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Force Policy Document 
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Summary  

This policy document is about Leave and Time Off and the associated processes and 
responsibilities by which the Force Policy should be applied. 
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Legal Basis 

Act (title and year) 

Human Rights Act 1998 (in particular A.14 – Prohibition of discrimination) 

Equality Act 2010 

Crime and Disorder Act 1998 

Health and Safety at Work etc. Act 1974 and associated Regulations 

General Data Protection Regulation (GDPR) and Data Protection Act 2018 

Freedom Of Information Act 2000 

The Civil Contingencies Act 2004 

Police Regulations and Determinations 2003 

Employment Act 1989 

Teaching and Higher Education Act 1998 

 

 
Introduction 
 
This policy outlines Force policy and procedures in relation to most types of leave from 
work.  The policy and procedures relating to particular types of leave and time off will be 
covered within a different FPD: 
 

 Sick leave – Sickness Management FPD 

 Maternity leave, adoption leave and paternity leave – Maternity, Adoption and Support 
Leave FPD 

 Career breaks – Career Breaks FPD 

 Disciplinary suspension – Discipline of Police Staff FPD 

 Time off to seek employment – Change Management FPD 

 Leave related to secondments – Secondments FPD 

 
 
1. Annual Leave 
 
a) Definitions 

 
Service 
Annual Leave entitlement is dependent on your rank or grade, length of continuous service 
and entitlement under contract of employment (in the case of police staff).  Your continuous 
service/employment start date will be the date of commencement with a Force (please 

http://www.legislation.gov.uk/ukpga/1998/42/schedule/1/part/I/chapter/12
http://www.legislation.gov.uk/ukpga/2010/15/contents
http://www.legislation.gov.uk/ukpga/1998/37/contents
http://www.hse.gov.uk/legislation/
https://ico.org.uk/
http://www.legislation.gov.uk/ukpga/2000/36/contents
https://www.gov.uk/guidance/preparation-and-planning-for-emergencies-responsibilities-of-responder-agencies-and-others
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refer to the employment contract as there may have been in break in service between 
employment with two (or more) forces). 
 
For police staff, continuous service will include continuous previous employment with a 
Police Authority, Scottish Joint Board or NCS, NCIS, CENTREX (or predecessor), PSNI (or 
predecessor), and non Home Office forces, and the Metropolitan Police. 

 
Days 
Full time entitlement is usually expressed in terms of ‘days’.  For the purposes of this 
policy, one day means 8 hours for police officers in federated ranks and 7.4 hours for 
police staff.  For full time officers and staff who work a shift pattern, i.e. 10 hour shifts, 
compressed hours, etc., the entitlement should be calculated and taken in hours.  These 
principles also apply to other types of leave where the entitlement is expressed in days, i.e. 
public holidays, special leave, etc. 

 
Part time officers and staff will always calculate annual leave entitlement in hours, and will 
receive the annual leave entitlement shown at b) (i) or (ii) below on a pro-rata basis 
according to his or her weekly hours, using the following calculation: 
 

FT leave entitlement (in hours) ÷ FT hours (40 for officers, 37 for staff) x PT hours 
= pro rata annual leave entitlement (in hours) 

 
For example,  
 

 a part time member of police staff at Scale 3 with 6 years’ service who is contracted to 
work 32 hours per week will be entitled to 186 hours’ annual leave per annum: 

215 ÷ 37 x 32 = 185.9 (round up hours) 

 a part time PC with 13 years’ service who is contracted to work 20 hours per week will 
be entitled to 108 hours’ annual leave per annum: 

216 ÷ 40 x 20 = 108 

 
b) Annual Leave Entitlement 

 
(i) Police Officers’ Entitlement 
 
As a full time police officer you will be granted annual leave in accordance with Police 
Regulation 33, Annex O (Annual Leave), and Home Office Circular 30/2004: 
 
 

Service 
Full time leave entitlement 

Constable, Sergeant, 
Inspector, C/Inspector 

Supt/Chief Supt Chief Officers 

< 2 years 22 days (176 hours) 31 days (248 hours) 42 days (336 hours) 

2-4 years 25 days (200 hours) 31 days (248 hours) 42 days (336 hours) 
5-9 years 25 days (200 hours) 31 days (248 hours) 42 days (336 hours) 

10-14 years 27 days (216 hours) 31 days (248 hours) 48 days (384 hours) 

http://www.policereform.gov.uk/docs/detsannexeslist.pdf
http://www.policereform.gov.uk/docs/detsannexeslist.pdf
http://www.knowledgenetwork.gov.uk/HO/circular.nsf/79755433dd36a66980256d4f004d1514/503bec2f23e5752f80256e8500496a76?OpenDocument
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15-19 years 28 days (224 hours) 31 days (248 hours) 48 days (384 hours) 
20+ years 30 days (240 hours) 31 days (248 hours) 48 days (384 hours) 

 
You will be entitled to additional leave on a pro-rata basis from the month you reach one of 
the specific service anniversaries, or are promoted.  The additional leave will be expressed 
in whole days, a fraction of a day counting as a day. 
 
