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[PCC OF XXXX]  WORK-LIFE BALANCE
HOLIDAYS POLICY

	Who approves the policy?
	

	Who is responsible for updating the policy?
	

	Classification
	Employment

	Original Issue Date
	XX/XX/20XX

	Last Revision date
	

	Revised By 
	

	Next Revision Date
	

	Related Documents
	

	Where to find a copy of the policy
	· 

	Scope

	This Policy applies to all [PCC OF XXXX]  and [PCC OF XXXX]  Ltd employees.  [PCC OF XXXX]  reserves the right to amend this policy at its discretion at any time.  It does not form part of any employees' contract of employment with [PCC OF XXXX] .
Where [PCC OF XXXX]  is referred to in this policy, it is used as an umbrella term for both [PCC OF XXXX]  and [PCC OF XXXX]  Ltd.

	Extensions

	None

	Exclusions

	Agency workers and self-employed contractors.



Please note that some of the information in this handbook may not be directly relevant to your Parish. It should therefore be used as a guide, and you may need to make significant adjustments to ensure it aligns with the practices and requirements of your PCC/Parish. If you have any questions about the content, please contact the People Services team, who will be able to provide appropriate support.
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1.	Policy Statement
All full-time employees are entitled to 25 days of annual leave plus public holidays, with part-time employees receiving a pro-rata entitlement. The holiday year runs from 1st January to 31st December.

Holidays must be taken at a time convenient to [PCC OF XXXX] , with a maximum of three weeks in any one block. Requests for holiday leave must be submitted in advance and approved by your manager. Sufficient notice must be provided when requesting holiday leave.

In most cases, a minimum of one week’s notice (5 working days) is required, but the approval of leave at shorter notice is at the manager’s discretion.

Holiday leave will be tracked via the PeopleHR system and all holiday requests must be submitted and approved online. Please note that holiday requests are not automatically approved and we reserve the right to refuse requests. In such cases, we will not be liable for any cancellation costs incurred if prior approval has not been obtained.

This policy is subject to change and does not form part of the employment contract. The policy is effective from 1st January 2020 and any increases to holiday entitlement cannot be requested before this date. 

2.	Who is Covered by the Policy?
This policy applies to:
· All employees of the ([PCC OF XXXX] ), including full-time, part-time and fixed-term contracts.
· Consultants, contractors, trainees and authorised volunteers during periods when they are undertaking activities or duties on behalf of [PCC OF XXXX] .
· Employees of [PCC OF XXXX]  Ltd when engaged in activities under [PCC OF XXXX] ’s remit.

This policy does not apply to agency workers, casual workers, consultants, or self-employed contractors.

3.	Entitlement
Upon joining [PCC OF XXXX] , all full-time employees are entitled to 25 days of annual leave, in addition to eight public holidays. These public holidays are as follows: Christmas Day, Boxing Day, New Year’s Day, Good Friday, Easter Monday, May Day, Whit Bank Holiday and the August Bank Holiday. This totals 6.6 working weeks of holiday.

For part-time employees, annual leave is calculated on a pro-rata basis, taking into account their contracted hours and pro-rata entitlement for public holidays. If a public holiday falls on a day a part-time employee would normally work, they should deduct the hours they would have worked from their annual leave total.

This is a full year's entitlement, which is accrued monthly. In the first year of employment, holiday leave should only be taken once it has been accrued unless prior approval is obtained from the Diocesan Secretary. Individual terms may apply to specific employees and these will be communicated as necessary.

Holiday Calculation for Full-Time Employees
The standard working week for a full-time employee is 36.25 hours, with a normal working day being based on 7.25 hours. Therefore, holiday entitlement for a full-time employee is calculated as follows:
· 25 days + 8 public holidays = 33 days
· 33 days x 7.25 hours = 239.25 hours of holiday per annum

Holiday Calculation for Part-Time Employees
For part-time employees, the holiday entitlement is calculated on a pro-rata basis based on their contracted hours. For example, for an employee working 18.125 hours per week, the calculation would be as follows:
· (18.125 ÷ 36.25) x 239.25 hours = 119.625 hours of holiday per annum

Note: Part-time employees who work different hours should substitute their actual contracted hours for the 18.125 hours used in the example above to calculate their annual holiday entitlement.

