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Background

Holiday entitlement details are contained in each employee’s main terms and conditions of employment document issued on appointment.  These will vary according to the particular role undertaken and generally, leave should be taken when operationally appropriate for all categories of staff.  In all cases the taking of annual leave must be with the agreement of the employee’s Line Manager.  

The School’s leave year commences on 1st October each year.  In the first year of service, leave entitlement will accrue in proportion to completed weeks of service.

Annual Leave Entitlement

The table below summarises the annual leave entitlement:  

	Staff group


	Holiday Entitlement

	Academic staff

	30 working days

	Academic-Related staff


	30 working days

	Research staff


	30 working days

	Support Staff
	25 working days




Additional Holiday

In addition to the above allowance, all employees are entitled to eight Public Holidays and six School Closure Days if they fall due on their work day and during employment with the School.  The Dean’s Office issues a statement of Public Holidays and Annual Concessionary Holidays each year.

Calculating Leave Entitlement for Staff Working Part of the Year

Annual leave for full time staff accrues at the rate of 2.08 days per month if the leave entitlement is 25 days per year and 2.5 days per month if the leave entitlement is 30 days per year.
Below is a useful table:
	No. of completed months
	With holiday entitlement of 25 days
	With holiday entitlement of 30 days

	1  mth
	2 days
	2½ days

	2  mths
	4 days
	5   days

	3  mths
	6  days
	7½ days

	4  mths
	8½ days
	10   days

	5  mths
	10½ days
	12½ days

	6  mths
	12½ days
	15  days

	7  mths
	14½ days
	17½ days

	8  mths
	16½ days
	20  days

	9  mths
	19 days
	22½ days

	10 mths
	21 days
	25  days

	11 mths
	23 days
	27½ days


Calculating Leave Entitlement of Part Time Staff
Below are some illustrations of how the holiday entitlement of part time staff is calculated:
a. Working part time, 5 days per week - where an employee works five days per week, part time, the annual leave entitlement will remain the same.  However, it will be based on the part time salary payment.
b. Working part time, less than 5 days per week - where an employee works part time, for example, for three days per week, the holiday pay will be calculated using the formula as follows:

	Proportion of the whole time equivalent multiplied by the holiday entitlement. 




Example:  one whole day amounts to .2WTE (7 hours 12 minutes).  Therefore, a member of staff working three days per week, with a pro rata holiday entitlement of 25 days will receive 15 days leave annually (i.e. .6 x 25).

Below is a useful table:

	No of days worked
	WTE
	Based on annual leave entitlement of 25 days
	Based on annual leave entitlement of 30 days

	1 day per week
	.2
	5 days
	6 days

	2 days per week
	.4
	10 days
	12 days

	3 days per week
	.6
	15 days
	18 days

	4 days per week
	.8
	20 days
	24 days

	5 days per week
	1.0
	25 days
	30 days


c. Working term time only - for those employees working full time, term-time only, the annual leave entitlement will be calculated as follows:

Example:  based on an employee working 30 weeks per year (equivalent of 7½ worked months per year) times 2.5 days per month will amount to 18½ days holiday per year.
d. Working limited hours/on an hourly basis - a useful formula that can be applied where the number of hours of work varies per day/week:

	Full time annual leave entitlement (converted into hours)* divided by number of full time hours worked in the year* = holiday factor to be applied


Note:
	*Annual holiday entitlement which has been converted into hours:

180 hours per year (25 days x 7.2 hours per day)

216 hours per year (30 days x 7.2 hours per day)

* Hours worked in one year:
1877 worked hours per year (52.14 weeks per year x 36 worked hours per week)

Hours of holiday accumulated for every hour worked

Annual entitlement (hours) 
e.g. 180/1877 = 0.0959 (* Holiday Factor (multiplier)) 




e. Worked hours in a year - where for instance an employee has worked five hours per week for thirty weeks doing a total of 150 hours per year and has a holiday entitlement of 25 days per year, the holiday entitlement would be as follows:

150 x holiday factor of 0.0959 = 14.38 hours = 2 days holiday entitlement per year.

