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Policy: Teacher Leave of Absence
The Special Character, also known as the Catholic Character, provides the framework within which the
whole school curriculum is delivered; it is integral to everything that takes place in the school, or on
behalf of the school, and its community.
RATIONALE
The school recognises that there may be value in staff members being able to take short or long term
leave for personal and/or professional enrichment, and as such the Board of Trustees will endeavour to
grant such leave wherever it is practicable and appropriate to do so.
PURPOSE
To allow staff the opportunity to apply for leave while at the same time safeguarding the smooth running
of the school and the right of the students to a quality education.
GUIDELINES
Leave covered by any employment contract shall be automatic.
Leave not covered by an employment contract shall be at the discretion of the Principal and/or the BOT.
SHORT TERM LEAVE
Short term leave shall apply to all leave of less than one week duration.
1.
Leave applications, where possible, should avoid important school dates e.g. Home-School
Meetings
2.
Special leave (i.e. not covered by the award) would usually be Leave Without Pay.
LONG TERM LEAVE
Long term leave shall apply to all leave of one week or greater.
1.
Any request exceeding 7 days shall be referred to the BOT and will be without pay unless special
circumstances apply.
2.
A range of factors will be taken into account wherever long term leave is applied for. The range
of factors could include:
• The need or purpose of the long term leave
• Length of service e.g. 3 year minimum service
• Frequency of applications for long term leave
• The ability to find a replacement
• The suitability of term within the school year
• The number of staff on leave
PROCEDURE
Applications for short term leave should be applied for in writing to the Principal as early as possible.
Applications for long term leave should be made at least one term in advance through the Principal.
Requests for Leave With or Without Pay may be granted at the discretion of the Principal based on the
above criteria and other relevant factors up to 7 days, otherwise referred to the BOT.
If staff wish to appeal the decision made by the Principal, they may do so through the School Complaints
process.
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