GUIDANCE NOTE PB8

ANNUAL LEAVE

GUIDANCE NOTE FOR MANAGERS

1.
introduction
1.1
This guidance note addresses the issue of annual leave and in particular sets out the arrangements for annual leave in cases of job sharers and those working part-time.  It is intended as a guide and you are advised to consult your Group Personnel Manager in cases of doubt.

2.
BASIC leave entitlement
2.1
S.C. Points
   0-5 years'
                        With 5 years' 


   

   Continuous        
Continuous





   Local Government
Local Government





   Service
                        Service

           1 - 21


20 days               
25 days


22 - 25


21 days               
25 days


26 - 28


23 days               
25 days


29 and above

25 days               
25 days


Hay Officers

30 days               
30 days


Employees who were employed by Sutton on 1 April 1981 will have received an additional 3 days' leave on completion of 10 years' continuous Local Government service.  It therefore follows that some staff are entitled to in excess of those days set out above.

2.2
It should be noted that the 5 years continuous service applies to continuous service as at the commencement of the leave year.

2.3
The leave year runs from 1 April to 31 March each year.

2.4
In exceptional circumstances, and only with the agreement of the Strategic Director or designated deputy, outstanding leave can be carried over from one year into the next.  It is unlikely that there will be agreement to carry over more than 5 days and all carried forward leave must be taken within the first 3 months of the new leave year.

2.5
Under no circumstances will annual leave be paid for in lieu of it being taken.

2.5
Annual leave for part-timers and those who job share will be the same as for full-time staff, but on a pro-rata basis, depending on their contracted hours, eg. someone working 20 hours per week will receive 20/36ths of the annual entitlement, rounded up or down to the nearest half day.

3.
EXTRA STATUTORY DAYS
3.1
There are two extra statutory days in addition to the basic entitlement.  These are now added to the annual leave entitlement and can be taken at any time throughout the year, subject to normal approvals.  Part-time staff receive this on a pro-rata basis.

3.2
In some departments and services, there will be a period of 'close down' for part or all of the Christmas week.  This will be determined on departmental basis.  Where there is an 'enforced' period of close-down, employees will be required to take part of their annual leave to cover the time.  Staff will therefore need to be told in advance of local arrangements, so that leave can be saved.

4.
staff joining or leaving local government part way through the leave year and during their


probationary period

4.1
The leave entitlement for employees who join or leave Sutton during the leave year will be calculated on a pro-rata basis.  Only completed months of service will be used to calculate entitlement.  Fractions of a day will be rounded up or down to the nearest half day.

4.2
Employees who are in a formal probationary period (first six months in Local Government) are not formally entitled to take paid annual leave, although they will be accruing leave.  However, Directors may exercise discretion on this matter by allowing paid leave during the probationary period on the proviso that staff sign an undertaking to repay the money if they leave before they have accrued the correct entitlement.  If you are in any doubt on these arrangements, please consult your Group Personnel Manager.

5.
transfer of leave
5.1
When an employee moves to Sutton from another Local Authority, they may have leave entitlement which is outstanding.  They should be encouraged to use that leave before joining Sutton, but where that is not possible leave entitlement can be carried forward to Sutton.  This arrangement should apply in exceptional circumstances only.  If you are considering such arrangements, you should check with your Group Personnel Manager.

6.
bank holidays
6.1
Bank Holidays are granted in addition to the basic leave outlined in para 2.1.  In some departments such leave may need to be worked due to the nature of the service.  Such Departments will need to ensure their employee contracts are explicit in this area.

6.2
Special arrangements apply to part-time and job share staff in respect of Bank Holidays, and this is dealt with in Para 7 of this guidance note.

7.
bank holiday arrangements for part-time and job share employees

7.1
The pattern of Bank Holidays means that employees working at the beginning of the week have traditionally been in receipt of greater time-off to those working at other times.  Since 1 October 1992 for some staff and from 1 April 1993 for groups who had previously received greater benefit from Bank Holidays, these arrangements were changed.  The prime reason for change was to remove the inequality from the two groups of employees.

7.2
At the start of each leave year, an individual calculation (normally by the Group Personnel Manager) will be undertaken to determine entitlement to Bank Holiday leave for each employee working part-​time or job sharing.  This calculation will be based on the employees' normal pattern of work compared to the Bank Holidays for that year and will be expressed in hours.  As some Bank Holidays are fixed days of the week and others moveable, it will always be necessary for this exercise to be done annually and on an individual basis. The method of calculation is outlined in Appendix A.

