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                                                    3.5  LEAVE POLICY

Rationale

The granting of leave under current employees agreements is a condition of being a good employer.  The Board of Trustees will recognize their obligations under these agreements.

Purposes

· The Board of Trustees will recognize their obligations as an Equal Employment Opportunities employer.

· To follow relevant employment agreements.

· To provide consistency in the granting of leave where it is discretionary.

· To maintain individual records of all staff leave taken, and remaining entitlements.

· To maintain optimum staffing of the school.

Guidelines

1. Applications for leave with or without pay are to be made to the Principal or Chairperson.  Where possible this will be in writing in advance.  Responses will be in writing.  Applications and responses are to be kept on file.

2. Applications for leave with or without pay for the Principal are to be made to the Chairperson.  For periods longer than one week, applications will be made to the Board of Trustees.  Where possible this will be in writing in advance.  Responses will be in writing.  Applications and responses are to be kept on file.

3. Leave with pay will be considered by the Board in accordance with the relevant employment agreements.

4. Application for leave will not be unreasonably withheld.  All decisions will be fair, equitable and consistent.

5. In granting leave consideration will be given to the duration of leave requested, disruption to programmes and availability of relieving staff.

6. Leave on full pay for sporting and cultural activities must be approved both by the Ministry of Education and by the Board.

7. Authority is delegated to the Principal to approve applications for leave with pay for periods of up to one week.  If the Principal considers it necessary, the decision will be made in conjunction with the Board Chairperson.  The Board of Trustees will consider applications for longer periods.

8. Authority is delegated to the Principal to approve applications for leave without pay for periods of up to three weeks.  If the Principal considers it necessary, the decision will be made in conjunction with the Board Chairperson.  The Board of Trustees will consider applications for longer periods.

9. The Principal will report to the Board at each Board meeting on leave approved under this policy.

Signed _______________________ BOT Chairperson     Date_______________

Next Review date: 2021
