
  L 

1 
 

 

 

WINSFORD TOWN COUNCIL 

 

TIME OFF WORK AND LEAVE POLICY 

1. INTRODUCTION 
1.1 All employees are entitled to time off work for different reasons – e.g. 

holiday; maternity leave; dependency leave. Some of these situations carry 
statutory rights and might be paid/unpaid leave. 

 
1.2 Allowing time off work has many benefits as it aids wellbeing; maintains 

morale; and provides a good balance between work and personal 
commitments. 

 
1.3 This policy sets out the various obligations when an employee takes leave. 
 
1.4 All leave must be approved by the Town Clerk, who can reject leave 

requests for various reasons, e.g. impact on service provision.  
 
1.5 Records should be kept of all leave taken by employees. 
 
1.6 This policy covers all employees of Winsford Town Council.  

 
2. ANNUAL LEAVE 
2.1 Paid holiday entitlement is 25 days, rising to 30 days after five years 

continuous service immediately prior to the commencement of the leave 
year.  

 
2.2 In addition to these days, each employee is entitled to a further eight 

statutory bank holidays and two extra statutory days.  
 
2.3 The leave year runs from 1st April-31st March each year. 
 
2.4 Casual staff will be entitled to statutory annual leave – accrued, taken and 

paid based on the casual hours they work. 
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2.5 Part-time employees will receive pro-rata entitlement (which could be 
converted into hours if there are varying hours worked each day).  

 
2.6 Annual leave can be taken in units of full or half days leave. Leave taken 

should be deducted from the total leave entitlement, remembering to 
deduct for bank holidays as they arise. 

 
2.7 The leave entitlement for an employee leaving or joining the Council is 

proportionate to their completed service during the leave year.  
 
2.8 Where employees reduce or increase their working hours, any leave 

entitlement will be adjusted to the new hours worked. 
 
2.9 When an employee leaves the council and has taken in excess of their 

proportionate leave entitlement, the council will make an appropriate 
deduction from their final salary. When an employee leaves and has taken 
less than their proportionate leave entitlement, an appropriate payment will 
be made. 

 
2.10 Leave must be taken by the end of the leave year if possible, but up to five 

days leave can be carried into the following year. The Town Clerk, in 
consultation with the Town Mayor, is the only person who can approve the 
carryover of annual leave. 

 
2.11 Employees on maternity, adoption, paternity, shared paternity and parental 

leave will continue to accrue annual leave, but annual leave cannot be 
taken during periods of absence under any of these headings. 

 
2.12 Employees continue to accrue holiday entitlement whilst absent from work 

due to sickness, regardless of how long the period of sickness lasts. They 
are also entitled to take annual leave whilst on sickness leave if they wish. 
However, if an employee is unable to take all of their annual leave 
entitlement within a leave year due to illness, they are able to carry over a 
maximum of 28 days (the statutory entitlement) to the next leave year.  

 
3. PUBLIC/BANK HOLIDAYS 
3.1 All employees get a paid holiday on each of the eight statutory, general 

and public/bank holidays as they occur. This entitlement is not included in 
the annual leave entitlement to employees of 22 days initially and 27 days 
after five years continuous service. 
 

3.2 No substitute bank/public holiday or extra statutory day will be given if an 
employee is off work sick on a bank/public holiday or extra statutory day. 

 
3.3 There is an allowance of two extra statutory days which employees may 

be required to take on dates decided by the council.  
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4. TIME OFF FOR PUBLIC DUTY 
4.1 Employees called for jury service must inform the Town Clerk as soon as 

possible and then complete a ‘certificate of loss of earnings’ form which 
they will receive from the courts. Payroll should be notified by the 
employee of any payment made by the courts so that the appropriate 
amount can be deducted from their salary. 
 

4.2 Employees who are required to attend as a witness in court proceedings 
should claim for loss of earnings from the court. If such a claim cannot be 
made then paid leave will be granted. 

 
4.3 Upon proof of membership, volunteer members of the non-regular forces 

will be granted five or ten days leave depending on whether they are on 22 
or 27 days annual leave respectively in addition to their normal annual 
leave to attend summer camp. Training additional to this should be taken 
in off-duty time but paid leave will be granted if essential and subject to 
operational requirements. 

 
4.4 Any employer shall permit an employee time off for public duties if they 

are: - 
 

 A member of any statutory tribunal (e.g. an employment tribunal) 

 A member of the managing or governing body of an educational 
establishment 

 A member of a health authority 

 A member of the General Teaching Council for England 

 A member of the Environment Agency 

 A member of the prison monitoring board 

 A trade union member (for trade union duties) 

 A Justice of the Peace 
 
4.5 If you qualify, you are allowed reasonable time off to go to meetings or to 

carry out your duties. This time must be agreed with the Town Clerk/the 
Council beforehand and cannot be refused unless it is unreasonable.  
 