7.3
A standard day will be deemed as 7 hours 12 minutes, for the purpose of calculating full days and normal working hours in part-time cases.

7.4
Some employees will finish-up having additional hours to be taken as leave, whilst others may finish with a deficit.  This deficit can be made up by flexi-time, working additional hours on another day or by using some annual leave.  Any such arrangements will need to be approved by line managers.

7.5
The total hours of leave will be notified to each employee by Group Personnel.  This will be in the form of an entry on the Annual Leave record card. The total leave entitlement will be expressed in hours for part-time staff and job sharers.  Any time off requested will also be expressed in terms of hours.

7.6
If a Bank Holiday falls on a day on which the person normally works, they should take one of their standard days from their Bank Holiday allowance.  If, taking account of all the Bank Holidays on days on which they work in a year, this leaves a balance of hours, these can be taken in the same way as leave.  Staff who have a number of spare hours should be encouraged to take them somewhere around the time of Bank Holidays to prevent having large amounts to take at the end of the leave year.

8.
Conclusion
8.1
It is important for Managers to have a clear understanding of annual leave arrangements so that they can advise staff and in particular plan workloads, to ensure that full account is taken of local service needs.  It is suggested, however, that in complex cases or where an employee seeks to challenge the arrangements, reference is made to the Group Personnel Manager.

Central Personnel

October 1993





                                              Appendix A

Calculation of bank holidays leave

for part time and job share employees



In a leave year in which only one Easter falls:




9 Bank Holidays in leave year




64 hours 48 minutes full-time




1/36th - 1 hour 48 minutes




X number of hours worked



In a leave year in which there are two Easters:




11 Bank Holidays in leave year




79 hours 12 minutes full-time




1/36th = 2 hours 12 minutes




X number of hours worked



In a leave year in which there are no Easters:




7 Bank Holidays in leave year




54 hours 24 minutes full-time




1/36th = 1 hour 24 minutes




X number of hours worked
GUIDANCE NOTE PB8 - Revised

ANNUAL LEAVE

GUIDANCE NOTE FOR MANAGERS

1.
Introduction
1.1
This guidance note addresses the issue of annual leave and in particular sets out the arrangements for annual leave in cases of job sharers and those working part-time.  It is intended as a guide and employees are advised to consult their Group Personnel Manager in cases of doubt.

2.
Leave entitlement
2.1
Spinal
                     0-5 years'
                             Over 5 years' 


column points

      continuous        
      continuous





      local government
      local government





      service
                             service

           1 - 21


22 days               
27 days


22 - 25


23 days               
27 days


26 - 28


25 days               
27 days


29 and above

27 days               
27 days


Hay Officers

32 days               
32 days


These entitlements include 2 extra-statutory days.


Employees who have been employed continuously by the London Borough of Sutton since 1 April 1981 will have received an additional 3 days' leave on completion of 10 years' continuous Local Government service.  Therefore some staff are entitled to an amount in excess of the days set out above.

2.2.1 The 5 years’ continuous service applies from the 5th anniversary of the employee’s start date, and the leave entitlement will be increased from that date.

2.2.2 The leave year runs from 1 April to 31 March each year, although in some Groups employees can choose to have a personal leave year, which will start from the first day of the month after their commencement in Sutton.

2.2.3 Up to 5 days outstanding leave can be carried over from one leave year into the next, subject to the line manager’s approval.  In exceptional circumstances, and only with the agreement of the Strategic Director, more than 5 days can be carried over.

2.5
It is a statutory requirement that all employees have a minimum of 20 days annual leave per year, and therefore annual leave will not be paid for in lieu of it being taken, unless the employee is leaving (see para 4.1).

2.6
Annual leave for part-timers and those who job share will be the same as for full-time staff, but on a pro-rata basis, depending on their contracted hours, eg. someone working 20 hours per week will receive 20/36ths of the annual entitlement, rounded up or down to the nearest half day.

2.7
In some Groups and services, there will be a period of 'close down' for part or all of the Christmas week.  This will be determined on a Group basis.  Where there is an 'enforced' period of close-down, employees will be required to take part of their annual leave to cover the time.  Staff will therefore need to be told in advance of local arrangements, so that leave can be saved.  As an alternative, there may be the possibility of working from home for some or all of this time, subject to the line manager’s agreement, or where this exists within the contractual working pattern.

