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1.0 INTRODUCTION 
 
It is the aim of Merthyr Tydfil County Borough Council to ensure that special leave is applied in 
a fair, consistent and equitable way across both Locally Managed Schools (LMS) and Voluntary 
Aided Schools (VAS).  The Governing Body/the Council believes that its employees are its 
most valuable resource and as a result high attendance at work by its employees play a key 
role in providing efficient and effective services. 
   
The Policy endeavours to support employees to deal with emergency and unexpected 
situations by avoiding the need for unauthorised absence or inappropriate Sickness Absence.   
 
The aim of this policy is to provide a fair and compassionate response to immediate short-term 
needs.  Leave granted under this policy is not intended for long-term domestic and family 
needs.  
 
This new policy has been developed and agreed in close consultation with the Trade Unions 
and recognises the importance of all employees being dealt with equitably and consistently.  
 
There may be occasions when more than one type of special leave may apply to support the 
employee needs.  In these circumstances the headteacher should advise the employee on the 
most beneficial leave arrangements for the employee. Should the Headteacher be unsure of 
which leave to grant then advice should be sought from their HR Representative. 
 
On the day of the situation arising, where this a normal working day, an employee should 
contact the Headteacher by telephone prior to their start time or at the earliest possible 
opportunity to request special leave. 
 
Employees should discuss their request with their headteacher in the first instance.  The 
headteacher can them advise them which type of special leave will apply to their particular 
situation.   
 
The Special Leave Application Form should be submitted as soon as possible after the initial 
request has been made.  In some instances the headteacher may request that you provide 
documentary evidence to demonstrate the validity of the application.  
 
It is important that all headteachers ensure that these provisions are applied fairly and 
consistently to all employees. 
 
For the purposes of this document the term ‘employee’ includes all school based staff employed 
by the Governing Body and those staff who work predominantly in the school but who are 
centrally funded by the LA.  In dealing with leave of absence requests in relation to this latter 
group of staff, it is expected that a nominated senior officer from the appropriate service area 
will consider the application in consultation with the headteacher.   
 
Where it is the headteacher who is applying for leave of absence, the Chair of Governors 
should assume the management role normally undertaken by the headteacher. 
 
Apart from statutory provisions (for e.g. maternity leave/parental leave) there is no automatic 
entitlement to leave of absence, and will be at the discretion of the Headteacher in light of the 
needs of the school. Any exceptional requests outside of this policy will be agreed or not 
agreed by the Governing Body. 
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The policy will be effective from the date of adoption by the Governing Body and will be 
reviewed July 2022 
 
 
2.0  BEREAVEMENT LEAVE 

 
Merthyr Tydfil County Borough Council appreciates that the bereavement of a partner, relative 
or close friend can be very distressing and all requests for bereavement leave will be treated 
sympathetically. 
 
The following are general guidelines as to the amount of special leave that can be granted, 
individual circumstances should be considered by headteachers (up to the maximum), which 
may affect the amount of special leave allowed (e.g. close friends may have been brought up 
together as sisters/brothers, some employees may have been raised by their grandparents).  
 

 The death of a member of immediate family, that is, wife, husband, partner, parent, 
guardian, brother, sister or child.  Leave with pay may be granted from the day of death to 
the day of the funeral up to a maximum of 5 days. Where the close relative has been 
cremated, up to a further day’s paid leave will be granted for the interment of the ashes.   

 

 Leave may be granted for the death of close relatives e.g. Grandparent, parent in-law, 
brother/sister in law may be granted, from the day of death to the day of the funeral up to a 
maximum of 3 days. 

 

 Paid leave of absence may be granted for the day of the funeral, for all other relatives, such 
as Aunt, Uncle or Cousin. 

 

 In the case of the death of a work colleague or friend, employees will be entitled to unpaid 
leave to attend the funeral up to a maximum of half day.  This should not be authorised on 
more than 5 occasions in any 12 month period subject to headteacher’s discretion. 
Headteacher would have the right to refuse any request if it was to impact on the running of 
the school. 

