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St. Francis’ College 

 
Absence – Time Off Work Policy and Procedure (All Staff) 

 
Introduction  
 
Employees seeking leave of absence other than normal holiday periods should apply to the Head (for 
Senior staff), the Head of Prep (for Prep staff); or the Bursar (in the case of all other Support staff) on 
the approved Staff Absence Request Form. Leave of absence may only be granted in accordance with 
this guidance. 
 
The principles behind the following guidelines are that employees should not make personal 
arrangements that conflict with their terms and expectations of employment. Wherever possible, 
careful foresight should be exercised and requests for leave submitted well in advance. The need to 
ensure continuity of educational provision makes it particularly important that these general 
principles should be scrupulously applied. 
 
While financial considerations are important, the most important consideration in the minds of those 
granting leave of absence will be the avoidance of unnecessary interruption of education and the 
welfare of the children. There is not, therefore, an automatic right to leave of absence without pay or 
any supposition that such leave will be granted other than in accordance with the following 
guidelines.  
 
All leave of absence granted should be recorded with the Human Resources Department. 
 
Please be aware that failure to abide by the Absence – Time Off Work Policy And Procedure could 
result in disciplinary action. 
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Reason for Absence Leave Entitlement Discretionary Leave Entitlement 
Period Salary Period Salary 

Medical/Dental Examination 
Attendance at a 
hospital/doctors appoint or 
similar where the 
arrangements are beyond the 
control of the employee. The 
Head must be satisfied that all 
such requests are reasonable. 

Less than 1 day With Salary 1 day 

With or without 
salary at the 
Head’s 
discretion 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Bereavement - 1 
Death of a member of the 
employee’s immediate family 
(spouse, partner, parent, child, 
sibling) Minimum 

necessary up to 
a maximum of 5 
days 

With Salary In excess of 5 
days 

With or without 
salary at the 
Head’s 
discretion 
 
 
 
 
 
 
 

Bereavement - 2 
Funerals other than for a 
member of the employee’s 
immediate family 1 day With Salary 

In excess of 1 
day at the 
Head’s 
discretion 

Without salary 
 
 
 
 
 
 

Compassionate Leave 
In exceptional circumstances 
the Head is able to grant 
extended leave of absence. 

  Days taken 

Without salary 
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Reason for Absence Leave Entitlement Discretionary Leave Entitlement 
Period Salary Period Salary 

Personal Business 
Absence for personal business 
will only be granted in 
exceptional circumstances and 
at the Head’s discretion. The 
College has an expectation 
that term-time employees will 
not ask for time off during 
term time. 

  Days taken Without salary 

Attendance at an Employee’s 
Child’s Event 
A request for absence to 
attend their own child’s 
sporting or cultural event may 
be granted at the Head’s 
discretion as long as it does 
not conflict with the needs of 
the College. 

  1 day per year 
per child 

With or without 
salary at the 
Head’s 
discretion 

Maternity, Paternity, Parental 
or Adoption Leave As per the College policies 

Personal Illness or Injury 
As per the College policies 

Serious Family Illness 
“Serious illness” is defined as 
non-routine illness and would 
be likely to require the 
hospitalisation of the person 
affected. This applies to a near 
relative (spouse, partner, 
parent, child, and sibling). 

Minimum 
necessary up to 
a maximum of 2 
days 

With Salary In excess of 2 
days Without salary 

Illness of an Employee’s 
Child/Dependant - 1 
A reasonable amount of 
unpaid leave may be granted 

1 day With Salary In excess of 1 
day Without salary 
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Reason for Absence Leave Entitlement Discretionary Leave Entitlement 
Period Salary Period Salary 

in accordance with 
employment law. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Where it occurs more than three 
times in an academic year Without salary 

Employee’s Own Wedding 
It is not acceptable for 
employees to arrange their 
own wedding during term time 
and days of absence will not 
be granted for this purpose. 
 
 
 
 
 
 
 
 
 

  

Only in 
exceptional 
circumstances 
(e.g. where the 
spouse to be is 
in the armed 
forces and is 
unable to take 
leave during the 
school holiday) 

At the discretion 
of the Head. 

Attending a Wedding as a 
Guest 
The School has an expectation 
that employees will not ask for 
time off during the school 
term, however, under 
exceptional circumstances, 
weddings of an employee’s 
immediate family may be 
granted at the Head’s 
discretion. 

  1 Day Without salary 

Holidays or Festivals of 
Religious or Ethnic Groups 
Requests must be made to the 
Head for absence due to 
religious or ethnic holidays. 

