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1. How much Annual Leave am I entitled to?

As from 1 April 2007, all staff except Chief Officers are entitled to 25 days basic annual leave.  Chief Officers have an entitlement of 27 days.

2. Am I entitled to ‘Long Service’ leave if I complete 3 or 5 years service during the leave year?

From 1 April 2008 there will no longer be any pro-rated long service days.  If you completed 3 years before this date you will still get 1 extra day’s leave.  If you completed your 3 years long service after this date it will not apply. 

To qualify for 5 days long service leave, you must have completed your 5 years before 1 April e.g. if you started 14 April 2003, you will not entitled to the 5 days until April 2009.  

3. I worked for local government before joining Islington, does this count towards long service?

Previous employment with other local authorities or other organisations covered by the modification orders would count towards your service for leave purposes if your employment was continuous i.e. if you commenced with Islington immediately after your last day with your previous employer.

4. What are ‘privilege days’?

These are 5 days granted by the Council in addition to your annual leave. Two of these days can be taken at any time (subject to the normal arrangements for booking leave) and are added into your leave entitlement, the other 3 days have been set aside for the Christmas period and the dates these are to be taken are decided by the Council. The council can withdraw the entitlement to these 3 days at any time. If you are required to work on the dates set aside for the Christmas privilege days you will be allowed to take this privilege leave at another time during the leave year. You are only entitled to the Christmas privilege days if you are in employment with Islington on the dates set aside.

5. I don’t work a 35 hour week – does this make a difference to my entitlement?

Employees who work non-standard hours may have their leave entitlement booked in hours.

If you work part time (including job share) your annual leave is calculated on a pro-rata basis. For example, if you work 17.5 hours in a job share you are entitled to half the annual leave, privilege days and bank holidays. Therefore if you normally work all day on a Monday and a bank holiday falls on that day, you must either book a half day annual leave or arrange with your line manager to come into work on another day to make up the 3.5 hours.

6. What is the Council’s Leave Year?

The Council’s leave year starts on 1 April and ends on 31 March.

7. Can I carry forward to the next leave year?

You should aim to take your leave by 31 March, however, if you are unable to take leave all your leave your line manager may agree for up to 5 days leave to be carried forward to the next leave year. In exceptional circumstances up to 10 days can be carried over with authorisation from your Senior Manager.  Where this amount of leave is carried forward you may be required to take it within a specified time.

The special leave provisions also allow staff to take extended leave to visit relatives abroad. Subject to the agreement of your Senior Manager you can accrue up to 2 months annual leave for this purpose. 

8. Are there other types of leave available?

Other types of leave available include flexi leave and special leave.

Some departments have flexi leave schemes, your manager will be able to give you further details if this applies in your service.  

The council also allows special leave to be granted for employees for specific reasons. In some circumstances this will be with pay (for example to attend child-care clinics), in others, (for example for public duties) this is unpaid. 

There are also statutory entitlements to unpaid parental leave, further details are contained in the council’s guidance note on Family Friendly provisions.

9. Do I have to take leave to cover medical appointments?

With the exception of ante-natal care and medical screening for breast and cervical cancer, there is no automatic right to paid time off to attend medical appointments. 

Generally you would be expected to use your annual leave (or flexi-leave) for dealing with medical appointments.

10. Do I still earn annual leave while sick?

You continue to accrue annual leave while sick. However, you should be aware that there is no automatic right to transfer the annual leave which you have been unable to take to the next leave year.

11. If I’m sick at a time when leave is booked can I reclaim the leave?

If you follow the normal sickness reporting procedures and provide a medical statement confirming that you were unfit to attend work you may reclaim the annual leave.

12. Can I take leave after a period of sickness without returning to work first?

If you have been absent due to long term sickness you will be required to produce a medical statement indicating the date you will be fit to return before you resume work or take leave. You may commence leave without returning to work subject to approval by your line manager.

13. Do I still earn annual leave while on maternity leave

While on maternity leave you continue to accrue annual leave in the usual way. However you should be aware that there are special arrangements around when leave can and must be taken. Please refer to the maternity policy for full details.

14. Who authorises annual leave?

All annual leave must be pre-booked. Usually annual leave will be authorised by your line manager. If your department or section has different arrangements your manager should notify you of this. Prior to making arrangements regarding annual leave you must ensure that approval is obtained in advance of the leave you wish to take.

15. Can a request for annual leave be refused?

All leave is subject to service requirements, for example ensuring adequate cover arrangements for staff or peak workloads. You should obtain agreement from your manager before making any commitments e.g. booking a holiday.

16. I started/left work part way through the leave year – how is my leave calculated?

If you start or leave employment with Islington during the leave year you will be entitled to a proportion of your total entitlement for the year.
17. What happens my outstanding annual leave when I resign?

You must use any outstanding annual leave prior to your last day of service as you will not be paid for any unused leave.
	Example:

If a member of staff graded SO1 with the full long service leave entitlement left Islington on 17th September their leave entitlement would be calculated in the following way:

	The monthly annual leave entitlement is calculated by adding the basic, long service and privilege days and dividing the total by 12:

(25 + 5 + 2)/12 = 2.6r days per month



	The monthly entitlement is then multiplied by the number of complete months worked in the leave year, which  in this case is five months (April to August inclusive)

2.6r days per month x 5 months = 13.3 days 



	The entitlement for the incomplete month, September, is calculated in the following way. 

The daily allowance is calculated by dividing the monthly entitlement by the number of days in the month i.e. 2.6r days/ 30 days = 0.08r days

Then the daily allowance is multiplied by the number of days worked, in this case 17 days

0.08r days x 17 = 1.5 days


	Finally, the entitlement for the complete months (April to August) is added to the entitlement for the incomplete month (September) to give the total entitlement for the period worked i.e.

13.3 days + 1.5 days = 14.8 days

Where the total is a fraction of a day it is rounded up to the nearest half day so in this case the total entitlement would be rounded up to 15 days
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