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Introduction

Social responsibility is an important element of the schools values. We support and
encourage staff to contribute their skills and knowledge to make a difference in our
local communities and wider society.

This policy sets out the provision for time off to support staff engaged in voluntary
public service roles.

This policy does not form part of any contract of employment and may be amended at
any time.

Scope

This policy will apply to all school employees who are managed and employed by the
Governing Body, who wish to carry out a voluntary public service role, regardless of
length of service.

This policy does not apply to relief workers.
Time off for Voluntary Public Service roles

Staff have a statutory right to a reasonable amount of leave to undertake the public duties
listed within this section. This leave does not have to be paid leave.

However, the school may grant paid leave up to 12 whole days or 24 half days per
academic year, in total, for any combination of the following list:-

« Magistrate / Justice of the Peace

« member of a local authority

« member of a statutory tribunal (e.g. an employment tribunal)

« amember a statutory committee or Panel in a Government Ministry

« member of a health authority, health board, NHS trust or Community Health Council

« school governor

« member of the Environment Agency Statutory Committee

« member of a Police Authority Board

« member of a Prison Independent Monitoring Board / Official Prison Visitor

« member of such other voluntary emergency services bodies, eg, Mountain Rescue,
Ambulance, RNLI, fire service.

Time off will only be granted for attendance at and travel to and from meetings, not for
any preparatory work that needs to be undertaken. Staff may be required to produce
relevant documentation verifying their public duty appointment.

Expenses relating to travel and/or subsistence for the public duty will not be paid by the
school.

Staff cannot claim time off in lieu or payment from the school for any public duties
performed out of normal working hours.
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Where a public duty attracts a fee or an allowance, for example, retained fire fighter
fees for training and call out, the member of staff must declare this to their
Headteacher/Line manager. Where the fee paid is equal to or greater than a days’ pay,
unpaid leave will be given in relation to the public duty; where the fee is less than a
days’ pay, salary will be reduced accordingly. The employee should complete the form
attached at Appendix 2 and send to the Payroll Service.

Staff wishing to undertake a role covered by this policy should initially discuss this with
their Headteacher and provide an estimate of the amount of time off required per year
to undertake the role.

After discussion, the Headteacher will confirm the maximum amount of leave which
may be taken during the year. This will depend on the requirements for the
performance of the duties involved, the time off already permitted to an individual, and
the effect of such absence on the effective running of the school, whilst recognising
that staff have a statutory right to a reasonable amount of unpaid leave in these
circumstances. The maximum amount of paid time off work for such public service will
not exceed the limits in 3.2 above. In many cases the leave required will be much less.

Staff wishing to take further time off for such duties will be required to take unpaid
leave.

Staff who are standing for election as a councillor for another authority, a community
council, or as candidates for Parliament/Welsh Government or European Parliament are
expected to take any time spent campaigning leading up to an election as annual or
unpaid leave. Actual polling day will be given as paid leave.

All public service leave allocations will be pro rata for part-time staff.

Staff must give as much notice as possible of leave requests, and all requests must be
agreed in advance by the Headteacher, noting that such agreement will not be
unreasonably withheld. The school should keep a local record of leave requests and
outcomes.

Where unpaid leave is granted, or where pay is reduced as in 3.6 above and 4.2
below, the employee must inform payroll through completion of the form attached at
Appendix 2 if applicable, together with supporting documentation from their
reserve/retained service, so that pay can be adjusted accordingly.

UK Volunteer Reserve Armed Forces

The following only applies to staff who are members of the UK Reserve Forces (the
Territorial Army, Royal Naval Reserve, Royal Marines Reserve or Royal Auxiliary Air
Force). The school understands that such staff may be called up at any time to be
deployed on full-time operations, and are expected to attend regular training.

