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1. Introduction

This Policy brings together the arrangements for Annual Leave, TOIL, Flexitime and
other leave for its staff. Employees have entitlement to Annual Leave and Public
Holidays under the Terms and Conditions of their contract with the Co-operative.

In addition, the Co-operative acknowledges that there needs to be a robust Time Off in
Lieu (TOIL) arrangement in place, to ensure business needs are fully met at any given
time and that employees are aware of the procedures for accruing, recording and taking
TOIL.

The Co-operative recognises that there will also be occasions when employees require
flexibility in the start and finish time during their working day, therefore there is a
requirement for us to have a position on Flexitime within the organisation.

Under the Terms and Conditions of their contract with the Co-operative there are other
situations when staff will need to take time off and this is covered under Special Leave.

This policy is designed to outline the background and benefits of taking time away from
work whether that be annual leave, public holidays, TOIL, flexitime or other leave. The
document provides the guiding principles and recommended procedures to ensure it is
managed fairly and consistently. For the avoidance of doubt, annual leave, TOIL and
special leave are contractual benefits and flexitime is non-contractual. Flexitime is a
benefit and should not be used as a way for staff to routinely build additional hours
therefore allowing them to have time off at another time.

2. Background

Consideration of the following factors was undertaken prior to formulation of the policy
document:

e The annual leave entitlement is generous, in addition staff at the Co-operative also
benefit from enhanced annual leave from 5 years or more service (Reward and
Recognition Policy).

e Understanding that employees may also benefit from flexitime arrangements by
having a better work life balance which allows them to accommodate personal
commitments without compromising their professional obligations.

e This policy is intended to support staff attending to appointments and other life
issues by creating the opportunity to accrue time to use in the event of requiring
taking time away.

e The Co-operative needs to ensure that the implementation of such arrangements
does not have a detrimental impact on the level of customer service provided or on
any individual employee. If managed properly, it is anticipated that having such
arrangements in place will provide business benefits such as improved employee
morale, commitment and engagement, enhance the efficiency of the Co-operative,



improved service flexibility and be a contributing factor to reducing staff turnover,
absence and improving overall well-being.

e The Co-operative also recognises that a flexitime arrangement must not mean that
employees’ Health and Safety is compromised in any way. This includes lone
working or working excessive hours that could cause or exacerbate any health
issues that could affect performance at work.

e Employees are offered TOIL to compensate them for working out with their normal
working hours and would not normally be offered payment for working out with their
normal working hours.

e For the avoidance of doubt, flexitime is not a contractual entitlement within the
Terms and Conditions of service, however, the Co- operative has decided to apply
a local variation for some posts within agreed parameters.

e This procedure has been agreed following consultation with staff and represents
what the staff team consider to be the optimum way of operating time off. It is
intended to supplement the formal EVH conditions of service.

¢ Nothing in this procedure is intended to affect the legal or contractual rights enjoyed
by staff; if any staff member feels that the procedure is not in line with any of their
legal or contractual rights, they should bring this to the attention of their line
manager.

3. Annual Leave

Extract from T&C’s A3, Annual leave and public holidays, all employees should enjoy
a break from work each year. The standard paid annual leave entitlement is 8 weeks
(equivalent to 40 days) of annual leave for full-time employees, including public
holidays.

The annual leave year runs from 1 April to 31 March.

To book leave, staff must get prior approval from the line manager as they will need to
make sure that the business needs are met both across the team and the wider team.

Employees may be allowed at least three weeks’ leave between the months of May
and September if they want time off in this period, prior approval will be required.

Part time staff are entitled to a proportion of annual leave corresponding with the ratio
of their contracted hours compared with the full-time hours.

Staff accrue annual leave days during the current annual leave year. Because of this
the following applies.

e We give you your whole entitlement on the 1 April on the assumption that your
employment will continue for the whole annual leave year.



e |If you join after 1 April, we will calculate your entittement on the assumption that
your employment will continue for the rest of the annual leave year.

¢ If you stop working for us during the annual leave year, we will calculate your annual
leave entitlement based on the period of the annual leave year which you have
actually worked.

You can use the same formula as above to work out the amount of annual leave
entitlement earned during a period of employment for both new employees and leavers.
If you leave during the annual leave year and:

e have taken more leave than you are entitled to, we will deduct the balance from
your final pay.

e have accrued more leave than you have taken, we will pay you the balance in your
final pay, if you are not able to take it before you stop working for us.

