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	1
	Purpose

	
	To inform staff as to the process for the accruing and taking of Time off in Lieu (TOIL).

	2
	[bookmark: _GoBack]Scope

	
	All staff

	3
	References

	
	None

	4
	Definitions

	
	Time off in Lieu is defined as ‘TOIL’ or is sometimes just referred to as ‘lieu’ or ‘lieu time’.

	5
	Action

	
	
	
	
	Person Responsible

	
	5.1 
	TOIL must be discussed in every supervision session and the minutes must record the TOIL owed and the date when this will be taken.
	
	All staff
Supervisor

	
	5.2 
	All staff must maintain a record of additional hours worked and TOIL taken.
	
	All staff

	
	5.3 
	All staff must ensure that time worked is authorised by a manager on a week to week basis.
	
	All staff

	
	5.4 
	When recording additional time worked this must only include periods in excess of 30 minutes plus.
	
	All staff

	
	5.5 
	Where possible requests to take TOIL must be planned as soon as possible after the additional hours have been accrued and in any event within a maximum of 8 weeks.  (If for some reason, TOIL having already been booked, is then cancelled by the manager as a result of an emergency, then the time scheduled to have been taken off as TOIL can be re-booked following consultation with the Line Manager.
	
	All staff
LM

	
	5.6 
	Requests for TOIL must be agreed with a Line Manager; however managers will have discretion to refuse the request depending upon the exigencies of the service.
	
	All staff
LM

	
	5.7 
	In an emergency situation, TOIL can be requested as a means to afford workers flexibility and managers will endeavour to be supportive.  However, they will have direction to refuse the request depending upon the exigencies of the service.
	
	All staff
LM

	
	5.8 
	The following restrictions apply regarding TOIL:
· The manager reserves the right to cancel TOIL arrangements at short notice in the event of an emergency situation arising 
· TOIL can be attached to annual leave on the understanding that all staff are aware of the implications in the event that TOIL is cancelled – clearly if the member of staff is already off, then this could not apply.  Ideally TOIL should not be appended to annual leave.  On this basis staff should not append TOIL to annual leave when they are planning to be away from home and therefore unavailable.
· Managers and staff must monitor individual TOIL levels to ensure it is maintained at a reasonable level.  For example, staff should not accrue TOIL in excess of 25 hours
· TOIL cannot be taken unless a manager has signed prior to the time requested
· All TOIL must be planned for when staff serve notice.
	
	

All staff

LM


All staff








LM
All staff


All staff

LM

	
	5.9 
	In the event of a dispute regarding the recording or taking of TOIL, the matter must be referred through the Line Management system.
	
	All staff



	6
	Documentation

	
	· TOIL Record Sheet
· Staff Supervision





This procedure/guidance/policy is reviewed by the Executive Team or their delegate in consultation with staff, where appropriate, following changes in legislation, good practice guidelines or as is deemed appropriate.

Staff are invited to comment and any recommendations for change/improvement should be in writing to the Senior Admin Officer at the Business Centre who will liaise with the Senior Manager who has authorised release of this document – see control box, front sheet.
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