Procedure for school closure periods and staff holiday entitlements
Preamble
Support staff who have an entitlement to holidays because they work all year (e.g. most caretaking and cleaning staff) take their annual leave by application and agreement with their appropriate Manager at the school. Term-time staff are paid for their holiday entitlement in their salary and effectively already take their leave during closure periods and so are outside the scope of this Procedure.

There may be occasions when the school management decide to close the school to all staff and pupils, such as the period between Christmas and the New Year, for good practical and economic reasons. The question then arises about annual leave and whether or not staff can be required to take the leave out of their leave entitlement.
Wherever possible, staff should be allowed to make up the time at other mutually agreed acceptable times if they do not wish to use up annual leave. Alternatively, school management may choose allow the time as additional paid leave or some other suitable alternative arrangement.  

However, this Procedure explains the route to be followed where staff are required to take some of their annual leave at set times laid down by the School. 

Leave entitlement
Support staff who are employed to work all year round are entitled to annual leave according to their length of service and grade. The leave year runs from April-March. Their annual leave is then taken by application and agreement with their Manager at the school at times of mutual agreement, usually during school closure periods. Under the Conditions of Service, agreement on both sides is necessary for leave to be taken. However, it is possible for the normal arrangements for the taking of annual leave to be altered by varying the Conditions of Service to allow stipulated dates for leave to be taken, with appropriate notice, as happens already in some Council departments where it is appropriate for the efficiency of the service provided.
Staff need to know well in advance if they are required to take leave at set times so that they can reasonably plan their annual leave. Schools must not require staff to take leave out of their annual entitlement with less than three months’ notice given, unless it is by mutual agreement. Ideally, known periods when leave is required to be taken should be publicised to staff as close to the beginning of the leave year in April as possible.

Procedure for varying the Conditions of Service
Where a school wishes to stipulate when staff have to take some of their leave, such as the period between Christmas and the New Year, there should be full consultation with the staff concerned and their union about the proposal. The school should fully consider any points made before deciding whether or not to go ahead and vary the arrangements for the taking of leave. 
Where a decision is made to require staff to take leave at some stipulated times, with the provision of at least three months’ prior notice to any such dates, notice of the variation of their contracts regarding the taking of annual leave to allow that provision will be given in writing to each member of staff affected.
 Ideally this should be done as near to the start of the leave year in April as possible but in no case with less than three months’ notice. Once the notice of variation is given, it will remain in force until changed and will apply to all new staff from the date of their commencement. New staff should be made fully aware of this provision at or before their date of commencement.  Schools do not have to use the provision in any year if there is no requirement for them to stipulate any set dates for holiday to be taken.
Where a member of staff wishes to raise exceptional reasons for the school to consider not applying the requirement in any particular instance, they should put their reasons in writing to the Headteacher and then use the Grievance Procedure if appropriate.
Consultation/Agreement
This Procedure has been discussed and agreed in principle with UNISON and must be followed to avoid potential challenges from staff. 
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