Leave of Absence Policy for Teachers
Teachers may apply to the Board of Management for the following types of Leave of Absence. Circulars outlining terms and conditions of the various types of absence are available on the Department of Education website - and on the IPPN website under Supports & Services – DES Circulars. 
	Career breaks  Circular 10/11
	Job-sharing Circular 0075/2015

	Teacher Exchange Circular 0017/2015
	Carer’s Leave Circular 05/03

	Secondment Circular 0029/2018
	Study Leave Rule 116

	Exam leave/Study Leave Circular 18/00
	Maternity Leave Circular 09/13

	EPV Leave Circular 37/97
	Adoptive Leave Circular 18/13

	Parental Leave Circular 0026/2013
	Paternity Leave Circular 0057/2016

	Brief Absences Circular 0032/2007
	Force Majeure Leave Circular M32/07

	Unpaid Leave Circular 0035/2010
	Assault Leave 0061/2017

	Sick Leave Circular 0053/2015
	


Applications for leave that require the approval of the BOM will be considered on receipt of appropriate documentation in accordance with the following criteria, in no particular order:

· Number of teachers on leave or seeking leave 
· Type(s) of Leave of Absence sought

· Purpose of proposed leave, as outlined on the official application form 
· Availability of qualified suitable substitute/temporary teachers 
· Length of Service in the school

· The suitability of the partner in the case of job sharing/teacher exchange for the class concerned.

Brief Absences may be approved at the discretion of the Chairperson including short term unpaid personal leave with suitable substitution being a critical factor.

Members of Staff applying for leave of absence must:

1. Apply in writing in time to the Chairperson where applicable

2. Comply with terms laid down by the DES, BoM and relevant legislation.

The Board of Management will:

· Process each application for leave of absence as quickly as possible and comply with the terms of reference laid down by the DES, this policy statement and the law

· Inform the applicant of the Board's decision, within one week of its decision Respect the confidentiality of all applicants requests for leave

· Facilitate the granting of leave in all circumstances that in the opinion of the Board do not adversely affect the process of education in the school.
EPV Leave

Notification must be given at the beginning of the school year by staffs that are entitled to such leave. As substitute cover is not allowed for Extra Personal Vacation days, the following terms will apply:

· Generally, only one teacher will be entitled to EPV leave on any one day and priority will be given to the first request for such leave. For all planned absences the teacher should assign ample, appropriate work for the class.

Sick Leave

All certified absences are substitutable. Where a teacher is absent on sick leave prior to and after a weekend or before and after a school closure, a medical certificate is required to include the inclusive period of absence. 
Assault Leave

The Health and Safety Authority (HSA) is the national statutory body responsible for regulating health and safety in the workplace.  The employer has a duty under Section 8 of the Safety, Health and Welfare at Work Act 2005 to “ensure, so far as is reasonably practicable, the safety, health and welfare at work of his or her employees”.  Employers should familiarise themselves with their responsibilities and obligations under the Acts and the various Regulations, and in particular, the Managing Safety and Health in Schools Guidelines accessible on the HSA website at www.hsa.ie.   

Boards of Management should have in place a clearly defined policy/ Code of Behaviour/ Safety Statement which includes procedures to be implemented in the event of an assault on an employee. These procedures should include; 

(i) seeking medical assistance, where necessary. 

(ii) immediate reporting of incidents to School Management. 

(iii) recording of incidents in an Incident Report Book.   

(iv)  reporting of the incident to the Health and Safety Authority. 

(v)  reporting to the Gardaí, where appropriate. 

(vi) Ensuring that all appropriate safeguards have been put in place to protect     persons at risk and to prevent, in so far as is practicable, the occurrence of assault 

Job Sharing

A member of the permanent teaching staff may apply to work on a job sharing basis under the conditions set out in Circular 0075/2015. The following points outline additional factors influencing any job sharing arrangement:

1. As a guiding principle, the welfare & educational needs of the children will be the underpinning factor in all issues around Job Sharing. Teachers applying for job sharing arrangement will be interviewed individually to assess the viability of their proposed arrangement. (Management Board Members Handbook 2003, p.82 par.2.2).

2. As soon as a Board of Management has decided to allow job sharing, parents should be informed that their child / children would be taught by job sharing teachers in the relevant school year. Both teachers shall present, along with the principal teacher, an information session for parents explaining the strategy employed to manage, teach & assess the class through a Job Sharing scheme. Circular 0075/2015.
3. In consultation with the Principal both teachers shall prepare together a full year's work-plan as well as a weekly/fortnightly scheme for the class. (Circular 0075/2015). At the end of each month both teachers shall complete a detailed report Cuntas miosuil of the curriculum taught and the progress made by the children during the month under both teachers.

