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The Board of Management of St. Joseph’s Secondary School, Spanish Point (hereinafter 
called the Board) has consulted with the principal partners involved in the education of our 
students in the formation of the school’s policy on Statutory and Non-Statutory Leave for the 
teaching staff in St. Joseph’s Secondary School, Spanish Point. This policy should be read in 
conjunction with the Terms and Conditions of Employment for Registered Teachers/SNAs in 
Recognised Primary and Post Primary Schools, 2nd Edition 2017 published by the 
Department of Education and Skills (DOE) or any subsequent publication by the DOE 
affecting the Terms and Conditions of Teachers/SNAs. 
 
It should be noted that all requirements in relation to Teaching Council Registration, Garda 
Vetting and Occupational Health Requirements should be adhered to when applying for and 
returning from BOM-approved leave. 
 
Statutory Leave 
The Board grants statutory leave in accordance with the Terms and Conditions of 
Employment for Registered Teachers/SNA in Recognised Primary and Post Primary Schools 
2nd Edition 2017, published by the Department of Education and Skills (Hereinafter called 
DOE) or any subsequent publication by the DoE affecting the Terms and Conditions of 
Registered Teachers/SNAs (hereinafter referred to as The Terms and Conditions 
Publications). Furthermore, the Board grants statutory leave in accordance with Circular 
0054/2019/ Circular 0032/2010 and all relevant circulars and information notes. (See 
Appendix A) 
 
Parental Leave 
The Board grants Parental Leave in accordance with the Terms and Conditions Publications, 
and accordingly, the Board reserves its right to authorise the postponement of Parental 
Leave for justifiable reasons related to the school. The justifiable reasons which may be 
considered by the Board in authorising the postponement of parental leave are outlined 
below with regard to the considerations applicable to applications for non-statutory leave. 
 
Rationale underpinning the School’s Leave Policy 
Under the general provisions set out in the Terms and Conditions Publications, the Board, as 
the employer of teaching staff, must develop and maintain a policy on teachers/SNAs 
absences, including non-statutory schemes, specific to the needs of the school. In drawing 
up this policy, the following considerations will assist the decision-making process of the 
Board on each application. In considering leave requests, the Board will have due regard to 
the Terms and Conditions publications and any other DOE publications which have been or 
will be published, affecting statutory and non-statutory leave. 
 
The Board has made every effort to balance the legitimate expectations of teachers/SNAs 
with the needs of students in this policy. However, the Board states that in drawing up this 
policy, the health and safety, the welfare and the educational needs of students shall take 
precedence over all other considerations. 
 
In order to achieve this balance, the Board will consider all applications for non-statutory 
leave, considering its statutory obligations and the entitlements of the teacher/SNAs as 
outlined in the Terms and Conditions Publications. 

https://assets.gov.ie/static/documents/Circular_0054.2019.pdf
https://assets.gov.ie/static/documents/Circular_0054.2019.pdf
https://assets.gov.ie/static/documents/00322010-823efe1d-cfdf-49e8-af51-54b1a40ee343.pdf


  
Taking the statutory entitlements of teachers/SNAs to take leave and the Board's 
commitment to provide for the welfare and the educational needs of the students in St. 
Joseph’s Secondary School, Spanish Point, into consideration, the Board will also take 
account of the following: 
Considerations: 
 
In accordance with the DOE Terms and Conditions publications, the Board states that in 
drawing up this policy, the health and safety, the welfare and the educational needs of 
students shall take precedence over all other considerations. 
 

●​ The likely availability of a suitably qualified replacement teacher/SNA to take up duty 
on the applicant’s departure. 
 

●​ The Board recognises the benefits of the DOE schemes in relation to Career Break 
and job-sharing. These schemes provide family-friendly working arrangements for 
those teachers/SNAs who need them on a temporary basis. They provide 
teachers/SNAs with opportunities to further their professional and personal 
development through the acquisition of professional skills, academic qualifications, 
and alternative experiences, which may directly benefit the students they teach in the 
school 
 

●​ The Board recognises the benefit of teacher engagement with SEC work. It provides 
teachers with an opportunity for further professional development, which will directly 
benefit the students they teach and their colleagues in their subject departments. 
State examination work is also a very necessary work which ensures the national 
system works for students. 
 

●​ The Board may consider the individual's personal circumstances and the purpose of 
the leave request in making decisions regarding applications for non-statutory leave 
 

●​ The Board will endeavour to strike a balance between the needs of teachers/SNAs 
and students and the long-term good of the school as a stable educational 
environment and workplace. 
 

●​ The Board will endeavour to maintain the school as a stable educational 
environment. Important factors to be considered in maintaining a stable educational 
environment are the continuity of teaching for students, the professionalism and 
expertise of the staff. 
 

●​ The Board will endeavour to maintain the stability of the educational environment 
within individual subject departments by ensuring that the granting of non-statutory 
leave to members of any department does not create an imbalance between 
substitute teachers and permanent teachers in that department 
 

●​ The overall number of teachers who are available to teach their timetabled classes at 
any one time in the school 
 



●​ An important consideration is that the school may have a limited number of suitably 
qualified and experienced teachers/SNA to draw upon when seeking teachers for 
hours arising from a teacher/SNA who is job-sharing. Teachers/SNAs whose contract 
is based on hours arising from an allocation by the DOE for a teacher/SNAs who has 
been granted job-sharing leave have no entitlement to a contract of indefinite 
duration (CID) under the terms of Circular 0023/2015 
 

●​ The Board’s right to authorise the postponement of parental leave as outlined in the 
Terms and Conditions Publications 
 

●​ In accordance with The Terms and Conditions Publications, the Board will seek to 
honour the spirit of the job-sharing scheme, so far as is practicable, given the 
timetabling constraints and the Board’s desire to prioritise continuity of the learning 
experience for students. This may mean that teachers/SNAs on job-share may find 
that they could be timetabled over 5 days. 

