion to extend an employee’s entitlement to sick pay in very exceptional circumstances.

[bookmark: _Toc220498179]Discretionary and Other Leave
[bookmark: _Toc220498180]1.	NON-MEDICAL APPOINTMENTS DURING WORKING TIME 
Normally staff should not make appointments during working time, particularly where this may cause disruption and/or require cover to be arranged. It is recognised that, because of the working hours of others, such appointments are, occasionally, unavoidable. Examples might include meeting with a solicitor, a bank, a local authority representative, other body or professional person whose availability may be limited. However, it should be borne in mind that many of these services are accessible until early evening and on Saturdays and it should be possible to arrange appointments that do not interrupt the school day. Where an appointment cannot be made other than in working hours, the request to the Line Manager for time off must be made through Bromcom five working days prior to the appointment, except where an emergency arises. 

If it is felt appropriate by the Line Manager to grant absence for an appointment during normal working hours, the following will apply:

· In the case of a teacher, there should be no disruption to normal teaching unless satisfactory cover is arranged at no cost to the school;
· Support staff should either make up the time or request unpaid leave
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a) Routine Appointments
Routine medical appointments should, wherever possible, be made outside of work time
Where this is not possible, 

· In the case of a teacher, there should be minimal disruption to normal teaching eg satisfactory cover is arranged at minimal cost to the school;
· Support staff would be expected to make up the time (if it is more than an hour).

Evidence of the appointment is required when submitting the request. All requests are to be submitted on Bromcom, with evidence attached.
(b) Cancer Screening - paid time off will be permitted for the purpose of cancer screening.
(c) Cosmetic Surgery - paid time off will be permitted for non-elective cosmetic surgery (i.e., where it relates to a diagnosed medical condition).
(d) Disability - as a reasonable adjustment, paid special leave may be used to enable employees with a disability to attend medical appointments related to their disability, adjust to new disability related equipment/aids or where workplace adjustments need to be put in place before a return to work. In the latter example, special paid leave will only be approved where the employee has been assessed as being fit to return to work. Please see the Reasonable Adjustments Guidance for more information.
(e) Fertility Treatment - Employees requesting time off for fertility treatment will in general be supported. The specific needs will need to be understood, and the various provisions for leave set out in this guidance will be used to enable this to happen where reasonable. This may mean time off for medical appointments and making full use of special leave. The leave agreed may be paid or unpaid depending on the specific circumstances. In any event, the situation will be treated with sensitivity, and with the understanding that the process can take some time. 
Issues to be taken into consideration could include:
▪ The timing of some treatment is critical and cannot always be planned well in advance.
▪ Clinics offering this treatment may require long journeys.
▪ After treatment, they may need to be time off for recuperation.
▪ Reactions to any unsuccessful treatments. Support for employees is also available through the County Council's Employee Assistance Programme, where the school has purchased this.
[bookmark: _Toc220498182]3	Time Off For Trade Union Activities
(a) Accredited Representatives Employment legislation provides for local trade union Officials/representatives (i.e., recognised by the employer and the union) to have reasonable time off with pay and facilities to enable them to undertake their trade union duties.
Time may be taken for both consulting and representing and for any necessary training related to these duties. The extent of the time off and facilities is for governors to determine but it must be ‘reasonable’ in all the circumstances having regard to the Code of Practice issued by ACAS (Arbitration, Conciliation and Advisory Service).
Under local agreement with the teachers’ associations, a certain amount of supply cover to attend training conferences will be funded by the Local Authority provided it is agreed in advance and does not normally involve absence from school more than once a year.
Union officials should also be allowed reasonable time off without pay to engage in other union/association activities not related directly to local industrial relations (e.g., national conferences).
(b) Union Members Other Than Officials
Trade union members (as distinct from officials/accredited representatives) are entitled to reasonable time off without pay to attend union meetings related to their own employment. However, it is the practice of the County Council to allow attendance without loss of pay at annual union meetings for members of school Support Staff in the late afternoon, provided there is minimal disruption to work.
Similarly, trade union officials and/or members are entitled to reasonable time off without pay to engage in activities which are not directly related to the conduct of employee relations with their employer. National conferences may fall into this category although the extent of time off for such purposes may be the subject of local negotiation.
 ( c ) Disputes/Industrial Action
A dispute between a trade union and an employer arises when a trade union is prepared to call on its members to take industrial action of some kind (e.g., a strike). A withdrawal of labour will be lawful if the dispute is between the employer and the union (not some other employer) and if the union has followed proper procedures by way of holding a ballot in the approved manner.
Schools should consult HR as soon as it appears that a dispute and/or industrial action might be about to arise within the school/college. Headteachers/managers can seek further advice from their named contact in the HR Business Partner Education Team or as follows:
▪ Email: HR.Professional.Support@westsussex.gov.uk
▪ Telephone: 033022 22422
Schools that don’t purchases the HR service through their SLA should contact their own HR service provider.
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Staff are entitled to take dependency leave to deal with certain unexpected problems or emergencies (no more than five days per rolling 12 month period), for example:

