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Vision and Values  

Our school vision is to provide an outstanding, nurturing, learning environment, where all 
our pupils can achieve their full potential and progress to lead happy and fulfilling lives.  

Our mission is to provide each and every pupil with the best possible education, delivered in 
an environment that is supportive, caring and safe.  

“Getting it right for every pupil” 

At Stone Bay we focus on Evolving Excellence in all that we do, working towards making our 
school the best it can be for pupils, staff and families. We are creating lasting Trust with all 
our stakeholders, Empowering each other to learn and grow. By adhering to policies and 
clear processes we ensure Fairness and transparency in our decision making and actions, 
whilst ensuring we are Collaborating with others and always looking for ways to help each 
other to deliver excellence for our pupils. 

Rights Respecting Schools  

The Unicef UK Rights Respecting School Award (RRSA) is based on principles of equality, 
dignity, respect, non-discrimination and participation. The RRSA seeks to put the UN 
Convention on the Rights of the Child at the heart of a school’s ethos and culture to improve 
well-being and develop every child’s talents and abilities to their full potential. A Rights 
Respecting School is a community where children’s rights are learned, taught, practised, 
respected, protected and promoted.  

Stone Bay has been awarded the Silver Award by UNICEF. This is awarded to UK to schools 
that show good progress towards embedding children’s rights in the school’s policy, practice 
and ethos, as outlined in the RRSA Strands and Outcomes  

 

Staff wellbeing 

The Leadership Team and the Governing Board of Stone Bay School are committed to 
promoting positive mental, physical and emotional wellbeing and to providing suitable 
support for all staff. Taking action to prevent ill health and promote good health makes 
good educational and business sense, as sickness absence carries high costs both in 
monetary terms and in terms of the impact upon performance, teaching and learning, 
morale and productivity, which may disrupt or compromise pupil progress.  
 
All members of staff are entitled to be treated fairly and professionally at all times. The 
Governing Board of Stone Bay School takes very seriously its duty of care as an employer to 
all members of staff and a number of policies and procedures have been made in relation to 
this duty. 
 

 

 

 



Part A - Policy 
 

1. Policy Statement 

 

This addendum applies until further notice. Unless covered in this addendum, our normal 

Special Leave policy and Procedure also continues to apply. The school may need to amend 

or add to this addendum as circumstances or official guidance changes, and any changes 

will be approved by governors and communicated to staff.  

 

2. Scope 

 

This Policy and Procedure applies to all Employees of Stone Bay School. 

 

Depending on the circumstances under which the leave is requested it might be appropriate 

for an Employee to combine different entitlements.  The school may also guide an Employee 

to other more appropriate types of leave which may be requested given the circumstances.  

 

3. Adoption Arrangements and Date 

 

This addendum was adopted by the Governing Body of Stone Bay on 13 October 2025.  

 

This policy / procedure will be reviewed by Stone Bay every three years or earlier if there 

is a need. This will involve consultation with the recognised unions where there are material 

changes. 

 

4. Responsibilities of the Headteacher 

 

● To consider requests for leave fairly and equitably in accordance with the 

provisions of this policy and procedure and any discretions available 

 

● To comply with any statutory provisions that may apply in relation to special leave 

 

● To balance any requests for leave with the operational needs of the School; to 

ensure that granting an Employee leave does not have a detrimental impact on the 

school or cause undue disruption to other Employees. 

 

● To monitor leave requested / taken under the special leave provisions and discuss 

any concerns with the employee regarding the frequency and duration of time 

taken. 

 

 

 

 

 

 



5. Responsibilities of the Employee 

 

● To make any request for leave in accordance with the provisions and timescales set 

out in this policy and procedure 

 

● To take leave only for the specific purpose for which it is requested. 

 

● To make the School aware should they undertake public duties or other 

commitments outside of the workplace for which they may be entitled to request 

leave 

 

6. Delegated Responsibility 

 

The management of special leave may be delegated to staff other than the Headteacher. 

References to the role of the Headteacher in the policy and procedure include his / her 

nominee. 

 

In the case of the Headteacher requests for Special Leave will be managed by the Chair of 

Governors. 

 

7. Monitoring of special leave 

 

In order to manage special leave effectively the School will record, monitor, and review 

requests and leave granted, on an individual and whole School basis. 

 

Part B - Procedure 
 

29. Time Off in Lieu (TOIL)  

 

Guidance Note: 

There is no statutory entitlement to Time Off in Lieu (TOIL). However, the School may 

allow TOIL to be accrued in limited and clearly defined circumstances where it is in the 

interest of school operations and with prior approval from leadership. 

 

Eligibility and Authorisation 

 

● TOIL must be agreed in advance and authorised by a member of the Senior 

Leadership Team (SLT). 

● TOIL can only be accrued in blocks of 30 minutes. 

● It is available to all employees regardless of their length of service, provided the 

circumstances meet the policy requirements. 

 

Circumstances Where TOIL May Be Earned 

 

TOIL may be granted where additional hours are worked at the request of a line manager 

for purposes including: 



● Covering a colleague absent due to sickness or special leave. 

● Attending training outside normal working hours, when specifically requested by 

the line manager. 

● Supporting out-of-hours school events (e.g., parents’ evenings, trips, 

performances). 

● Completing one-off additional duties outside of regular weekly responsibilities. 

● Undertaking urgent tasks to meet critical deadlines when there is no other 

reasonable option. 

●  

Recording and Use of TOIL 

 

● All TOIL must be clearly recorded and signed off by the SLT authoriser on HR Every. 

● TOIL should normally be used within 6 weeks of being accrued. 

● TOIL cannot be carried forward indefinitely or accumulated for prolonged periods. 

● It is not a substitute for routine overtime and will not be paid out unless in 

exceptional circumstances (e.g. contract termination or redundancy). 


