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POLICY FOR TEACHERS’ LEAVE REGARDING: 
 

• Career Breaks 
• Study Leave 
• Carer’s Leave 
• Teacher Exchange 
• Interschool Exchange, and   
• Secondment  

 
Rationale: 
To provide information to staff and the Board of Management regarding the 
entitlements of various kinds of leave. 
 
Background: 
While maternity, adoptive and parental leave are statutory entitlements with clearly 
defined periods of absence and commencement dates (some flexibility is attached to 
parental leave), other types of leave (e.g., career breaks and secondment) are at the 
discretion of the Board of Management.   
 
At the heart of St. Sylvester’s Infant School is a talented and experienced teaching staff, 
with a unique capacity for working with very young children.  The Board is committed 
to maintaining that high standard of teaching staff by facilitating, in so far as is 
possible, leave, that encourages teachers to remain on the staff whilst managing other 
commitments/ exploring other opportunities in their lives.  
 
The Board of Management’s position in framing this policy is always for the welfare 
and educational needs of the pupils to be the underpinning factor in all issues regarding 
forms of leave and shall take precedence over all other considerations. 
 
Eligibility and Procedures: 
Detailed information regarding eligibility for the various forms of leave are available in 
Circular 54/19 Leave Schemes for Registered Teachers in Recognised Primary and Post 
Primary Schools. Circular 29/18 Secondment Scheme for Registered Teachers in 
Recognised Primary and Post Primary Schools deals with eligibility in terms of the 
secondment scheme. 



Appendix A details the various types of Leave of Absence. 
 
Should a teacher wish, the reason for taking Leave need only be made known to the 
Principal or Chairperson of the Board of Management.  (As per Section B of Application 
for Career Break Form.) 
 
In granting any of the above leave, Circular 54/19 Section 1.1 and 1.2 will first be taken 
into consideration, i.e. “The welfare and educational needs of the pupils will take 
precedence over all other considerations…This policy shall have due regard to the 
capacity of the school to meet its obligations to its pupils and may therefore apply a 
limit to the number of teaching staff that may avail of non-statutory leave schemes at 
any one time.” 
 
The maximum number of teachers on Leave (including career breaks, study leave, carers 
leave, teacher exchange, Interschool exchange and secondment) in any school year may 
not exceed three members of staff.  Exceptions to this quota may be made where specific 
personal/family circumstances prevail. 
 
Where the number of applications for any form of Leave (with the exception of 
maternity/adoptive/parental leave/job sharing exceeds the available quota, the 
following ranking of criteria (in descending order of importance) was agreed by the 
whole staff on 25th March, 2010. 
 
 

1. Weighted in favour of those who had previously applied but were refused 
2. Weighted in favour of those applying to continue existing leave 
3. First come, first served  
4. Length of service in the school 
5. Lottery 
6. The suitability of the partner in the case of job sharing / teacher exchange for 

the class  
7. Availability of qualified suitable temporary teachers 
8. Judged on the educational merit of the enterprise for which leave has been sought 

 
Career Breaks 
Applications for career breaks must be submitted to the Board of Management before 
the 1st February of the year of intended career break.  All applications will be considered 
and teachers will be notified by the 1st of March.  Notification of career breaks will be 
submitted to the Department of Education and Skills by 1st April.  
 
Job Sharing 
The school has a specific policy for Job Sharing, which teachers intending to job share 
should consult before applying to do so.  Applications for job sharing must be submitted 
to the Board of Management by the 1st of February. 
 
 
 



Secondment 
An application for an initial secondment or an extension of a secondment should be 
submitted to the school in time for return to the department by the Board of 
Management by the 1st of May.  A late application may be considered by the Board of 
Management in exceptional circumstances.  Circular 29/18 Secondment Scheme for 
Registered Teachers in Recognised Primary and Post Primary Schools applies. 
 
Ratification and Communication: 
This policy was initially drafted by the Board of Management on 20th March, 2014.  It 
was reviewed again on 12th June 2022.  This policy will be reviewed in 2026. 
 
The Board of Management reserves the right to add to or amend this policy from time 
to time as deemed necessary. 
 
Signed: 
 
 

 

_________________      
Michael McKenna       Date 12th June 2022 
Chairperson  
Board of Management 
 


