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Policy and Procedure Guide
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Leave for Teaches and the Use of Term Date Effective: = September 2011
Breaks and Professional Development
Review Date: By end of
December 2012

Responsible to:

Applies to:

Purposes:

Definitions:

References:

General Manager

All teaching staff

To recognise the employment rights of employees.

To ensure equity of provisions and requirements for all teachers
employed by the Association in all models of kindergartens.

To ensure consistent treatment for leave applications.

To acknowledge the staffing requirements of the
kindergarten/Association.

“Teachers” includes employed in Kindergartens as a Teacher or
Head Teacher

The current Kindergarten Teachers, Head Teachers and Senior
Teachers’ Collective Agreement.

“Annual Leave, Term Breaks, Professional Development Leave in
Wellington Kindergartens” chart attached.

POLICY

1. Provisions and entitlements of the Kindergarten Teachers, Head Teachers and Senior
Teachers’ Collective Agreement (KTCA) will be adhered to in respect of all applications for
leave and the provision of term breaks and/or professional development days.

2. The needs of the children, and the efficient running of the kindergarten/Association, must be
considered for every application.

Special Purpose Leave

3. Provision for Special Purpose Leave as contained in clause 4.7 of the KTCA, may be with or
without pay and is at the discretion of the employer. While the employer’s agreement to
leave must not be unreasonably withheld, the General Manager, on consideration of the
reasons given for requesting special purpose leave, may or may not grant such leave.

4. When considering special purpose leave, the General Manager shall consider the following

criteria:

e the impact on the operation of the kindergarten (including the team)
e the availability of a suitable reliever
e the frequency of an individual’s applications

e precedence

5. Leave with pay may be granted, on application, as follows:
e the applicant’s graduation — usually 1 day, to a maximum of 2 if travel is required
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e the applicant’s investiture - usually 1 day, to a maximum of 2 if travel is required
e the applicant’s need to visit a family member who is terminally ill — number of days will
depend on the circumstances, and this may also be considered Domestic Sick leave.

There may be occasions when a Teacher wishes to have leave in order to fulfil important
commitments to their family for appointments or activities, the timing of which cannot be
changed. Applications for this purpose can be made to the General Manager. This will
generally be approved as Special Purpose Leave Without Pay but each decision will be made
on a case-by-case basis.

Special purpose leave without pay may be applied for and granted for a variety of reasons.
Criteria will apply as for all other special purpose leave applications and the General
Manager may or may not grant such leave

Application for leave in order to take up employment with another employer will generally
not be granted, unless that employment is of a fixed-term or temporary nature.

Applications for leave for a longer term (e.g. 1 year) will be considered against the criteria in
point 4 above, as for all other special purpose leave applications.

Work in Lieu of Leave Without Pay

10.

11.

12.

13.

14.

Teachers in Sessional or School Day Kindergartens, who have applied for Special Purpose
Leave during a term, which would normally be granted without pay, may wish to be available
to work in one of the Association’s Full Day Kindergartens during a term break. This ‘work in
lieu’ would mean they can take the leave with pay during the term.

The Association will approve a maximum of three teachers to be available per day for ‘work
in lieu’ during each term break, and a maximum of 10 days per teacher per year.

If ‘work in lieu’ is approved, it must be worked prior to the leave being taken.
Though a teacher may be available to work during their term break, the Association gives no
guarantee that they will be offered work. For this reason, the teacher must be prepared to

take their approved leave without pay.

Application and approval of ‘work in lieu’ will be made as per the procedures below.

Annual Leave

15.

16.

17.

All teachers are entitled to annual leave, as per clause 4.2 of the KTCA, as follows:

e 6 weeks (30 days) per year; and

e 1 additional day between Christmas and New Year

to be taken when the kindergarten is closed, or if it is not possible to take 6 weeks during
this time, then the remainder is taken during the year, by agreement.

In Sessional and School Day Kindergartens:

e teachers’ annual leave will be taken during term breaks and the Christmas/New Year
close-down period;

e the teacher’s entitlement to annual leave will be used first, before their entitlement to
Term Breaks/Professional time (see below), from the teacher’s anniversary date.

In Full Day Kindergartens, teachers annual leave will be taken as follows:
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e Two weeks (10 days), (including one additional day) during Christmas/New Year close-
down period
e Four weeks (20 days) throughout the rest of the year, by agreement.

A teacher’s annual leave entitlement begins from their anniversary date. No part of the
entitlement (30 days) can be carried over into the following year.