  
The Board will endeavour to consider each application on its own merits while at the same 
time taking account of the above considerations. 
 
If the school’s allocation of staff by the DOE is in a surplus situation, i.e. the school will not 
receive an allocation from the DOE to replace that teacher/SNA, the Board may use the 
above considerations to decide which leave application will be approved by the Board. A 
surplus situation could arise where the DOE changes the pupil-teacher ratio or where there 
is a fall in overall enrolment. 
 
Other Non- Statutory Leave not covered under the Terms and Conditions Publications 
 
1. Force Majeure Leave/ Illness in Family Leave/ and Bereavement Leave 
Circular 0078/2022,Circular 0058/2023, Circular 0079/2022 Circular 0032/2010  outline the 
Extension of Substitute Cover to include certain teacher/SNA absences arising out of 
Particular Family Events, i.e. Force Majeure Leave/Illness of a family member and 
Bereavement leave entitlements 
 
A school authority may, out of funds provided by the Department, pay the cost of a substitute 
teacher/ SNA who is engaged to replace a member of its teaching/ SNA staff whose 
absence is approved by the school authority arising out of the following: 
 
(a)​ Force Majeure Leave within the terms of Circular 0058/2023 
(b)​ Illness of a family member who is certified by a medical practitioner as requiring  

constant care and attention for the period of recuperation from the illness Circular 
0058/2023 

(c)​ Bereavement leave as per Appendix A of Circular 0078/2022 Circular 0079/2022  
 
Please note that in the case of bereavement leave, the leave must be taken immediately 
following the date of the bereavement. Substitute cover is provided by the Department in 
such cases. 
 

https://assets.gov.ie/static/documents/a991014b-00782022-.pdf
https://www.gov.ie/en/department-of-education/circulars/force-majeure-leave-and-illness-in-family-leave-for-registered-teachers-employed-in-recognised-primary-and-post-primary-schools/
https://assets.gov.ie/static/documents/d395648d-00792022-.pdf
https://assets.gov.ie/static/documents/00322010-823efe1d-cfdf-49e8-af51-54b1a40ee343.pdf
https://www.gov.ie/en/department-of-education/circulars/force-majeure-leave-and-illness-in-family-leave-for-registered-teachers-employed-in-recognised-primary-and-post-primary-schools/
https://www.gov.ie/en/department-of-education/circulars/force-majeure-leave-and-illness-in-family-leave-for-registered-teachers-employed-in-recognised-primary-and-post-primary-schools/
https://www.gov.ie/en/department-of-education/circulars/force-majeure-leave-and-illness-in-family-leave-for-registered-teachers-employed-in-recognised-primary-and-post-primary-schools/
https://assets.gov.ie/static/documents/a991014b-00782022-.pdf
https://assets.gov.ie/static/documents/d395648d-00792022-.pdf


The Board shall approve leave set out in the above circulars as follows: Teachers/SNA 
availing of this leave should inform the Principal in writing at the earliest opportunity that they 
are availing of this leave by completing Appendix C of circular 0058/2023. -  link also 
available in the appendix of this policy  
 
When applying for Force Majeure Leave/Illness in Family Leave, the teacher/SNA should 
provide certification from a medical practitioner stating that the family member concerned 
requires constant care and attention for the period of recuperation from the illness. 
 
The first day of each absence due to Force Majeure leave/Illness of a family member leave 
is covered under the Supervision and Substitution scheme and there is paid substitution 
provided by the Department of Education and Skills for any subsequent days. For SNA 
absence substitution is provided by the Department of Education and Skills 
 
 
2.​ Secondment Leave (circular 0029/2018 & Information Note TC/IN 0003/2023 ) 
The Board shall consider leave applications as set out in the circular and Information Note 
above or any further DOE Publications. The Board will consider this leave in line with the 
considerations and conditions outlined above for Non-Statutory Leave and in line with the 
terms of the current circular letter. 
  
3.​ State Examinations Work during Term Time 

The Board of Management of St. Joseph’s Spanish Point, acknowledges the 
importance of the efforts carried out by teachers in their work with the State 
Examinations Commission.  

Initial Application 

●​ The Board of Management will typically grant permission to a maximum 
of two teachers to engage in examination work in each half term. A third 
staff member may be considered exclusively if they are an Advising 
Examiner and a fully qualified substitute is available to cover one of the 
three approved people. If no qualified substitute is available it is the  
Advising Examiner that cannot be released for the duration of the 
examinations.  If there is more than one Advising Examiner outside the 
two-person quota, they will be selected by rotation. 

●​ Teachers wishing to apply for state examinations work which involve absence 
from school for more than two days consecutively during the school year must 
apply to the Board of Management prior to the first meeting of the school year 
for formal permission to apply. Any request after this Board of Management 
Meeting may not be granted.  

●​ Initial permission to apply to the SEC must be granted by the BOM at the first 
meeting of the year. However, the actual release from duties is contingent 
upon the Principal confirming that a qualified substitute has been secured and 
that the impact on Teaching & Learning is minimised 

https://assets.gov.ie/static/documents/a9f1504a-00292018-.pdf
https://www.into.ie/app/uploads/2023/04/Information-Note-TC-IN0003-2023.pdf


●​ In the event where a teacher who avails and is granted leave of this nature 
and requests a second extended period of absence for State Examination 
work later in the year; they must be in the quota with two available places, 
do not have exam classes and there must be a fully qualified substitute 
to cover. 

●​ The Board of Management will establish the priority list for available places 
based on the following descending order of preference: 

1. First-Time Applicants 

Highest priority is granted to new applicants—staff members who have never 
previously been granted State Examinations Leave. This ensures that every 
teacher has an initial opportunity to participate. 

2. Rotational Basis (Previous approval) 

 Once all first-time applicants have been accommodated, remaining places 
will be allocated to staff members who have benefited from the leave in the 
past. This will operate on a rotational basis, prioritising: 

●​ Those who have not had the opportunity for the longest period of time. 
●​ Teachers with the fewest total instances of State Examination leave 

over their career at the school. 

