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introduction
POLICY STATEMENT
The Council recognises its obligations, as set out in the Working Time Regulations 1998, to prevent employees working such long hours that they put their own health and safety, and potentially the safety of others at risk. Further guidance is available in the Council’s Health & Safety Manual.
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OFFICE HOURS
The normal working week is 37 hours and the Council operates a Flexible Working Hours Scheme, the details of which are shown in Section 2.2.2 of the Employee Handbook.

[bookmark: _Toc107846230][bookmark: _Toc107846647][bookmark: _Toc120369068][bookmark: _Toc121109013][bookmark: _Toc121110826]The Council's offices will be open to the public:
· Mondays ‑ Thursdays:		8.45 am to 5.00 pm
· Fridays:				8.45 am to 4.30 pm

and, as a condition of the Flexible Working Hours Scheme, cover by employees must be available throughout these times.
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Separate arrangements apply for “call-outs” and compensatory time off will be granted at plain-time rates.

BANK & PUBLIC HOLIDAYS
There are normally eight statutory Bank and Public Holidays:

· [bookmark: _Toc107846233]New Year's Day
· Good Friday and Easter Monday
· May Day
· Spring
· Late Summer and
· Christmas Day and Boxing Day

In addition, there are two nationally agreed extra-statutory holidays and two locally agreed additional holidays to be taken so that the Council’s offices are closed during the Christmas/New Year period subject to such exceptions and emergency cover arrangements as are agreed as necessary.  

Employees will normally be advised of the dates of such holiday closures during the Spring of each year.

The award of two nationally-agreed extra-statutory holidays and two locally-agreed additional holidays will be formally reviewed on a regular basis.
 
Annual Leave
These provisions apply to all employees other than the Chief Executive who is covered by separate conditions of service.  
The basic annual leave entitlement for employees is 23 days.
Officers who have five years’ cumulative service under one or more local authorities (as per the modification order) are entitled to 26 days’ annual leave.  Additional annual leave will be granted, pro-rata to service in the leave year in which five years’ service is achieved.

Service with any public authority to which the Redundancy Payments Modification Order (Local Government) 1983 (as amended) applies shall count as "local authority" service for the purpose of calculating entitlement as above..

Booking Annual Leave
Annual leave must be booked through line managers. Individual arrangements may exist in terms of the amount of notice required, dependent on service delivery requirements.

“CARRY OVER” ANNUAL LEAVE
Subject to approval by a Head of Service, employees are allowed to "carry‑over" up to a maximum of five days' leave (pro rata for part time employees) from one leave year to the next. Please note that different arrangements may apply where an employee is unable to take their annual leave entitlement because of absence due to sickness or maternity.  Contact Human Resources for further advice.
For all employees, the annual leave year starts from 1st April and carries through to the 31st March.

Employee leaving the Council’s service during the leave year
The annual leave entitlement of employees leaving or joining the Council is proportionate to their completed service during the leave year.

An employee who leaves shall be allowed one‑twelfth of their leave entitlement for each completed month of service in the current leave year.

Other than in exceptional circumstances to be approved by a Director, an officer who is leaving and who has exceeded their leave entitlement with the Council shall be required to repay to the Council any salary paid in respect of the number of days taken in excess of their leave entitlement for completed months of service.

Special Leave
Special leave may be granted as follows, subject to the overall provision that such leave shall be at the discretion of the Director having regard to the needs of the service:

Unison Annual Conferences
Duly appointed representatives of the Stroud District Branch of UNISON should be allowed additional paid leave to attend the Annual Conference of UNISON.

Unison District Meetings
Duly appointed representatives of the Stroud District Branch of UNISON should be allowed additional paid leave to attend District Meetings of UNISON subject to a maximum of two delegates at each meeting.

Compassionate Leave
Up to five days’ additional paid leave may be granted for compassionate reasons, including the serious illness or death of an employee’s next of kin when sufficient time should be allowed for making the necessary funeral arrangements, travelling and dealing with matters connected with the estate.  (For the purposes of this provision "next of kin" may include but is not limited to a spouse, parent, son or daughter).
For the serious illness or death of a near relative, not being next of kin, (for example grandparent, parent in‑law) up to three days’ paid leave is considered to be normally sufficient.

Parliamentary Candidature
Employees nominated as candidates for Parliamentary elections may be granted leave of absence without pay in order to take part in pre‑election campaigns.

Census, Elections Duites ect..
Employees acting voluntarily as Presiding Officers, Poll Clerks, or Counting Assistants at elections, or Census Clerks, etc, and such other activities for which they will be paid, shall take annual leave or other leave.

Employees acting in these roles within Stroud District may be granted an additional day’s leave to allow them to perform these duties, at the discretion of the Chief Executive and Returning Officer.  This dispensation will be agreed and communicated ahead of each election/census or other constitutional duty of the Council.

Service in Non-Regular Forces
Ten days' additional paid leave should be granted to employees to attend Summer Camps as volunteer members of non‑regular forces.

Membership of other Local Authorities
An employee of the Council who is elected as a Member of a local authority shall be granted leave of absence, without loss of salary, to attend meetings of such an authority or of its committees, subject to the following conditions:

· That, where possible, the employee gives to the Director concerned at least one week's notice of intention to be absent on a particular day for the purpose of attending a meeting of the Local Authority of which he/she is a member or of any of its committees;
· In considering requests for time-off to attend public duties, Directors will have regard to work requirements and also to the needs of employees in undertaking such duties;
· That the employee shall not normally be absent from his/her work on more than two and a half days in any one calendar month, subject to a maximum of five days per year of paid leave for public duties.

Justices of the Peace
Employees should be granted additional paid leave of absence to undertake duties in connection with appointments as Justices of the Peace.

Governors of Schools
Attendance at meetings of School Governing Bodies is regarded as a public duty and paid leave of absence should be granted for this purpose to employees who are appointed to such bodies.

Time Off for International Sport
An employee who is selected to represent their country in amateur sport should be granted up to five additional days’ leave with pay in any leave year for the purpose, subject to the prior confirmation of the Chief Executive in each case.

Parental and Care of Dependants Leave
[bookmark: _Toc107846235][bookmark: _Toc107846651][bookmark: _Toc107846236][bookmark: _Toc107846652]Details of entitlements under these provisions can be found in Section 2.3 of the Employee Handbook.
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