Most reserved forces training takes place in the evenings and at weekends, however
volunteers are usually expected to attend an annual camp. In order to support staff to
undertake this, the school will provide 12 days’ paid leave. However, as Reservists are
paid by the Ministry of Defence (MoD) for all training, staff must declare their pay and
provide supporting documentation to their Headteacher. Where the MoD pay is equal
to or greater than their normal pay, the leave will be unpaid and where the MoD pay is
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less than their normal pay, salary will be reduced accordingly. The employee should
complete the form attached at Appendix 2 and send to the Payroll Service.

All leave dates must be approved in advance by the reservist's Headteacher. While the
school will do its best to accommodate any requests to use this extra leave, the school
cannot guarantee that reservists’ extra leave requests will be given priority. To avoid
reservists being unable to take time off when needed, they must apply for this extra
leave as soon as possible after they are informed that they need to take time off.
Headteachers may ask for evidence (eg, a letter from their Commanding Officer) when
booking their leave. The offer of extra leave cannot be used for days when the
reservist is not undertaking reservist activities or to recover from the physical demands
of a weekend away with the reserve forces.

Should the Reservist be mobilised (i.e. called up for active service) they must inform
their Headteacher by giving as much notice as possible. Each of the Reserved Forces
follows a strict procedure when mobilising reservists and will also notify the school of
the date when the reservist is required to report for duty and a period of pre-
mobilisation training. It is possible for the school to apply to delay or cancel
mobilisation if it would seriously harm service provision. Details can be found at:
https://www.gov.uk/employee-reservist/mobilisation. The school recognises that the
criteria for exemption or deferment from mobilisation are strict and will seek exemption
or deferral only in exceptional circumstances. The application for exemption will be
made by the Chair of Governors and will be submitted within the period of 7 calendar
days immediately following the date of the employee’s receipt of the mobilisation
process.

During any period of mobilisation Reservists will be paid by and be given a period of
annual leave by the MoD. They will therefore be on unpaid leave from the school.

Any continuous service prior to mobilisation will count towards continuous employment
for statutory purposes. The period of the mobilisation will count toward continuous
service for statutory redundancy purposes only.

The mobilisation period will not count towards sick leave or annual leave
entitlement. Employees are not entitled to receive sick pay, either statutory or
occupational and have no entitlement to annual leave and/or public holidays, and
cannot accrue annual leave or bank holidays during the period of mobilisation. For
these purposes service before mobilisation will be aggregated with service after
mobilisation.

The reservist who is called up is entitled to remain a member of their occupational
pension scheme. Provided that they agree to continue to pay their own contributions
from the salary paid by the MoD, the MoD will pay the employer contributions that the
school would have made.

Financial assistance is available to help the school with replacement costs. Further
details can be found at : https://www.gov.uk/employee-reservist/financial-support-for-

employers

After formal demobilisation, all reservists are entitled to a period of leave, normally
approximately 30 days, and will continue to be paid by the MoD during this time.
During this time it would be expected that the member of staff would be in contact with
their Headteacher for discussions about their return to work.
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To exercise the right to be reinstated, the reservist must write to their Headteacher no
later than the third Monday after demobilisation, confirming their intention to return to
work within the following 13 weeks. The initial 13-week period may be renewed for a
further 13 weeks if circumstances such as illness or injury resulting from the period of
service prevent the reservist’s return during the initial period. However, the reservist
forfeits their right to return to the school if they fail to do so within 26 weeks of
demobilisation.

The reservist has a right to return to their previous post on terms and conditions that
are no less favourable than those that would have been in place prior to being called
up. If this is not reasonably practical the school will seek a suitable alternative on the
most favourable terms that are reasonable and practical in the circumstances in
accordance with the processes outlined in the Schools Restructuring and Redundancy
Policy. Headteachers will need to evidence why they are unable to reinstate the
reservist to their former job and the Chair of Governors will need to approve the
reasons why the reservist cannot return to their post.

Reservists can be included in the Council’s redeployment pool, if this is necessary, due
to them not being able to return to their previous post. However, all employees should
be treated consistently and the school will not discriminate against reservists on the
grounds of their reserve service or call-up liability.

If a reservist is not happy with the offer of alternative employment they must write to
HR stating why there is reasonable cause for them not to accept it.