Staff and managers will schedule in dates for the full year's entitlement by the start of
the annual leave year. Five days can be held but must be committed by the 31
December. This way, we can make sure that we have enough staff cover and staff will
get the maximum benefit of the planned breaks from work.

If long-term sickness prevents staff from taking the minimum statutory 5.6 weeks (196
hours per full time contract) of combined annual leave and public holidays, we will carry
the balance forward to the next annual leave year.

In certain circumstances, staff may be able to carry forward up to 1 week (5 working
days for full time employees) annual leave you were not able to take by 31 March due
to pressure of work if the Director agrees. However, staff must take at least 5.6 weeks
of combined annual leave/public holiday in any annual leave year.

If staff are off on long-term sick leave of more than 6 months, we may reduce annual
leave pay to the statutory minimum entitlement of 5.6 weeks in line with the Attendance
Management policy. We would only do this after speaking to staff and taking account
of all the facts.

If it is not possible to take the annual leave within the year it is accrued due to sickness
absence, we will transfer any remaining balance to the next year’s entitlement.

Included in the total entitlement of 8 weeks, there are set 15 general and public holidays
that apply to all staff which are noted below:

> 25, 26 and 27 December
> 1, 2 and 3 January
> Good Friday and Easter Monday

> First Monday in May or on alternative days (either where days fall on a weekend or
agreed differently)

> Monday on or after 24 May and the Friday before
> Local Summer 'Fair’ Friday and Monday
> Last Monday in September and the Friday before this



The relevant dates will be decided each year by the governing body and communicated
to staff prior to the start of the annual leave year.

Any taken public holidays will be deducted from the overall leave entitlement for all staff,
whether full or part time, permanent or temporary.

We realise that the list of public and general holidays above includes some Christian
festivals, but not those of other religions. If staff ask for paid time off to honour other
religious festivals, we will normally allow this and then days will be deducted from normal
annual leave entitlement.

If a general or public holiday falls within a period of annual leave entitlement, we will not
take this from staff annual leave entitlement for that day. If staff must work for any length
of time on a general or public holiday, they will receive TOIL which equals:

e One full contractual day in recompense where the holiday has already been
deducted from your overall leave entitlement + the number of hours you worked on
the general or public holiday.

The Co-operatives office is closed between Christmas and New Year as approved by
the Board; this is normally 2 days. Staff will be required to book the relevant days as
annual leave to meet this requirement when the new leave balance is credited in April
each year.

All requests for leave should be discussed with the line manager prior to being logged
on Kelio, providing the required notice period of:

e 10 or more days leave requires one months’ notice period.
e >1-5 days leave requires one weeks’ notice period.
e <1 day requires at least 24 hours’ notice period.

The Co-operative always requires 50% attendance from the full staff team, therefore in
requesting time off, managers will need to ensure that both the team and wider teams
retain the 50% office cover.

3.1 Posts linked to ensure cover:
Senior Management Team — minimum of one Senior Manager at any given time
Operational Managers - minimum of one Operational Manager at any given time

Each team requires a minimum of one member of staff at any given time.

The reception will be covered by G3-G6 postholders who will co-ordinate cover; there
must be a minimum of 2 staff available at any given time to cover reception duties.

4. Flexitime - Eligibility

Staff are made aware that flexitime is not available to all posts at the Co-operative and
it reserves the right to grant or withdraw flexitime to any post by giving the post-holder



4.1

one week’s notice. Each post will be considered on its own merit, and the Director has
the final say on which posts are allowed to accrue flexitime.

Posts that are not currently entitled to flexitime include: Receptionist/Administrative

Assistant; the rationale for this is due to the requirement of these staff to be office-
based during our business opening hours to ensure customer service is provided at
point of request.

As previously noted, flexitime is a benefit and should not be used as a way for staff to
routinely build additional hours therefore allowing them time off at another time. This
will be monitored and managed carefully by the line manager.

Parameters and Procedures for Flexitime

e A daily flexitime scheme will be offered to eligible staff with full-time contracted
working hours worked over 5 days (permanent and temporary staff included).

e Part-time staff or staff with condensed hours are not entitled to accrue flexitime.

e The earliest an eligible employee can start work will be 8.30 am and work no later
than 6pm.

