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Purpose
All employees are entitled to a legal minimum number of days or hours of holidays with pay. Currently the Church’s holiday entitlement is 210 hours. This policy clarifies the principles of holiday/pay and the procedure used by employees to use their holiday entitlement.  

This policy does not form part of an employee’s contract of employment and the church may change this policy from time to time and employees will be notified of any such changes. 

Employees are however reminded there is a contractual term for Annual Leave/Holiday in their contract of employment.   

Scope 
[bookmark: _Hlk24372500]The policy applies to all temporary and permanent employees.

General Principles
· The holiday year runs from XX to XX. Employees joining or leaving during the year will be allocated a holiday entitlement proportionately, calculated on complete weeks.  
· Entitlement to holidays is stated in the employees’ Written Statement of Terms and Conditions of Employment and colleagues should refer to this for their own holiday accrual.
· Where an employee works part-time hours, they are entitled to the same holiday, i.e., 5.6 weeks or 28 days exclusive of bank holidays, however their entitlement will be pro-rata according to their hours. The equation we use to calculate this is:
· Number of contracted hours x 5.6 weeks = total holiday entitlement for the year. 
· Bank holidays are also calculated pro-rata to allow a part-time worker a proportion of bank holidays on the same calculation. This is factored into total leave allowance for part-time workers. 
· If the part-time employee is due to work on a day that falls on a bank holiday, they will need to book this time off against their holiday entitlement. 
· Annual leave should normally be taken in the year in which it accrues.  If this is not possible, please speak with your line manager about how much can be carried over and when it must be used by. No payment will be made for any untaken leave, other than at the end of employment. Employees will typically be asked to take their remaining leave during their notice period where possible.
· Where employees are sick whilst on holiday and wish to retain the holiday entitlement, they should follow the rules as set out under ‘illness whilst on holiday’ within the Sickness Absence Policy.  Failure to do so will entail the time is defined as holiday.
· Employees will not be similarly reimbursed if they are sick during Bank Holidays.
· Where employees have not been able to take their full leave entitlement in any given leave year due to long term sickness absence, they are entitled to carry forward a maximum of twenty days' leave to be taken during the next leave year. No payment will be made for any untaken leave, other than at the end of employment. They are also entitled to request and be paid for holiday whilst on long term sickness.
· Where employees are on maternity/paternity/shared parental/parental /adoption leave they still accrue holiday and where it is not possible to take holiday, e.g. during maternity/shared parental leave, the full allowance will be carried over.

Procedure
The actual dates of holidays must be agreed in advance with the employee’s line manager. We will try to meet all reasonable requests for holiday but if this is not possible employees may be asked to reschedule. We recommend employees obtain their line manager’s agreement before they commit to bookings or any other positive arrangements.

Employees should complete the annual leave form and pass it to their line manager for authorisation. If the request is agreed, the line manager will inform them by signing the annual leave form.

In the event of termination of the employee’s employment through either resignation or dismissal, we will compensate them for any accrued but untaken holiday entitlement outstanding on the termination of their employment at the rate of 1/260th (pro rata for part-time colleagues) of their annual basic salary for each accrued but untaken day of holiday. If they have taken more leave than has been accrued to them at the time they leave their employment, they must repay the church, the excess holiday paid to them at the rate of 1/260th (pro rata for part-time) of their annual basic salary for each day’s holiday taken in excess of their entitlement.

Unpaid extra leave
Employees can ask their line manager for unpaid leave if:
· they have run out of holiday
· they do not want to use their holiday entitlement
It's up to the line manager whether to agree to it. The employee can explain the reason for their request. The employee and line manager should try to come to an agreement together.
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