 

●​ The Principal’s signature is required to submit an application to the State 
Examinations Commission for marking purposes. This signature is not a 
guarantee that leave from teaching duties will be approved by the BOM. This 
is only permission to apply. The final decision will be made by the Principal on 
confirmation that the State Examinations Commission will require the 
applicant for marking and that the required substitution is in place.  

●​ When the State Examinations Commission has notified the teacher of an 
appointment to a position that requires leave from school duties, the teacher 
will inform the Principal of this. Once the teacher is advised of the official 
dates of the marking work, s/he will immediately notify the Principal of these 
dates to allow the Principal to make a final decision on granting leave  and 
that the required substitution is in place.  

●​ Once the Principal has granted the period of release for marking, the teacher 
must also immediately notify the Deputy Principal in order for the school to 
facilitate cover for the period of leave. Notice of a week or less before the 
intended absence may not be accepted. 

 

 



Teacher Professionalism 

●​ Where possible, the teacher will endeavour to meet with the replacement 
teacher appointed for their absence, to explain the work that will need to be 
covered. The teacher will explain the TYRO roll call system and it will be part 
of the daily responsibilities of the substitute teacher.  

●​ Substitute teachers for a leave of absence such as this, will also, in so far as 
possible, cover the teacher’s supervision duties at lunch and break.  

●​ Quality, meaningful cover work will be provided by the classroom teacher to 
ensure that students do not feel the effects of the leave of absence.  

  
4.​ Casual Personal Leave 
The Board may grant special leave to a teacher for up to five school days in a school year 
for events which are scheduled for dates which are outside the control of the teacher/event 
and a teacher has a compelling obligation to attend. Given the number of annual leave days 
available to teachers, personal leave may not be granted to make provision for an event, e.g. 
a family holiday. Personal days are not deemed additional annual leave days. 
 
A signed application form to the Board should be submitted in respect of personal leave 
applications as soon as the applicant becomes aware of the date of the proposed leave, 
outlining the reason for the leave and outlining the cover provided. The leave may be 
granted, subject to this cover being in place and work being assigned to the class during that 
time. Please note that this form should be signed by the applicant.  
 
Such absence or absences should be notified to the Department of Education and Science 
by the school beforehand, or if this is not possible, immediately afterwards. 
 
Requirement 
Teachers need to make necessary arrangements in relation to their supervision and 
substitution duties while on casual personal leave. 
 
5.​ Marriage Leave 
Seven consecutive calendar days' leave may be granted to those teachers/SNA who get 
married during the school term. These seven days include Saturday and Sunday and should 
include the date of marriage. 
 
The week cannot be extended on the grounds that the school was closed during the week 
for a Church Holiday, public holiday, etc., i.e. if the first day of marriage leave absence is on 
a Monday and the school is closed on the following day for a Church Holiday, the teacher 
/SNA should resume duty on the following Monday. 
 
In the case of a teacher/SNA marrying during the vacation period, he/she should resume 
duty one week following the date of marriage, or the day on which the school re-opens after 
vacation, whichever is later. 



A signed letter of application to the Board should be submitted before commencement of the 
leave. There are no Department provisions for the payment of a substitute to cover the 
teacher/SNA taking marriage leave. 
 
6.​ Unpaid Leave  
Unpaid Leave may be granted in exceptional circumstances where the employer is satisfied 
that there is a compelling obligation involving absence from duty. The maximum amount of 
Unpaid Leave which may be taken in one school year is 10 school days. Substitution for 
such days will be paid by the Department/ETB. Unpaid Leave absences must not be of a 
recurring nature. Unpaid Leave must not be used to substitute other forms of leave. A 
teacher absent on Unpaid Leave may not engage in any type of teaching or any other paid 
employment. A teacher on approved Unpaid Leave is deemed for all purposes to be in 
employment at that time, with the exception of remuneration and superannuation. 
Applications for Unpaid Leave should be made to the employer at least 6 weeks prior to the 
planned commencement date. 
 
7. Jury Service Leave 
Under legislation, a secondary teacher/SNA is obliged to serve on a jury, if summoned, 
unless he/she can produce a letter for the County Registrar stating that the school 
authorities deem the teacher/SNA’s presence in school is essential for the purpose of 
teaching and supervising his/her classes. The acceptance of such a letter is at the discretion 
of the Registrar. A substitute may be employed for the period of jury service, and 
Department recoupment will be made. 
 
Notification of Absences from School 
If a teacher/ SNA needs to absent themselves from class during the day due to unforeseen 
circumstances, they are obliged to speak to a member of the senior management team 
(hereinafter called the SMT)  beforehand in order to ensure that adequate provision is made 
for students. 
 
If a teacher is unable to attend work on any particular day, they must notify a member of the 
SMT (Deputy Principal unless on leave) as soon as they become aware of the likelihood of 
their absence, particularly if the absence is certified by a medical practitioner.  
 
If a SNA is unable to attend work on any particular day, they must notify both   
SNA Coordinator & Deputy Principal as soon as they become aware of the likelihood of their 
absence, particularly if the absence is certified by a medical practitioner. 
 
However, in any event, if a teacher/SNA is unable to attend work due to unforeseen 
circumstances, including self-certified illness, the teacher/SNA must contact a member of the 
SMT/SNA Coordinator before 8 am on the morning of the absence, to ensure that adequate 
provision is made for students. Please note that the type of leave (e.g. Certified/Self 
Certified/Bereavement) should be communicated. 
  
Please note that medical leave will be entered on Online Claim Service (OLCS) as 
self-certified until the medical certificate(s) are received by the principal with the exact dates 
of certification. If a teacher/ SNAreturns to work before the expiry of the medical certificate, a 
revised certificate will be necessary. 



