AA S

Schedule of
L eave of Absence

ORGANISATIONAL DEVELOPMENT DIVISION

Issued: January 2023  Review: January 2028
7KLV GRFXPHQI LV DIVR DYDUDE(H lQ = HIVK ODH{U GGRJIIHQ KRQ KHING DU JDHI \Q *\PUDHJ



Version Control
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O Council staffonly [







Council Staff School-Based Staff

Annual Leave e 26 days per annum. Teachers: As identified by the School Teachers Terms and
(Leave year commencing from birth | ¢ 31 days per annum after 5 years continuous service. Conditions Document, school teachers are employed to work
month)  Officers will also be required to take one day of their 195 days per year, which are determined by the term dates
annual leave entitlement at the Christmas Closure. set by the Local Authority.
e 5 days automatic carry over of leave from one leave year
to the next. NO LEAVE OF ABSENCE WILL BE GRANTED:

e To get married
e To take or return from holiday

Support Staff: 25 days annual leave per annum plus
additional statutory holidays. 31 days leave after 5 years
continuous service. Staff who are contracted to work term
time only will not be expected at work during school holidays.
Those who are on full time contracts will be entitled to the
standard leave highlighted above, but will be expected to take
leave during school holidays.

Statutory Holidays

Easter: 2 days (Friday and Monday)

May Day: 1 day (Monday)

Spring: 1 day (Monday)

August: 1 day (Monday)

Christmas: 2 days (Christmas Day & Boxing Day)




Council Staff School-Based Staff

Doctors/Dentist/Optician ¢ All employees are expected, where reasonably e All employees are expected, where reasonably

(except resulting from display practicable, to take routine medical/health related practicable, to take routine medical/health related

screen equipment assessment) appointments outside of core work hours. If appointments appointments outside of core work hours. Where this is
can only be made during work hours employees will be not possible leave will be WITHOUT PAY.

granted the time off for the appointment including travel
time, unless they work on the no core hours scheme.

e Where employees have access to Flexible Working with
no core hours, they should clock out for the duration of the
appointment and travel time. If your illness comes under
the Equality Act 2010 please see the section on treatment
related to a disability.

Hospital Appointments ¢ Inthe case of hospital appointments for any duration up to 1 day, including ante-natal, the time will be CREDITED / allowed
(including minor operations e.g. 1 WITH PAY on production of an appointment card and should not be recorded or monitored as sickness absence.
day) ¢ If an employee goes off sick immediately after the hospital appointment with a related iliness, the sickness absence will
begin from the day of the hospital appointment.
Funeral of Near Relative* e Uptolday WITH PAY.
e Time without pay to attend funerals not listed will be at the discretion of the line manager/Headteacher with prior approval.
*Great-Grandparent, Grandparent, Where representing the Authority/School time will be with pay.

Grandchild, including “in-law”, step
and half blood relatives, by
adoption or a person who is
otherwise solely dependant upon
the applicant at that point in time.
Bereavement of Near Relative* e Upto5days

*Husband, Wife, Partner, Mother,
Father, Brother, Sister including
“in-law”, step and half blood
relatives, by adoption, or a person
who is otherwise solely dependant
upon the applicant at that point in
time.



Council Staff School-Based Staff




Council Staff School-Based Staff

Carers Leave

Carers UK have defined the role of
a carer as follows:

Carers provide substantial support
and regular care for a dependent
which may be a family member or
partner in need of help because
they are ill, frail or have a disability.
See the Carer’s Policy for more
details. This does not include
regular care for an ill child.

Up to 5 days/37 hours per annum WITH PAY.

A reasonable amount of paid time off to deal with either a serious unexpected emergency involving someone who depends
on you or planned leave such as helping the person you care for attend hospital appointments.

Where a dependent needs to be cared for due to an illness/injury an employee can take time off to make longer term care
arrangements. Please refer to the Carers Policy for further information.

Parental Leave

Up to 18 weeks UNPAID parental leave for any child under the age of 18 years.

The purpose of parental leave is for caring for a child for whom the employee has parental responsibility. It can only be
taken in blocks or multiples of one week. If employees take a period of shorter than one week it is counted as one week.
However, in the case of a parent of a disabled child, employees can take leave in single days.

Employees may only take 4 weeks unpaid Parental Leave for each child during a particular year.

Please refer to the Parental Leave Policy for more details and conditions.

Unpaid Dependents Leave*

*Husband, Wife, Partner, Mother,
Father, Son, Daughter, Brother,
Sister; including “in-law”, step and
half blood relatives, by adoption, or
a person who is otherwise solely
dependant upon the applicant at
that point in time.

Reasonable time off UNPAID.

You are allowed reasonable time off to deal with an emergency and make any arrangements that are needed for someone
that is dependent on you. If the emergency concerns your child who is under the age of 18 years please see the Parental
Leave section.







Council Staff School-Based Staff

Elective Surgery/Cosmetic Time as necessary, WITHOUT PAY.