Deal with an unexpected emergency where they are the primary carer of the dependant. For example:
· if a dependant has been involved in an accident;
· to make longer-term care arrangements for a dependant who is ill or injured;
· to deal with an unexpected disruption or breakdown in care arrangements for a dependant
· to deal with an unforeseen incident involving their child during school hours where the parent’s presence is required by the school.

Deal with longer term Dependency Leave issues where the employee is the primary carer of the dependant. For example:
· Serious illness of a dependant which makes it particularly difficult for them to attend work;
· The death of a dependant, for example to make funeral arrangements or to attend a funeral;

Any other serious or complex family or domestic situation where there are compelling compassionate grounds for granting leave.

A dependent is a child under the age of 18 who is under your care. A Primary Carer is a person principally responsible for the wellbeing of the child – this role may be shared eg between co-parents, joint foster carers, or a parent and step parent, although only one Primary Carer should be claiming paid Dependency Leave at any one time.
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A bereaved parent of a child under the age of 18 or of a child stillborn after 24 weeks of pregnancy is entitled to a statutory minimum of two weeks compassionate leave, within 56 weeks of the child’s death. This leave can be taken in one block or two blocks of one week. Where an employee meets the qualifying period* they are also entitled to statutory parental bereavement pay. 

* Have at least 26 weeks’ continuous service and weekly average earnings over the lower earnings limit. 

The school has opted to adopt the statutory minimum pay. 

In order to claim this, the employee would need to complete the ‘Application for Statutory Parental Bereavement Leave – Full Pay’ as soon as practicably possible. This form will enable statutory pay to be offset, where eligible.
Other Leave on compassionate grounds is entirely at the discretion of the Headteacher, but will generally be granted in the following circumstances within one academic year.

· Death of a partner/member of immediate family			up to 5 Paid days
· Death of other near relative						up to 3 Paid days
· Death of close friend							up to 1 Paid day
· Child’s unexpected, serious illness					up to 5 paid days**
· Serious illness of partner/near relative					up to 3 Paid days**

	** This is intended to provide first day cover until the employee can make alternative arrangements; absence for the duration of the illness should be in very exceptional circumstances only. 

Any period of compassionate leave in excess of two weeks will normally be considered without pay rather than with pay considering the circumstances and needs of the school. 
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Refer to the separate document titled ‘Foster Carers Support Policy’ where this West Sussex policy has been adopted by schools for more information on the key provisions. This document is available on West Sussex Services for Schools.
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Refer to the separate document titled ‘Carers Leave Guidance Document’ for full information about this statutory leave. This document is available on West Sussex Services for Schools.
From 6 April 2024, subject to the required notice, eligible employees are entitled to take up to one week of unpaid carer's leave in a rolling 12-month period to care for a dependant with a long-term care need. The minimum period of carer's leave that an employee may take is half a working day and the maximum period is one continuous week. The leave does not have to be taken on consecutive days. Carer's leave is a ‘day one right’, meaning that employees are eligible for the leave from their first day of employment.

One week of carer's leave is the same duration as an employee's normal working week, meaning that a full-time employee who normally works five days per week is entitled to five days' carer's leave in any 12-month rolling period. If an employee normally works four days per week, they are entitled to four days of carer's leave in any 12-month rolling period, and so on.
Where an employee's working week varies, an average should be taken of the employee’s normal working periods over the previous 52 weeks (or over the number of weeks that they have been employed, if this is less than 52).
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Paid leave of absence to attend interviews for appointments in teaching/local government will be granted up to a maximum of five interviews in any one school year.
Unpaid leave for any other category of job interview may be granted at the Head Teacher’s discretion and in any event not more than three such absences in any one school year will be granted.

