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Leave for Teachers and the Use of Term Breaks
and Professional Development Days
Responsible to:

Chief Executive Officer

Applies to:

All teaching staff

Purpose:

1.To ensure equity of leave provisions and requirements for all teachers
employed by the He Whānau Manaaki Kindergarten Association (WMK) in
all models of kindergartens
2. To ensure consistent treatment for leave requests
3. To balance leave requests with the needs of the kindergarten

Definitions:

“Full-year Kindergarten” means a kindergarten that does not close for the
normal term breaks.
“Part-year Kindergarten” means a kindergarten that is closed for term
breaks throughout the year.

References:

Kindergarten Teachers, Head Teachers and Senior Teachers’ Collective
Agreement (KTCA)

Policy
1.

Provisions and entitlements of the 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/office, must be
considered for every application.

3.

He Whānau Manaaki Kindergartens (WMK) is committed to supporting a family friendly
work environment

Annual Leave
4.

All teachers are entitled to annual leave as per the KTCA (clause 4.2) as follows:
•
6 weeks (30 days) per year, and
•
1 additional day between Christmas and New Year

5.

In part-year kindergartens:
•
Teachers’ annual leave will be taken during term breaks and the Christmas/New
Year close-down period

•
6.

A calendar will be issued each year showing when annual leave occurs during the
year.

In Full-year kindergartens, teachers’ annual leave will be taken as follows:
•
The number of days the kindergarten is closed over the Christmas/New Year close
down period
•
The remainder throughout the rest of the year, by agreement.

Sick Leave
7.

The provisions of the KTCA shall be adhered to by WMK:
• Teaching staff must advise any absence from kindergarten via the normal process. It is
ultimately the responsibility of the Human Resources Manager to ensure that suitable
relievers are found for teaching staff away on sick leave.
• Teaching staff are entitled to take sick leave to attend to a member of their
family/whānau, who through illness is dependent upon the employee.
• Where a teacher has run out of their current entitlement of sick leave they may apply to
the Human Resources Manager for some of their next annual entitlement to be
advanced to them. This can only be agreed if, at the Teacher’s next anniversary date for
Sick Leave, they will have at least 5 days available to them.

Special purpose leave (with or without pay)
8.

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 Chief Executive Officer and/or Human
Resources Manager, on consideration of the reasons given for requesting special purpose
leave, may or may not grant such leave.

9.

When considering special purpose leave, the Chief Executive Officer and/or Human
Resources Manager shall consider the following:
•
the impact on the operation of the kindergarten (including the team)
•
the availability of a suitable reliever
•
the frequency of an individual’s applications
•
precedence.

10.

Leave with pay may be granted, on application, as follows:
•
the applicant’s graduation – usually 1 day, to a maximum of 2 if travel is required
•
the applicant’s investiture – usually 1 day, to a maximum of 2 if travel is required
•
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.

11.

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 Chief Executive
Officer and/or Human Resources Manager, may or may not grant such leave.

