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Authorised Leave

1. Background
This policy covers annual leave, unpaid leave and leave for jury service. Other forms of authorised
leave including maternity, paternity, adoption, parental, compassionate and leave for family
emergencies are included in the Family Friendly Policy.

2. Objectives
Abbeyfield The Dales Ltd. (ATD) is committed to providing services that enhance the quality of life
for older people and developing services that will meet the needs of future generations. This
commitment is based on the Mission and Values of ATD. ATD will also comply with all relevant and
current legislation.

The aim of this policy is to explain clearly and simply the entitlements, rules and guidelines
concerning all forms of authorised leave.

3. Scope
This policy applies to all staff. The policy does not form part of any employee's contract of
employment and it may be amended at any time. We may also vary the procedures set out in this
policy, including any time limits, as appropriate.

4. Policy

4.1. Annual Leave
All employees are entitled to take paid annual leave. The leave year runs from 1st April to
31st March. The standard full-time annual leave entitlement is 29 days (or 5.8 weeks), which
is inclusive of bank holidays. This entitlement may vary for managers, depending on
individual contracts.

Annual leave must be planned with and approved, at least 4 weeks in advance, by line
managers to ensure appropriate cover is arranged. Only in exceptional circumstances will
short notice requests be approved. Requests will be met wherever possible except where
business needs make this unworkable. Where a number of employees wish to take leave at
the same time, requests will normally be granted on a first come, first served basis.

All employees are encouraged to use their full leave entitlement each year and both the
employee and manager are responsible for ensuring this happens.

No payment will be made in lieu of leave not taken during the leave year and up to 2 days
discretionary holiday may be carried forward into the next year, in agreement with your line
manager.

If you leave the employment of ATD and have annual leave entitlement which you have not
taken, you will receive payment for this in your final salary. If you have exceeded your annual
leave entitlement when you leave ATD, this amount will be deducted from your final salary.
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4.2. Part-Time Staff
Staff are entitled to 29 days (or 5.8 weeks) annual leave, inclusive of bank holidays, per year.
If part time, this amount will be pro rata according to how many days you work per week.
The pro rata calculation based on the full-time equivalent entitlement is shown in Section
10.1 of this policy. This entitlement may vary for managers, depending on individual
contracts.

All staff have the same entitlement to bank holidays, regardless of whether they normally
work on days which bank holidays fall. If you do not wish to work on a bank holiday, you
must apply for annual leave in the same way as you would at any other time of the year.

4.3. Staff Employed on Bank Staff Contracts
All employees are entitled to annual leave, the amount of which is dependent on the number
of days worked. Staff employed on bank staff contracts who do not work a set number of
hours on a regular basis, are entitled to accrue 1.255 hours, approximately 75 minutes
annual leave for every 10 hours worked. This is a pro rata calculation based on the full-time
equivalent entitlement is shown in Section 10.2 of this policy. Line Managers are responsible
for ensuring staff on these contracts are aware of their entitlement.

4.4. Unpaid Leave
In some circumstances, unpaid leave will be granted but not normally in excess of one
working week. Any request for unpaid leave should be made to your line manager. Unpaid
leave will be agreed where the required level of operational service can be maintained,
unpaid leave will not be granted where the employee has annual leave entitlement
remaining.

The employee must return to work on the date that is agreed by the manager. In extreme
circumstances where this is not possible, the employee must contact the manager prior to
or no later than before they are due to return to work on the date agreed to explain the
reasons for this. Failure to do so may result in disciplinary action being taken.

Where a new employee has declared holidays on their application form that have already
been booked, ATD will honour these holidays. However, if the new employee has not
accrued enough annual leave to cover the length of the holiday this will result in some or all
of the annual leave days being deducted as unpaid leave.

4.5. Working on a Bank Holiday
All staff required to work on a bank holiday will receive time plus one half, except Christmas
and New Year’s Day which are double pay.