Treatments/Holiday e Where an individual chooses to undertake surgery for

Immunisations non-health related reasons i.e. Cosmetic/Vasectomy/
Laser eye surgery then time would be taken as annual
leave/flexitime to cover both the appointment and
period of recovery. Individual cases may be excluded
and time may be granted when covered by medical
support/evidence, in these cases managers and
employees should seek advice from the Organisational
Development Division or the Occupational Health
Advisor. If there are subsequent complications as a
result of surgery these should be recorded as sickness
absence, however managers should seek further
advice from Organisational Development if required.




Communicable Diseases And
Infection Control

Council Staff

If an employee is suffering from a communicable
disease or may be the potential source of an infectious
condition which would make it inappropriate for them to
continue with normal duties, the line manager should,
where possible transfer the employee to alternative
work (e.g. move staff away from a vulnerable client
group or from food handling) or suspend from duty on
medical grounds. Such action would normally be taken
in consultation with Occupational Health,
environmental health staff or health board. The
employee will remain excluded from work on full pay
until medical advice is received that it is appropriate to
return.

This does not affect the rights of employees who are
diagnosed as suffering from communicable diseases
but on professional advice are deemed not to represent
any risk to colleagues or clients but who may be too
unwell to attend work.

Meeting with Public Bodies

@)

(b)

(©

Duties as a member of a
Local Authority, a
Statutory Tribunal, a
Health Board.

An employee who serves
on a governing body
which has to meet in the
daytime. The Governing
body can be in any
borough.

An employee who is
involved in civic duties in
Gwent as a consort to a
Mayor or Chairman.

@)

(b)

(©

Leave as necessary - WITH PAY, subject to a
maximum of 28 days per annum. Allowances to be
SDLG R IKH &RXQFLV )XQG

Up to 4 days (29 hours 36 minutes) per annum WITH
PAY. An employee will be credited for time as
appropriate for each occasion. This must not exceed
the normal working day e.g. 7 hours 24 minutes.

Up to 12 days per annum WITH PAY in respect of
those duties.

@)

(b)

School-Based Staff

Leave as necessary - WITH PAY, subject to a
maximum of 28 days per annum. Allowances to be
SDLG IR IKH &RXQFLIfV ) XQG

Up to 4 days (29 hours 36 minutes) per annum WITH
PAY.

Magisterial Duties

Up to 18 days per annum WITH PAY. Time may be taken in half days.

Witness in Court

Time as necessary. If called as a witness for the County Borough Council arising from employment - WITH PAY.
No claim to be made from the Court. In all other cases WITHOUT PAY and loss of earnings to be claimed from the Court.
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Service in the Non-Regular
Forces

Council Staff School-Based Staff

Leave in accordance with either NJC or Teachers terms and conditions.

National Representation

Up to 3 days per annum WITH PAY.
Further days to be approved by Corporate Director/Head of Organisational Development/Headteacher.

Elections

Paid leave of absence for employees engaged in duties
as Presiding Officer, Poll Clerks and Counting Officers at
elections in the County Borough, subject to arrangements
IRV VXFK DEVHQFH EHLQJ PDGH E\ IKH &RXQFLV SHIXUQLQJ
Officer in liaison with the appropriate departmental
Corporate Director. Employees will be credited the hours
for a normal working day e.g. 7h 24 or pro rata if part time.

Pre-Examination Leave for
students on approved post entry
training

Leave - WITH PAY on the basis of 1 day per examination, subject to a maximum of 3 days per academic year, for courses
lasting at least one academic year.
For shorter courses i.e. 10 weeks, leave WITH PAY limited to half day per examination up to a maximum of 1 day.

Examination Leave for students
on approved post entry training
Graduation Ceremony

Leave WITH PAY for approved examinations.




Council Staff School-Based Staff

Time Off For Trade Union

Representatives

(&) Leave for external Trade Union | (a) ,Q DFFRUGDQFH ZLUIK &RXQFLW{V &RGH RI 3UDFILFH DQG (a) In accordance with the Facilities Policy and subject to the
duties and activities. subject to the exigencies of the service. exigencies of the service WITH PAY.

(b) Leave for accredited Health & (b) ,Q DFFRUGDQFH ZUIK &RXQFLV &RGH RI Practice, and (b) In accordance with the Facilities Policy and subject to the
Safety representatives. subject to the exigencies of the service. exigencies of the service WITH PAY.

(c) Attendance at Trade Union (c) Leave - WITHOUT PAY. (c) Leave - WITHOUT PAY subiject to the exigencies of the
Conferences. service.

Attendance as member of e Leave WITH PAY.
Education Scrutiny Committee




Teacher’s Curriculum
Responsibilities

Attendance as delegate at
meetings of Teacher’s Unions,
Regional and National
Executives

Attendance at Investitures and
Duke of Edinburgh award
ceremonies

Accompanying own child to
school or college interview if
child is under 18 years

Council Staff

School-Based Staff

As approved by the Headteacher WITH PAY.

1 day WITH PAY for teacher, spouse, child or sibling.

Leave WITHOUT PAY.






mailto:HRpayroll@blaenau-gwent.gov.uk