Minimum 
necessary but 
up to a 
maximum of 2 
days per year 

With salary In excess of 2 
days per year 

At the discretion 
of the Head 



Head 5/12 September 2022 
 

Reason for Absence Leave Entitlement Discretionary Leave Entitlement 
Period Salary Period Salary 

To attend a job interview at 
another School 
(Teaching Staff only) 

Up to 2 days per 
post With salary 

Exceptionally, if 
the interview 
progresses to 
the next stage 
or if 
considerable 
travelling is 
involved, a third 
day 

With salary 

To attend a job interview  
(Non-Teaching Staff only) 

Minimum 
period required 
but up to 1 day 
per post 

With salary 

Exceptionally, if 
the interview 
progresses to 
the next stage 
or if 
considerable 
travelling is 
involved, a third 
day 

With salary 

To visit a new School after a 
successful appointment   
 

1 day With salary In excess of 1 
day 

At the discretion 
of the Head 

To attend courses, 
conferences or other Schools 
Staff are encouraged to take 
advantage of professional 
training and to visit other 
schools (subject to budget 
restraints). 
 

When booked 2 
weeks in 
advance and 
where only one 
member of staff 
is absent from 
the Department 
at any one time 

With salary 

Late bookings 
are at the 
Head’s 
discretion 

With salary 

Sitting an examination related 
to work in the College 

Minimum 
period required 
to attend the 
exam 

With salary   

Study leave for an 
examination related to work 
in the School 
In addition to any absence 
agreed to attend the 
course/college as part of the 
course. 

Half a day per 
paper on days 
immediately 
prior to an exam  

With salary In excess of half 
a day per paper Without salary 

Accompanying Child to 
interview/school or college 
This is an expectation that this 
will be shared between 
parents. 

Minimum 
necessary up to 
a maximum of 2 
days 

Without salary   
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Reason for Absence Leave Entitlement Discretionary Leave Entitlement 
Period Salary Period Salary 

Award Ceremonies 
Significant award to self or 
member of immediate family 
(e.g. University Graduation, 
National Honours) may be 
granted, as long as this does 
not conflict with the needs of 
the College. 

1 day With salary In excess of 1 
day 

At the discretion 
of the Head 

Attending Meetings of Trade 
Unions or Trade Associations 
Employees may request leave 
of absence for a number of 
purposes as a result of their 
membership of trade unions or 
professional associations. 

1 day 

With salary 
except where 
taking part in 
industrial action 

In excess of 1 
day 

At the discretion 
of the Head 

Participation in a Cultural or 
Sporting Event 
Leave of absence will only be 
granted where the event is of 
local, national or international 
significance. 

1 day Without salary In excess of 1 
days  

Without salary, 
at the Head’s 
discretion 

Holidays taken during term 
time 
No such request will be 
entertained for academic staff 
under any circumstance and 
only at the Head’s discretion 
for term-time non-academic 
staff.  

As contract As contract At the discretion 
of the Head 

At the discretion 
of the Head 

Moving House 
In exceptional circumstances 
and at the Head’s discretion, 
where a removal cannot be 
arranged for a holiday period. 

1 day With salary In excess of 1 
day Without salary 

Attendance at Board 
Meetings as a Governor of 
another School 
Staff wishing to be considered 
as a Governor must obtain 
permission in writing from the 
Head prior to putting 
themselves forward for 
appointment. 

As may be 
necessary With salary   
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Reason for Absence Leave Entitlement Discretionary Leave Entitlement 
Period Salary Period Salary 

Standing as a local councillor 
at an election 
Staff wishing to be considered 
as a prospective councillor 
must obtain permission in 
writing from the Head prior to 
putting themselves forward for 
appointment as a candidate. 

Day of election With salary   

Court Attendance 
Jury Service – where this is 
appropriate, the employee is 
under an obligation to 
reimburse the School to the 
amount of the loss of earnings 
allowance received under the 
Jurors Allowance Regulations 
and accordingly must claim 
this allowance. 
Witness – where this is 
appropriate, the employee is 
under an obligation to 
reimburse the School to the 
amount of any loss of earnings 
allowance that is recoverable 
from the person(s) issuing the 
citation and accordingly must 
claim this allowance. 

As may be 
required 

With Salary but 
see detail as to 
payments being 
made and 
claimed 

  

Duties of Justice of the Peace 
Staff wishing to be considered 
as a JP must obtain permission 
in writing from the Head prior 
to putting themselves forward 
for consideration. 

As may be 
necessary up to 
30 half days 
annually 

With salary 
(salary will be 
reduced by the 
amount of 
financial loss 
allowance 
claimable from 
the court) 
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Reason for Absence Leave Entitlement Discretionary Leave Entitlement 
Period Salary Period Salary 

Territorial Army 
Employees must obtain the 
Head/Bursar’s consent before 
joining the Non-Regular Forces 
(e.g. Territorial Army, Royal Air 
Force Volunteer Reserve).  The 
Head/Bursar will grant two 
weeks additional leave with no 
loss of pay to volunteer 
members of the Non-Regular 
Forces who are required by 
the Forces to attend annual 
camp. 
 