Term Breaks/Professional Development Days

19.

For teachers in Sessional and School Day Kindergarten, the KTCA provides for a minimum of
15 days term break/professional time per year. The Association adheres to this provision.

. Sessional and School Day Kindergartens will be closed for term breaks during the year. The

three term breaks during the year will generally match those for Primary Schools.

. For teachers in Full Day Kindergartens the KTCA provides for a minimum of 7 days

professional development, when the kindergarten is open. The Association provides 15 days
per year for this purpose.

. Each year all teachers (in sessional, school day and full day kindergartens) are required to

use 6 of their 15 days for the following:
* One half-day for attendance at full staff meeting in July (prior to conference).
e 1.5 days attendance at Association’s teachers’ conference
e One day at CYFS or First Aid (these happen every two years)
e Teacher-only/set-up days:
o aminimum of three days (could be taken as 6 half-days) for sessional and school
day kindergartens;
o three days for full day kindergartens, when the kindergarten shall be closed
(usually one day in the first third of the year, one in the close-down week in July,
one day later in the year).

. If teachers are not able to attend any of these 6 days above, they must apply for either leave

without pay, or annual leave in the case of full day teachers.

. The remaining nine days are to be used by all teachers, in the way best facilitates their

professional learning and development, in-line with their specific appraisal goals. While
teachers will generally not be required to inform the employer of their activity or
whereabouts during this time, they must be prepared to do so if requested.

. In full day kindergartens, teachers must discuss their requirements and plans for the use of

their professional development days with their Head Teacher and organise relievers as
appropriate.

Bereavement and Maternity Leave

26.

These provisions are spelt out in the KTCA and applications for Bereavement and Maternity
Leave will be dealt with as required by those provisions.

PROCEDURES
1. All applications for all leave (including bereavement and maternity leave) must be submitted

on the appropriate form and forwarded to the Association’s Human Resources Officer,
humanresources@wn-kindergarten.org.nz . The Human Resources Officer will forward the
application to the Senior Teacher or General Manager as appropriate.
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2. Applications should be made well in advance of the time requested, where possible. If leave
needs to be taken urgently, such as in the case of bereavement leave, the teacher or their
Head Teacher must call their Senior Teacher and inform them of their absence. A Leave
Application form must be completed and sent in as above, either on behalf of the teacher or
on the teacher’s return.

3. Teachers applying for leave should provide as much information on the application form as
possible. This assists the Association to ensure the teacher is applying for right type of leave
for the event and is not unnecessarily disadvantaged.

4. Staff members should consult their employment agreement before submitting an
application.

5. Workin Lieu of Leave Without Pay

= |f a teacher wishes to be available for ‘work in lieu’ of leave without pay (to work in a
full-day kindergarten during their term break and be able to have leave with pay during
the term) the teacher will indicate this at the time of applying for the leave;

= |f more than 3 teachers wish to be available per day during each term, a ballot will
determine successful applicants. Applications for ‘work in lieu’ from teachers who were
approved and given work in the previous year, will only be considered if the allocation is
not exhausted in the succeeding year;

= Any ‘work in lieu” will be recorded on a timesheet and sent to the Payroll Officer at the
end of the term break.
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ANNUAL LEAVE, TERM BREAKS, PROFESSIONAL DEVELOPMENT LEAVE IN WELLINGTON KINDERGARTENS

COMPARISON OF PROVISIONS

Sessional and School Day

Full Day

Collective Agreement

Association

Collective Agreement

Association

Annual
Leave

- 6 Weeks per year
- To be taken when the
kindergarten is closed (at no other
time)

- 1 additional day between Christmas
and New Year

- 6 Weeks per year
- To be taken when the kindergarten
is closed (at no other time)
- This means that annual leave is
taken during term breaks or over
the Christmas break.

- 1 additional day between Christmas
and New Year

-6

- To be taken when the

- 1 additional day between Christmas
and New Year

Weeks per year

kindergarten is closed and at any
time during the year by agreement

- 6 Weeks per year

- To be taken when the kindergarten
is closed over Christmas. I.e. the
kindergarten is closed for three
weeks, two weeks of which is
Annual Leave (five days are Public
Holiday and one day is the
additional day as below)

- The remaining four weeks can be
applied for and taken during the
year, by agreement.