 
 
3.0   PARENTAL BEREAVEMENT LEAVE 
 
The Parental Bereavement leave and pay regulations came into force on 6th April 2020. Parents 
who suffer the devastating loss of a child under the age of 18 or suffer a still birth from 24 weeks 
of pregnancy will be entitled to 2 weeks statutory leave irrespective of how long they have 
worked for the school. Parents will be able to take the leave as either a single block of 2 weeks 
or as 2 separate blocks of 1 week each taken at different times within 56 weeks of the child’s 
death. This allows them to use the leave to the time they need it most, which could be in the 
early days or around the first anniversary of the death. 
 
4.0   COMPASSIONATE LEAVE 

 
Compassionate leave may be granted to an employee when an immediate family member is 
seriously ill or incapacitated.  Serious illness is defined as an illness that can occur suddenly 
and/or could be potentially terminal. The amount of leave granted will depend on the 
circumstances of each case.  The employee’s degree of personal responsibility and involvement 
with the family member will be taken into consideration, however paid leave of up to 5 days 
per annum can be approved (pro rata for part time staff). 
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5.0 LEAVE FOR URGENT DOMESTIC PROBLEMS 

Employees can request up to one day paid leave in order to deal with urgent domestic problems 
such as burglary, fire or flooding.  This is not for planned events such as domestic repairs, 
building or trader work, installation of appliances or home deliveries. 
 
6.0 EMPLOYEE MEDICAL APPOINTMENTS 

Wherever possible such appointments should be made outside the normal working day.  Where 
this is not possible, employees should try to make the appointment as near to the start of the 
day, during the lunchtime, or as near to the end of the day as possible.  However, when this is 
not possible the headteacher can grant paid leave.  Employees must provide evidence of the 
appointments should this be requested. 
 
For scheduled hospital appointments, medical screening, fertility treatment, antenatal classes 
and blood tests, employees will be granted leave with pay for the time necessary. 
 
For employees who have been selected to donate bone marrow, paid time off will be given for 
appointments prior to and on the day of the procedure.  Recovery time will be referred to as 
sickness absence and will be subject to the terms and conditions of the Sickness Absence 
Policy.(this sickness absence however will not count towards the triggers of the policy for formal 
meetings) 
 
7.0       MATERNITY/PATERNITY LEAVE 
 
Please see separate Maternity and Paternity Leave Schemes for further details. 
    
8.0 FAMILY SUPPORT LEAVE 

When an employee has to leave work due to an emergency situation, in respect of a dependant, 
paid leave shall be granted for the necessary period of time but not exceeding the remainder of 
the day up to a maximum of 5 occasions per annum (pro rata for part time staff) 
 
This leave does not cover planned appointments, general illnesses, such as chicken pox, 
flu, sore throat etc, that do not require emergency attention, and also planned operations 
or surgery.  
 
An example of when family support can be granted is when there is an unexpected 
disruption of child care arrangements e.g school/care home closes unexpectedly or a 
child has an unexpected incident during school hours e.g taken ill.  
To be considered for this, the employee must have completed one years’ continuous service. 
 
For the purpose of this Policy a ‘dependant’ means when an employee has full responsibility 
for the person being cared for; and ‘emergency’ means short notice and unforeseeable 
circumstances involving the cared for person that requires immediate attention from you. If 
possible the employee should try to find an alternative person to attend the emergency. 
 
After the first day of the emergency the leave will be unpaid. 
 
 
9.0 DEPENDANT/CARERS LEAVE 

All employees are entitled to reasonable time off to care for dependants. The time off will be 
unpaid and can be for up to 5 days a school year. 
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Dependant leave endeavours to support employees with dependant responsibilities to take 
unpaid leave for important family reasons that are not covered under Family Support Leave e.g 
to accompany them to hospital appointments/treatment.  
 

10.0 PARENTAL LEAVE 

 
The entitlement to unpaid Parental Leave is a statutory provision available to employees (male 
and female) with parental responsibility as defined within the Children Act 1989. 
 