Holiday Deduction
Whenever an employee takes holiday (whether public holiday or annual leave) and works fewer hours than their contracted working week, the number of hours taken as holiday should be subtracted from their remaining holiday entitlement for the year.

Approval Process
Holiday dates must be approved by your manager. You are required to provide as much notice as possible when requesting holiday leave. [PCC OF XXXX]  reserves the right to refuse requests and will not be liable for any cancellation costs if prior approval has not been obtained.

4.	Christmas and New Year Period
The Diocesan offices are typically closed from 12:30 pm on Christmas Eve until New Year’s Day inclusive. The additional days required to facilitate this closure are considered "privilege days" and are granted in addition to your normal holiday entitlement.

Privilege Days
The privilege days provided between Christmas and New Year are intended to cover the non-public holidays during this period and allow the office to close. These are granted on an ex-gratia basis.

Ex-gratia holiday days will also apply to [PCC OF XXXX]  employees working externally in the community or from home.

These ex-gratia days are not part of your normal contractual holiday entitlement. Each year, a decision will be made regarding whether they will be granted and the number of days granted will depend on when Christmas and New Year fall in the calendar week. If the Board chooses to close the office on non-public holidays and an employee would not normally work on those days, the hours cannot be carried forward or taken at a later date. If an employee chooses to work on these days (e.g., from home), the hours worked cannot be carried forward either.

5.	Additional Days
Maundy Thursday
Full-time employees may take an additional half-day holiday on Maundy Thursday. This entitlement is provided on a pro-rata basis for part-time employees.

For example, a part-time employee working 18.125 hours per week will be entitled to: (18.125 ÷ 36.25) x 0.5 x 7.25 hours = 1.8125 hours of holiday.

If this half-day holiday (or pro-rata equivalent) is worked on Maundy Thursday, the hours worked may be carried forward, with your manager’s agreement, to be taken at a later time. 

6.	Procedure
All holiday entitlement must be taken within the calendar year, running from 1st January to 31st December. To support your wellbeing, we strongly advise you to take all your holiday in the current year. However, we understand that some flexibility may be needed. By mutual agreement with your manager, you may carry forward up to five days (or an equivalent working week for part-time employees) into the next calendar year, provided this is in excess of the statutory entitlement. Any carried-forward days must be taken by the following 31st March.

Carrying over more than five days will only be permitted in exceptional circumstances and requires the approval of the Diocesan Secretary, based on a recommendation from the People Team. Statutory holiday entitlement cannot be carried forward to the following year, except where explicitly agreed.
Any holiday entitlement not used by 31st March will typically be forfeited, unless otherwise agreed.

Holiday Entitlement on Joining or Leaving the Organisation
If you join or leave the organisation during the calendar year, you will be entitled to a proportionate amount of leave based on your start or end date. If you have taken more paid leave than your entitlement based on your length of service for that year, you will be required to repay the excess, which will be deducted from your final salary payment.
To calculate your holiday entitlement if you join partway through the year:
· Count the number of weeks from your start date to 31st December (inclusive).
· Divide your full annual leave entitlement by 52.14 (the number of weeks in a year).
· Multiply the result from Step 1 by the result from Step 2 to get your amended leave entitlement.
For example, if you join on 5th November:
· Weeks between 5th November and 31st December = 8
· Annual leave entitlement (25 days) ÷ 52.14 = 0.4789 days per week
· 8 weeks x 0.4789 = 3.83 days (round up to 4 days).

7.	Holiday entitlement and family leave
You will continue to accrue holiday entitlement during periods of family leave, including:
· Maternity
· Paternity
· Adoption
· Shared parental leave
· Ordinary parental leave
· Parental bereavement leave.

We recommend that you make every effort to take any outstanding holiday entitlement before starting family leave or immediately upon its conclusion. If you are unable to take your holiday due to family leave, any outstanding entitlement may be carried over into the following holiday year with the approval of your manager.

8.	Holiday pay on termination of employment
Upon the termination of your employment, you will receive payment in lieu of any accrued but untaken holiday for the relevant holiday year. Alternatively, you may be required to take your outstanding holiday entitlement during your notice period.

If you have taken more holiday than your accrued entitlement by the termination date, the corresponding amount will be deducted from your final salary payment.

If you are dismissed for gross misconduct or leave before completing your contractual notice period, you will not be entitled to payment in lieu of any accrued contractual holiday in excess of the statutory minimum.
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