Annual Camp 
Employees attending camp 
during term time are required 
to send accounts a copy of 
their Forces’ pay slip for the 
period of the annual camp, so 
that they can arrange for a 
deduction to be made from 
the employee’s salary of an 
amount equal to the pay 
received from the Forces for 
each normal working day of 
the absence.  (i.e. without 
making any deductions for 
days when the employee 
would not normally be 
working). – This would then 
pay or contribute towards any 
cover required. 
Employees attending annual 
camp during the school 
holidays or in their annual 
holiday are not required to 
provide a copy of their Forces’ 
pay slip and may keep any 
remuneration payable from 
the Non-Regular Forces.  Such 
employees are personally 
responsible for declaring any 
additional income to the 
HRMC. 
 

  2 Weeks With salary 
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Reason for Absence Leave Entitlement Discretionary Leave Entitlement 
Period Salary Period Salary 

Territorial Army 
Mobilisation 
Any such employees who are 
mobilised under The Reserve 
Forces Act 1996 (RFA 96) will 
be granted leave of absence 
without pay for the duration of 
that service (unless the 
Governing Body applies for 
and gains exemption, deferral 
or discharge on the grounds 
that their absence would 
cause serious harm to the 
school in which they are 
employed) and will have their 
employment protected in 
accordance with the act.  Staff 
are required to apply for leave 
of absence as soon as they 
know the dates of duty and 
provide the school with a copy 
of the mobilisation papers. 

   Without salary 

 
 
Planned Absence 
The request for planned absence form (appendix 1) should be submitted at least 2 days prior to the 
first day of absence. 
 
Unplanned Absence 
The reason for unplanned absence should be communicated to your Line Manager by 9am on the 
day of the abence. The Unplanned Absence form (appendix 2) should be submitted on the first day of 
your return to work.  
 
Without Salary 
On occasion, and in agreement with the Head and your Line Manager, instead of your absence being 
unpaid you may be authorised to make up the time at a time that suits both the College and the 
Employee. 
 
Working from Home 
Working from home is not permitted unless in exceptional circumstances and with authorisation 
from the Head and the Line Manager. If working from home is authorised, it should be low-risk, 
office-type work and a risk assessment should be carried out.  
 
Monitoring and Reviewing of the Policy 
The College will monitor and review this policy and procedure on an annual basis. This policy does 
not form part of the contract of employment and can be altered at any time as deemed necessary by 
the school. 
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LIST OF APPENDICES: 
 

1. Planned Absence Request Form 
 

2. Unplanned Absence Form 
 
These are NOT the forms to use for an unplanned sickness absence – use Self Certification Form to be 
completed upon return to work. 
 
 

Reviewed By Head 
Authorised By Head 
Effective From  September 2022 
Next Review Due September 2023 
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1. Planned Absence Request Form 
Please complete this form, obtain a signature from your line manager and then pass it to the Head 
for final authorisation. The Head will give the form to Human Resources for recording. If the absence 
is on an unpaid basis then you will be sent a copy of the form for confirmation. This form should be 
submitted for approval at least 2 days prior to the first day of absence. 
 
***********If teaching cover is required a request for Cover must also be completed************ 
 

Planned Absence Information 

Employee Name:  

Type of Absence Requested: 

 Planned Medical  Bereavement  Job Interview  Training/CPD 

 Personal Business  Study Leave  Illness of Dependant  Other 
      
 

Dates of Absence:   From: To: 

Times of Absence:   From: To: 

Number of Days:  

Reason for Absence: 

Employee Signature: Date: 

Line Manager Signature: Date: 

Line Manager Comments: (i.e. agreed to make the time up at an alternative time) 

Head / Bursar Approval  

 Approved  Paid  

 Not Approved  Unpaid 

Head / Bursar Comments: 

Signature: Date: 

For the use of HR Only 
Copy to Employee if not approved or unpaid Initial and Date: 

Copy to Payroll if unpaid Initial and Date: 

Input onto PASS Initial and Date: 

Number of days taken in this category in the last 12 months:  
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2. Unplanned Absence Form 
Please complete this form, obtain a signature from your line manager and then pass it to the Head 
for final acknowledgement. The Head will give the form to Human Resources for recording. If the 
absence is on an unpaid basis then you will be sent a copy of the form for confirmation. This form 
should be submitted on the first day of your return from unplanned absence. 
 

Unplanned Absence Information 

Employee Name:  

Type of Absence Requested: 

 Unplanned Medical  Bereavement  Compassionate   

 Illness of Dependant  Personal Business  Other   

      
 

Dates of Absence:   From: To: 

Times of Absence:   From: To: 

Number of Days:  

Reason for Absence: 

Employee Signature: Date: 

Line Manager Signature: Date: 

Line Manager Comments: (i.e. agreed to make the time up at an alternative time) 

Head / Bursar Acknowledgment 

 Paid  

 Unpaid 

Head / Bursar Comments: 

Signature: Date: 

For the use of HR Only 

Copy to Employee if absence is unpaid Initial and Date: 

Copy to Payroll if absence unpaid Initial and Date: 

Input onto PASS Initial and Date: 

Number of days taken in this category in the last 12 months:  
 