To qualify for Parental Leave the employee should have 1 year continuous service and have a 
child/children under the age of 18 years.  If an employee adopts a child, the leave can also be 
taken for a period of 5 years from the time of adoption or until the child reaches the age of 18 
whichever is sooner.  Employees can have a maximum of 18 weeks parental leave. 
 
Parental leave is unpaid and employees can take a minimum of 1 week’s parental leave at a 
time and a maximum of 4 weeks in any year. Periods of less than one week (e.g. for one or two 
days) will count as one week.  An employee who has a disabled child has the right to take the 
leave a day at a time. 
 
Proof of the child’s age will need to be provided in the form of a birth/adoption certificate (or in 
the case of an unborn child or expected adoption placement, a copy of the mother’s maternity 
certificate or a letter from the adoption agency). 
 
Employees are required to give at least 21 day’s notice of their intention to take parental leave.  
 
Employees should submit their request for parental Leave on the Special Leave Application 
Form to their headteacher as soon as possible.    
 
 
11.0 FOSTER CARER LEAVE 
 
 
Employees who are applying to become an approved foster carer  may be granted 5 days paid 
leave per annum (pro rata) to attend pre approval training, home assessment visits or to attend 
foster panels as part of the preparation and assessment process. This leave can be taken in 
half days if appropriate. 
 
12.0    ELECTIVE SURGERY 
 
Where an employee elects to have cosmetic surgery, which is not for medical reasons (surgery) 
they will be required to use their own time i.e. unpaid leave and/or holidays for the time of the 
procedure and the recovery time. 
 
Applications to be considered for time off should be made to the Governing Body prior to the 
surgery being confirmed. 
 
If complications arise (e.g. infection) then the terms of sickness procedure will apply. 
 
If the surgery is for medical reasons then paid leave would be granted for the operation and 
recovery time would be classed as sick under the terms of the sickness policy. 
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13.0 PUBLIC DUTIES 

Employees may be involved in certain public duties, and if they are they are entitled to have 
reasonable time off to perform them. 
 

 Justices of the Peace-up to 5 days paid and 5 days unpaid leave per annual leave year.  
 

 Member of the Reserve Forces (T. A.) - up to 5 days paid leave per annual leave year for 
employees undertaking Territorial Army duties, training or attending annual summer 
camp. 
 

 An employee who is a member of a community emergency service, e.g mountain rescue, 
retained firefighters, will be granted paid leave to attend emergencies during working 
hours up to a maximum of 5 days per year. 
 

 Time off with pay will be given to those employees who are summoned for attendance at 
legal/criminal proceedings for the time that they are needed at court. 

 

 Court Cases - if an employee is appearing in a case on their own behalf, or has action 
taken against them, or has volunteered to be a witness they must take unpaid leave. 
Employees subpoenaed to attend court as a witness will be granted paid leave. 

 

 Identity Parades- If an employee assists the Police by taking part in an Identity Parade; 
they will be entitled to paid off time to do so. 
 

 Employees required to attend an employment tribunal relating to their employment with 
the school will be granted leave with pay. 
 

 
Employees will be required to show evidence of their membership or status or correspondence 
of/from the above bodies. 
 
14.0 LEAVE FOR EXAMINATIONS 
 
In accordance with Teachers’ Conditions of Service document paid leave in certain 
circumstances may be granted for duties in connection with external examinations.  Please refer 
to the document for further details (section 6, point 1, page 18) 
 
15.0 POLITICAL ACTIVITIES 

Employees who wish to stand as candidates in elections are entitled to the following leave of 
absence: 
 

 Welsh Assembly/Parliamentary/European Parliamentary Elections – 5 days unpaid leave 

 Local Authority Elections- 2 days unpaid leave 

 Community Council Elections- 1 day unpaid leave. 
 
An employee who participates with candidates in elections e.g. as an Agent, may be granted 
unpaid leave by their headteacher.  
 
