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Staff 

· The leave year runs from 1st January until 31st December..  

· The dates of holidays will only be by agreement with Head of Department.

· Holidays with pay are granted as follows:
(a) Annual Leave 
Twenty working days plus one additional day after 5 years service and one further additional day after 7 years and one further day after 12 years service. 
(b) Public and Statutory Holidays:
Eight days (i.e. New Year's Day, Good Friday, Easter Monday, May Day, Spring Bank Holiday, Late Summer Bank Holiday, Christmas Day, Boxing Day) 

· 
The proportion of the holiday period to be granted for service of less than twelve months during a employee’s first and last holiday years will be as follows: 

	One or more calendar 
months employment
	1/12th of the annual entitlement 
for each completed calendar 
month


· Fractions of half days or more will be treated as one day's holiday.

· Employees whose religious beliefs require them to be absent on particular days of the year outside the normal statutory holidays must take such days either as unpaid leave, as part of their annual entitlement or make the time up by agreement with the Head of Department 
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