 
Teachers/SNA who unexpectedly find themselves late for work should notify a member of 
the SMT/SNA Coordinator as soon as is practicable. In the absence of a response, the 
teacher should contact another member of the SMT/school office until they receive a 
response. The reason for the late arrival should be communicated to the Principal upon 
arrival at school. 
 
 
Applications for Non-Statutory Leave 
Applications should be made using the approved forms (hyperlinked in the appendices), by 
the prescribed dates as detailed in the Terms and Conditions Publications. Where no such 
DOE-approved form exists for the particular form of leave, the application should be made 
by means of a signed letter outlining the purpose of the leave, etc., well in advance of the 
proposed leave. In addition, the teacher must undertake to be available for the parent 
meetings of the students they teach, staff meetings, in service training and additional hours 
(pro rata) under public service commitments.  
 
 
This policy is subject to ongoing review and update. Any subsequent Circular Letters 
issued by the Department of Education will automatically supersede the terms 
outlined in this document. 
 
 
This policy was reviewed and ratified by the Board of Management on 16/06/2026 
 
 
 
_______________________ 
Chairman  
  
 
​  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Appendix A 

Assault Leave 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
Form  

Assault Circular 
0061/2017 

 

 

 

Leave of absence under this 
scheme may be granted to a 
teacher who is unable to 
perform his/her duties due to 
a physical injury following an 
assault in the course of the 
teacher’s duties and during 
approved school activities. 

Maximum of 92 days (3 months) at 
full pay in a rolling 4-year period.  
 
In exceptional cases, such as 
where a significant period of 
hospitalisation is required or in 
situations of a second or 
subsequent incident of assault, the 
leave may be extended for a 
further period not exceeding 3 
months (91 days) at full pay, 
subject to an overall limit of 6 
months (183 days) at full pay in a 
rolling 4-year period. 
 
Any subsequent absence will be 
dealt with under the Sick Leave 
scheme. 

Paid Paid substitute 
Non-casual 
or casual 
appointment, 
depending on 
time. 

OLCS. 

Assault Leave 
Application 
 
 
 
 
 
 

Adoptive Leave 

Circular Purpose Maximum Periods Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

Circular 0054/2019 
Chapter 3 

Adoptive Leave is granted to 
teachers who are adoptive 
mothers or sole male 

24 consecutive weeks from the 
date of placement, with the further 
option of an additional 16 weeks of 

24 paid weeks, Paid  
Non-casual 
appointment 
OLCS 

 
Adoptive Leave 

https://drive.google.com/file/d/1TGxffzBwuagIgkw2gcNNGXF03Jng7gOn/view?usp=sharing
https://drive.google.com/file/d/1TGxffzBwuagIgkw2gcNNGXF03Jng7gOn/view?usp=sharing
https://drive.google.com/file/d/1iegjujHfX7aVq6vyRet0clZ3njH4lxhd/view?usp=drive_link
https://drive.google.com/file/d/1iegjujHfX7aVq6vyRet0clZ3njH4lxhd/view?usp=drive_link
https://www.gov.ie/en/circular/leave-schemes-for-registered-teachers-in-primary-post-primary-schools/
https://drive.google.com/file/d/105qwNIyrRa3Xohm_okBJK_hW-KQrQLL9/view?usp=sharing


adopters. The adopting father 
who is not a sole male 
adopter may be entitled to 
Adoptive Leave in certain 
circumstances. Please see 
paragraph 14 for details on 
this provision. 

unpaid leave 16 unpaid Application Form 
 

Bereavement Leave 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

Circular 0078/2022 

Circular 0079/2022 

Available in the event of a 
bereavement involving a 
relative. 

Immediate family – maximum 20 
working days. 

Immediate relative – maximum 5 
working days. 

Other immediate relative– 1 working 
day 

Paid Paid substitute Paid substitute 
OLCS 

Bereavement 
Teacher 
Application Form 
 
 
Bereavement 
SNA Application 
Form 

Career Break 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

Circular 0054/2019 
Chapter 7 & 
Information  
 
Info Note 25/26 

Leave of absence for purpose 
of personal/professional 
development, further study, 
public representation. 

Maximum duration of any one 
leave of absence on career break 
is 5 years.  
Overall maximum in the course of a 
teaching career is 10 years. 

Unpaid 
Paid 
substitute* 

RPT (fixed 
term) 

Career Break 
Application 
 
SNA must submit 
a letter to 
employer by 
March 1st  
 
 

https://drive.google.com/file/d/105qwNIyrRa3Xohm_okBJK_hW-KQrQLL9/view?usp=sharing
https://drive.google.com/file/d/1Kl_7Ofb1U9D5wpjCByUek9YWfiCIsBTV/view?usp=sharing
https://www.gov.ie/en/department-of-education/circulars/bereavement-leave-scheme-for-special-needs-assistants-employed-in-recognised-primary-and-post-primary-schools/
https://drive.google.com/file/d/19QqzQdy8Icsy_c6kYmuS6FQwGvnfSnEM/view?usp=sharing
https://drive.google.com/file/d/19QqzQdy8Icsy_c6kYmuS6FQwGvnfSnEM/view?usp=sharing
https://drive.google.com/file/d/19QqzQdy8Icsy_c6kYmuS6FQwGvnfSnEM/view?usp=sharing
https://drive.google.com/file/d/1jniiR2ep6lGRkNfLEjqYSCWQsTw8B73K/view?usp=sharing
https://drive.google.com/file/d/1jniiR2ep6lGRkNfLEjqYSCWQsTw8B73K/view?usp=sharing
https://drive.google.com/file/d/1jniiR2ep6lGRkNfLEjqYSCWQsTw8B73K/view?usp=sharing
https://www.gov.ie/en/circular/leave-schemes-for-registered-teachers-in-primary-post-primary-schools/
https://www.gov.ie/pdf/?file=https%3A//assets.gov.ie/263545/7f17e911-78b9-4417-8a00-33113af24122.pdf&page=null
https://www.gov.ie/pdf/?file=https%3A//assets.gov.ie/263545/7f17e911-78b9-4417-8a00-33113af24122.pdf&page=null
https://assets.gov.ie/static/documents/TC.IN_0005.2025_Information_Note_Career_Break_for_Teachers_25.26_school_year.pdf
https://drive.google.com/file/d/1ztlrn-fXUqF-WzMx7rFYMkdkARil_NIF/view?usp=sharing
https://drive.google.com/file/d/1ztlrn-fXUqF-WzMx7rFYMkdkARil_NIF/view?usp=sharing


