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WHEATLEY HOMES EAST — ANNUAL LEAVE POLICY

We can produce information on request in large print, Braille, tape and on disk.
It is also available in other languages. If you need information in any of these
formats please contact us on Freephone 0800 479 7979.
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0800 479 7979.

Si vous nous le demandez, nous pouvons vous remettre ces informations

en d'autres langues, en braille ou sur cassette. Si vous souhaitez que ces
informations vous soient fournies sous I'un de ces formats, contactez-nous en
composant le 0800 479 7979.
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Na Pana/Pani zyczenie mozemy zapewnic te informacje w innych jezykach,
alfabetem Braille’'a lub na kasecie. Jesli cheiat(a)by Pan(i) uzyskac te informacije
w ktdrejs z tych form, prosimy skontaktowac sie z nami pod numerem telefonu
0800 479 7979.

Haddii aad na weydiisato waxaanu warbixintan kugu siin karaa iyadoo ku goran
luugad kale, farta ay dadka indhaha la’ akhriyaan ama cajalad ku duuban. Haddii aad
jeclaan lahayd in warbxintan lagugu siiyo mid ka mid ah gaababkaas, fadlan nagala
so0 xidhiidh telefoonka 0800 479 7979.

Mo saweil npockbe AaHHan MHOPMALMA MOXKET ObITe NPELOCTABNEHA HA APYIWX
A3blKkax, WpudgTom Bpaina unu B ayauosanucn. Ecnu eam Tpebyetca wHhopmMaums
B OAIHOM U3 3TMX (DOPMATOR, NO3BOHMTE HamM no Homepy 0800 479 7979.
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WHEATLEY HOMES EAST — ANNUAL LEAVE POLICY

Annual Leave

New Mart Road and the Hostel

Employees must request annual leave through CIPHR to their Line Manager. Any
employees who do not have access to CIPHR should request annual leave by email.

General Guidelines

a)
b)
c)

d)

e)

9)
h)

)

Line Managers must ensure their department is adequately staffed at all
times during the year. Employees will need approval from their Manager
before booking or taking annual leave.

Approval for annual leave will be either via authorising through CIPHR or by
email with the appropriate leave records being updated by the line manager.
A minimum of one week’s notice should be given for all holiday requests.
Employees will not be able to bring forward annual leave from the next leave
year. If employees do not have any annual leave left, they will need to
request flexi time or as unpaid leave or buy holidays through Group.
Employees may carry forward a maximum of five days leave to the next year
as authorised by their Line Manager. Employees on part-time/annualised
hours, holiday carry forward is calculated on a pro-rata basis. Line Managers
will specify the deadline when any carry forward holiday is to be taken
dependent on business needs, this date will normally be 1 April each year.
Employees who have been/are on long term sick leave or
Maternity/Adoption/Paternity leave will be able to carry forward any remaining
holiday entitlement up to the statutory minimum of 28 days to the next year.
Line Managers have the right to set a timescale for when additional carry
forward has to be taken by. Exceptional circumstances may be taken into
account.

The Group will not make any payments in lieu of holidays to employees.
Employees who are leaving the Group will, where possible, be expected to
use their full holiday allowance. In exceptional circumstances where this has
not been possible, they will be paid in lieu of any holidays not taken.

Every day’s holiday is calculated on 365ths of the annual salary. Should an
employee leave the organisation, they will be entitled to accrued holiday pay
and will be paid for any holidays they have carried over from the previous
year (up to a maximum of five days).

Employees who partake in organised trips, such as golf day’s etc., must take
annual leave or flexi leave for these days.

Trade In Holidays

People Services Policy — Wheatley Homes East - Annual Leave Policy

a) Employees have the opportunity each year to trade in one week’s
holiday from the forthcoming annual leave period (calculated as annual
salary/52) in return for payment, which will be included in their April
salary.

b) This benefit is only available to take up every second year, therefore if an
employee traded in this year, they will not be eligible to do so next year.

c) Employees will be asked if they would like to participate in this benefit in
October of each year, so that the budget for the next financial year can
be organised accordingly.
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d) If they do participate, their holiday record for the forthcoming year will be
amended accordingly. (Please note, only the equivalent of one week’s
holiday can be traded, so for full time employees this will be 5 days and
part time employees will be based on the number of days they work each
week.)

Customary Holidays

In addition to holiday entittement, employees are entitled to 7 customary holidays
(pro rata for part time), as specified below (except for Sheltered Scheme and Hostel
employees, where their customary days are taken as agreed with their Line
Manager):

| Customary Holiday  No. of days holiday

Office Staff Easter 2 days
(note: office closes between (Good Friday, Easter
Xmas and new year therefore Monday)

annual leave must be used for
the days in between)

Christmas 2 days

(Xmas Day, Boxing
Day)

New Year 3 days

(Hogmanay, 1%t and 2"
Jan)

Workshop/Trade Staff Easter 2 days

(Good Friday, Easter
Monday)

Christmas 2.5 days

(1/2-day Xmas Eve,
Xmas Day, Boxing
Day)

New Year 2.5 days

(1/2-day Hogmanay, 1%t
and 2" Jan)

Sheltered and Concierge Easter 2 days

(Good Friday, Easter
Monday)

Christmas 2 days

(Xmas Day, Boxing
Day)

New Year 3 days

(Hogmanay, 15t and 2"
Jan)

Hostel N/A Customary holidays are
added to annual leave
balance and taken
throughout the year.

The organisation reserves the right to stipulate when these holidays should be taken,
and employees will be notified at the start of the holiday year of these dates. For
employees who observe certain other religious holidays, they must request time off
well in advance and shall require to use annual holiday entitlement to cover such
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time off. Line Managers will consider all requests on an individual basis, sensitively
and from a practical point of view.

Part time employees are entitled to pro-rata customary holidays based on the
number of hours which they work in comparison to full time employees. If a part time
employee needs to take more customary holidays than they are entitled to, they can
either use annual leave or work additional hours on a day which they do not normally
work, with the agreement of their Line Manager.

For employees on Hostel and Sheltered Scheme terms and conditions, their
entitlement to customary holidays will be added to their annual leave entitlement as
these are 24/7 services and do not close over public holidays.

Sickness coinciding with Annual Leave or Customary Holidays

In the event of sickness absence coinciding with annual leave, the employee will be
regarded as being on sick leave with effect from the first date covered by a doctor’s
medical certificate. Employees should inform their Line Manager if they are sick
whilst on annual leave.

Following their return to work and at the convenience of the Group, the employee
may take the annual leave not yet taken, provided that the appropriate sickness
certification has been received.

Employee’s whose period of certified sickness absence includes a day or days on
which a customary holiday falls will receive sick pay (if they meet the relevant
qualifying criteria) for the day(s) involved but will not accrue any customary holidays
if these fall whilst they are absent.

If an employee has any queries, they should speak with their Line Manager in the
first instance.
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