¢ Flexitime cannot be accrued when staff are working at home.

e Forthe purpose of flexible working, the core working hours for all eligible employees
are set for the hours of 10 am to 12pm and 2pm to 4 pm.

e Staff not eligible for flexitime have core hours of 9-5pm, except on a Friday with
hours being 9-4pm. Those staff who are not eligible will require to accrue 1 hour
during the working week to finish at this time on Friday.

e The Co-operative expects employees to take a lunch break of at least 30 minutes
each working day away from their desk.

e Employees may take an extended lunch break of no more than 2 hours on any given
day and cannot take any part of their lunch break out with the period of 12pm to
2pm.

e The Co-operative must ensure that there is sufficient cover of 50% during office
opening times and staff are expected to promote a team working environment and
to ensure that our level of customer service is not compromised.

e Eligible employees may choose to start work at 10am or finish work from 4pm but
no later than 6pm and all staff are expected to ensure that there is sufficient cover
within the teams between 9-10am, 12-2pm and 4-5pm each day. Employees must
seek approval from line manager if starting or finishing early.

e Forany additional hours worked from 8.30am, over the lunch break and before 6pm,
this will be considered as flexitime.

e For additional hours, worked before 8.30am and after 6pm, must be approved by
the Director, this will accrue TOIL in line with the Guiding Parameters and
Procedures outlined below.

o Staff will be able to accrue minus flexitime to attend medical appointments if the



appointment is over 2 hours. Minus flexitime will be worked back at a later date.

¢ On termination of employment from the Co-operative, employees will not be paid
for accrued flexitime.

4.2 Review of Flexitime in operation

5.1

Time accrued and owed is monitored electronically on an ongoing basis by the Co-
operative’s kelio system. All staff are required to use the kelio system. The Finance &
Corporate Manager has overall responsibility for managing kelio records, including
authorising manual entries where a staff member has been unable to key in or key out;
it is the responsibility of individual staff members to ensure that a request for any
adjustment is made via kelio in the required manner. The senior manager for each
department will have overall responsibility for managing flexitime leave, including
authorising any flexitime absence requests.

Staff wishing to request flexitime leave must create an absence request selecting the
correct type i.e. flexi on kelio. Kelio will then automatically log zero hours for the time
requested and this will be reflected in the total hours worked and the amount of
credit/deficit.

Staff will be updated on the impact of flexitime on operations and will be advised of any
plans to change. The Co-operative may consider withdrawing flexitime if it is
demonstrated that the operation of flexitime is adversely affecting the service we are
able to provide to our customers.

5. Time Off in Lieu (TOIL) Eligibility

Any employee of the Co-operative is eligible to accrue Time Off in Lieu (TOIL) in line
with the parameters and procedures outlined below.

Parameters and Procedures for Time Off in Lieu

e Employees should be aware that any additional hours worked before 8.30am and
after 6pm must be approved by the Director, this will accrue TOIL and that they are
unable to receive payment for this.

e Employees should note that the accrual of TOIL should be an exceptional rather
than a regular occurrence expected by the employee or the Co-operative.

e TOIL accrued by an individual employee should be agreed in advance with the
Director. This may also include travelling to meetings, functions or other business-
related activities in excess of normal travelling time to work.

e TOIL will be accrued for the time worked.

e TOIL may only be accrued in ‘single time’ increments. Time and a half or double
time TOIL will not be paid in any given situation, irrespective of an employee’s
contracted hours of work.

e TOIL must be authorised and recorded on Kelio.



e TOIL requires careful management and should be taken by 31 March each year.

e |If TOIL is not taken within specified timescales, TOIL will be lost and not carried
over to subsequent months or paid.

¢ Under no circumstances should negative TOIL situations arise, whereby employees
take TOIL before they have accrued it.

e On termination of employment from the co-operative employees will be paid in lieu
of accrued TOIL in accordance with the accrual procedures described in this policy.

52 Time off in lieu of payment (TOIL)

Staff are sometimes required to work out with normal hours. Where this applies, the Senior
Manager will endeavour to give reasonable notice. Most commonly, working out with core
and business hours is required to attend Board/sub-Committee meetings and Board
training. There may be other instances when staff are required to work out with their
normal hours. Staff are compensated for any additional hours with time off in lieu of
payment.

TOIL during Monday to Friday can be accrued after 6.00pm, TOIL at weekends can be
accrued from arrival in the office to the end of the day’s work.