On return to work after mobilisation, a return to work interview should be held by the
Headteacher with the individual, using the checklist provided in appendix 1.
Demobilisation may be a difficult time, with a reservist returning to work after a
challenging period in deployment. Helping to ensure a smooth re-integration into the
workplace/team will require consideration of:-

- The need to update on changes and developments in the school,

- The need to offer specific refresher training where it is sought/considered necessary;

- Where the job duties have changed since mobilisation a period of skills training may
be required to assist with new aspect of the job;

- Reasonable time off to seek therapeutic treatment if required, eg, prosthetics,
counselling.

Time-off for Jury Service

Jury service typically lasts for 10 working days (two weeks). When a member of staff is
called for jury service they must notify their Headteacher and show them their jury
summons. As serving on a jury is regarded as an important civic duty, the school will
take all reasonable steps to try to accommodate employees' absence from the
workplace on jury service. This includes considering the normal arrangements that
need to be made when, for example, covering for an employee's short-term sickness.
The Headteacher should explore routine options such as reorganising the employee's
work among colleagues, suspending the work or arranging for temporary cover. In
exceptional circumstances, where the foregoing is not possible, the Headteacher can
ask the individual to try to delay their jury service if their absence would seriously harm
the operation of the school. The member of staff would need a letter from their
Headteacher explaining why. The member of staff can only delay jury service once in a
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12-month period, and must state when they’ll be available with any request for
deferment.

After the member of staff has responded to the initial notification from the court, they
will receive confirmation of the details of their jury service.

The employee should ensure that, before going on jury service, they take all the usual
steps normally taken for any planned absence. This includes discussing how work will
be covered with the line manager/colleagues and setting telephone and/or email
settings to indicate the absence and expected return date, as well as giving any
alternative contact details.

Where a case is expected to last longer than two weeks, for example a complex fraud
trial, the employee will be informed of this at court, before they are selected for the trial.
The court will ask the employee if there is any reason why he or she cannot attend for
more than two weeks. If there is, the employee should be prepared to provide evidence
of this.

It is the schools policy to pay normal contractual salary during the employee’s period of
jury service and therefore staff will not need to complete any loss of earnings form they
may receive from the Court. Any such forms received will be returned to the employee
uncompleted by the Payroll section. This does not apply to relief workers who will
need to claim for any potential loss of earnings from the court. Relief workers
may be asked for evidence that they have had to cancel booked worked due to
jury service for the Payroll Section to complete any loss of earnings forms
submitted.

Any claims for travel and subsistence during their jury service must be directed to the
Courts Service.

As staff are receiving their normal salary while on jury service they must attend work if
released from court for any period which covers half a normal working day or more.
The member of staff must return to work when their jury service is complete.

Further information on jury service is available at: https://www.gov.uk/jury-service/overview
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Attending Magistrate or Crown Courts as a witness

Staff will be given time off to carry out their public duty when summoned to attend a
Magistrate or Crown court as a witness to criminal proceedings or in the course of their
duties for the school or Council (this does not include attendance at Employment
Tribunals or Family Courts). They must notify their Headteacher who will need to see
evidence of their summons from the Courts Service. This should be done at the earliest
opportunity.

It is the schools policy to pay normal contractual salary during the employee’s period of
public duty and therefore staff will not need to complete any loss of earnings form they
may receive from the Court. Any such forms received will be returned to the employee
uncompleted by the Payroll section.

Roles and Responsibilities

Headteacher/Manager
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Familiarise themselves with the public service leave provisions contained in this policy
document

Discuss requests for public service leave with their employees and agree on the time
given

Inform their employees that if they are in receipt of a fee from a reserve/retained
service then their pay may be reduced accordingly for the time they are absent from
work on their public service duty.

