SCHOOLS’ HR HANDBOOK

	PRIVATE 
  17.
	LEAVE PROVISIONS



CONTENTS

21. 
ANNUAL LEAVE


21.1
Teachers


21.2
Support Staff


2a)
Community, Voluntary Controlled and other Schools that did adopt Croydon’s Employment Based Cost Review (EBCR) Collective agreement


2b)
Schools that did not adopt Croydon’s Employment Based Cost Review (EBCR) Collective agreement


21.3
Term Time Only Staff


32.
 MATERNITY / PATERNITY / ADOPTION LEAVE


33.
 SHARED PARENTAL LEAVE


34. 
 PARENTAL LEAVE


35.
 ABSENCES BY ALL STAFF OTHER THAN FOR ANNUAL LEAVE, ILLNESS OR MATERNITY


36.
 Accredited Representatives of Recognised Professional Associations or Trade Unions




	PRIVATE 
  17.
	LEAVE PROVISIONS


1. 
ANNUAL LEAVE

1.1
Teachers

Teachers may be granted paid or unpaid leave for purposes other than sickness, maternity leave, shared parental leave and parental leave.  Guidelines on the nature of the leave and the days which may be approved are set out in Chapter 17a - Discretionary Leave, of the HR Handbook.  
1.2
Support Staff

The leave year usually runs from 1st April to 31st March and holidays are to be taken by mutual agreement between the employee and the employer.  Support staff will not normally be permitted to take leave during term time.

In addition to annual leave, staff are entitled to public holidays each year (usually eight per annum).  For part-time staff this entitlement is reduced pro-rata, and for other staff who are specifically required to work term-time only there are other specific variations.

The annual leave entitlement for staff leaving or new staff joining Local Government service will be proportioned to their completed months of service during the leave year.

a) Community, Voluntary Controlled and other Schools that did adopt Croydon’s Employment Based Cost Review (EBCR) Collective agreement

The annual leave entitlement for full-time staff below Grade 11 is 28 working days increasing to 30 days in the leave year following completion of five years' continuous service.

For staff on Grade 11 and above, the annual leave entitlement is 30 days.

b)
Schools that did not adopt Croydon’s Employment Based Cost Review (EBCR) Collective agreement 
The annual leave entitlement for full-time staff below Grade 11 is 28 working days increasing to 33 days in the leave year following completion of five years' continuous service.

For staff on Grade 11 and above, the annual leave entitlement is 33 days.

1.3
Term Time Only Staff

Staff who are employed to work Term Time Only receive a payment in their monthly salary which is equivalent to their annual leave entitlement and therefore are not permitted to take annual leave during term time. However, they may, in certain circumstances, be granted Discretionary Leave (see 3. below and Chapter 17a. of the HR Handbook) 
2.

MATERNITY / PATERNITY / ADOPTION LEAVE

Please see Chapter 16 – Maternity / Paternity & Adoption, of the HR Handbook for full details.
3.

SHARED PARENTAL LEAVE


Please see Chapter 21a - Shared Parental Leave, of the HR Handbook for full details.

4. 

PARENTAL LEAVE

Please see Chapter 21 - Parental Leave, of the HR Handbook for full details.
5.

ABSENCES BY ALL STAFF OTHER THAN FOR ANNUAL LEAVE, ILLNESS OR MATERNITY
From time to time schools may receive requests from staff for leave of absence, other than for illness, maternity, parental leave, shared parental leave or, in the case of support staff, annual leave.

This will fall under the category of “Discretionary Leave” and the request will generally fall into two broad categories: ‑
‑
those concerning public duties or activities covered by recommendations in the National Conditions of Service or

‑
those for personal or domestic reasons in an emergency or where the matter cannot be arranged outside normal working hours.

Guidelines on Discretionary Leave are set out in Chapter 17a of the HR Handbook
Schools are not limited to these guidelines in agreeing individual requests.  It must be stressed, however, that the costs of supply cover would have to be met from schools' delegated funding and not central funding.

6.

Accredited Representatives of Recognised Professional Associations or Trade Unions 

The arrangements for granting leave of absence to staff who are accredited representatives of recognised Professional Associations or Trade Unions are contained in Chapter 7 of the HR Handbook.
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