4.6 Whether the request is classed as ‘unreasonable’ will depend on: 
 

 What your duties are 

 The time you need to carry them out 

 The impact on service needs 

 How much time off you already had for public/trade union duties 
 
4.7 Paid leave of absence up to two full days or four half days per month 

together with unpaid leave of absence up to two full days or four half days 
per month will be granted to employees undertaking recognised public 
duties. The actual times at which this leave may be agreed between the 
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employees concerned and the Town Clerk, bearing in mind the 
requirements of their post. 

 
 
 
 
 

5. TIME OFF FOR MEDICAL SCREENING AND OTHER APPOINTMENTS 
5.1 Wherever possible, visits to GP and other routine medical 

appointments should be made outside working hours. In some cases, 
however, when employees are able to show that visits in working hours 
are unavoidable then these will be permitted, subject to the employee 
making up the hours lost. 
 

5.2 Employees having to attend hospital, clinic appointments or work 
related appointments (e.g. sight tests or occupational health) where the 
timing of the appointment(s) is beyond their control will be able to attend 
these appointments during the working hours with no expectation to make 
the hours lost. 

 

5.3 Reasonable time off will be granted for the purposes of medical screening 
and/or IVF treatment. 

 

5.4 Time off will generally not be granted for cosmetic surgery, unless it can 
be proven that such surgery is being done to alleviate significant 
psychological issues. 

 
6. SPECIAL LEAVE 
6.1 Additional leave with or without pay may be granted in special 

circumstances at the discretion of the Council. 
 
7. LEAVE FOR POLITICAL ACTIVITIES 
7.1 Paid leave will be given to employees who are candidates or agents in any 

elections (except town or parish council elections) on the day of the 
election and the day the poll is declared. 
 

7.2 Unpaid leave will be given to employees who are candidates in 
Parliamentary or European elections for the period commencing with the 
Notice of Election to the conclusion of the poll. 

 

7.3 Unpaid leave will be given to employees who are candidates in parish or 
town elections on the day of the election and the day the poll is declared. 

 

7.4 Up to five days’ unpaid leave for attendance at party conferences will be 
granted for employees to attend delegates (providing the employees 
concerned have enough leave remaining). Any requests to be approved by 
the Town Council. 
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8. STUDY LEAVE 
8.1 Paid leave will be given to all employees in order to sit approved 

examinations applicable to local government work. 
 

8.2 In addition, up to five days study leave per year of course (pro-rata for 
part-time staff) and for course length will be given prior to sitting 
examinations or for the purpose of completing assessed course work or 
assignments. 

 
9. MATERNITY LEAVE AND MATERNITY SUPPORT LEAVE 
9.1 The Council operates a maternity leave and pay scheme.  

 
9.2 Maternity support leave is available to employees accompanying the 

expectant mother as follows: - 

 Employees who are the child’s father; spouse; partner; civil partner 

or nominated carer of the expectant mother or the intended partner 

of a child in a surrogacy arrangement are eligible (although the 

employee must have been continuously employed by Winsford 

Town Council for at least 26 weeks up to and including the week 

the baby is due). 

 One half day paid leave to attend a specific ante-natal session 

which can only be accommodated during work hours 

 Five days with pay shall be granted at or around the time of the 

birth 

 Any pregnancy 

 

9.3 A nominated carer is the person the mother nominates to assist in the care 
of the child to provide support around the time of the birth. 
 

9.4 To apply for maternity support leave, an employee must first agree with 
the Town Clerk before completing the relevant application form and 
sending this to payroll. 

 
10. ADOPTION LEAVE AND ADOPTION SUPPORT LEAVE 
10.1 Five days paid adoption leave is available for the partner or nominated 

carer of the primary carer at or around the time of placement. 
 

10.2 See process relating to maternity support leave (above) for the process to 
be followed. 

 
11. PATERNITY LEAVE 
11.1 The Council operates a paternity leave and pay scheme. 
 
12. PARENTAL LEAVE 
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12.1 This gives an employee the right to take up to 18 weeks unpaid leave to 
care for a child up to the age of 18 providing they have one year’s 
continuous employment (pro-rata for part time employees). 
 

12.2 This right is for up to 18 weeks per child. 
 

12.3 This leave can be taken in blocks of between one and four weeks in any 
one year and the parent/carer of a disabled child may take leave in single 
days. 