If an employee is rostered to work a bank holiday but wishes to take annual leave on that
day, this must be requested in the usual way.

4.6. Jury Service
Employees should claim for loss of earnings from the court and because there is a limit to
the amount of this payment, employees can claim the difference between this payment and
their full salary from ATD.

Employees who receive a summons to serve on a jury should immediately inform their
manager. Employees should return to work on full or half days when the court does not
require them to be present. Further information can be found in Section 4.9.
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4.7. Religious Holidays
Time off for religious holidays should be requested and considered using the usual annual
leave processes and where additional leave is required above annual leave entitlement,
using the unpaid leave process.

Although ATD has no legal obligation to grant time off specifically for religious purposes, we
recognize that we have a culturally diverse workforce and therefore requests for annual and
unpaid leave for this purpose may be agreed where the required level of operational service
can be maintained.

4.8. Annual Leave and Sickness/Absence

Sickness absence does not normally affect annual leave entitlement or any procedures
regarding leave. Employees will continue to accrue annual leave as normal whilst absent due
to sickness. Employees may use leave during periods of sickness subject to agreement with
their manager. This may be in order to prevent the loss of entitlement accrued but not taken
towards the end of the leave year or in circumstances where the nature of the reason for
sickness absence suggest taking annual leave may be beneficial for the employee’s recovery
and good health.

In these circumstances, the employee must ensure that they request annual leave using the
usual procedures, by contacting their manager to agree the duration and by completing their
leave form in the usual way.

If an employee falls sick whilst on annual leave and reports their absence in accordance with
ATD sickness absence reporting procedures, then subject to the provision of a GP medical
certificate, the period of absence covered will be treated as sick leave allowing the member
of staff to take the annual leave at another time.

Employees will not be entitled to an additional day off if they are sick on a Bank Holiday that
falls on a day they would have normally been required to work as part of their basic week.

4.8.1. Family Related Leave
When an employee is on maternity, paternity, parental or adoption leave,
entitlement to annual leave continues to accrue as normal. Employees are not
required to take annual leave during family related leave. Employees should discuss
with their line manager suitable arrangements for taking leave before and/or after
a period of family related leave.

4.8.2. Responsibilities & Process Annual Leave

New starters will be informed of their annual leave entitlement in the letter
confirming their start date. Where an employee’s start date is in the middle of the
leave year, their entitlement will be pro-rata according to the number of weeks left
in the year. An example of how to calculate this is given at Section 10.5 and line
managers will confirm the number of days/hours each employee is due in their first
year. Line managers are responsible for confirming leave entitlements and
completing and distributing annual leave forms for each member of their team.
When an employee changes their weekly working hours, the line manager is to
notify the Director of Support Services (DOSS) who will confirm with the line manger
the number of days leave already taken in that year and what the new annual leave
entitlement is. Line managers are to notify the employee and amend the
employees’ annual leave tracker.

All employees must use current annual leave form to book leave and each request
must be authorised and signed for by their line manager. No annual leave should be
booked until authorised by the line manager.
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10.

4.9.

Jury Service

Employees who receive a summons to serve on a jury should inform their manager
immediately. Amongst the paperwork sent from Her Majesty’s Courts Service (HMCS) will be
a Certificate of Loss of Earnings Benefits Form which must be forwarded to the Payroll
Department for completion as soon as possible.

Employees will be required to return to work on full or half days when the court does not
require them to be present.

Any loss of earnings will be paid directly through the court, therefore, a deduction from
salary will be made. Jury Service must be recorded as unpaid leave on any timesheet
submitted to Payroll and logged on the tracker as unpaid leave with a note to specify it is for
Jury service.

To avoid employees being financially disadvantaged during their Jury Service, Abbeyfield will
not make the deduction from pay until the Jury Service is completed.

On receipt of the Certificate of Loss of Earnings Benefit Form, Payroll will write confirming
the total amount of pay to be deducted from salary. If the amount that the court pays is
different to the figure provided by Payroll, employees need to send to Payroll a copy of the
payment advice that the court has given; this amount will then be deducted from salary.

