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POLICY: Staff Leave Policy
Why have this Policy?

To ensure staff leave is managed in accordance with the relevant Employment Agreements.
What is this Policy for?

To ensure:

· There are appropriate payroll processes and accurate record keeping in relation to leave.

· Discretionary leave is considered through a due diligence process.

· Disruption to children’s teaching and learning is kept to a minimum.
· Financial provisions are made for the payment of guest teachers, if required.

How will we do it?

· The Te Totara Board will recognise their obligation to observe all entitlements under employment agreements.
· The Board delegates to the Principal the authority to approve leave applications for up to and including 5 working days.

· The Board will consider all applications for periods longer than 5 working days.
· Procedures to be followed for a person wishing to apply for leave are outlined on the attached sheet.
How will we know if the policy is working?

· Staff will know, and follow, the procedure for applying for leave and that the decisions are considered through a due diligence process.

· Leave, when taken, will be approved by authorised persons.
· Disruption to children’s teaching and learning will be kept to a minimum.

· Leave taken has not impinged on the financial operations of the school. Consideration will be given to the banked staffing situation and guest teacher availability and suitability.
Presiding Member  ………………….....
Principal
………………………….....

Date Ratified:     25 May 2023

Review Date:
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