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Compensation for Authorised Additional Hours Worked; time off in lieu (TOIL) Policy 
1. Introduction
1.1. We seek to encourage you to have a good work/life balance, and for this reason do not want you regularly to work more than the hours for which you are contracted.

1.2. We want, as far as possible, to ensure that you are able to have a life outside work, able to give good time to relationships, outside interests and, where appropriate, local church or volunteering commitments. If you are able to have a balance in this way we believe that your work will benefit and its quality will be better, so that everyone wins.
1.3. Therefore for those whose roles sometimes require them to work hours outside the PCC ‘normal’ working day (9am-5pm) 
we have developed the TOIL policy which sets out the rules to be followed to compensate employees for the authorised additional hours worked outside their normal contractual hours and/or contractual working arrangements.

1.4. For those who contractually work irregular hours, including evenings and weekends, management of additional hours worked will be recorded and monitored as described in paragraph 4.2. 

1.5. As a simple rule we do not expect you to be working more than 2 evenings a week or on more than one weekend a month. However, we realise that, as with any church ministry, some of your work will be seasonal, and this may require more work in one month than another. 

1.6. In the end the fundamental responsibility for managing your work-load is yours. Your line manager will help you with this, and seek with you to find ways of working efficiently and well within the time for which you are employed.  If your work demands are too high we encourage you to discuss this with your line manager. 
2. Definition
2.1. On some occasions employees might be asked to work hours in addition to their contractual hours, such as attending a meeting outside their normal working day. In return for this, employees will be allowed to take the same number of hours as ‘time off in lieu’ TOIL, at a time to be agreed with their line manager.

3. Limits on time off in lieu
3.1. TOIL is accrued where employees work outside their normal working hours to attend specific scheduled meetings.  For reasons of Health & Safety additional hours must only be worked with prior agreement of your line manager.  This includes working at home in the evenings.

3.2. Where possible employees will organise workload and time so that ‘out of hours’ duties or attendances are carried out as part of the normal contractual weekly hours, i.e. the total of ‘out of hours’ and ‘office hours’ will be equal to their contracted hours per week.

3.3. TOIL is not to be accumulated or approved in such a way that a change in normal contractual working arrangements results (e.g. every Friday is a ‘TOIL’ day). TOIL is exceptional rather than a regular or routine occurrence. 

3.4. Where people regularly work late into the evening or on a Saturday, it is expected that suitable arrangements are made in their terms and conditions of employment to reflect their normal working day/week in their particular circumstances. i.e. a later start time to prevent accruing TOIL. The line manager should discuss whether or not a non-standard contract of employment is appropriate for the efficient and effective discharge of the responsibilities and duties of the role with the employee and to agree and formalise the working arrangements. – See flexible working policy
3.5. To encourage care for their own well-being, all staff are responsible for planning and taking their contractual lunch and rest breaks each day.

3.6. Before attending events the line manager and employee should meet to discuss the work needed, the additional hours likely to be accrued and likely start and finish times.

3.7. During events the working day includes traveling time to the venue that is over and above an individual’s normal travel time to the office, time working during the event and time traveling home that is over and above their normal travel time from the office.

3.8. Attendance at conferences or similar events should be discussed with your line manager so that a reasonable amount of time is allowed in your time sheet for this. We would not normally expect that a conference day would last more than 12 hours.

3.9. If an overnight stay is a required as part of a conference or training event any additional hours, over and above the normally working day, must be agreed beforehand with your line manager. As a rule of thumb conference sessions attended in an evening would count towards TOIL.

3.10. Please note that additional hours worked as part of an employee’s normal day to day duties do not qualify for TOIL unless previously agreed by the line manager. (i.e. if staff choose to stay later than their usual finish time to complete work). It is expected that staff raise with their manager if they are unable to complete all elements of their role in their regular working hours. Managers need to be aware of staff working patterns and if staff appear to be regularly working longer than contracted hours to discuss the reasons for this with them and consider ways that work can be managed within normal contracted hours. Managers are expected to support employees to resolve such situations.

4. Recording and reclaiming time off in lieu 
4.1. Staff who work a normal working day should keep a record of authorised additional hours worked and the TOIL they take back, on the back of their holiday card.

4.2. Staff who work an irregular pattern of weekly hours should keep a clear and accurate note of the hours you work in the spreadsheet provided and submit it with your monthly expenses to your line manager.  The line manager will monitor this sheet and when necessary discuss it with you. The question of managing your time sustainably will be a standing item in your appraisal conversation.

4.3. To ensure operational viability the consent of your line manager must be sought prior to any period of TOIL being reclaimed. A period of one weeks’ notice is reasonable and only in emergencies can TOIL be granted at very short notice.

4.4. TOIL will be a standing item of the supervision agenda. Time off accrued should be used as far as possible within the month, and can only be carried over beyond the next month in consultation with your line manager, and taking more than 2 consecutive TOIL  days should also only be done after consultation with your line manager. 

4.5. The general rule is that if TOIL is not taken within three months then it is lost.  However, in some cases we appreciate that it may not have been possible to take TOIL in this period, due to seasonal work/unforeseen work demands, in these exceptional circumstances you will need agreement from your Manager in order to extend your accrued TOIL to a period of time when you are not as busy.

4.6. Existing procedures will remain in force for all other authorised absences i.e. annual leave, sickness, compassionate leave, maternity/paternity leave and adoption leave.  Please refer to the relevant policy contained within the Employee Handbook.
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