Annual leave entitlement continues to accrue during periods of maternity leave, sickness 
and other leave.  It will not accrue during career breaks. 
 
(ii) Police Staff Entitlement 
 

Service 
Full time leave entitlement  

All grades below HAY 

< 5  years 24 days (178 hrs) 

5+ 29 days (215 hrs) 

 
Additional leave entitlement is granted on a pro-rata basis from the point in the leave year 
that the anniversary falls, and will be expressed in whole days, rounded to the nearest 
whole day. 
 
Annual leave entitlement continues to accrue during periods of maternity leave, sickness 
and other leave.  It will not accrue during career breaks. 
 
As a member of police support staff who commenced employment with Norfolk 
Constabulary before 31/03/1997 you will be granted annual leave, on a personally 
protected basis, as defined in your terms and conditions of employment.  
 
c) The Annual Leave Year 
The annual leave year for both police officers and police staff runs from 1 April to 31 
March.  If an individual’s start date with the Constabulary is anything other than 1 April, 
they will receive pro rata entitlement of the full year’s annual leave entitlement according 
to the whole months worked from his or her start date until 31st March.  This figure will be 
expressed in whole days a fraction of a day being reckoned as a day. 
 

d) Carrying over Annual Leave 
Where possible all annual leave must be taken by the end of the leave year and line 
managers must ensure that individuals make arrangements to do this.   
 
Where the individual is not able to take all of his or her annual leave before the end of the 
leave year, he or she may make a request to the line manager to carry over a maximum of 
5 days (pro rata for part time staff) into the next leave year, with the sole exception of 
student officers (see below).  If approved, these carried-over days must be taken by 30th 
June, subject to management discretion. 
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With the exception of approved carried-over days, individuals will lose any outstanding 
annual leave entitlement not taken by the end of the leave year except in the 
circumstances below. 
 
Carrying over Leave entitlement due to Student Officer training programme 
Where student officers have not had the opportunity to take outstanding annual leave 
before the end of the leave year due to the schedule of initial training and then tutorship, 
they may put a request in writing to carry over more than 5 days to the Head of Learning & 
Development to exercise their discretion in this matter. 
 
Carrying Over Annual Leave due to Sickness Absence 
Where an individual has been unable to take all or some of his/her annual leave and/or 
bank holiday entitlement in the current leave year due to sickness absence, he/she will be 
entitled to carry over the difference between the total combined amount of annual leave 
and bank holiday days already taken within that leave year and the statutory leave 
entitlement of 28 days.  Therefore an individual who has been on sick leave over the entire 
leave year will be entitled to carry over a full 28 days, whereas an individual who had 
already taken 15 annual leave days and 5 bank holidays within that leave year is entitled to 
carry over 8 days to the next leave year.   
 
Any leave carried over into the next leave year in these circumstances will be used against 
any phased return to work programme. 
 
Women whose maternity leave is triggered early due to pregnancy-related sickness in the 
four weeks prior to the expected date of childbirth will be entitled to carry over any 
outstanding annual leave and bank holiday entitlement in the same way as described 
above. 
 

e) Annual Leave and Leaving the Organisation 
If an individual leaves the organisation part way through the leave year, he or she is 
entitled to receive annual leave in proportion to the number of complete months which have 
been worked in that leave year.  The line manager must determine the annual leave taken 
against the individual’s actual entitlement according to their leaving date.   
 
Where the annual leave entitlement is higher than the amount of annual leave taken, the 
individual should take the outstanding leave prior to his or her leaving date.  Where this is 
not possible, the line manager must detail any outstanding annual leave on the Leavers e-
form, and a payment will be made to the individual for the outstanding annual leave. 
 
Where the annual leave taken is higher than the actual annual leave entitlement, the line 
manager must state this on the Leavers e-form, and a payment for the extra annual leave 
taken will be reclaimed from the individual in his or her final salary. 

 
f) Requesting Annual Leave 
 
Please refer to local arrangements for requesting annual leave. Requests for annual leave 
should be submitted as soon as possible, particularly for peak time such as school 
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holidays.  Individuals must not book holiday or make travel arrangements until an annual 
leave request has been approved. 
 