Carer’s Leave 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

Circular 0054/2019 
Chapter 7  
 
Information Note 
TC/IN 0007/2023 
 
Carer’s Leave SNA  

The purpose of Carer’s Leave 
is to allow a teacher a period 
of unpaid leave in order that 
he/she may provide full-time 
care and attention to a 
relevant person i.e. a person 
deemed to be in need of this 
level of care by the DEASP. 
 
Up to 104 Weeks  
 
 

104 Weeks  Unpaid 
Paid 
substitute* 

 Carer's Leave 
Teacher 
Application  
 
SNA Application  
 
A teacher/SNA 
must also make an 
application on the 
DSP CARB1 Form.  

Covid Leave 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

Information Note 
TC/IN 0004/2023 

& 

Circular 0038/2022 

From 22nd May 2023, teachers 
who begin to display 
COVID-19 symptoms or test 
positive for COVID-19. 

A maximum limit of 5 consecutive 
days. 

Special Leave with Pay (includes 
weekends/school closures), in any 
one instance, will apply. 
 
Where the employee is medically 
unfit for work after the 5 
consecutive days, the terms and 
conditions of the Sick Leave 
Scheme will apply. 
 

Paid Paid substitute 
 
Paid 
substitute 
OLCS 

Covid 19 
Application Form 

https://www.gov.ie/en/circular/leave-schemes-for-registered-teachers-in-primary-post-primary-schools/
https://www.gov.ie/pdf/?file=https%3A//assets.gov.ie/263545/7f17e911-78b9-4417-8a00-33113af24122.pdf&page=null
https://www.gov.ie/pdf/?file=https%3A//assets.gov.ie/263545/7f17e911-78b9-4417-8a00-33113af24122.pdf&page=null
https://drive.google.com/file/d/1dwJUKlevt9u6Bbx5LBL-SuWwXeAek-il/view?usp=drive_link
https://drive.google.com/file/d/15VN40yrCf0djGsVyDdp9C0_NPk7HG2g8/view?usp=sharing
https://drive.google.com/file/d/15VN40yrCf0djGsVyDdp9C0_NPk7HG2g8/view?usp=sharing
https://drive.google.com/file/d/15VN40yrCf0djGsVyDdp9C0_NPk7HG2g8/view?usp=sharing
https://drive.google.com/file/d/1TCFn3DvAUMQ61DF30tyk1iBjdz-Ng26g/view?usp=sharing
https://www.gov.ie/en/department-of-social-protection/services/carers-benefit/
https://www.gov.ie/pdf/?file=https%3A//assets.gov.ie/257129/64f3cb1e-6822-4c85-a087-791edcc82e76.pdf&page=null
https://www.gov.ie/pdf/?file=https%3A//assets.gov.ie/257129/64f3cb1e-6822-4c85-a087-791edcc82e76.pdf&page=null
https://www.gov.ie/en/circular/255c1-circular-letter-00382022/
https://drive.google.com/file/d/1PYPATPE9vRCkyz-ZORk5pTVHyZOU8enu/view?usp=sharing
https://drive.google.com/file/d/1PYPATPE9vRCkyz-ZORk5pTVHyZOU8enu/view?usp=sharing


As public health advice may 
change, please always refer to the 
HSE website for the most 
up-to-date information. 

Domestic Abuse Leave 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

SNA Circular 
0060/2023  

Teachers Circular 
0059/2023 

To allow time off for a victim of 
domestic violence (or to 
support a "relevant person") to 
seek medical attention, 
professional counseling, legal 
advice, relocation, or 
assistance from An Garda 
Síochána.  

5 school days in any consecutive 
12-month period.  

Paid  Paid Substitute  
 
Casual  

Domestic 
Violence 
Application Form 
 
Domestic 
Violence SNA 
Application Form  

Force Majeure Leave 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

Circular 0017/1999 
& 
 
Circular 0006/2014 
Paragraph 9 

Urgent family reasons owing 
to the illness/injury of a family 
member requiring the 
presence of the teacher at 
the place where the family 
member is. 

3 days in any 12-month period or 
5 days in 36 months. 
 
Note: total number of days taken 
for Force Majeure and Illness of a 
family member combined may not 
exceed 5 days on anyone year. 

Paid 
Day 1 – S&S of 
each leave 
period taken.  
 
Remaining 
days of – paid 
substitute. 

S&S Day 
1 
 
Paid 
substitute 
OLCS 
 
 
 
 
 

