
Mairehau High School 
 
Staff Leave Policy 
 

Rationale 
The Board of Trustees recognises its obligations to its employees' conditions of service, contained in a 
Collective Employment Agreement, the Annual Holidays Act and the requirements placed upon it to be a 
good employer. 
 

Purpose 
1.​ To recognise Board of Trustees' obligations as an Equal Employment Opportunities employer 
2.​ To enable the Board of Trustees to follow relevant employment agreements 
3.  ​ To provide consistency in the granting of leave where it is discretionary 
4.​ To maintain individual records of all staff leave application and the outcomes of those applications 
5.​ To minimise disruption to the everyday operations of the school. 
 

Guidelines 
Procedures on leave with or without pay are contained in current Employment Agreements (PPTA STCA and 
NZEI Support Staff in Schools’ Collective Agreement).   
 
The following guidelines apply to leave with or without pay applications not covered by the relevant 
Employment contracts. 
1.​ Leave with or without pay is granted at the discretion of the Principal/Board.  In considering 

requests for leave, the needs of the school will be paramount. 
2.​ All leave applications can be treated in confidence by request of the applicant. The applicant can 

consult with their LTL or others to seek leave advice. 
3.​ The Principal has delegated authority to grant short periods of leave (5 days or less), although either 

the applicant or the Principal may choose to refer the application to the Board. 
4.​ Applications for leave of more than 5 days must be submitted to the BOT for approval. 
5.​ All applications referred to the Board will be considered “in committee” and, should the BOT 

decline an application, the reasons for this will be given to the applicant in writing. 
6.​ All applications for leave should be submitted to the Principal (via the Leave or Google Form) and 

include: 
a)​ timing of leave (at least a term’s warning is desirable) 
b)​ length of leave 
c)​ purpose of leave 
d)​ benefits to school 
e)​ how disruption to students and colleagues could be minimised 

7.​ Criteria to be used when considering  leave applications: 
a)​ Purpose of leave 

i.​ Leave for professional purposes  
ii.​ Leave for recreational purposes 

b)​ Potential benefits to the school 
c)​ Disruption to student learning 
d)​ Disruption to the staff and school as a whole 
e)​ Length of service at school 
f)​ Leave previously granted. 
g)​ A full year’s leave is unlikely to be granted to staff with less than five year’s service and short 

term leave is unlikely to be granted to those with less than three year’s service.  Neither is 
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automatic after these periods of time.  Length of service will not be a consideration in 
applications for leave of up to 5 days. 

h)​ It is expected that all staff granted leave will return to their positions at the conclusion of 
their leave.  Staff are to confirm their intended return, in writing, by a date, which will be 
specified when granting leave. 

8.​ Compensation for “Banked” Hours 
The compensation for "banking" one or more hours is to be used at a time that incurs no 
cost to the school e.g. after seniors have left in Term Four, prior to or post 
Parkview/Queenspark students learning onsite, cover within a learning team area, etc. 
In addition, the use of a banked hour during time-tabled 'non-contacts' does incur a "cost" 
as these hours, although flexible, have specific duties attached.  
 
Discussion with SLT, prior to the compensation of a banked hour(s) at any time is preferred. 
The school leader with responsibility for relief will maintain a log which records the details 
of relief and compensation.  In situations where teachers have been asked to temporarily 
forgo their minimum entitlement to non-contact when: 
 
●​ all reasonable options have been investigated and no alternative to a reduction in 

entitlement to non-contact can be found 
●​ the request is made on an individual basis, and a blanket request for agreement to a 

reduction in non-contact entitlements shall indicate a need to review timetable 
structures and operation 

●​ there is a sudden emergency that requires the supervision of a class for its ongoing 
safety.  All efforts will be made to find a day reliever 

●​ no day reliever can be found after timely and appropriate efforts have been made 
●​ on a longer-term basis, and after all reasonable endeavours have been exhausted, the 

timetable can only be made to operate if a teacher teaches for a term, semester, 
module or a year, at a higher level of contact than their minimum non-contact indicates 

●​ teachers holding more than the minimum non-contacts have first been asked to forgo 
one or more of those additional non-contacts  

●​ the school will endeavour to balance the number of ‘banked’ hours used by a teacher 
during a calendar year. 

●​ any redress of hours by the school to a teacher will incur no extra costs to the school.  
 
 
 
 
 
 
 
 
 
 
 
 
​ ​ ​ ​ ​ ​ ​ ​ ​ Review Date:​ March 2024 

 
Date Ratified:    26 March 2024 

 
Next Review:​ December 2027 
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