Any staff member requesting TOIL leave simply requests an absence selecting the correct
type i.e. TOIL on kelio. Kelio will then automatically log zero hours for the half-day 3.5 hrs.
and 7 hrs. for full day, and this will be reflected in the total hours worked and the amount
of credit/deficit. If the balance of TOIL is below what is required for a half-day or full day,
staff can make up for the difference with flexitime.

Absence due to TOIL should normally be approved by the line manager in the same way
that other leave is approved. This will include the line manager considering other planned
absences on the day(s) in question and business needs. In exceptional circumstances,
the line manager may approve TOIL leave at shorter notice. The Chair will authorise the
Director’s TOIL.

The new financial reporting standard (FRS 102) requires any TOIL being carried over from
one year to the next to be stated as a value in the accounts. This would have the effect of
increasing the amount spent on staff costs and the Management Board has asked for this
to be avoided. As a result, all TOIL must be used by 31 March of accrual.

6. Special Leave

Under the EVH T&C'’s staff are entitled to special leave as noted below, we may agree, in
special circumstances, to grant leave. This will depend on our current work demands and
the nature of the individual case. The following is a guide to the types of leave and
approximate periods of time off which we may consider. The following types of leave are
enhanced in contractual terms in addition to those specified in Section 4. 1.1 of the Terms
and Conditions.



6.1 Social purposes
For example, duties of an honorary, charitable or philanthropic nature. Normally, this leave
will not last for more than one day.

6.2 Bereavements
We will normally grant the following leave with pay for bereavement:

e If you are responsible for making funeral arrangements — one week’s leave.

¢ |If you are an immediate relative (for example, parent, child, partner) at least three
days’ leave.

¢ In the case of other relatives - up to one day's leave.

¢ In other cases, the necessary time off to go to the funeral service.

e |If you are a parent/carer who loses a child under the age of 18 years old, you are
entitled to two weeks’ leave at full pay which is inclusive of any statutory rates. We
may also consider allowing leave without pay to extend these periods if necessary.
We will use our discretion and act sensitively when considering requests for
bereavement leave.

6.3 Domestic stress

If you need to make special domestic arrangements as a result of an unexpected situation,
we will normally grant leave with pay for one day. We may extend this on a paid or unpaid
basis according to the circumstances, and by agreement with your line manager.

6.4 Medical treatment

You should make every effort to arrange medical and related appointments out with normal
working hours. You will be expected to use flexitime or TOIL for appointments. If your
manager is satisfied that this is not possible, we may grant time off with pay up to a
maximum of 2 hours. Where possible evidence of appointments should be provided.

6.5 Moving home
We will grant one day’s leave with pay if you move home, this will be awarded not more
frequently than once in a 12-month period.

6.6 Carer’s leave

If you need time off to provide or arrange care for a dependent with a long-term care need,
we will grant you one week of unpaid carer’s leave in any 12-month rolling period. You can
decide whether to take this as a block of one week or multiple shorter periods throughout
the year.

6.7. Jury and witness service

If you receive a summons to serve on a jury, you should report this to your line manager.
We will grant leave unless an exemption is secured. This leave will be with pay, after taking
off allowances for loss of earnings you are entitled to. You should make sure that you claim
these allowances from the court.



6.8 Witness citations

If you are a professional witness for the organisation, we will grant you time off with pay.
This is on the understanding that we will deduct any witness fees which you received from
the court from your salary (excluding travel and subsistence expenses). In other cases,
we will grant leave without pay. You will be responsible for reclaiming the amount from the
person asking you to be a witness for loss of pay.

6.9. Leave for public duties
If you are a local authority councillor, we will grant you unpaid leave as and when needed
to carry out approved duties with the authority concerned.

6.10 Advisory roles
If you are in an unpaid advisory role previously agreed with the Co-operative, we will grant
you paid leave to carry out these duties.

6.11. Positions of public responsibility

You may be appointed to a position of responsibility where no fees or allowances are paid
for loss of earnings (for example, justice of the peace or member of a children's panel). We
will grant you paid leave to carry out associated duties. This will be limited in the first
instance to 12 half days a year before we reconsider this. We will then decide if we can
grant you further paid or unpaid leave.