Force Majeure 
Application Form 

https://drive.google.com/file/d/1ZDhbsZ-Qznw2G1yS9cNUvVCaj9X8ITFo/view?usp=sharing
https://drive.google.com/file/d/1ZDhbsZ-Qznw2G1yS9cNUvVCaj9X8ITFo/view?usp=sharing
https://drive.google.com/file/d/1DLbLhpUhpyJm2Pra1rlScMDFq3dUPLp7/view?usp=drive_link
https://drive.google.com/file/d/1DLbLhpUhpyJm2Pra1rlScMDFq3dUPLp7/view?usp=drive_link
https://drive.google.com/file/d/1xI_6-DFTL5G-_9WNsL6q5nJKxVg-zVGB/view?usp=sharing
https://drive.google.com/file/d/1xI_6-DFTL5G-_9WNsL6q5nJKxVg-zVGB/view?usp=sharing
https://drive.google.com/file/d/1xI_6-DFTL5G-_9WNsL6q5nJKxVg-zVGB/view?usp=sharing
https://drive.google.com/file/d/1OmABCTQ15rBrNAUuTh8lX7y5HV6oS-v-/view?usp=sharing
https://drive.google.com/file/d/1OmABCTQ15rBrNAUuTh8lX7y5HV6oS-v-/view?usp=sharing
https://drive.google.com/file/d/1OmABCTQ15rBrNAUuTh8lX7y5HV6oS-v-/view?usp=sharing
https://www.gov.ie/en/circular/820ebc97559b4ff39793ea93e429b623/
https://www.gov.ie/en/circular/5b0507a0ff8a4a07baa3234d19610cd8/
https://drive.google.com/file/d/1u8mGvWZ47KlUgLSm5eNSGr4Nk5rBeo3Z/view?usp=sharing
https://drive.google.com/file/d/1u8mGvWZ47KlUgLSm5eNSGr4Nk5rBeo3Z/view?usp=sharing


 Illness of a Family Member 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

Circular 0058/2023 
 
 

Teachers Only 

Illness of a family member 
(certified) requiring constant 
care and attention for the 
period of recuperation from 
the illness. 

5 school days in the case of a 
spouse/child or parent 
 
3 school days in the case of a 
brother, sister, grandparent, aunt, 
uncle or parent-in-law. 

 
Note: total number of days taken 
for Force Majeure and Illness of a 
family member combined may not 
exceed 5 days on any one year. 

Paid 
Day 1 – S&S of 
each leave 
period taken.  
 
Remaining 
days – paid 
substitute. 

S&S 
Day 1 
 
Paid 
Substitute 
OLCS 

Illness in Family 
Application Form 

Job-sharing 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

Circular 0054/2019 
Chapter 8 & 
Information Note 
TC/IN 0006/2023 
 
SNA Circular 
 

To assist teachers in combining 
work and personal 
responsibilities or choices. 

Minimum period is 1 school year – 
subject to BOM approval. 

Paid 11 hours 
per week 

Paid 
Substitute* 

RPT (fixed 
term) teacher 
appointment 

Teacher 
Application 
 
SNA Application 

Jury Service 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

No particular circular Legally summoned to serve on For the period of time required by Paid Paid substitute Paid Court Letter to be 

https://www.gov.ie/en/department-of-education/circulars/force-majeure-leave-and-illness-in-family-leave-for-registered-teachers-employed-in-recognised-primary-and-post-primary-schools/
https://drive.google.com/file/d/1u8mGvWZ47KlUgLSm5eNSGr4Nk5rBeo3Z/view?usp=sharing
https://drive.google.com/file/d/1u8mGvWZ47KlUgLSm5eNSGr4Nk5rBeo3Z/view?usp=sharing
https://drive.google.com/file/d/1SGQRXo3GzpNsGPZ_SSbsMugEOGvj_YbZ/view?usp=sharing
https://www.gov.ie/pdf/?file=https%3A//assets.gov.ie/263474/11f738e7-dc09-488c-95f1-c4e54559e755.pdf&page=null
https://www.gov.ie/pdf/?file=https%3A//assets.gov.ie/263474/11f738e7-dc09-488c-95f1-c4e54559e755.pdf&page=null
https://www.gov.ie/pdf/?file=https%3A//assets.gov.ie/263474/11f738e7-dc09-488c-95f1-c4e54559e755.pdf&page=null
https://drive.google.com/file/d/1FHuDjBf1Noj0rQnNchpGmOxILO9WMKd9/view?usp=drive_link
https://drive.google.com/file/d/1Atz_VqP1b2boVj0kax51UqEeW2IjbaOG/view?usp=sharing
https://drive.google.com/file/d/1Atz_VqP1b2boVj0kax51UqEeW2IjbaOG/view?usp=sharing
https://drive.google.com/file/d/1B9eC8xipgO3zpJ3jKnazS4mKmK7y6DQP/view?usp=drive_link


for the post primary 
sector. 
 
Circular 0018/2000 
Primary Schools 
Legislation 

a jury the Court. substitute 
OLCS 

submitted 

 Marriage Leave 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

No particular circular 
for the post primary 
sector. 
 
Circular 0018/2000 
Primary Schools 
Legislation 

Leave for teacher’s own 
wedding 

7 consecutive days from the date 
of the marriage.  
 
These days include the date of the 
marriage and weekends, and any 
school closure (e.g., bank holiday, 
vacation days) 

Paid 
No paid 
substitute – 
colleagues 
cover 

No 
substitution 

Letter of 
application to 
Board 

Medical Care Needs Leave  

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

Circular 0050/2023  
 
Circular 0051/2023 

To provide personal care or 
support for a serious medical 
reason to Child, spouse/civil 
partner, cohabitant, 
parent/grandparent, 
brother/sister, or housemate. 

 

 

5 school days in any 12 
consecutive months.  Unpaid 

(Statutory 
special leave 
without pay). 

Paid Casual is 
there a 
circular for  

Teachers Medical 
Care Needs 
Application Form  
 
SNA Medical 
Care Needs 
Application Form  
 

https://www.gov.ie/en/circular/802dcce73582439399e36b9982a41348/
https://www.gov.ie/en/circular/802dcce73582439399e36b9982a41348/
https://drive.google.com/file/d/1yHtjylHJGfjaqWpbOtKq1OrRU0HbGLAV/view?usp=drive_link
https://drive.google.com/file/d/18lp0SDK7xFtRyjw0fSpwXEaB-60w4z51/view?usp=sharing
https://drive.google.com/file/d/1zJOtgjdCENTyn8p61YycNY0iMcy1c88C/view?usp=sharing
https://drive.google.com/file/d/1zJOtgjdCENTyn8p61YycNY0iMcy1c88C/view?usp=sharing
https://drive.google.com/file/d/1zJOtgjdCENTyn8p61YycNY0iMcy1c88C/view?usp=sharing
https://drive.google.com/file/d/1cH3HFbUeldh2gKOxVzIjx3xGERQLhQ4b/view?usp=sharing
https://drive.google.com/file/d/1cH3HFbUeldh2gKOxVzIjx3xGERQLhQ4b/view?usp=sharing
https://drive.google.com/file/d/1cH3HFbUeldh2gKOxVzIjx3xGERQLhQ4b/view?usp=sharing


Maternity Leave 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

Circular 0054/2019 
Chapter 2 

Leave on the birth of a child 
or who reaches 24th week of 
pregnancy. 