If an employee is elected to a public office, they are entitled to the following leave of absence. 
 

 Membership of a Local Authority – 10 days unpaid leave per annum 
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 Membership of a Community Council- 3 days unpaid leave per annum 
 
16.0 INTERVIEWS 

Employees will be allowed time off to attend interviews up to a maximum of 3 Interviews in any 
academic year. Time off for any additional interviews may be requested but if approved will be 
unpaid. (more time for interviews is granted should the employee be at risk for redundancy, see 
the school’s redundancy procedure for further detail). 
 

17.0 JURY SERVICE 

When an employee is required to attend Jury Service, there is a requirement for them to attend 
by virtue of the Juries Act 1974, leave of absence will be granted by the headteacher for the 
whole period of service. 
 
The employee will be entitled to paid leave but this is subject to any allowance for loss of 
earnings for wages/salary being repaid to the school. 
 
If an employee is not required to appear in courts on a particular day/part-day they should report 
for work as normal. 
 
18.0 REPRESENTING COUNTY OR COUNTRY AT SPORT 

Up to 5 days leave with pay can be approved for employees who represent their County or 
Country at sport as a participant or team official and do not receive payment (other than 
expenses). Leave may also be approved for activities recognised as national or international 
events. 
 
19.0 TRADE UNION DUTIES 

Employees who are trade union official or shop stewards are permitted reasonable time off with 
pay during working hours to carry out trade union duties. 
 
20.0 UNPAID LEAVE 

On occasions an individual may ask for authorised leave of absence on an unpaid basis that is 
not covered by a specific type of special leave.   
 
The Governing Body are under no obligation to grant unpaid leave but they should deal with all 
requests reasonably taking into consideration the personal circumstances of the employee and 
the needs of the school. 
 
21.0 GOVERNOR BODY MEETINGS 
 
Employees who are members of a governing body are allowed reasonable paid leave to attend 
meetings. 
 
 

 

22.0 MATERNITY SUPPORT LEAVE 

 
Maternity support leave of 5 days with pay can be granted to the child’s father or 
partner/nominated carer of an expected mother at or around the time of birth. (A nominated 
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carer is the person nominated by the mother to assist in the care of the child and to provide 
support to the mother at or around the time of birth.) Maternity Support Leave must be taken in 
one period of 5 days. 
 
 
23.0 MOVING HOUSE 
 
One day paid leave will be granted for employees moving house. This has to be their primary 
residence and is restricted to one day per academic year. 
 

 

24.0 MONITORING SPECIAL LEAVE 

Headteachers should keep records of all applications for special leave; a copy should also be 
kept on the employees personnel file.   
 
If a headteacher suspects that an employee is abusing the right to any of the special leave 
entitlements they should contact Human Resources and Development Department.  If following 
investigation, the scheme has been abused or an attempt has been made to abuse it, then the 
School’s Disciplinary Procedures will apply. 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Merthyr Tydfil County Borough Council 
 

SPECIAL LEAVE FORM 
 

 
Employee Name………………………..  Job Title………………………………………… 
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School………………………………………………………….Payroll Number:……………… 
 
Leave Type applied for ………………………… …………………………  (Please refer to policy)      
 
I am applying for UNPAID leave    I am applying for PAID leave                                         
 
No. of days/weeks ……………………..     No. of days already taken……………………… 
 
Reason for applying:  

..…….………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

………………………………………………………………………………………………………………

……………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………

……………………………………………………………………………………………………………… 

Evidence seen by manager? Y/N 
 
APPLICANT SIGNATURE ……………………………………………………….……………….. 
 
MANAGER SIGNATURE………………………………………………………………………….. 

 
 
Number of days approved  …………………………………   Date: From ……………….. To ………………. 
 
 
Number of days already taken……………………………. 
 
 
 
HR Advisor Signature:………………………………………………………     Date:……………………………… 
 
 
Form to be returned to Human Resources Administration, Customer Services, Civic Office, Castle Street, 
Merthyr Tydfil, CF47 8AN 

 