6.12 Other family or domestic emergencies
When asking for time to deal with other emergencies involving your dependents not
otherwise covered in the contractual entitlements in section 1.3 of the Terms and
Conditions, we will normally give you reasonable unpaid time to make arrangements to
deal with the emergencies. We expect you to tell your line manager the reason for the
leave and how long it is likely to last. Examples of these situations are as follows:
e To provide help if your dependent falls ill, gives birth or is injured or assaulted.
e To make arrangements for the provision of care for a dependent who is ill or injured
(physically or mentally).
e |f a dependent dies.
o |If there is an unexpected disruption to the arrangements for caring for a dependent.
e To deal with an incident which involves your child, and which happens unexpectedly
when the child is at school or in care. We will not extend leave beyond the period
which is necessary to deal with the emergency.

7. Service Delivery and Office Cover

As previously stated, the office opening hours are 9am-5pm Monday to Thursday and 9am-
4pm on Friday. All staff must manage their time weekly to ensure they have accrued time
to finish work at 4pm on a Friday.

The office will be closed to the public on Wednesday 9-10.30 for staff training.



Staff will be permitted to accrue and take TOIL/flexitime depending on staffing levels and
the business requirements at any given time while always meeting the target of 50% cover.

The senior and operational management team must manage their time and leave and
ensure that at least two members are at work on any given day. There may be occasions,
in certain circumstances, where an overlap will be permitted. However, the Director must
agree to be contactable by mobile phone if a decision is required or an emergency arises.

In the context of the above, it is important that all attendance and absences e.g. training,
flexitime, TOIL, annual leave or other planned full day absences are entered in the office
diary. Failure to record accurate attendance may lead to agreed TOIL or flexitime leave
being revoked at any time. All absences will be recorded on Kelio, and the request
approved by the line manager. All staff are expected to be flexible in the operation of the

policy.

8. Conditions and Hours of work

The flexitime/TOIL conditions are:

= Flexitime must not exceed 10.5 hours or 1.5 days for any one-month period

= TOIL must be used by 31 March.

= Individual staff members are not permitted to exceed 1.5 days taken as flexitime
or 1.5 days TOIL in any one calendar month.

= Flexitime or TOIL are expected to be used regularly to assist with appointments
or emergencies.

= Staff are not permitted to accrue flexitime as a way of routinely building up
additional hours therefore allowing them time off at another time.

= Line managers will carefully manage the time being accrued to avoid disruption
to business needs.

= Flexitime leave permitted in the current period is based on a credit balance at
the end of the previous month.

= Flexitime leave should be approved by the line manager in the same way that
other leave is approved providing notice.

= In exceptional circumstances, the line manager may approve flexitime leave at
short notice.

= The Chair will be notified of the Director’s annual leave, flexitime or TOIL leave
and administered on Kelio by another senior manager.

= Flexitime or TOIL should not compromise in any way the level of service
provided to our customers or other stakeholders.

= Each team should ensure there is 50% of staff always present between the
hours of 9.00am and 5.00pm.

Failure to adhere to the policy could result in this being withdrawn from the individual staff
member either indefinitely or for a prescribed period, following discussion and will be
confirmed in writing.



9. Overtime working

Traditionally, overtime payment has not featured at the Co-operative, and it is not
envisaged that this will change. Nonetheless, overtime may be required and authorised to
cover exceptional circumstances which require staff working after 6pm or at weekends to
undertake/expedite tasks that, if they were not addressed, could compromise the Co-
operative.

The Co-operative will set a nominal budget for overtime and will be authorised by the
Director and approved by the Audit, Risk and Staffing sub-Committee or the Management
Board before any additional hours are worked. In all instances, prior agreement will be
made with the staff members concerned and the Director before the overtime takes place.

10. Review

This policy will be reviewed every three years, the next review being due in August 2028
or as deemed necessary to take account of legal, regulatory, best practice or business
requirements.

11. GDPR Privacy Statement

The Co-operative will gather and use certain information about individuals in accordance
with the Data Protection Act 2018 & UK GDPR. Staff members have a responsibility to
ensure compliance with the terms of the privacy policy and to collect, handle and store
personal information in accordance with relevant legislation. The Fair processing notice
details how personal data is held and processed.

12. Equality and Human Rights

The Co-operatives Equality and Human Rights Policy outlines the commitment to promote
zero tolerance to unfair treatment or discrimination against any person or group of people,
particularly based on any of the protected characteristics. This includes ensuring that
everyone has equal access to information and services, and, to this end, the Co-operative
can make available a copy of this document in a range of alternative formats including
large print, translated into another language or by data transferred to voice.

13. Linked Documents

Terms and Conditions of Employment
Attendance Management Policy
Reward and Recognition Policy