26 consecutive weeks with the 
further option of an additional 16 
weeks of unpaid leave. 
 
Antenatal visits – paid time off to 
attend appointments related to 
antenatal care. 
Antenatal classes – paid time off 
to attend one set of antenatal 
classes in a working career. 
 
Expectant father – paid time off to 
attend the last 2 antenatal classes. 
 
Appropriate certification required 
by BOM 

26 paid weeks 
Paid 
substitution 

Non-casual 
appointment 

Maternity Leave 
Form  
 
 

Medical Care Leave 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

 
Teacher Circular 
 
 
SNA Circular  

To provide personal care or 
support for a serious 
medical reason to a 
"relevant person".  

5 school days in any 12 
consecutive months.  Unpaid 

(Statutory 
special leave 
without pay)  

Paid Casula Medical letter 
stating the person 
needs significant 
care/support for a 
serious medical 
reason  

Parents Leave 

https://drive.google.com/file/d/1SGQRXo3GzpNsGPZ_SSbsMugEOGvj_YbZ/view?usp=sharing
https://drive.google.com/file/d/15WsedrfWtHdH_Wxo9HhylxGvUzw6OmqU/view?usp=drive_link
https://drive.google.com/file/d/15WsedrfWtHdH_Wxo9HhylxGvUzw6OmqU/view?usp=drive_link
https://drive.google.com/file/d/1yHtjylHJGfjaqWpbOtKq1OrRU0HbGLAV/view?usp=drive_link
https://drive.google.com/file/d/18lp0SDK7xFtRyjw0fSpwXEaB-60w4z51/view?usp=drive_link


Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

Circular 0050/2022 Parents’ Leave is available 
to the relevant parent. 
to enable them to provide, or 
assist in the provision of, 
care to the child. 

Parents’ Leave can be 
taken as follows:- 
(a)  a continuous period of 9 weeks 
(i.e. 63 consecutive days including 
weekends, school closures and 
days on which a teacher is not 
timetabled for attendance within 
that period) 
 
(b)  9 instances of one - week 
blocks or 
 
(c)  any combination, subject to 
a combined total of 9 weeks. 

This also applies to Job-Sharing 
teachers. 

Unpaid. 
Parents’ Benefit 
is subject to 
PRSI 
contributions. 

Paid 
substitution 

Non-casual 
or casual 
appointment 
depending on 
time. 

OLCS. 

Parents Leave 
Application 

Parental Leave 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

Circular 0010/2023 Care of young children 26 weeks per child up to the age of 
16 years. 

Unpaid 
Paid 
substitution 

Casual 
appointment 
depending on 
time. 

OLCS 

Parental 
Application Form 

https://www.gov.ie/en/circular/cb1c5-parents-leave-scheme-for-registered-teachers-employed-in-recognised-primary-and-post-primary-schools/
https://drive.google.com/file/d/1DnSFwknwvDEE-r4vD8DEhL217syDN_SZ/view?usp=sharing
https://drive.google.com/file/d/1DnSFwknwvDEE-r4vD8DEhL217syDN_SZ/view?usp=sharing
https://drive.google.com/file/d/1Mt6BcyNgMoQQ8VmtGbcAbg49yE4Rm8Tk/view?usp=sharing
https://drive.google.com/file/d/1Mt6BcyNgMoQQ8VmtGbcAbg49yE4Rm8Tk/view?usp=sharing


Paternity Leave 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

Circular 0054/2019 
Chapter 4 & 
Information Note 
TC 0004/2022 

Available to a relevant parent 
on the birth/adoption of a 
child. 

2 consecutive weeks – may 
commence at anytime from the 
date of birth/placement to 26 
weeks thereafter. 

Paid 
Paid 
substitution 

Casual 
appointment. 
OLCS 

Paternity 
Application Form 

Personal Days 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

DE website 

Teachers Only  

May be granted for any 
reason is outside of the 
control of a teacher &  
deemed sufficient by BOM 
(e.g., funerals, weddings, 
graduations, appointments 
with specialists). 

Up to 5 school days in a school year Paid 
No paid 
substitution 
--teacher to 
arrange own 
cover. 

No paid 
substitution 

Personal Day 
Form  

Secondment 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

Circular 0029/2018 
& 
 
Secondment to 
European Schools 
 
 
 

Temporary assignment of a 
teacher to an external 
organisation 

Maximum of 5 years to an outside 
organisation or 

Department-funded national 
programme 

Paid (by 
host 
organisation) 