9	PUBLIC DUTIES
Employees are entitled to ‘reasonable’ time off but not necessarily with pay for the performance of such duties as:
▪ A Justice of the Peace
▪ A member of a:
o Local Authority
o Statutory Tribunal
o Health Authority
o Water Company
▪ A member or governor of a maintained educational establishment maintained by a Local Authority

In the case of a teacher, paid leave of absence of up to 18 days in any year will be funded by the Local Authority provided it is agreed in advance.

In the case of a member of the school’s Support Staff, governors have discretion to grant up to 18 days’ paid leave of absence. Additional time off may be granted by the governors, either unpaid or as a charge to the school’s 
budget.

10	JURY SERVICE
An employee required to undertake jury service is, effectively, entitled to paid leave of absence by virtue of the allowances which may be claimed from the Court.

An employee should receive a Certificate of Loss of Earnings with the summons to attend court. This must be sent to HR Shared Services for completion and returned to the employee to take to Court. At the end of the Jury Service, the employee needs to obtain a statement of the actual Loss of Earnings Allowance paid, for submission to HR Shared Services so that the amount can be deducted from their salary and credited to the school’s budget.

Note: the school needs to notify HR Shared Services at the start and finish of the absence using form AR (Absence Return).

11	ATTENDANCE AT COURT AS A WITNESS
Attendance as a witness may be on the basis of paid or unpaid leave of absence, as explained below. However, in all cases, a school must keep HR Shared Services informed. If there are any queries relating to a witness’s expenses etc., advice is available from the Legal Services Department.

(a) Paid Leave Of Absence
Where an employee is required to attend as a witness arising from their employment, paid leave is automatic. They must:
▪ Ascertain from HR Shared Services the daily amount of loss of earnings for the attendance concerned.
▪ Enter a claim for this from the party (other than the County Council) who called him/her to give evidence.
▪ Inform HR Shared Services when the claim has been paid – so that the amount can be deducted from salary.

(b) Unpaid Leave
If attendance is in the employee’s private capacity, they are expected to take annual leave. If this is not possible, unpaid leave of absence should be granted, but it should be made clear that the employee should claim loss of earnings and that any shortfall may not, necessarily, be made up. The procedure in the latter circumstances requires the employee to:
▪ Obtain prior agreement to leave of absence.
▪ Insist on a subpoena or witness summons as a pre-condition of attendance (as the issuing party has to offer to meet the witness’s expenses).
▪ Ascertain from HR Shared Services, the daily loss of earnings (which will include Saturday/Sunday if the absence is for a complete week or includes a weekend).
▪ Enter a claim from the party who called the employee as a witness. 
▪ Inform HR Shared Services of the full period of absence so that the loss of earnings is deducted from salary (even if this exceeds the amount recovered).





12	STUDY LEAVE
(a) Teachers
For studies leading to external Higher Education qualifications which contribute to a teacher’s professional development, it is recommended that up to 20 working days paid leave be granted over the duration of the course, with not more than 5 days in any one year, plus the days of the examinations.

If non-class-based time is already allocated based on this programme of study or associated roles, eg leadership, then it would be expected that Study Time is incorporated within this release. In other circumstances, up to 5 days per year may be requested as and when required for self-directed study and reading, or face-to-face learning with the provider. 

(b) School Support Staff
The National Conditions of Service state that paid leave of absence should be granted for the purpose of sitting examinations applicable to local government service. In accordance with the Authority’s scheme, it is Recommended that paid leave be permitted:

▪ For study revision for the first attempt at an examination on the basis of one day for each day of examination, with a maximum of one week (extended in exceptional cases only).
▪ For study by correspondence course, up to two days leave for each day of 
examination, with a maximum of two weeks

