
	REQUEST FOR LEAVE OF ABSENCE


	Name:
	

	Job Title:
	

	Date(s) of Absence:
	

	Time of Absence:
	From:
	
	To:
	


Please tick the appropriate box below and provide further information as necessary, such as appointment letters.
	Reason
	Entitlement
	Tick

	Special Leave for personal and family reasons
	· Employees may receive up to 5 days at full pay and thereafter any additional days will normally be unpaid to deal with an unexpected or sudden problem.
	

	Leave for public duties
Governing body duties

                                            Jury service

Leave for accredited representatives of recognised associations and unions

Court proceedings not specifically covered by regulations (witness)

Candidate or agent in Local Government Election
Carers Leave
	Staff should discuss implications with Headteacher. There may be occasions when it will not be possible to approve time off because of the need to maintain school services. 
· Up to 5 days leave or equivalent may be granted on full pay

· Staff will be entitled to leave of absence with pay, less the amount claimable for loss of earnings.
· Staff shall be afforded union facilities and rights as agreed between such bodies and LBWF.
· Leave with pay for the necessary period of absence when such absence is unavoidable.
· Up to 5 days paid leave will be granted 
· One week’s unpaid, per 12-month period


	

	Bereavement
Parental bereavement leave
	Death of a member of the immediate family (e.g. spouse/partner, child, parent, brother or sister):
· Up to 3 days paid leave of absence may be granted at the discretion of the Headteacher.

Illness/death of family/friends other than above (e.g. in-laws, aunt, uncle):
· Up to 1 days paid leave of absence will be granted at the discretion of the Headteacher. If the travel for the funeral is over 4 hours then up to 3 days’ paid leave can be granted. 
· Parents and primary carers, will be entitled to 2 weeks leave at full pay if they lose a child under the age of 18, or suffer a stillbirth from 24 weeks of pregnancy. Parents will be entitled to this leave irrespective of length of service and the entitlement applies in respect of each child
	

	Other 

Job Interviews

                                    Religious festivals

Additional holidays

Medical appointments

Antenatal appointments

IVF appointments

	· Where agreed in writing with the Headteacher, one day absence will normally be given. 
· Up to 3 days leave with pay subject to reasonable notice and needs of service. 
· Any leave requested in term time will not normally be granted. 
· Routine medical/dental appointments should be taken outside school hours. 
· Staff are entitled to paid time off to attend ante-natal appointments; however they are expected to arrange such appointments at times convenient to not only themselves, but also colleagues and the school.
· Requests for time off to attend medical appointments will be treated sympathetically and may be taken as sick leave or special leave. Employees should discuss their plans with the Headteacher at the earliest opportunity.

	


For further clarification of entitlements, please refer to the Leave of Absence Model Policy and Procedure 
Signed: ………………………………………  (Line Manager)   Date: ………………………………

This LOA is NOT authorised


This LOA is authorised – with/without pay
Signed: ………………………………………  (Headteacher)     Date: ………………………………