Procedure for Taking Annual Leave

An Annual Leave Sheet will be issued to a new employee by the employing department.  This leave sheet is available on the intranet.
The employee is required to give sufficient notice to the Line Manager when requesting time off.  Leave will be granted subject to workload levels, leave arrangements of other team members, and in the case of certain departments whether the annual leave request falls during term time.

The general rule is that an employee should give notice of at least twice as long as the amount of holiday requested (for example, the employee should give two weeks’ notice for one week’s holiday).  A Line Manager may refuse permission for the holiday so long as the notice is at least as long as the holiday requested (for example, to refuse a request for a week’s leave would require a week’s notice in advance).  

The employee will make the request for time off by completing the annual leave sheet detailing the dates of absence and the total number of working days taken, and obtaining signed authorisation from the Line Manager.

Holiday not taken by the end of the Annual Leave Year

Whilst the School encourages its employees to take all leave entitlement in the specified leave period it recognised that there may be circumstances where this is not possible because of exceptional circumstances such as covering the absence of colleagues, meeting project deadlines etc.  
Also where an employee has been too ill to take annual leave because of a long term illness or the outstanding leave falls close to the end of the annual leave year, the employee may elected to convert some of this sick leave to annual leave, so as not to suffer a detriment in pay, or alternatively he/she can request to carry over annual leave entitlement to the next leave year.
In all other circumstances, subject to agreement and authorisation of the Line Manager, the employee may carry over annual leave entitlement to the next leave year.  However, it is anticipated that this will generally amount to no more than five days.  The Line Manager will encourage the employee to take this outstanding leave within a two month period.

Where Holiday Allowance is Outstanding on Leaving the School
For those staff members whose employment terminates before the end of the holiday year, the holiday entitlement will be calculated pro rata.  If an employee resigns from his/her position with the School and has outstanding leave, he/she will need to discuss this with their Line Manager. The Line Manager will advise the employee whether he/she will need to take this outstanding holiday as part of their notice period.  If the terms and conditions of employment allow it and it is not possible for the employee to take their full holiday entitlement before leaving the School's employment, and this has the prior agreement of the Head of Department, a payment will be made in lieu of each day of holiday not taken.

Some contracts, especially those funded from external sources require all holiday entitlement to be taken before the ending of the fixed term contract unless there is provision in the funds for a payment to be made in lieu of holiday not taken.

Accrual of Annual Leave during Maternity Leave

A woman’s contract of employment continues throughout both ordinary and additional maternity leave.  Her weeks of absence count as continuous service.  However, annual leave cannot be taken at the same time as maternity leave. Therefore, before an employee goes on maternity leave she should consider taking any outstanding leave for the relevant leave year and perhaps delay the start of her maternity leave. 

Alternatively, it may, depending upon the length of the maternity leave, be possible for the employee to take her annual leave in the period between the expiration of the maternity leave and the expiration of the leave year.  For example, a pregnant employee may start her maternity leave slightly earlier (but not sooner than 11 weeks before the expected week confinement) and then take her annual leave immediately after her period of maternity leave.

During ordinary maternity leave the employee will continue to receive her normal holiday entitlement.  This will also applies during the additional maternity period since the law requires that the terms relating to the right to accrued paid holiday under the Working Time Regulations must continue.  Therefore, during the additional maternity leave period, the statutory leave entitlement will apply. 

Annual Leave Entitlement during Sick Leave Period
If an employee becomes sick during their holiday, subject to providing a medical statement, he/she may convert holiday to sick leave.  Disciplinary action will be taken where an employee makes a dishonest claim.
Where an employee is on sick leave, the entitlement to paid holiday will continue to accrue and the employee will build up their normal holiday entitlement like any other employee.  

In circumstances where an employee is absent from work for over a year due to ill health, they should seek further advice from their Line Manager and/or a member of the HR team regarding their leave entitlement.
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