Procedure 3.03
Staff Leave and Relief Teachers

Version dated: 11 August 2006

A. Purposes
1. To ensure that:
a. Staff leave is managed in accordance with Employment Agreements
b. There is appropriate payroll processes and accurate record keeping in relation to leave
c. Discretionary leave is granted in a consistent way
d. Disruption to children's teaching and learning is kept to a minimum. 
e. Relief teachers are well prepared for and supported in their work
B. Leave of Absence
1. Entitlement to leave

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

b. The Board of Trustees has discretion in 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. Application for leave will not be unreasonably with-held.  All decisions made will be fair, equitable and consistent. The granting of special leave may be dependent on the availability of suitable relief teachers.
e. When an employee has been granted discretionary leave with pay, approval must be sought from the Ministry for the cost of a relief teacher.
2. Authority to grant leave

a. The Principal has authority to approve leave applications for up to 1 week. The Board of Trustees will consider applications for longer periods. 

b. The Principal has the right to approve applications for special leave without pay for periods of up to 3 three weeks.  Special leave provisions will apply to full time and long term relieving teachers. 

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 allowed for in the contract.  In such cases the staff member must notify the Principal or Deputy Principal.
b. Staff members should apply for leave in advance on Form 3.03a Staff Request for  Leave of Absence. In the case of sudden and unexpected leave the form should completed on return to work

4. Proof of entitlement to leave

a. After 5 consecutive days on sick leave a medical certificate may be requested as per the relevant contracts.
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. 

C. Relief teachers

1. Appointment of relief teachers
a. The Principal delegates the appointment of the required teachers to the Deputy Principal.
2. Teacher absences – illness or other reasons:

a. Teachers are to inform the Deputy Principal as early as possible.  Ph 03 753 3023
3. Staff development leave

a. Leave for staff development should be arranged with the teacher responsible for staff development

4. Relief teachers’ folder

a. Teachers are to prepare and keep up-to-date a guest teacher’s folder containing:

i) a current class daily timetable and note of bell times

ii) a reasonably recent photo of staff showing names and rooms etc

iii) where essential equipment etc is to be found

iv) names of a couple of responsible children who can help or advise

v) a current room list

vi) a note detailing key routines used in the room.

vii) a plan of the room showing pupil seating arrangements

viii) notes about pupils who have special learning, management or medical needs

ix) a plan of the school

x) the evacuation procedure

xi) any other information which would help the reliever carry out their work effectively.

b. The folder is to be kept in the classroom in a place where the relief teacher will readily find it.

c. If you want relief teachers to carry on with your class programme worksheets, texts and pages, and good descriptions of what is to be done must be written up in your planning book.


