
 
 

 
 
 
 
 

STAFF LEAVE POLICY 
 
Explanation: 

● Leave may be classified as an entitlement (eg: Family Leave, Long Service Leave), or may 
be awarded at the discretion of the principal (eg: Bereavement Leave, Leave Without 
Pay). 

● Leave may be paid or unpaid. 
                                                                      

Rationale: 
● The school Principal has the responsibility for managing all leave and leave requests, as well 

as ensuring the smooth and efficient operation of the school.  
 
Aims: 

● To provide guidelines and processes to accommodate the leave requests of staff with 
minimum disruption to the daily organisation and administration of the school. 

● To ensure discretionary leave is granted on a fair, reasonable and equitable basis. 
              

Guidelines and Processes: 
● The Principal is responsible for managing a wide range of leave matters, whilst ensuring the 

smooth and efficient operation of the school, with sound budgetary management. 
● Each form of leave is granted subject to a variety of legislative requirements. 
● Information about leave entitlements can be obtained by staff through verbal requests to 

the Principal or HR Administrator.  
● The Principal will make provision for replacement staff and higher duties where appropriate. 
● Staff seeking discretionary leave must apply in writing to the Principal (cc: HR 

Administrator). Generally two full terms notice is required to assist with forward planning.  
● Once granted, all leave applications must be made through the Employee Self Service 

EduPay system with the exception of Bereavement Leave and Paid Study Leave, which 
must be processed by the HR Administrator.  

● Staff should not expect to have similar periods of leave approved over consecutive years 
and are advised to seek part time positions if no longer wishing to work full time. 

● In determining whether leave may be granted, the Principal will consider: - 
o Whether the leave is discretionary or mandatory.  
o The impact the granting of the leave will have on the operations of the school and 

the learning programs, e.g. leave during the last four weeks of Terms 2 and 4 will 
generally not be approved unless taken as part of the whole term given the 
importance of the report writing processes conducted at these times. 

o The availability of suitable replacement staff. 
o The financial impact of the leave and the school’s budgetary situation. 



 
 
 
 
 
 

o The entitlement of the staff member to the leave for which they have applied. 
o The order of leave applications. 
o Previous leave record. 

 
Recreation Leave  

● Staff are entitled to twenty days recreation leave that is taken during school vacations. 
Entitlements accrue from January 1, so staff working less than a full year receive a pro-
rata leave entitlement. 

Sick Leave  
● The annual entitlement of 15 days on full pay is credited on the anniversary of a staff 

member’s commencement date and unused leave is cumulative. Of these 15 days five 
days can be taken without a certificate no more than two days at a time. These five days 
are not cumulative.  A medical certificate or certificate from a registered dentist, 
physiotherapist, chiropractor, osteopath, optometrist, psychologist (APS member) is 
required when:  

o All 5 days of uncertificated leave have been taken 
o more than 3 consecutive days are taken 
o the absence is immediately before or after a public holiday or school vacation 
o the absence occurs on a stop work day 
o required by the principal 

 
In cases where the employee is absent due to sickness, the absence request must be 
submitted via EduPay within 5 days of the date of return to work and any medical certificate 
must be forwarded to the HR Administrator for filing.  
 
Staff taking sick leave will notify the designated Leadership Team member as early as 
practicable. 

 
Staff must attend a medical examination by an approved government practitioner after long 
term sick leave (13 weeks) to extend the leave or return to work, and may be required if a staff 
member’s health is considered to be a danger to other staff or students or attendance at work 
is irregular.  
 
Long Service Leave 
Applications for Long Service Leave must be received by the Principal at least 2 full terms in 
advance.  Once approval is granted, the application must be submitted via EduPay Self 
Service. 

 
Leave Without Pay: 

● Industrial awards do not provide an entitlement for leave without pay. 
● Applications for LWOP in excess of two weeks should be lodged by the beginning of 

Term 4 in the year prior. 
● Minimising disruption to learning programs and the availability of suitable replacement 

staff are the key factors in the decision to grant leave. 
● In considering provision of Leave Without Pay, the following criteria will apply:- 

o Minimum service at Mount View Primary School of 2 years 
o Leave of three days or more must be lodged two terms in advance. 
o Can only be applied for once per year. 
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