[bookmark: _Toc220498188]13	ADVERSE WEATHER
Paid time off work because of adverse weather is at the discretion of the Headteacher.  It should be borne in mind that every employee has a contractual duty to report for work and is expected to make every effort to attend, even if arrival is delayed.  This applies equally to public transport strikes and other emergencies as well as adverse weather. 
If it is necessary to close a school, employees are still expected to report for work – unless they are instructed or advised not to (in which case they must be paid as normal). 
If an employee does not attend for work on the grounds of adverse weather conditions, they must submit full details to the Headteacher.  If the Headteacher is satisfied that all reasonable efforts were made to get to work, the employee should be paid as normal for the first day; it is expected that alternative arrangements would normally be made to attend subsequently.  If the Headteacher is not satisfied with the reasons for non-attendance, the absence may be without pay. 
As an alternative to paid or unpaid leave of absence, the Headteacher may exercise one of the following options, according to the circumstances:
· agree that the employee can work at home (where this is realistic/feasible);
· arrange for the employee to make up all or some of the absence by working additional hours as agreed;
· authorise annual leave;
· agree that the employee may report to work elsewhere. 
Employees who are genuinely late for work and/or sent home early because of adverse weather should be paid as normal – although the Headteacher may require the time to be made up. 
If an employee asks to leave early, a deduction should normally be made from pay, unless the request is reasonable having regard to the conditions.  Otherwise, it may be appropriate for the time to be made up. 
When there are adverse weather conditions, staff should be advised to listen to local radio broadcasts, particularly for information about possible closure of the school, and should, if necessary, try to contact the Headteacher for advice.  When the school remains open for pupils there needs to be staff available to teach and supervise; they must, therefore, make every reasonable effort to attend.

14	ELECTIONS
Paid leave of absence may be granted to members of the school’s Support Staff to undertake polling duties on behalf of the Local Authorities in West Sussex at Parliamentary and local elections.
Leave of absence for teachers is not normally appropriate unless the school is being used as a polling station.
15	RELIGIOUS AND CULTURAL FESTIVALS AND CULTURAL OBSERVANCE
Headteachers have a responsibility in accordance with the County Council’s Equal Opportunities policy, to respond reasonably and sensitively to any request from an employee regarding their cultural or religious needs.
Employees wishing to observe a religious or cultural tradition will be expected to do so in their own time using annual leave, or flexitime where this is in operation. The arrangements for booking such leave should follow the existing procedures, with the usual requirements for notice and prior authorisation.
Care should be taken in responding to requests for leave for the purposes of religious observance as the school may need to provide justification for not agreeing to such requests. Further advice is available from the HRPS Team.
See “Religion and Belief in the Workplace” for further guidance. This can be downloaded from the Equality and Diversity section on West Sussex Services for Schools. There is also a Faith Guide which can be forwarded on request by the HR Policy Team.

14	SPECIAL LEAVE
Paid leave may be granted at the Headteacher’s discretion in the following special circumstances, only if a more suitable alternative day or time cannot be arranged:

Moving house (1 day per year rolling); 	Comment by SBM: Do we want to formally agree to this - what about family wedding?
Wedding (your own, or immediate or close family by reasonable definition at Headteacher’s discretion if needed). This must be the day of the wedding;
Leave to attend major life events of own children eg baptism, graduation, secondary school open days [up to 1 day per child during the year they turn 11].

Other personal reasons (To be considered on an individual basis).

For other special events, eg children’s assemblies etc, staff can be granted leave at the Headteacher’s discretion if they are able to make up the time, use their non-directed time, or otherwise make use of flexibility do that there is no impact whatsoever on the school.
15	UNPAID LEAVE
The Headteacher may grant unpaid leave up to a maximum of ten working days, for urgent personal considerations. Requests for longer periods must also be referred to Governors for due consideration.
Each case will be considered on its merits and classed as “leave of absence” rather than “extended leave” for the purpose of the supply regulations.

Staff should note that such leave affects pension benefits as it does not count as reckonable service.

UNPAID HOLIDAY LEAVE
Leave of absence will not normally be granted to any member of staff requesting holiday during term time, except in very exceptional circumstances. An example of such circumstances may include cases where the staff member works part-time and can make up the hours in a way that is compatible with the needs of the school, or where the staff member has flexible working.

IMPORTANT NOTE
If special leave during term time is granted to a member of staff who also has children attending the school, it should be noted that it is highly unlikely that their children will be granted authorised absence. This is especially the case where the circumstances of the request fall outside the provisions set out in the Attendance Policy.


[bookmark: _Toc220498189] OTHER ABSENCE POLICIES
Please see other policies for any of the following:
Adoption Leave
Annual Leave
Career Break Policy
Carers Leave
Dependency Leave
Foster Carers Support
Neonatal Care Leave
Maternity/Paternity Leave
Parental Leave
Reservists Policy
Sickness Absence Policy
Shared Parental Leave
Flexible Working
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