GUIDANCE FOR MANAGERS AND STAFF ON LEAVE PROVISIONS


	Annual Leave

· The leave year runs from 1 April to 31 March inclusive.

· Annual Leave is calculated on the basis of one twelfth entitlement for each completed month of service in the current year.
· Approval will be granted in accordance with Annual Leave entitlements and subject to the exigencies of the service.

· Requests must be made in advance of booking holidays and authorized in writing by the Line Manager/Supervisor.

· It is the joint responsibility of line managers and employees to manage Annual Leave Entitlement throughout the year and ensure excessive amounts of leave are not requested at short notice or at the end of the leave year.
· A maximum of 5 days leave may be carried forward to a following leave year.  Unused holiday in excess of 5 days will be forfeited and may not be converted to Flexi or Lieu Leave.  In cases of annual leave and long term sickness absence please refer to Managing Attendance Procedures 2010 – Section 8 ‘Sickness Absence and Annual Leave’
· Payment in lieu of accrued but untaken holiday will only be paid on termination of employment.  A deduction will be made for holiday taken over and above that accrued at time of leaving.


	Flexi-Leave
· The hours within which employees can work are 8.00 am – 6.00 pm within which 10.00 am – 12.00 noon and 2.00 pm – 4.00 pm are regarded as core time – i.e., during which all employees must be working unless on authorized absence from work.
· Lunch Breaks must be for a minimum of ½ hour and maximum of 2 hours between the hours of 12.00 noon – 2.00 pm.

· Accumulated flexi-hours may be taken as flexi-leave in whole or half days only.  Flexi-leave can also be taken in anticipation of additional hours to be worked in the same calendar month.
· All flexi entries must be authorized by line managers prior to submission to Payroll.

· The maximum carry over of deficit or excess hours is based on contracted hours of work as detailed below.  Any excess credit above the maximum will be lost and may not be converted to Annual or Lieu Leave, nor will overtime be paid or payment-in-lieu be made
· A deduction will be made for flexi-leave taken over and above that worked up at time of leaving



	Contracted Hours
	Maximum

Credit Leave Per Month
	Maximum

Carry Over to following month
	Maximum

Deficit to be worked up in following month

	01–10

11-20

21-30

31-37
	½ day

1 day

1 ½  days

2 days
	2 hours

4 hours

6 hours

8 hours
	1 hour
2 hours

3 hours

4 hours

	Lieu Leave

· The working of time-in-lieu must be authorized prior to working additional time; (other than when attendance is required at a council meeting).

· Approval will be granted in accordance with the exigencies of the service.

· Lieu time may only normally be accrued in units of 15 minutes for hours worked beyond the contracted working week.
· Lieu Leave should be used preferably within the month in which it is incurred and in all cases must be taken in units of 15 minutes within three calendar months otherwise, it will be forfeited.

·  Payment-in-Lieu will not be made nor can unused lieu leave be converted to Annual or Flexi Leave.
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