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ANNUAL LEAVE AND ABSENCES POLICY 

1.
Annual Leave

1.1
The annual leave year begins on 1st January and ends on 31st December each year.

1.2 
The basic holiday entitlement for a full time employee will be at the rate of 25  days (5 weeks) per annum. Up to 5 days annual leave will be set at the discretion of the Project Manager to cover the Project’s Christmas shut down  Staff will be notified of the set dates at the beginning of the annual leave year. 
1.3 An employee working less than full-time hours (i.e. less than 37) will have pro-rata days leave calculated. 

1.4.
Leave dates will be agreed on a “first come – first served” basis, to ensure    that operational efficiency/minimum staffing levels are maintained throughout the year.  This means that you may not be able to take holiday on the dates you wish.  Four weeks notice of your intention to take holidays is requested. 

1.5
When you have used up your holiday entitlement you will only be permitted to take extra days without pay on the authority of the Project Manager.  If you do not take your full holiday entitlement in any Holiday Year you will lose it.  

1.6
In the event of the termination of your employment, any holiday entitlement earned should be taken during the period of notice. However, in the event of you having taken holidays which have not been earned, pro-rata in the Holiday Year, then the appropriate deduction will be made from your final payment.

1.7
A staff leave record will be maintained by the Deputy Project Manager.

2.
Public Holidays

2.1 Staff receive time off for public holidays.  For part-time workers a pro rata allowance is taken from the normal weekly hours (i.e. they work pro rata less hours in a week with bank holidays).    

3.
Non-attendance in Emergencies

3.1       Compassionate Leave

The Project Manager may in exceptional circumstances, in consultation with the Chair or Company Secretary, grant paid compassionate leave for up to 28 days (depending on the nature of the emergency).  The Project Manager may also agree to the employee continuing with some appropriate duties during this period. At the end of this period if the employee is still not fit for work, the sickness absence policy will apply.  Any variations to the above need to be agreed by the Chair or Company Secretary. 

3.2       Inclement Weather.  Lost hours must be made up, by arrangement with the Project Manager.

3.3        Transport strikes.  As for 3.2.

3.4        Working from Home.  May be possible, but only by prior arrangement with the Project Manager. 

3.5        Carers Leave
Employees are entitled to unpaid leave in order to deal with an emergency in relation to people they have caring responsibility for.  

The unpaid leave should be to make necessary arrangements to deal with the emergency or arrange other care, rather than look after the sick child or dependant.  

At the discretion of the Project Manager this time can be made up at a later date or annual leave taken.  

4.
Policy Review

This Policy will be reviewed every 3yrs.  Individual employee leave entitlements will be calculated annually. 

APPENDIX 1

LEVEL TWO YOUTH PROJECT

CALCULATIONS FOR ANNUAL LEAVE

Full time staff working 52 weeks a year can be given 25 days if you want to do in hours that is fine although not essential for full time staff, if they take a day’s leave it is 7.4 hours, they get the bank holidays, if they were required to work a bank holiday this should be taken as another day at the agreement with the project manager. Don't add it to holiday just record it as time off in lieu. No staff are rota'd to work bank holidays so we can adopt the following
Shorter Working Week:
Actual Hours 

x
25
Full-time Hours

e.g. 16 hrs/week 16 x 25 = 11 days x 7.4 hours = 81.4 hours



   37

37 hours (Full-Time) = 25 days x 7.4 hours = 185 hours

Part time staff / 52 weeks a year

To calculate their leave you divide the number of hours they work per week by 37 and multiple it by 25 this gives their leave entitlement in days. You must then multiple it by 7.4 to give the leave in hours and allocate it to them in hours. They then take it off in hours so if they are rota'd to work 9 hours one day and want it off remove 9 hours from their allocation. For a bank holiday they are credited with hours worked per week divided by 5

As an example a staff member working 23 hours for 52 weeks per year

23/37 x 25 days = 15.54 days 

15.54 x 7.4 = 115 hours per annum this is what goes on her leave card.

Staff take their leave in hours so if they took a whole week remove 23 hours if they took a day when they were down to work 9 hours so only worked 14 hours that week remove 9 hours.

On a week there is a bank holiday for every bank holiday they will be awarded 

23/37 x 7.4 = 4.6 hours so in a week with one bank holiday they would have the bank holiday off and would need to work 18.4 hours

Part time staff / term time 40 hours 

Divide weeks worked (40) by 52.14 (weeks in a year). Multiple this by 25 to get days per year for a 37 hour week over 40 week year. 

Multiple this figure by number of hours worked per week divided by 37 to account for part time working,

Finally multiple the figure which is in days into hours which you must do for part time workers this gives their allocation in hours put this on the leave card.

An example 

A staff member working 11 hours per week, 40 weeks (term time) would be:-
40/52.14 x 25 =19.18

11/37 x 19.18 = 5.7 days

5.7 x 7.4 =42.18 hours round up to 43 hours goes on leave card

Note:  Calculations – rounded up to nearest whole number

APPENDIX 2
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LEAVE RECORD

NAME :  …………………………………………………………………………

HOLIDAY YEAR :  1st January to 31st December ………… (Insert Year)

ANNUAL LEAVE ENTITLEMENT :   …………… DAYS (As per Appendix 1)

	LEAVE DATES
	NUMBER OF DAYS TAKEN
	CUMULATIVE TOTAL
	BALANCE
	AUTHORISED BY
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