Time Off In Lieu (TOIL)
Introduction

<NAME OF THE ORGANISATION>’s policy is that Time Off In Lieu (TOIL) can be claimed and taken when staff have to work outside normal flexi-hours, i.e. during evenings or at weekends for a specific authorised reason, e.g. to organise or attend an event or to do, or produce, specific important time limited work. Full-time Staff working in excess of 35 hours without authorisation will not be able to claim TOIL and <NAME OF THE ORGANISATION> does not make overtime payments. TOIL can be claimed and taken as per the policy. Staffs are therefore required to ‘take back’ overtime as time off in lieu (TOIL) instead of being paid.
Purpose 

The purpose of this policy is to ensure that all employees are aware of, and understand the purpose and use of TOIL. To clarify the different terms used, to outline the different processes available to employees to compensate their time and flexibility and to promote safety in the workplace by being able to track employees easily, especially those employees working outside traditional work hours.
Aim of the policy

To promote fairness and equality across <NAME OF THE ORGANISATION> these guidelines provide guidance to employees and managers when actual hours of work are in excess of contracted hours of work.
Scope 

The provisions of this policy apply to all employees of <NAME OF THE ORGANISATION> however individual arrangements may be made subject to the approval of the Manager and CEO.

General Principles 

TOIL can only be built up once approval from the manager has been given, subject to the guidelines below. 

· TOIL can only be accrued if the demands of the job or organisation necessitate an employee to work more hours than they are contracted to.

· Employees must structure their working week so that they are available for work during the core hours relevant to their position.
· Initially, an advance Request for Approval to Work Additional Anti-Social Hours should be completed and submitted to <NAME OF THE ORGANISATION>’s Chief Executive for authorisation, stating the reason for requesting to work additional TOIL eligible hours, which can only be undertaken after authorisation by the Chief Executive. The form is available in the Forms Folder in Reception.

· Total TOIL hours generated will be calculated on a monthly basis (TOIL Qualifying Month). The maximum number of hours that can be authorised is the equivalent of 2 days, i.e. 14 hours, in any month for those working a 35-hour week. Pro rata rates will apply to part-time staff. This can be varied only in exceptional circumstances, with advance authorisation.

· Request to take TOIL must be made in the same manner as for Annual Leave on the Request for TOIL (Time off in Lieu). This Form will be available from <NAME OF THE ORGANISATION>’s Finance Officer who will provide forms for individuals with authorised TOIL hours.

· After authorisation, TOIL can be taken.
· TOIL hours generated in any TOIL Qualifying Month must be taken during the following month. TOIL hours not taken during that month will be forfeited.

Responsibilities 

It is the responsibility of staff to manage their own TOIL. It is the responsibility of Manager to monitor the TOIL process. It is the responsibility of the CEO to approve arrangements outside of the guidelines above.

	<NAME OF THE ORGANISATION>
	Request for TOIL (Time off In Lieu) 


Form Available from <NAME OF THE ORGANISATION>’s Finance Officer

	Name: 


	Month Generated:

Month Claimed:


I wish to take time off in lieu (TOIL) as follows:

	Dates & Hours
	No of Hours

	
	

	
	

	Total
	


	Signature


	Date

	Approved by

Chief Executive
	Date




Office Use:

	Hours earned during previous month

(qualifying month)

Information provided by <NAME OF THE ORGANISATION>’s Finance Officer
	
	Authorised by

Chief Executive:

Date:

	Hours requested now


	
	

	Total Hours requested this month


	
	

	Details Recorded by:

Date:
	
	


	<NAME OF THE ORGANISATION>
	Request for Approval to Work Additional Anti-Social Hours 




	Name: 




I wish to work the following additional anti-social hours:

	Dates 


	Estimate of Hours
	Activity

	
	
	

	
	
	


	Signature


	Date

	Approved by

Chief Executive
	Date




Office Use:

	Passed to Finance Officer on: ……………………………………….