4. Copies of the long-term plan, short-term plans and fortnightly reports shall be presented to the Principal Teacher at the appropriate times.

5. Together both teachers shall prepare an agreed weekly and daily timetable.

6. Job sharers are required to maintain a diary in which records of progress and important events shall be noted. Both teachers shall meet to discuss and prepare the necessary handover.

7. As a general principle both teachers will display significant flexibility in relation to absences, holidays and also ensuring the class's participation in school events shall continue to happen normally.

8. The two teachers shall work on the basis of week on - week off or a split week. In accordance with circular 0075/2015, a permanent teacher may reduce their hours to part time and the Board of Management may employ a temporary part time teacher to fill the remaining hours.
9. Both teachers shall be present for any scheduled parent/teacher meetings.
10. Both teachers shall attend staff meetings.
11. Both teachers shall attend School Development Planning.
12. Both teachers shall attend in-service training.
13. End of year school reports shall be jointly filled out by both teachers for each child.
14. The Board
of Management reserves the right to terminate a job-sharing arrangement, in the event that it is not operating in the best interests of pupils and school.
15. Each job-sharing arrangement will be reviewed at the end of each school year.
16. An application must be made to the Board
of management, on the official application form before March of the year in which the teacher proposes to take the Leave. (Circular 0075/2015) Forms are available from the school or from Primary Payments section of the Department of Education and Science.
17. Teachers shall be notified in writing of the Board's decision.
18. Teachers shall apply for job sharing positions on an individual basis.
19. Post-holders who are job-sharing and who opt to retain the full post-holder's allowance, shall attend all meetings relevant to that post-holders duties.

For further details see the following:

Management Board Members' Handbook Revised 2003 pages 82-87. 
Department of Education and Science Circular 0075/2015
INTO Members' Handbook pages 103-105,

Parental Leave

· A teacher is entitled to 18 weeks parental leave in respect of each child up to the age of 13 years or the age of 16 years in the case of a child with a disability and / or long -term illness.

· A teacher may avail of parental leave in blocks of at least 1 week up to a maximum of 18 weeks. Please note each period of parental leave must be a minimum duration of 7 consecutive days.

· A teacher may be eligible for parental leave where s/he has completed one year's continuous employment in a school.

· Application for parental leave should be made by a teacher to his/her employer at least 6 weeks in advance of commencement of the leave.

Paternity Leave

· Paternity Leave is a single period of 2 consecutive weeks paid leave, available to a relevant parent on the birth/adoption of a child, where the date of birth/day of placement falls on or after 1st September 2016.

· Paternity leave may begin on such a date as the relevant parent selects. This leave may commence at any time from the date of birth or day of placement of the child to 26 weeks thereafter. 

· The relevant parent must notify their employer of their intention to take paternity leave not less than 4 weeks before the commencement of such leave

Career Break

· A teacher may engage in this scheme subject to an overall maximum absence of 10 years in the course of his/her professional career.

· A career break shall be a period of not less than 1 school year and may be extended on an annual basis provided the total period of the career break does not exceed 5 years at any one time.
· A subsequent career break may not be taken until the teacher has served for a period equal to the duration of the previous career break.

· A career break shall commence on the start of a school year and a return to duty in the school which granted the career break shall not be permitted other than on the start of a succeeding school year.

General Principles

1. As a general principle, every effort will be made by the BoM to facilitate applications for Career Breaks and other forms of leave from members of the teaching staff.
2. While recognising a teacher's desire to take Leave for whatever reason, it will be recognised that the welfare and educational needs of pupils shall take precedence over all other considerations.

3. Should a teacher wish, the reason for taking leave need only be made known to the Principal and /or Chairperson of the BoM.

4. All leave of absence is granted on condition that a suitably qualified teacher is available to replace the teacher on leave.

Please see Circular 10/2011 for further information and conditions.

Secondment

Secondment provides an arrangement for an external organisation to meet a specialised human resource requirement through the temporary assignment of a teacher where that need cannot be effectively met through the normal appointment process.  Secondment can also be an important element of a teacher’s continuing professional development. Secondments may also benefit schools and learners when the secondee returns to the school. 

A teacher may only apply for a secondment position where he/she:  

 a) is registered with the Teaching Council    

 b) will have satisfactorily completed, at the end of the school year in which they are applying, 12 months of continuous service with the current employer. 

c) is not in breach of the limits set out at paragraph 5.3 , Circular 0029/2018.

Where the services of the secondee are required for a period longer than one school year the period may be extended by periods of one full school year. Approval shall only granted up to 5 school years for secondments to outside organisations.
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