Time off in lieu Policy (TOIL)

Who is covered by this policy?

This policy applies to all staff apart from members of the Leadership Team who are not entitled to TOIL.

What is covered by this policy?

This policy outlines when time off in lieu can be claimed and how to organise recording and managing time off in lieu.

Purpose

[CHARITY NAME] recognises the huge commitment that staff make to the organisation.  This is why we strive to be flexible and understanding with staff.   

In return for this, [CHARITY NAME] expects staff to be equally flexible. 

The purpose of this policy is to clarify when TOIL can be implemented.

The Policy

Under normal circumstances staff are encouraged to complete their work within normal working hours.  We understand that sometimes an individual’s commitment to their role means they choose to work over their contracted hours.  However, this is at their discretion and is not required by [CHARITY NAME] and therefore will not qualify for TOIL.

On rare occasions, [CHARITY NAME] will require staff to work beyond their contracted hours.  In such circumstances the line manager may, if he or she feels it is warranted, agree to time off in lieu.

Time off in lieu will not be granted at the request of staff.  It will only be granted if the line manager has agreed in advance with the staff member that extra hours are required.

Under normal circumstances the line manager will give a minimum of one working weeks’ notice of a requirement to work beyond contracted hours and subsequently an agreement to TOIL.

TOIL given will never exceed the additional hours worked.

A TOIL form must be completed by the line manager and then the form must be sent to [ROLE WITH PERSONNEL ACCOUNTABILITY]   for record keeping.

Unless agreed by exception with the line manager TOIL must be taken within the next working week.

No more than five hours may be taken as time off in lieu within one calendar month.

No more than four hours may be taken as time off in lieu at one time.

Under no circumstances may TOIL be accrued and carried forward from one month to the next.

TOIL not taken within the month will be forfeited.