Keep a record of leave requests and outcomes

Discuss with employee how work is to be covered during any absence

Conduct a return to work interview with a returning mobilised employee to ensure a
smooth reintegration to the workplace and provision of any support if required

Employee

Familiarise themselves with the public service leave provisions contained in this policy
document

Request the leave, giving appropriate notice and providing documentation if requested.
Discuss the request with Headteacher/Line manager

Complete the ‘Notice of intention to take time off as a member of the UK Volunteer
Reserve Armed Forces / Retained Fire Fighting Service’ form (Appendix 2) if the
receipt of a fee/payment from reserved/retained service affects pay

Comply with timescales noted in Section 4 of the policy document in respect of return
to work following a period of mobilisation

Discuss with Headteacher/Line manager how work is to be covered during any
absence

HR
Provide support and guidance to Headteachers and employees on the application of

this policy document
Review policy regularly to ensure appropriateness and accuracy of content

Payroll

Amend salary accordingly on receipt of the Notice of intention to take time off as a
member of the UK Volunteer Reserve Armed Forces / Retained Fire Fighting Service
form

Return any Loss of Earnings Forms for court appearances/jury service uncompleted as
normal contractual pay will be paid on these occasions.

This policy supersedes any other policy, procedure, practice or reference in other documents
to public service leave provision

September 2023



Atodiad / Appendix 1

Rhestr Wirio Cyfweliad Dychwelyd i'r
Gwaith ar gyfer Gwirfoddolwyr i’r Lluoedd
Wrth Gefn

Return to Work Interview Checklist for
Volunteer Reserve Forces

Yn dilyn cyfnod o symud, mae'n bwysig sicrhau
bod yr aelod o staff yn cael ei gefnogi'n 6l i
weithio. Efallai eu bod wedi profi sefyllfaoedd
trawmatig ac annifyr ac efallai y byddant yn ei
chael yn anodd addasu. Pwrpas cyfweliad o'r
fath yw sicrhau eu diogelwch a'u helpu i setlo yn
ol i'w r6l mor ddidrafferth a chyflym & phosibl.

Following a period of mobilisation it is important
to ensure that the member of staff is supported
back into work. They may have experienced
traumatic and disturbing situations and may find
it difficult to adjust. The purpose of such an
interview is to ensure their safety and help them
to settle back into their role as smoothly and
quickly as possible.

Trafodwch y materion canlynol. Cytunwch a
nodwch unrhyw gamau pellach y dylid eu
cymryd. Os oes gan yr aelod o staff unrhyw
broblemau iechyd dylid eu trin fel y byddent pe
baent yn dychwelyd o absenoldeb salwch o ran
cefnogaeth ac addasiadau yn y gweithle.

Please discuss the following issues. Agree and
note down any further steps which should be
taken. If the member of staff does have any
health problems they should be treated as they
would if they were returning from sickness
absence in terms of support and adjustments in
the workplace.

Pa mor hir ydych chi wedi bod i ffwrdd o'r gwaith?
How long have you been away from work?

Ydych chi wedi dioddef unrhyw anaf / salwch /
straen tra'ch bod i ffwrdd?

Have you suffered any injury / iliness / stress whilst
away?

A oes unrhyw gyflwr sy'n dal i achosi pryder?
Is there any condition which is still causing
concern?

A oes angen eich cyfeirio at y Gwasanaeth lechyd
Galwedigaethol neu Gwnsela?
Do you need to be referred to the Occupational
Health or Counselling Service?

A oes angen unrhyw addasiadau yn y gweithle?
Are any adjustments in the workplace required?




Diweddarwch yr unigolyn ar unrhyw newidiadau
sydd wedi digwydd yn y gweithle yn ystod eu
habsenoldeb (er enghraifft - eu cyflwyno i
unrhyw staff newydd; eglurwch unrhyw
newidiadau mewn strwythur, gweithdrefnau, ac
ati)

Update the individual on any changes which
have occurred in the workplace during their
absence (for example — introduce them to any
new staff; explain any changes in structure,
procedures, etc.)

Diweddarwch yr unigolyn ar ei rol, unrhyw waith a
wnaed yn ei absenoldeb a pha waith cyfredol
sydd ei angen.

Update the individual on their role, any work
that has been undertaken in their absence and
what current work is required.

