
[image: image1.jpg]\\lé/

/TL Toiara

PRIMARY SCHOOL

Krrovw}g] and Lednw)zj ﬁ(ja%én



STAFF LEAVE PROCEDURE 
Intent and purpose

To ensure staff leave is managed in accordance with Employment Agreements

1. Entitlement to Leave
a. The Board of Trustees recognises their obligation to observe all entitlements under the relevant employment agreements.  Leave with pay will be considered by the Board in accordance with these agreements.

b. The Board of Trustees has discretion for granting:

i. Special leave.

ii. Special leave without pay.

c. Some special leave such as for sporting and cultural purposes may be funded by the Ministry of Education.
d. Upon receiving an application for leave, consideration will be made by the delegated authority.  When determining an application, due diligence will be given to a number of factors including; reason for leave, frequency of previous leave, the availability of suitable Guest Teachers, as well as the impact on school resources, i.e. financial and continuity of school programmes. Staff should be aware of the factors considered by the school when considering leave applications and the principal will keep staff updated on these.
2. Authority to grant leave
a. The Principal has authority to approve leave applications for up to and including 5 working days.  The Board of Trustees will consider applications for longer periods.  (See Appendix I).
3. Application for leave

a. No teacher will be absent from duty without the authority of the Principal, or the Board of Trustees, except in cases of sudden illness or accident as provided for in the relevant agreement.  In such cases, the staff member must notify the Principal.

b. Staff members should apply for leave in advance in accordance with the Leave Application Form (Appendix II).  In the case of sudden and unexpected leave, the application is to be completed on return to work.

4. Proof of entitlement to leave
a. Medical Certificates will be supplied in relation to the requirements of the relevant agreement.

b. Unless specifically stated, all medical certificates will be deemed to have an expiry date of 1 calendar month after the date of issue.

c. Extended absences will require a renewal certificate, unless covered by the original certificate.

d. Certificates from registered psychologists and other professionals are not acceptable unless accompanied by a valid medical certificate from a registered medical or dental practitioner, as appropriate.
5. Procedure for Recording Sick Leave 

	Staff member
	Action
	Reports to
	Action

	Principal
	Reports in writing via email of sickness
	Executive Officer
Deputy Principal 
Assistant Principal
Board Chair
	Executive Officer records and notifies Novopay. 

This is reported to BOT chair 

	Deputy Principal
	Reports in writing via email of sickness
	Principal
Deputy Principal
Executive Officer
	Executive Officer reports to Novopay

	Assistant Principal
	Reports in writing via email of sickness
	Principal
Deputy Principal
Executive Officer
	Executive Officer reports to Novopay

	Executive Officer
	Reports in writing via email of sickness
	Principal
Deputy Principal
	Principal reports to Novopay


	Teacher
	Emails, texts, or telephones absence
	Assistant Principal who then reports to Executive Officer via writing in email
	Executive Officer reports to Novopay

	Caretakers
	Emails, texts of absence
	Principal
Deputy Principal
Executive Officer
	Executive Officer reports to Novopay

	Office staff
	Emails, texts of absence
	Office Manager
Executive Officer
	Executive Officer reports to Novopay

	Office Manager
	Emails, texts of absence
	Principal
Deputy Principal
Executive Officer
	Executive Officer reports to Novopay

	Other support staff
	Emails, texts of absence
	Assistant Principal who then reports to Executive Officer via writing in email
	Executive Officer reports to Novopay

	After School Care staff
	Emails, texts of absence
	After School Care Supervisor
	ASC Supervisor reports   to Novopay

	After School Care Supervisor
	Emails, texts of absence
	Executive Officer
Principal
Deputy Principal
	Executive Officer reports to Novopay
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