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Annual Leave and TOIL Policy
Statement
Employees are entitled to annual leave and Time off in Lieu (TOIL). 

Annual leave and TOIL arrangements are subject to prior approval by Line Managers and the Chief Officer/RFO, who must take into account the operational needs of the Council. This policy will identify how annual leave and TOIL should be used in the best operational manner, to meet the needs of the employee and Workington Town Council. 
Please also refer to the Council’s flexible working policy for more information. 

Annual Leave
1. Purpose 
1.1 The purpose of the policy is to ensure annual leave is managed fairly and consistently across the Council. This policy applies to all employees of Workington Town Council and sets out the minimum entitlements and procedures required.
1.2 Although conditional contractual procedures may exist between individual employees, the basis of this policy must be adhered to.  

2. Duties and Responsibilities
2.1 This policy has been written in accordance with the Working Time Regulations 1998. 
2.2 Employees must ensure that annual leave is planned throughout the year in consultation with their Line Manager. 
2.3 Line Managers will ensure that annual leave is granted with consideration of the requirements of the Council and consult with the Chief Officer/RFO where necessary.
2.4 Line Managers must ensure that annual leave is being taken and planned as set out in this policy.  

3. Entitlement

3.1 Employees are entitled to annual leave as specified in their contract.  
3.2 If employment commences part way through the year, leave will be allocated on a pro rata basis.
3.3 Part time employees receive leave on a pro rata basis.
3.4 Full time employees are entitled to all the statutory public holidays in addition to their annual leave. Part time employees receive public holidays on a pro rata basis. 
4. Part Time Employees

4.1 An example of annual leave for an employee working 20 hours, from a typical 37-hour week, would be 12.5 (based on 23 days annual leave entitlement). In addition to this the part time employee would be entitled to pro rata public holidays. 
4.2 The employee would be required to use annual leave if the day they are scheduled to work falls on a public holiday.
5. Annual Leave Guidelines 
5.1 The Council’s leave year runs form 1st April to 31st March. You should usually give at least two weeks’ notice when requesting annual leave and normally give notice of at least one month before taking leave of one week or more.
Requests for annual leave require the prior written agreement of you Line Manager. 
5.2 Requests for annual leave should be made no more than 12 months in advance of the planned leave. 
5.3 All requests should be discussed with Line Managers at the first instance. Once authorised requests must be placed on annual leave record sheets. 
5.4 The maximum single period of leave, under normal circumstances, will be two weeks. Requests for longer periods of leave will require the approval of the Chief Officer/RFO.  
5.5 All leave should be taken within the current leave year. In exceptional circumstances, employees may be allowed to carry over a maximum of 5 untaken leave days into the following year. Prior approval from the Chief Officer/RFO must be obtained.

5.6 In accordance with the Sickness and Absence, Maternity, Paternity and Adoption Policies, employees can carry over more the maximum number of 5 days without losing their entitlement. 
5.7 Employees will be required to retain annual leave for use during any period of Council close down e.g. Christmas and New Year period. Employees will be notified of this as soon as practicable.
5.8 Every effort will be made to accommodate requests for annual leave. However, during peak operating periods or when planned major events are taking place, approval of leave requests will be at the Line Manager’s discretion.
5.9 If leave cannot be approved the employee will be notified as soon as possible.
5.10 It may not be possible to approve all requests where multiple employees request leave in the same operational area during the same peak period.
5.11 Any leave taken without the prior approval of the Line Manager will be classified as unauthorised absence and may result in pay being withheld or lead to disciplinary action.
5.12 Employees must advise their Line Manager of any changes to their holiday plans in advance of such changes. This includes changes to dates of holidays which will require further management approval and cancellation of a planned holiday which may require consequent changes to holiday relief cover arrangements.
5.13 In accordance with the Sickness and Absence Policy, if you fall sick whilst you are on annual leave, you must obtain a Statement of Fitness to Work (fit note) from your GP/Hospital for the days in question. 

6. Compassionate Leave
6.1 During emergency circumstances, employees will be allowed compassionate leave.
6.2 Compassionate leave allows the employee time off to deal with and manage an emergency with a dependant, relative, spouse or someone in your care (for example). This leave away from work can be for any amount of time as agreed with the Chief Officer/RFO.  
6.3 For those situations that you may be required to assist a dependant, relative, spouse or someone in your care, that are pre planned you must use annual leave or parental leave.
7. Parental Leave

7.1 Parental leave is unpaid leave that is designed to allow parents to look after their child’s welfare. Employees are entitled to Parental Leave after 12 months service.
7.2 This includes (but is not exhaustive):

