
 

EPV DAY POLICY 
 
 

1. Policy Statement 

Ballygiblin National School recognises the value of approved summer course participation as part of 
teachers’ professional learning and development. The school also recognises that the taking of Extra 
Personal Vacation (EPV) leave must be managed in a manner that protects continuity of teaching, pupil 
welfare, supervision and the orderly operation of the school. 

This policy sets out how EPV leave will be administered in Ballygiblin National School. It is intended to 
ensure that EPV leave is managed fairly, consistently and in accordance with the relevant Department of 
Education rules, circulars and conditions in force from time to time. The school will seek to facilitate EPV 
leave while also ensuring that disruption to pupils and staff is kept to a minimum. 

2. Scope 

This policy applies to teachers employed in Ballygiblin National School who may be eligible for EPV leave in 
accordance with the relevant Department of Education rules and approved summer course conditions. 

This policy should be read subject to: 

●​ the Rules for National Schools​
 

●​ relevant Department of Education circulars and leave provisions​
 

●​ payroll and leave recording requirements in force from time to time​
 

●​ any other national guidance governing EPV leave​
 

Where any conflict arises between this policy and national rules or circulars, the national rules or circulars 
shall take precedence. 

3. Guiding Principles 

The administration of EPV leave in Ballygiblin National School will be guided by the following principles: 

3.1 Professional Learning 

The school recognises approved summer courses as a legitimate and valuable form of professional 
development. 



3.2 Pupil Welfare and Continuity 

The welfare, supervision and educational experience of pupils remain central at all times. EPV leave must 
be managed in a way that minimises disruption to teaching and learning. 

3.3 Fairness and Consistency 

Requests for EPV leave will be managed fairly, consistently and transparently in line with this policy and the 
school’s operational needs. 

3.4 Effective School Operation 

Because EPV leave does not attract substitute cover, the school must retain reasonable control over 
scheduling arrangements in order to ensure safe supervision, workable class organisation and the effective 
running of the school. 

3.5 Compliance with National Rules 

Eligibility for EPV leave and the number of EPV days available are governed by the relevant Department of 
Education rules and conditions in force from time to time. The school does not create an entitlement 
beyond what is provided nationally. 

4. Entitlement 

Eligibility for EPV leave, the number of days available, qualifying course criteria and any restrictions relating 
to course type or mode of delivery shall be determined in accordance with the relevant Department of 
Education rules, circulars and approved course conditions in force at the time. 

For clarity, staff members seeking EPV leave must ensure that: 

●​ the course attended is approved for EPV purposes​
 

●​ the course has been completed in accordance with the applicable Department conditions​
 

●​ the required certificate or evidence of completion is submitted to the school​
 

●​ EPV leave is taken within the timeframe permitted under national rules​
 

Any EPV leave not taken within the permitted period will lapse unless national rules provide otherwise. 

The school may provide staff with operational guidance on the current EPV arrangements, but such 
guidance does not override national rules. 

5. Certification and Record-Keeping 

Teachers seeking to avail of EPV leave must submit the required certificate or documentary proof of course 
completion to the Principal at the beginning of the relevant school year, or as soon as reasonably 
practicable thereafter. 

The school will maintain an appropriate record of: 

●​ certificates submitted​
 



●​ EPV leave approved and taken​
 

●​ the dates of EPV leave used​
 

●​ any relevant payroll or leave system entries required​
 

Records will be retained securely in line with Department requirements and the school’s data protection 
and records management arrangements. 

6. Scheduling of EPV Leave 

EPV leave will be scheduled by the school in a manner that seeks to balance teachers’ leave entitlements 
with the need to maintain continuity of teaching, supervision and the effective running of the school. 

Teachers are encouraged to spread EPV days across the school year where possible rather than 
concentrating them at particularly busy or sensitive times. 

In order to minimise disruption, the following scheduling principles will normally apply: 

6.1 Start and End of Year 

EPV leave should not normally be taken: 

●​ during the first two weeks of September​
 

●​ during the last two weeks of the school year​
 

6.2 Key School Periods 

EPV leave should not normally be taken: 

●​ during the week leading up to Christmas​
 

●​ during the week leading up to Easter​
 

●​ on days involving major school events or activities where staffing pressures are likely to be 
increased​
 

6.3 School Events and Operationally Sensitive Days 

EPV leave will not normally be approved on: 

●​ staff meeting days​
 

●​ planning days​
 

●​ school concert or performance days​
 

●​ sports days​
 

●​ school tour days​
 



●​ other days identified by the Principal as operationally unsuitable​
 

Exceptional circumstances may be considered by the Principal on a case-by-case basis. 

6.4 Daily and Weekly Limits 

In order to support safe and workable arrangements, the following will generally apply: 

●​ as a general rule, only one class teacher will be absent on EPV leave on any one day​
 

●​ as a general rule, no more than two EPV days in total will be sanctioned across the school in any full 
school week​
 

●​ as a general rule, only one EPV day in total will be sanctioned in a week with fewer than five 
teaching days​
 

These guidelines are intended to protect class organisation, supervision and the effective operation of the 
school. The Principal may vary these arrangements where satisfied that pupil welfare, safe supervision and 
the orderly running of the school can still be maintained. 

7. Job-Sharing Teachers 

EPV arrangements for job-sharing teachers shall operate in accordance with the relevant Department of 
Education rules and conditions applying to job-sharing teachers from time to time. 

Where operational guidance is required within the school, the Principal will apply this in line with national 
rules and the scheduling principles set out in this policy. 