- 1 additional day between Christmas
and New Year

Term Breaks/
Professional
Development
Leave

- Minimum of 15 days per year
- Sessional: the kindergarten must
close for term break
- School day: the kindergarten
doesn’t have to close

- Minimum of 15 days per year

- Sessional and School Day: The
kindergarten is closed for term
break

- The following 6 days are required
to be used as part of this
allocation:
- % day whole staff meeting;
- 1.5 days conference
- Minimum of 3 (or 6 %-days) set-
up or teacher-only days
- 1 day First aid/CYFS (these
happen once every two years)

- Minimum 7 days professional
development leave per year

- Minimum 15 days professional
development leave per year

- The following 6 days are required
to be used as part of this
allocation:

- % day whole staff meeting;

1.5 days conference

3 set-up or teacher-only days

- 1 day First aid/CYFS (these

happen once every two years)

Public Holidays - 9-10 days - 9-10 days - 9-10 days - 9-10 days
(Stats)
¢c20rE Wyl11 11 9.5 11

G§SFOKAY 3
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SESSIONAL AND SCHOOL DAY

Example of Yearly Calendar

Close Close Close
Close Term 1 2 Term 2 2 Term 3 Term 4 Close
2 wks
wks wks
Jan \ Feb ’ Mar April | May June July \ Aug \ Sept \ Oct \ Nov \ Dec

1. Term breaks during the year will generally follow Primary School term dates. The close-down over Christmas/New Year may differ, i.e. be
shorter, than Primary School holidays;

2. The time the kindergarten is closed — over Christmas/New Year and term breaks during the year — is either Annual Leave or Professional
Time/Term Break. Teachers are not required to apply for annual leave or notify the Association of their whereabouts or intention during this
time, providing they are available for set-up days, First Aid and CYFS (as per points 4 and 5 below);

3. Annual Leave can generally only be taken during term breaks or close-down periods (the periods of close-down are in excess of 6 weeks per year,
therefore Annual Leave can easily be taken during these times);

4. Four half-days teacher-only or set-up days are required each year. All teachers are required to be available for at least four half-days per year
during a term-break or close-down period to meet with their team and/or set up the kindergarten. Most Head Teachers will expect and arrange
more than two per year and this is supported by the Association;

5. Professional development is provided during the term breaks (including a 2-day teachers’ conference) and teachers are generally expected to
use this time to attend professional development. This includes First Aid and CYFS courses which are a requirement of all teachers, once every
two years;

6. ! W2 R#HT §FF aibls el jh th€uly term break (between terms 2 and 3) every year. This is a compulsory meeting and all Teachers
and Head Teachers are expected to attend.
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FULL DAY
Example of Yearly Calendar %-day whole-staff meeting (PD leave)
1% days conference (PD leave)
5 days stats, Attend 1-day First Aid or 1 teacher-only day (PD leave); Closed for 1 Teacher-only day
10 days Annual Closed for 1 Teacher-only day CYFS course (PD Leave) 2 days either PD or (PD Leave)
leave \ / Annual leave
Close Clsd 1
Open 3 wks Open WK Open
Dec ’ Jan \ Feb ’ Mar | April | May | June July \ Aug \ Sept \ Oct \ Nov
Remaining annual leave (18-20 days) and professional development leave (8-10) to be taken during the year, on application and by agreement

1. The kindergarten will be closed:

e 3 weeks over Christmas/New Year
o 4 days are Public Holidays;
o 10 days are annual leave (as per point 2 below); and
o 1dayis the additional day between Christmas and New Year.

e 1 weekinlJuly:
o 0.5 day Whole Staff Meeting
o 1.5 days for the Association’s conference (as per point 3 below);
o 1teacher-only day (as per point 3 below); and
o the remaining 2 days can either be taken as PD leave in order to attend courses or to study, or as annual leave, depending on the

needs of the teacher and the team;
e 2 further teacher-only days (as per point 3 below)

2. Annual Leave:
e 10 days will be taken over Christmas/New Year close-down
e 20 days can be taken anytime during the year, by agreement with Head Teachers and the Association (i.e. annual leave plans/requirements
should be discussed with Head Teachers and then applied for to the General Manager).

3. Professional development leave/days:

2 days will be used during the July close-down so teachers can attend the Association’s Whole Staff Meetingand¢ S OKSNB& Q; / 2y F SN
1 day will be used for a teacher-only day in the first half of the year for team meeting

1 day will be used during the July close-down as a teacher-only day for team meeting;

1 day will be used for a teacher-only day in the second half of the year for team meeting.

1 day will be used to attend First Aid and/or CYFS course which are a requirement of all teachers, once every two years.

The remaining 9 days can be used during the year, by agreement with the Head Teacher.
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