· spend more time with their children.
· look at new schools.
· settle children into new childcare arrangements.
· spend more time with family, such as visiting grandparents.
7.3 Employees are entitled to 18 weeks’ parental leave for each child and adopted child, up to their 18th birthday. This is limited to 4 weeks per child, per year.
7.4 Parental leave should be taken as whole weeks (eg 1 week or 2 weeks) rather than individual days, unless previously agreed with the Chief Officer/RFO. 
7.5 Parental leave should typically be applied for 21 days prior to commencing the leave, unless previously discussed with the Chief Officer/RFO.
7.6 Employees must confirm the start and end dates of parental leave.
7.7 Workington Town Council can accept or postone a request for parental leave. In specific circumstances, Parental Leave can be postponed for up to 6 months after the date requested. If leave is postponed the Council will write to the employee formally 7 days after the date the leave was requested.
7.8 Employees on Parental Leave shall have the same rights to return to their job as provided to those on maternity leave.

7.9 Time taken as parental leave shall be treated as continuous service for the purpose of Part 2, Paragraph 14 of the Green Book.
Time off in Lieu (TOIL)
8. Purpose
8.1 The Council recognises that it may be necessary for employees to undertake work outside of their normal working hours (this means in addition to the usual contracted hours worked per week i.e. 37 hours for full time staff). Any agreement by employees to work additional hours is either contractual or on a voluntary basis.
8.2 This section will explain the time off in lieu (TOIL) arrangements and how they can be consistently applied.

9. Definition
TOIL is defined as Time Taken off in Lieu or time taken off work by employees in recompense for additional hours worked outside of their normal working hours.
10. Recording TOIL

10.1 Members of staff will complete their timesheet on a daily basis. The contracted weekly working hours for each employee will be specified on the sheet.
10.2 Any employee working on flexible/alternative hours, with prior agreement by the Chief Officer/RFO, will have these details specified on their time sheet accordingly. 
10.3 Time off in Lieu will be accrued for any hours worked in excess of weekly hours contracted. Lieu time will be debited for any hours worked less than those contracted. Excess of weekly hours includes work undertaken on public bank holidays and weekends.
10.4 TOIL can be taken as a full day, half day, to attend personal appointments or for breaks.
10.5 TOIL should be taken as soon as possible after accrual.

10.6 An employee can carry over an excess of up to 20 hours from one accounting period to another (month to month) but is not able to carry over into a new financial year (the Council’s financial year is 1st April to 31st March). 
10.7 Any TOIL taken must be agreed in advance to ensure the staffing levels and operational requirements of the Council are met.
10.8 The Chief Officer will be responsible for allocating the use of his/her own TOIL at times when it is deemed suitable.
10.9 Records of TOIL will be routinely checked by Line Managers and the Chief Officer/RFO.

10.10 Any discrepancies will be discussed with the employee in the first instance, if the employee is abusing the TOIL system the matter will be dealt with according to employee disciplinary procedures.
11. Using TOIL Leave for Doctors and Dental Appointments 
11.1 Toil can be used to increase flexibility for, GP appointments and dental check-ups. This will have to be agreed with Line Managers.
11.2 For these appointments, if employees are going from work, they should record the time they left and the time they returned on the Time Recording sheet.
11.3 If employees are going to an appointment at the start of the day, they record their time when they arrive at work in the usual way. Equally, if an employee is going to an appointment at the end of the day, they should record their time when they leave. 

12. Working Time Regulations

12.1 The Council has a duty to protect the health and safety of its employees by ensuring that they do not work excessive hours and that, where necessary for them to work additional hours, they are appropriately recompensed.
12.2 When agreeing the accrual of TOIL, the Chief Officer/RFO or relevant Line Manager must ensure that the employee’s working hours adhere to the requirements of the Working Time Regulations.
12.3 If the employee’s weekly working hours will exceed the 48 hours maximum, the employee must complete an opt out form. 
13. Rest breaks at work.
13.1 Workington Town Council will provide the following unpaid breaks for staff. These are the breaks that staff must take unless otherwise specified in their contract of employment, however additional breaks can be requested for individual circumstances. 

13.2 Employees aged over 18 must have:
a) a 20 minute, uninterrupted, rest break if working more than 6 hours a day.
b) a daily rest of 11 hours between working days 
c) an uninterrupted 24 hours without any work each week and an uninterrupted 48 hours without any work each fortnight

13.3 Employees aged under 18 must have:
a) a 30-minute rest break if they work more than 4.5 hours per day and two 30-minute rest breaks if they work more than 6 hours per day.
b) a daily rest of 12 hours between working days
c) an uninterrupted 48 hours without any work each week
The terms in this policy stand unless otherwise specified in your contract of employment. 
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