3.
Granting of annual leave


Employees have an entitlement to annual leave.  All requests must be made in advance, giving at least as much notice as the leave applied for, to the employee’s manager.  These will be agreed whenever possible, but are subject to operational needs at the time.

4.
Staff joining or leaving local government part way through the leave year

4.1
The leave entitlement for employees who join or leave Sutton during the leave year will be calculated on a pro-rata basis.  Only completed months of service will be used to calculate entitlement.????Should we take this out?? we ought to calculate from any day in the month, and not just from the 1st.  Fractions of a day will be rounded up or down to the nearest half day.  If an employee leaves part way through a leave year, they are entitled to be paid in lieu of any holiday accrued but not taken.  If the employee has taken more annual leave than they are entitled to at the relevant date, they will need to repay the overtaken holiday.

4.2
There is a legal limit on the amount of leave employees can take during their first year of employment.  The amount of leave is limited to that s/he has accrued at that time, calculated monthly in advance, at the rate of 1/12th of the full annual entitlement.

5.
Transfer of leave
5.1
When an employee moves to Sutton from another Local Authority, they may have leave entitlement that is outstanding.  They should be encouraged to use that leave before joining Sutton, but where that is not possible leave entitlement can be carried forward to Sutton.  This arrangement should apply in exceptional circumstances only.  If an employee is considering such arrangements, they should check with your Group Personnel Manager.  Should we still allow this??  Community Services do not allow any carryover at all, not even between different service units within the same group.

6. Leave whilst on sick leave or maternity leave

Employees on extended sickness absence may take their paid annual leave during their absence, as long as they give notice of the date.  The same rule applies to women on additional maternity leave.

7.
Bank holidays
7.1
Bank Holidays are granted in addition to the basic leave outlined in para 2.1.  In some Groups such leave may need to be worked due to the nature of the service.  Such Groups will need to ensure their employee contracts are explicit in this area.

7.2
Special arrangements apply to part-time and job share staff in respect of Bank Holidays, and this is dealt with in Para 8 of this guidance note.

8.
Bank holiday arrangements for part-time and job share employees

8.1
At the start of each leave year, an individual calculation (normally by the Group Personnel Team) is undertaken to determine entitlement to Bank Holiday leave for each employee working part-​time or job sharing.  This calculation is based on the employees' normal pattern of work compared to the Bank Holidays for that year and is expressed in hours.  As some Bank Holidays are fixed days of the week and others moveable, it will always be necessary for this exercise to be done annually and on an individual basis. The method of calculation is outlined in Appendix A.

8.2
A standard day will be deemed as 7 hours 12 minutes for the purpose of calculating leave for full-time employees, and as normal working hours for part-time staff.

8.3
Some employees will finish up having additional hours to be taken as leave, whilst others may finish with a deficit.  This deficit can be made up by flexi-time, working additional hours on another day or by using some annual leave.  Any such arrangements will need to be approved by line managers.

8.4
Group Personnel will notify the total hours of leave to each employee.  This will be in the form of an entry on the Annual Leave record card. The total leave entitlement will be expressed in hours for part-time staff and job sharers.  Any time off requested will also be expressed in terms of hours.

8.5
If a Bank Holiday falls on a day on which the person normally works, they should take one of their standard days from their Bank Holiday allowance.  If, taking account of all the Bank Holidays on days on which they work in a year, this leaves a balance of hours, these can be taken in the same way as leave.

9. Responsibilities

Both employees and managers hold responsibility for recording and monitoring annual leave to ensure records are accurate and kept up to date.

10.
Conclusion

It is important for managers to have a clear understanding of annual leave arrangements so that they can advise staff and in particular plan workloads, to ensure that full account is taken of local service needs.

Debbie Whitton

Human Resources

AUGUST 2003





                                              Appendix A

Calculation of bank holidays leave

for part time and job share employees



In a leave year in which only one Easter falls:




9 Bank Holidays in leave year




64 hours 48 minutes full-time




1/36th - 1 hour 48 minutes




X number of hours worked



In a leave year in which there are two Easters:




11 Bank Holidays in leave year




79 hours 12 minutes full-time




1/36th = 2 hours 12 minutes




X number of hours worked



In a leave year in which there are no Easters:




7 Bank Holidays in leave year




54 hours 24 minutes full-time




1/36th = 1 hour 24 minutes




X number of hours worked

