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Leave of Absence Procedure / Flowchart

Procedure

For any leave of absence requests:

1. Complete LOA request form

2. Pass form to EP for approval — please ensure reason for request, times leaving and
returning are on the form. ANY medical LOA must have appointment letter/text print out
attached (this avoids further questions that may be of a personal nature/sensitive being
asked)

EP will check calendar authorise if operationally viable.

If EP feels the absence is not operationally viable or requires SLT consideration, form will

be shared/discussed - CR final decision.

3. If approved, form given to L Burns for processing.
If not approved, EP / CR to feedback to staff member with reasons why the LOA was not

granted.

4. L Burns to add LOA to calendar:
In COVER - information regarding the LOA added to the notes section (hame and
exact times missing from school)
If LOA is unpaid or time to be paid back, SS will email staff member directly informing them
of this.

5. SS to scan completed LOA form onto staff file and update records.

6. Cover work to be left with EP (day before absence)