A oes angen unrhyw hyfforddiant i'ch diweddaru?
Is any training required to bring you up to speed?

Enw’r Gweithiwr / Employee name

Rhif Cyflog / Pay No.

Llofnod y Gweithiwr / Employee signature

Enw’r Pennaeth/Rheolwr
Headteacher/Manager’s name

Llofnod y Pennaeth/Rheolwr
Headteacher/Manager signature

Dyddiad / Date
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Hysbysiad o fwriad i gymryd amser i

ffwrdd fel aelod o Wasanaeth Lluoedd

Arfog Gwirfoddol y DU / Gwasanaeth
Ymladd Tan Wrth Gefn

Notice of intention to take time off as a

member of the UK Volunteer Reserve

Armed Forces / Retained Fire Fighting
Service

Llenwch y ffurflen hon a'i hanfon at eich Gwasanaeth
Cyflogres, ynghyd & dogfennaeth ategol gan Lluoedd
Wrth Gefn y DU (y Fyddin Diriogaethol, y Warchodfa
Llynges Frenhinol, Gwarchodfa'r Morlu Brenhinol
neu'r Llu Awyr Cynorthwyol Brenhinol) neu'ch
Gwasanaeth Tan

Please complete this form and send to your Payroll
Service, together with supporting documentation from
the UK Reserve Forces (Territorial Army, Royal Navy
Reserve, Royal Marines Reserve or Royal Auxiliary
Air Force) or your Fire Service

Eich Manylion / Your details

Enw / Name:

Teitl Swydd / Post Title:

Ysgol / School:

Rhif Cyflog / Pay No.:

Manylion Cyswllt Gwaith (e-bost/ ffon)
Work Contact Details (e-mail/telephone):

Manylion Eich Pennaeth/Rheolwr / Your Headteacher/Manager’s Details

Enw / Name:

Teitl Swydd / Post Title:

Manylion Cyswllt Gwaith (e-bost/ ffon)
Work Contact Details (e-mail/telephone):

Manylion Absenoldeb Gwasanaeth Cyhoeddus / Public Service Leave details

Dyddiadau a Hyd / Dates and duration

Math of Absenoldeb / Type of Leave

Hyfforddiant / Training

Symudiad y Fyddin/Galw Allan
Mobilisation/Call-out

Colli Cyflog yn ystod Absenoldeb Gwasanaeth
Loss of Earnings during Public Service Leave

Cyhoeddus /

Deallaf y bydd yr ysgol yn darparu gwyliau & thal
yn ychwanegol at wyliau blynyddol arferol fel y
nodir yn y Polisi Absenoldeb Gwasanaethau
Cyhoeddus. Fodd bynnag, gan fy mod yn derbyn
ffi / taliad o'm gwasanaeth wrth gefn ar gyfer
unrhyw hyfforddiant / symudiad / galw allan,
rwy'n deall bod yn rhaid i mi ddatgan fy nhal a
darparu dogfennau ategol i'm Pennaeth/Rheolwr
llinell a'r gwasanaeth Cyflogres. Os yw fy nhal
gan fy ngwasanaeth wrthh gefn yn hafal i neu'n
fwy na'm cyflog arferol, deallaf y rhoddir
absenoldeb di-dal, a lle mae tal y gwasanaeth

| understand that the school will provide paid
leave in addition to normal annual leave as
noted in the Public Service Leave Policy.
However, | understand that as | am in receipt of
a fee/payment from my reserve/ retained service
for any training/mobilisation/call-outs | must
declare my pay and provide supporting
documentation to my Headteacher/Line
manager and the Payroll service. Where my
reserve/retained service pay is equal to or
greater than my normal pay, | understand that
unpaid leave will be given, and where the
reserve/retained service pay is less than my




wrth gefn yn llai na'm cyflog arferol, bydd fy normal salary, my salary will be reduced
nghyflog yn cael ei ostwng yn unol a hynny. accordingly.

Llofnod y Gweithiwr / Employee Signature:

Dyddiad / Date:




