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Policy on Staff Annual Leave –

Arrangements for Part Time Workers
Background
When a post is occupied on a full-time basis, the system for taking annual leave and Bank Holidays is very straightforward. However, when the number of hours worked is below the weekly maximum, then leave entitlement can be confusing.

In order to ensure that each member of staff benefits from an equitable leave

entitlement, irrespective of days or hours worked, this policy formalises the leave

position for part-time staff.
ANNUAL LEAVE
For full-time staff the calculation of annual leave entitlement is easily achieved and recorded. However, in the case of staff working part-time, covering differing numbers of hours, the situation is more complicated.
As part-time working is expressed by a number of hours per week, then the simplest way to calculate and record leave is by converting annual leave entitlement to hours and recording a reducing balance as leave is taken.

For example, a full-time member of staff who is entitled to 23 days annual leave will benefit from 170.2 hours (23 multiplied by 37 hours divided by 5) in a full year. However, if a member of staff is contracted to work 18.5 hours per week, then the annual number of hours leave will be 85.1 (23 multiplied by 18.5 hours divided by 5).

This number of hours will be shown on the Annual Leave chart and as leave is

recorded and authorised, a residual balance will be shown.
STATUTORY HOLIDAYS

In addition to annual leave, members of staff are entitled to Statutory Holidays such as Good Friday, Easter Monday, Spring Bank Holiday, etc. The majority of Statutory Holidays in this country fall on a Monday, so staff who currently work a number of days at the latter part of the week could find themselves disadvantaged. Therefore where a part-time member of staff normally works on a day that falls on a Statutory Holiday, they will be credited with the appropriate number of hours using the same apportionment as applied to Annual Leave

For example, in the case of a member of staff who normally works 18.5 hours per

week, then their entitlement would be calculated by dividing 18.5 by 37 and

multiplying by 7 hours or 7.5 hours for each of the Statutory Holidays falling in that week (depending on the day concerned).
In the instance of a Statutory Holiday falling on the Monday in one week, then they would benefit from a 3.75 hours leave credit and be required to work only 14.75 hours in that week. When the Statutory Holiday falls on a Friday then they would benefit from a credit of 3.5 hours (to reflect the shorter working day) requiring a balance of 15 hours to be worked in that week. Where the number of hours worked differs from 18.5 hours, then the entitlement would be reflected by that proportion of the week normally worked.
For example, in the case of a member of staff who normally works 18.5 hours per

week, then their entitlement would be calculated by dividing 18.5 by 37 and

multiplying by 7.5 hours for each of the Statutory Holidays falling in that week.

In the instance of a single Bank Holiday occurring in one week, then they would

benefit from a 3.75 hours leave credit and be required to work only 13.75 hours in that week. Where the number of hours worked differs from 18.5 hours, then the entitlement would be reflected by that proportion of the week normally worked. e.g. a person working 22.5 hours per week would benefit from a leave credit of 4.6 hours in a week where a statutory holiday occurs (22.5 divided by 37 multiplied by 7.5).
CHRISTMAS AND NEW YEAR (ALL EMPLOYEES)

It is the practice of the Community Council to close its offices for the period between Christmas and New Year. This additional leave is granted to staff outside of their annual entitlement. In this situation, each member of staff receives an equal number of days leave, as the period is not calculated by reference to the period of their normal working week.
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