
Central England Area Quaker Meeting
Annual Leave and Time Off in Lieu of Overtime (TOIL)
Notes

The holiday year runs from 1 January to 31 December each year.  All Employees are entitled to all Public Holidays and are paid for at the salary rate applicable at the time the holiday is taken.  Staff in the employ of CEAQM on 1 January each year are entitled in addition to take twenty days' paid holiday during that calendar year. Where Public Holidays may be worked, the annual leave allowance amounts to 28 days.

For part time employees, holiday entitlement will be calculated on a pro rata basis.


For Employees whose employment commences or terminates part way through a holiday year, the entitlement to holiday during that year will be calculated on a pro rata basis.  


You agree that the provision of this clause serves to vary the relevant regulations of the Working Time Regulations 1998 and that in any holiday year you will be deemed to have used your statutory holiday entitlement under the WTR before any other holiday.  


Any holiday entitlement not taken by the end of the calendar year would normally become forfeit unless, in special circumstances, particular arrangements had been made with the line manager concerned.


All holiday arrangements are to be agreed in advance with the Line Manager concerned.


Should you have exceeded the contractual amount of accrued holiday at the date of termination of your employment with us, the pay received in relation to the excess will be deducted from your final pay.  Employees retiring are treated as employees leaving for the purpose of payment of accrued holiday pay.

CEAQM’s standard working week is 37.5 hours, excluding meal breaks etc.

	Name of Employee



	Line Manager



	Contracted hours


	Per week/month/other – please specify

	Year for these record sheets

	Leave entitlement in days (day = 7.5 hours) or hours for very part-time staff


Annual leave record

	Start date/ time (if hours)
	½ day?
	End date/ time (if hours)
	½ day?
	working days/ hours applied for
	Balance
	Approved and signed by manager
	Date of approval
	Comments

	 
	 
	 
	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	
	 

	 
	 
	 
	 
	 
	 
	 
	
	 

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Time off in lieu (TOIL) Record
Accrued time off in lieu should not normally amount to more than half your weekly hours of work, and should usually be taken within six weeks of its being accrued. Management may authorise exceptions.

	Date accrued
	Hours accrued
	Reason for working additional hours
	TOIL Start date
	TOIL End date
	Hours req'd
	Balance
	Signed by manager
	Comments
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