[image: image2.jpg]Development Service

Qg@ Primary Professional




[image: image1.jpg]Development Service

Qg@ Primary Professional





Brief Absences

December 2007

Brief Absences

Notice:  This resource is intended to assist schools in devising their own procedure on brief absences. While every effort has been made to ensure the accuracy of the information provided, schools are advised to consult up to date circulars, recent legislation or guidelines from relevant agencies if they have specific queries regarding this topic.

Background: Circulars 37/97 and 0032/2007 (reproduced in Management Board Members’ Handbook, CPSMA, 2007)
The term ‘Brief Absences’ is used to describe short-term occasional absences sanctioned for staff during the school year. These are permitted on compassionate grounds and are allowed for special family occasions. The terms of circular 0032/2007 should be brought to the notice of all teachers.

The prior approval of the Chairperson of the Board of Management must be granted for all absences. 
Questions the school may need to address:

· What is the likely impact of such absences on pupils’ learning and how can that be minimised? 

· Procedure for making an application for leave: 

· Should application be made directly to the chairperson of the Board of Management or via the principal?

· Is there a limit to the number of teachers who may be granted leave at the same time?

· Notifying the school of unexpected absences:

· Is there a standard procedure for notifying the school in the event of an unexpected absence?

· Are all staff aware that a medical certificate must be submitted on the fourth day of sick leave and that substitution will be paid from the first day of absence?

· Who will ensure that the teacher’s class is supervised and that other responsibilities (e.g. playground supervision) are covered?

· Has the whole staff discussed and agreed the issue of supervision when a teacher is absent? (See Circular 29/03, Sections 5.9 – 5.11)

· In the case of leave where substitution is not paid for by the Department of Education and Science (e.g. EPV days, exam leave, teacher’s own wedding…)
· Will the BoM engage a substitute teacher?
· How will this be funded?
· Will the pupils of the teacher on leave be distributed amongst other classes? If so, how is this distribution organised? 
· What leave is available for non-teaching staff?
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