Paid 
substitution* 

RPT (fixed 
term) 
appointment 

Secondment 
Application 

https://drive.google.com/file/d/1SGQRXo3GzpNsGPZ_SSbsMugEOGvj_YbZ/view?usp=sharing
https://assets.gov.ie/224748/c7db218e-5045-43b0-aa62-91ea9ab383c6.docx
https://assets.gov.ie/224748/c7db218e-5045-43b0-aa62-91ea9ab383c6.docx
https://assets.gov.ie/224748/c7db218e-5045-43b0-aa62-91ea9ab383c6.docx
https://drive.google.com/file/d/1ZzZStmVXYr3dXl_BooC6gaKvO2RMrfny/view?usp=sharing
https://drive.google.com/file/d/1ZzZStmVXYr3dXl_BooC6gaKvO2RMrfny/view?usp=sharing
https://www.gov.ie/en/service/fece79-personal-days/#what-a-personal-day-is
https://drive.google.com/file/d/1jxMo7MKGFf9BqkFdr_Vir6iF-mO5MWxI/view?usp=sharing
https://drive.google.com/file/d/1jxMo7MKGFf9BqkFdr_Vir6iF-mO5MWxI/view?usp=sharing
https://www.gov.ie/en/circular/81b77162fcb04c648cd37623f71cc508/
https://circulars.gov.ie/pdf/circular/education/2007/09.pdf
https://circulars.gov.ie/pdf/circular/education/2007/09.pdf
https://drive.google.com/file/d/160W55NYSZv2SsHQuUFLZEosbXiOui8Qw/view?usp=sharing
https://drive.google.com/file/d/160W55NYSZv2SsHQuUFLZEosbXiOui8Qw/view?usp=sharing


Sick Leave 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

Circular Taechers 
0013/2024 

Circular 0014/2024 
SNA 

Sick Leave (certified 
and self-certified) for 
teachers for absence 
due to illness or injury 
from work 

Ordinary Illness – max of 92 
days (3 months) on full pay in a 
year, followed by a maximum of 
91 days (3 months) on half pay 
in a year, subject to an overall 
maximum of 183 days in a rolling 
4-year period. 
 
Critical Illness - max of 183 days 
(6 months) on full pay in a year, 
followed by a maximum of 182 
days (3 months) on half pay in a 
year, subject to an overall 
maximum of 365 days in a rolling 
4-year period. TRR (temporary 
rehabilitation remuneration) may 
be granted where the period of 
paid sick leave has been 
exhausted. 
 
Unpaid sick leave may be 
granted where a teacher does 
not qualify for TRR 

Full pay 
followed by 
half pay 
followed by 
TRR if 
eligible. 

 

TRR 

 

 

 

 

 

Unpaid 

Self-certified: 
S&S cover 

Certified: Paid 
substitution 

Non-casual 
or casual 
appointment 
depending 
on time. 

OLCS 

Certs provided in 
timely manner for 
OLCS input  

Unpaid Leave 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

Circular 0054/2019 
Chapter 11 

May be granted in exceptional 
circumstances where the BOM 

10 school days in any school year Unpaid Paid substitute Casual 
appointment. 

Unpaid Leave 
Application 

https://drive.google.com/file/d/1C8EFDhQgX3jpL0PkKxcZOn_fC548FceV/view?usp=drive_link
https://drive.google.com/file/d/1C8EFDhQgX3jpL0PkKxcZOn_fC548FceV/view?usp=drive_link
https://drive.google.com/file/d/1CC-TpAlkBMKpYTil5QTneFSFWwAyOVxX/view?usp=drive_link
https://drive.google.com/file/d/1CC-TpAlkBMKpYTil5QTneFSFWwAyOVxX/view?usp=drive_link
https://drive.google.com/file/d/1SGQRXo3GzpNsGPZ_SSbsMugEOGvj_YbZ/view?usp=sharing
https://drive.google.com/file/d/1SGQRXo3GzpNsGPZ_SSbsMugEOGvj_YbZ/view?usp=sharing
https://drive.google.com/file/d/12hayX3h8v36p4P3t2byCa2HwXIOrPvqp/view?usp=sharing
https://drive.google.com/file/d/12hayX3h8v36p4P3t2byCa2HwXIOrPvqp/view?usp=sharing


 

Unpaid Leave SNA 

 

 

is satisfied that there is a 
compelling obligation involving 
absence from duty. 

OLCS  
 

Voluntary Search & Rescue 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

Circular 0001/2019 

 

 

May be granted to a teacher 
who is a member of a 
voluntary search & rescue 
organisation (e.g., Coast 
Guard) called out on a search 
& rescue operation 

5 school days in any school year Paid Paid substitute 
Casual 
appointment. 
OLCS 

Evidence of 
Membership 
submitted to BOM  
 
Evidence of Call 
out  

Partial Absence for Medical-Related Service Appointments 

Circular Purpose Maximum Period Paid/ Unpaid 
Leave 

Substitution 
Cover 

Contract  Application 
 Form  

Circular 0037/2023  A post-primary teacher may, 
under this Circular, be granted 
a paid partial absence by the 
employer, for the purpose of 
attending a medical-related 
service appointment and avoid 
the need to be absent from the 
workplace for a full working 
day.   

Partial absences will apply only in 
respect of appointments for 
medical-related services and will be 
subject to a maximum aggregate 
time permitted of 2 school days (8 
hours 48 minutes) per school year. 

Paid  S&S Provision  N/A Cert/Appointment 
letter/text 

 

https://drive.google.com/file/d/1hT9-3K3kwugCQCMSxvCwqX_hf-lVIJNa/view?usp=sharing
https://drive.google.com/file/d/1D-cmLLgD1ZtAVy3z4447vXavQrCUlXFl/view?usp=sharing
https://www.bing.com/ck/a?!&&p=91e748abdca670f4JmltdHM9MTY5NjU1MDQwMCZpZ3VpZD0yNjEzODNlMy0xYzFiLTY5OGMtMzcwOS05MTM5MWQ2NDY4ZWYmaW5zaWQ9NTE4Nw&ptn=3&hsh=3&fclid=261383e3-1c1b-698c-3709-91391d6468ef&psq=Circular%2B0037%2f2023&u=a1aHR0cHM6Ly93d3cuZ292LmllL2VuL2NpcmN1bGFyLzYyYzdjLXBhcnRpYWwtYWJzZW5jZXMtZm9yLW1lZGljYWwtcmVsYXRlZC1zZXJ2aWNlLWFwcG9pbnRtZW50cy1mb3ItcG9zdC1wcmltYXJ5LXRlYWNoZXJzLw&ntb=1

