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      Special Leave OHR6 - DESC

Please submit to the Absence Administration Team absence@gov.im
2nd Floor, Illiam Dhone House, Circular Road, Douglas, IM1 1AG
REQUEST FOR SPECIAL LEAVE OF ABSENCE - Department of Education, Sport and Culture Only
To:
Headteacher/Principal/Head of Service/ Director                Date: …………………………………
	NAME:         ………………………………………………………………………………………………………………..

PERSONAL REFERENCE NUMBER:  …………………………………………………………………..


	JOB TITLE:



	SCHOOL/COLLEGE/SERVICE:

	SPECIAL LEAVE OF ABSENCE DATES:  

(if only absent for one day, put date in “From:” section and leave “To:” section blank)

	From:  ………………………………………

 (date of first day of absence)
Total Number of Working Days: …………

	To:  ……………………………… inclusive
        (date of last day of absence)


	REASON FOR SPECIAL LEAVE OF ABSENCE REQUEST:


 FORMCHECKBOX 

Birth of a child


 FORMCHECKBOX 

Hospital appointment - state time of appointment and reason below


 FORMCHECKBOX 

Emergency dental treatment - give details below

 FORMCHECKBOX 

Court attendance - state reason below

 FORMCHECKBOX 

Jury service


 FORMCHECKBOX 

Magistrate/Justice of the Peace

 FORMCHECKBOX 

School Governor

 FORMCHECKBOX 

Interview


 FORMCHECKBOX 

House removal


 FORMCHECKBOX 

Bereavement of a parent/partner/son/daughter - state relationship below

 FORMCHECKBOX 

Serious illness of a parent/partner/son/daughter - state relationship below

 FORMCHECKBOX 

Wedding of a close relative 


 FORMCHECKBOX 

Own/child’s degree ceremony


 FORMCHECKBOX 

Ante natal visit


 FORMCHECKBOX 

Pre-adoption visit


 FORMCHECKBOX 

Undertaking examination in connection with a course of study


 FORMCHECKBOX 

Participating in the work of recognised examination boards

 FORMCHECKBOX 

Union facility time

 FORMCHECKBOX 

Other extenuating circumstances - please state reason below

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


	AUTHORISED BY: ……………………………………. 

                             
Headteacher/Principal/Head of Service






	FOR OFFICE USE ONLY

Permission granted:

With pay:        FORMCHECKBOX 
   ………………………..

Without pay:  
 FORMCHECKBOX 
   ..………………………

	Permission not granted:

Reason:

 

	Input on PiP:   FORMCHECKBOX 

	Date input on PiP:


The information of this form will be used to update PiP and notify Payroll, the Public Sector Pensions Authority and the Office of Human Resources of the change.
SPECIAL LEAVE OF ABSENCE
To avoid disrupting the education of children and young people and to reduce staffing costs there is a need to limit the amount of special leave taken and therefore the Department will be closely monitoring special leave.
Whilst it is accepted that hospital appointments and emergency dental appointments will often fall within the working day, appointments with general practitioners and routine dental appointments should be arranged outside of an individual’s working hours.

Requests for special leave of absence
Headteachers, the Principal of the Isle of Man College of Further and Higher Education and Heads of Services may approve special leave requests for up to 5 days in any twelve months. If special leave requests are received for beyond 5 days in any twelve month period, the Headteacher/Principal/Head of Service should note on the special leave request form whether or not they feel it should be supported, whether they consider this should be with or without pay, and forward the form to the Chief Executive Officer, Director of Strategy and Corporate Services or Director of Education, for their consideration.
Colleagues with an annual leave allowance

For colleagues with an annual leave allowance, time off, other than in the most extenuating circumstances, should be taken from the annual leave allowance, or where flexi time is worked then flexi leave may be possible.

For those who do not have an annual leave allowance, paid leave of absence is normally granted for the reasons listed over the page.

Unpaid leave of absence
In the event that any special leave is granted to care for ill children, this should be unpaid, unless the child is seriously ill, i.e. has been hospitalised on or off-Island, or suffering from a life threatening illness.

Under no circumstances should special leave of absence be granted in order to extend holidays beyond school holiday periods, or to allow staff to take long weekend breaks.  Failure to follow this instruction may result in disciplinary action being taken.
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