8. Application Procedure 

Teachers seeking EPV leave must apply by email to the Principal. 

The request should include: 

●​ the date or dates requested​
 

●​ confirmation that the teacher holds sufficient EPV entitlement​
 

●​ any information relevant to the scheduling of the request​
 

Requests will normally be considered in the order in which they are received, while also taking account of: 

●​ available entitlement​
 

●​ the daily and weekly guidelines set out in this policy​
 

●​ the operational needs of the school​
 

●​ pupil welfare, supervision and continuity of learning​
 



Teachers are strongly encouraged to submit requests at least one week in advance where possible in order 
to facilitate planning, although the school recognises that this may not always be possible. 

The Principal will respond to the request and will indicate whether: 

●​ the request is approved​
 

●​ the request is deferred to an alternative date​
 

●​ the request cannot be facilitated on the date sought​
 

Approved EPV leave will be recorded in the appropriate school calendar and leave records. 

9. School Management of EPV Requests 

The Principal has responsibility for the day-to-day management of EPV leave requests in line with this 
policy. 

A requested date may be refused or deferred where, in the judgement of the Principal: 

●​ approval would adversely affect pupil welfare or supervision​
 

●​ approval would create unmanageable class splits or staffing pressures​
 

●​ approval would conflict with a key school event or operational need​
 

●​ approval would be inconsistent with the scheduling guidelines set out in this policy​
 

●​ approval would otherwise undermine the safe and effective running of the school​
 

Where an issue arises that cannot be resolved at Principal level, it may be referred onward in accordance 
with normal school governance arrangements. The Board of Management oversees the existence and 
review of this policy but does not ordinarily manage individual day-to-day EPV scheduling decisions unless 
a significant issue arises. 

10. Class Organisation on EPV Days 

As EPV leave does not attract substitute cover, the school must put in place practical internal arrangements 
to supervise pupils and maintain continuity of learning. 

10.1 Class Division 

Where a class teacher is on EPV leave, the class will ordinarily be divided among other available teachers. 
The school will seek, where possible, to avoid situations in which more than one class must be split on the 
same day. 

10.2 Work for Pupils 

A teacher taking EPV leave must prepare and leave appropriate work for pupils. This should include: 

●​ a clear daily plan​
 



●​ all required books, copies and resources​
 

●​ any necessary instructions for the teachers supervising the divided groups​
 

The work should be left in an accessible format, either physically or digitally, in advance of the absence. 

10.3 Division List 

The teacher must provide a class division list showing how pupils are to be distributed for the day. This 
should be shared in advance with the Principal and relevant staff. 

In preparing class division arrangements, teachers should act reasonably and professionally and should 
avoid placing an undue burden on: 

●​ very large classes​
 

●​ particularly active or high-need groups​
 

●​ teachers involved in probation, Droichead or other significant professional obligations​
 

10.4 Yard Duty and Supervision 

Any teacher scheduled for yard duty or other supervision duties on an EPV day must arrange appropriate 
cover in advance and notify the Deputy Principal or relevant coordinator. 

11. Responsibilities 

11.1 Teachers 

Teachers seeking EPV leave are responsible for: 

●​ ensuring that they are eligible for EPV leave under the applicable national rules​
 

●​ submitting certification as required​
 

●​ requesting dates in line with this policy​
 

●​ avoiding, where possible, operationally unsuitable periods​
 

●​ preparing appropriate work and class division arrangements​
 

●​ arranging cover for yard or supervision duties where relevant​
 

●​ ensuring that plans and materials are available in advance of the absence​
 

11.2 Principal 

The Principal is responsible for: 

●​ managing EPV requests in line with this policy​
 



●​ ensuring fair and consistent application of scheduling arrangements​
 

●​ maintaining appropriate records​
 

●​ monitoring the impact of EPV leave on school operation​
 

●​ ensuring that class organisation and supervision arrangements are workable​
 

●​ entering or overseeing the recording of leave through the relevant school or Department systems as 
required​
 

11.3 Board of Management 

The Board of Management is responsible for: 

●​ ratifying and reviewing this policy​
 

●​ ensuring that the policy remains aligned with current Department requirements​
 

●​ supporting the Principal in the lawful and effective implementation of the policy​
 

●​ maintaining governance oversight of the policy rather than routine operational involvement in 
individual requests​
 

12. Data Protection and Records 

All records relating to EPV leave, including certificates and leave records, will be managed in accordance 
with: 

●​ data protection law​
 

●​ Department requirements​
 

●​ the school’s records retention and confidentiality arrangements​
 

Only relevant and necessary information will be retained and accessed on a need-to-know basis. 

13. Review 

This policy will be reviewed: 

●​ every three years​
 

●​ earlier where required due to changes in Department rules, circulars or payroll and leave 
procedures​
 

●​ where school practice indicates that amendment is necessary​
 

The review process may include consultation with relevant staff. Parent consultation is not ordinarily 
required for this policy. 



14. Ratification 

This policy was reviewed and adopted by the Board of Management of Ballygiblin National School. 

Policy Title: EPV Policy​
School: Ballygiblin National School​
Ratified by Board of Management on: 18/11/2025​
Date of Implementation: 18/11/2025​
Date for Review: November 2028​
Review Cycle: Every three years, or earlier if required​
Person Responsible for Day-to-Day Implementation: Principal 

Signatures 

 

 

John O’Brien David Hyland 

Chairperson BOM Principal 

Date: 18/11/2025 Date: 18/11/2025 
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