 

12.4 Requests for parental leave must be made in writing to the Town Clerk 
with a minimum of 21 days’ notice of the required start date. The employer 
must reply within the same time frame. 

 
12.5 A special provision can be made for fathers to take time off immediately 

after the birth or adoption providing that at least 21 days’ notice is given. 
 

12.6 The Town Clerk can postpone this leave when the needs of the Town 
Council make it necessary and it is reasonable but not for more than six 
months. The employer must write to the employee in these cases within 
seven days of receiving the original request. 

 

12.7 The contract of employment will continue but the employee will not be 
paid. 

 

12.8 The Town Clerk can ask for evidence, if it is reasonable, to prove that the 
employee has the role of a parent under this section. 

 
13. DEPENDENTS CARE LEAVE 
13.1 There is a statutory right to unpaid dependent leave. 

 
13.2 The definition of a dependent is a spouse/partner; child; parent; someone 

who lives with the employee; someone who relies on the employee for 
assistance; having a baby; disruption of care arrangements; and dealing 
with a serious incident involving a child during school hours. 

 

13.3 Dependent care leave entitles an employee to a maximum of five days per 
year paid leave. 

 

13.4 Employees needing to this leave must telephone the Town Clerk before 
they are due to start work or soon thereafter.  

 

13.5 Employees will have the option to take annual leave; unpaid leave or 
TOIL. 

 
14. FOSTER CARE LEAVE 
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14.1 Employees who are foster carers are eligible to receive up to a maximum 
of five days paid leave per annum for attending training; planning 
meetings; supervision sessions and all such leave must be approved by 
the Town Clerk. 

 
15. COMPASSIONATE LEAVE 
15.1 Up to five days paid compassionate leave is available to employees with 

the agreement of the Town Clerk. These days do not have to be 
continuous. 

 
16. SEVERE WEATHER CONDITIONS 
16.1 Where possible, staff should attend for work as agreed with the Town 

Clerk.  
 

16.2 Where staff do not attend work, the Town Clerk should allow them to take 
the day as annual leave; unpaid leave; or TOIL. 

 
17. UNPAID LEAVE SCHEME 
17.1 This applies to all employees with at least 12 months service. 

 
17.2 The Staffing Committee will consider requests for unpaid leave and this 

may be granted for things like training; extended foreign travel and any 
other purpose the Town Council deems as reasonable. 

 

17.3 Unpaid leave will not be granted for the purpose of the employee taking up 
other paid employment. 

 

17.4 Unpaid leave of absence under the scheme is for between two and 12 
months and, once agreed, the length of unpaid leave shall not vary. 

 

17.5 During this absence, the employee will remain in contact with the Town 
Clerk. 

 

17.6 Applications for unpaid leave will be submitted to the Town Clerk in writing 
and will include all relevant information.  

 
18. TIME OFF IN LIEU 
18.1 Time off in lieu (TOIL) will be granted at single rate when a member of 

staff has been asked to work outside their normal hours to service 
meetings or to attend events. 
 

18.2 TOIL will apply to office based staff and groundsmen will be paid overtime. 
 

18.3 Staff attending evening meetings or events will receive single time off in 
lieu with an additional hour to cover travel time, meeting preparation and 
clear-up. 
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18.4 Staff shall be granted single TOIL in 30 minute blocks, rounded up to the 
next half hour. 

 

18.5 If the meeting started during the normal working day (9am-5pm Monday-
Friday) and proceeds beyond the end of the working day, single TOIL will 
be granted in 30 minute blocks up to the next half hour plus 30 minute 
clear-up. 

 

18.6 A record of TOIL accrued will be kept by each employee and will be signed 
at the end of each month by the Town Clerk. 

 

18.7 Due to the relatively small number of employees at the Town Council and 
the resulting difficulty of taking time off, there will be no time limit on when 
accrued TOIL will have to be taken. 

 

18.8 Accumulated TOIL may be taken in blocks not exceeding five working 
days. 

 

18.9 The Town Clerk will inform the Mayor when they propose to take TOIL. 
 

18.10 Staff wishing to book TOIL must advise other staff of the date and hours to 
be taken so that the potential effects on service provision and other 
employees can be fully considered.  

 

18.11 The Town Clerk will approve all TOIL and details of TOIL will be entered 
into the Staff diary. 

 

18.12 TOIL is to be taken in 15 minute blocks and TOIL is not to be used in 
advance of the hours being accrued.  

 
Adopted by Winsford Town Council ………………………………….. 


