
PONGAKAWA SCHOOL 

POLICY STATEMENT 

 STAFF LEAVE 
  

  

N.A.G 3 

PERSONNEL MANAGEMENT 

  

RATIONALE: 

The Board of Trustees recognises their obligations as an Equal Employment Opportunities 

employer and will:  

●​ recognise the relevant employment contracts. Provide consistency in the granting of 

discretionary leave 

●​ maintain records of all staff leave taken and remaining entitlements 

●​ recognise that in some cases the Ministry of Education must give the final approval 

  

GUIDELINES: 

1.   The Principal has the authority to approve applications for leave of up to one week 

both with and without pay 

2.   The Board of Trustees will consider all other leave applications, but is obliged to seek 

Ministry approval for sporting and cultural activity leave of a longer duration 

3.    In considering applications for leave, both the Principal and the Board of Trustees 

must observe the regulations governing leave in the Collective Employment 

Contracts and any other relevant contracts or agreements 

4.   Applications for leave will not be unreasonably withheld. All decisions made will be 

fair, equitable and consistent 

5.   Unpaid, long-term leave will only be granted if minimal disruption to the Learning 

Programme can be guaranteed. It is the Board of Trustees wish that there should be 

only one change per teacher per classroom in any one year to maintain learning 

continuity 

6.   Leave should fit in with the school terms and if at all possible be attached to the 

summer holiday breaks 

7.   Each application for leave will be considered to ensure it fits policy requirements 

8.   It is an employee’s responsibility to notify the school, at the earliest possible 

opportunity if they are unable to attend their duties at any given time 



9.   The Principal has the sole right of appointment of required relievers. This right may 

be delegated to the other staff e.g. in the case of day relievers for sickness 

10.  The above guidelines apply to leave for all ancillary staff with respect to their 

existing employment contracts 

  

PROCEDURES 

1.   The following criteria/ conditions will be observed when considering application for 

leave of a discretionary nature (check current collective agreement) 

a.       The potential disruption to the learning programme 

b.      Operational requirements of the school as a whole 

c.       Time of the year with regard to the above 

d.      Availability of suitable relief staff 

e.      Availability of Operational Funding. Cost to Board 

f.        Benefits to the school in granting the requested leave 

2.   The Board of Trustees may grant leave for attending interviews for personnel 

appointments to another position 

3.    Discretionary leave will be considered using the criteria in the relevant collective 

agreement 
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