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1. Scope

This policy applies to all employees in schools and academies, including:
· Support Staff employed on an all-year-round contract (AYR)
· Support Staff employed on a term-time only contract (TTO)
· Teachers, specifically in relation to statutory holiday entitlement during maternity leave and long-term sickness absence (NB: this entitlement is not in addition to the school holiday periods).
Within this policy, references to the school, Headteacher, Governing Board, and Chair of Governors include the equivalent bodies within Academies and Academy Trusts.
The recognised trade unions have been consulted.
2. Entitlements

2.1 General
Contractual annual leave entitlements for support staff are outlined in their individual contract of employment.  This entitlement will be pro-rated for part-time and/or part-year employees, dependent on the contracted hours per week and weeks per year worked.
For those employees on teaching contracts, the statutory annual leave entitlement in the UK is 5.6 weeks (28 days, inclusive of public holidays) and pro-rated for part-time employees. 
Annual leave for term-time only staff and teachers is deemed to be taken as and when it arises during periods of non-term time (for the purpose of this policy defined as school holidays).  
Employees joining or leaving during the annual leave year are entitled to annual leave on a pro-rata basis.
The start date and end date of the annual leave year is based upon local conditions of service and may be set out in the individual contract of employment and/or employee handbook.
All annual leave entitlement under this policy is paid.
2.2 Statutory annual leave
For employees on teaching contracts, statutory annual leave entitlements will apply for the accrual of leave during periods of sickness, ordinary and additional maternity leave, adoption leave, paternity leave, shared parental leave, ordinary parental leave, parental bereavement leave, carers’ leave, and neo-natal care leave (for the purposes of this policy defined as “family related leave”). 
3. Management of annual leave

All-year-round (AYR) staff must request leave through their line manager. 
Reasonable notice to take annual leave must be given to enable the necessary cover arrangements to be made.  The actual days or period proposed to be taken as leave are subject to mutual agreement. 
Leave must be used within the leave year unless otherwise stated under this or any other document. Any unused leave beyond the locally agreed carry over allowance is lost unless the employer has prevented the employee from taking it due to service needs. 
Term-time only (TTO) support staff and teachers are deemed to have used their leave during school holidays as and when it becomes available and are not permitted to take annual leave during term time. 
4. Requirement to cancel annual leave

In emergencies and exceptional circumstances, the school may cancel AYR employees’ approved leave.  Alternative dates must be agreed, and evidenced reasonable costs incurred by the employee due to cancellation will be reimbursed by the school.
5. Provision to carry over annual leave

AYR employees may carry over up to 5* days (pro-rata for part-time staff) with management approval, subject to operational needs.
[bookmark: _Hlk197087650]Where sickness prevents the use of annual leave in an annual leave year, up to 20 statutory days (excluding bank holidays) may be carried over. This leave must be used within the next 18 months.
Where family-related leave prevents the use of annual leave in an annual leave year, up to 28 statutory days (including bank holidays) may be carried over. This leave must be used within the next 18 months.  
If an annual leave year ends during a school holiday, AYR employees may use their remaining leave within that school holiday period, exceeding the standard carry-over limit if necessary.  For example, if the Easter Break extends into April, AYR employees can carry forward outstanding leave that exceeds the *5 day carry over allowance as long as it is taken by the end of that Easter Break.
Term-time only staff and teachers do not normally carry over leave other than for accrued leave that could not be taken in the current leave year, due to sickness or family-related leave and subject to the limitations set out above in this section. This carry over will be offset against periods of school holiday in the following leave year.
*Subject to local conditions of service and/or employment contract.
6. Annual leave during sickness absence

6.1 Sickness prior to commencing annual leave
If an employee is sick before a planned period of annual leave and therefore unable to take that leave due to that sickness, they may cancel the leave by providing valid self-certification or medical certification in accordance with the school’s sickness absence policy. 
6.2 Sickness during annual leave
Sickness during a period of annual leave may result in the leave being reinstated where the employee provides a valid self-certification or medical certification in accordance with the school’s sickness absence policy.  Requests to have annual leave reinstated must be submitted no later than the return-to-work interview.  
Where sick leave is claimed during periods of annual leave, this will count towards the calculation of sickness absence triggers under the school’s sickness absence policy. 
7. Annual leave during notice periods

Employees are expected to take outstanding annual leave during notice periods unless otherwise agreed.  If operational requirements do not allow for this, outstanding leave will be paid in the final salary.
8. Payment in lieu of annual leave

Payment in lieu of annual leave is only permitted upon termination of employment e.g. if the employee resigns or is dismissed.
9. Outstanding annual leave on resignation or termination of employment

Employees leaving the school will be required to take any outstanding annual leave entitlement during their notice period unless otherwise agreed by the Headteacher.  However, where it is not possible for this to occur due to the school’s operational requirements, or due to sickness absence or family related leave, the outstanding annual leave entitlement will be paid in the employee’s final salary.  
For term-time only support staff and staff on teachers’ contracts, any accrued annual leave entitlement, which has not been able to be offset against normal school closures will be paid to the employee in their final salary or will be offset against any monies owed at time of leaving.
If, for any reason, an employee leaves the school without notice, any outstanding annual leave entitlement will be paid in the employee’s final salary.    If an employee has taken more annual leave entitlement than they were entitled to at the time of leaving, the corresponding amount will be deducted from their final salary (or recouped in any other reasonable manner if no final salary payment is owed).
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