Finance, Value for Money & Social Value

N/A

Supported Appendices

Annual Leave Request Form

Linked Policies

Family Friendly Leave & Pay (S012P)
Disciplinary (SO08P)

Sickness & Absence (S024P)

Legislation/Regulation
Working Time regulations 1998

Review
Every 3 years, subject to any regulatory or legislative updates.

Procedure/Guidance — Calculating Annual Leave
10.1. Part-Time Staff

Take the number of days worked per week and multiply by 5.8 which equates to the
number of days annual leave per annum.

Example:
If a part time employee works 20 hours per week over 5 days:
5 x 5.8 = 29 days annual leave per annum

If a part time employee works 20 hours per week over 2 days:
2 x 5.8 = 11.6 days annual leave per annum.

In this case 11.6 would be rounded up to 12 days annual leave entitlement per annum.
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10.2. Employees on Bank Staff Contracts
An employee on a bank staff contract accrues 1.255 hours, approximately 75 minutes
annual leave for every 10 hours worked. This is accrued on a monthly basis and paid on a
quarterly basis being March, June, September and December pay runs.

This is worked out as follows:
5.8/46.2 x 100 = 12.55% (this is the percentage by which all staff accrue annual leave)
12.55/100 x 10 hours = 1.255 hr (1.255 = 75.3 minutes).

10.3. Employees who work more than 37.5 hours per week
Most full-time staff work a standard 37.5 hours per week, however there are some
employees who are contracted to work more than this and who do so by working longer
than average shifts. In such cases, the employee is still entitled to a maximum of 29 days
annual leave (this may vary on individual manager’s contracts); these 29 days equate to 29
of the employee’s longer than average shift lengths.

10.4. New Employees starting part way through the Leave Year
The number of days per week worked multiplied by 5.8 divided by 52 multiplied by the
number of weeks left in a year and this figure equates to the number of days annual leave
entitlement for the individual.

Example:
A full-time employee working 37.5 hours over 4 days who starts work on 3 June:
4 (days)x5.8=23.2  23.2/52 (Weeks)=0.446 0.446 x 43(Weeks) = 19.178 Days

In this case 19.178 would be rounded up to 19.5 days annual leave entitlement per annum.

10.5. Employees who leave midway through the year
Employees who have accrued but not taken annual leave, at the date at which they leave
ATD, are entitled to be paid in lieu. This will be calculated by your manager.

The number of weeks which have passed in the leave year following the week in which the
employee leaves should be divided by the number of weeks in a year (52). This should be
multiplied by 5.8 (the number of weeks leave an employee is entitled to in a complete leave
year) and then the number of days leave already taken subtracted. This figure should then
be multiplied by 5 to obtain the number of day’s entitlement.

Example:

Where a full-time employee leaves on 30 Aug and has taken 7 days leave, 22 weeks of the
leave year will have passed, so (22 / 52) x 5.8 = 2.45 weeks entitlement.

2.45 (weeks entitlement) x 5 (FTE working days in a week) = 12.25
12.25 - 7 (days already taken) = 5.25 days to be paid in final salary.
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Abbeyfield The Dales Ltd

Annual Leave Request Form

Please note:

e You must give one month’s notice of any annual leave you require.

s Please do not book holidays until your annual leave has been authorised and you have received this
completed form back from your line manager.

e Annual leave may be denied if another Colleague has previously requested the same dates.
e Full guidelines are available in the Annual Leave Policy.

Requestor (Employee to complete):

Name:

Site: Department:

First day (o/o/0): Last date (ooo000): Days:
Signed: Date:

Authoriser (Manager to complete):

Full entitlement: Days Remaining: Days
AUTHORISED: REJECTED:

Name:

Signed: Date:

If authorised, managers are to ensure:
o The Annual Leave Tracker is updated.

e A copy of this signed form is given to the employee.
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