Requests for periods of leave of 3 weeks or more (extended leave), must be approved by 
the Commander/Department Head.  Extended leave is defined as any period of leave 
(including a combination of annual leave, TOIL and paid/unpaid special leave) which is a 
continuous period of 3 weeks or more.  As a rule, extended leave should be limited to once 
every five years, although it is subject to management discretion. When considering the 
request, the Commander/Department Head should balance the needs of the individual 
with the needs of the LPC/Department. 
 

g) Sickness during Annual Leave 
Where an individual falls ill during a period of annual leave, he or she can request in 
writing to their line manager to have annual leave reinstated and instead have this period 
reclassified as sick leave.  The request must be supported by a medical certificate unless 
this is not practicable.  Once approved by line management, the individual should be 
regarded as being on sick leave from the date of the medical certificate.  Line managers 
must ensure that a Notification of Sickness e-form is completed for the period of sickness. 

 
h) Returning Late from Annual Leave 

 
If an individual becomes aware that he or she will return late to work following a period of 
annual leave, he or she must notify the line manager as soon as is practicable of: 

 The reason for this, 

 The steps being taken to resolve the situation, and  

 When a return to work is anticipated 
On his or her return to work, the individual must make arrangements with the line 
manager, in consultation with the HR Service Desk, to cover the additional period of 
absence by using annual leave, TOIL, sick leave, compassionate leave, etc. as 
appropriate. 

 
i) Recall to Duty during Annual Leave 
A police officer may be recalled to duty during a period of annual leave, for which he or 
she may be entitled to receive compensation as set out in Police Regulation 33, Annex O, 
paragraphs 5a), 5b) and 5c). 
 

2. Public Holidays 
 

Guidance on public holidays is shown at Appendix 2. 

 
3. Time Off in Lieu (TOIL) 
 
a) TOIL arrangements for police officers 
Police Regulation 25, Annex G (Overtime) and Police Regulation 26 (Rest Days) deal with 
compensation for officers required to work overtime.   

http://www.policereform.gov.uk/docs/detsannexeslist.pdf
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Any overtime hours worked which will subsequently be reclaimed by way of payment or 
TOIL must be authorised by the line manager. 
 
b) TOIL arrangements for police staff 
A maximum of 5 days TOIL may be held at any one time (pro-rata for part time workers). 
 
Any TOIL owed should be taken within 3 months, and where this is not possible, TOIL 
should be claimed as a payment.  Any overtime hours worked which will subsequently be 
reclaimed by way of payment or TOIL must be authorised by the line manager. 

 
4. Time Off – Medical 
 
a) Routine Medical Appointments 
You are entitled to paid time off for preventative medical treatments and medical screening 
appointments.  Where possible, you should make routine medical appointments outside of 
your working hours or as near as possible to the start/end of your working day/shift 

 
b) Ante Natal Care 
Ante-natal care includes antenatal appointments, relaxation classes and parentcraft 
classes where this has been recommended by a doctor, midwife or health visitor.   
 
If you are pregnant, you are entitled to paid time off for ante-natal care that is 
recommended by a registered medical practitioner, midwife or health visitor.   
 
After the first appointment, you must produce a certificate of pregnancy and evidence of 
appointment.  You may be asked to re-arrange an appointment, for example because of 
reasons relating to workload. 

 
c) Fertility Treatment 
Female staff and officers undergoing fertility treatment are entitled to up to a maximum of 
5 days’ paid leave in any 12 month period that can be taken all together or spread out 
over the 12 months.  Any further leave requirements for fertility treatment in that 12 month 
period would need to be covered by annual leave, TOIL, unpaid leave, etc. 
 
Staff and officers who are the supporting partner are entitled to up to maximum of 3 days’ 
paid leave in any 12 month period.  This will include 2 days to accompany their partner for 
hospital visits, plus another day for sperm donation where this is applicable.  Any further 
leave requirements in that 12 month period would need to be covered by annual 
leave/flex/TOIL.  These provisions apply equally to those in same sex relationships. 
 
The entitlement above will be pro rata for individuals who work part time. 
 
It is also recommended that were possible line managers offer flexibility in shift 
patterns/flexible working during the treatment period. 
 
Where possible, appointments should be made outside working hours.  If the 
appointments fall on a rest day the individual will not be entitled to compensation or 
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reallocation of the rest day, and it is not permitted to change a rest day in order to 
maximise entitlement. 
 
Requests for leave must be submitted via the line manager and supported by proof of 
appointment from a relevant general practitioner or specialist.  It should be noted at this 
point that if sick leave is required as a result of IVF treatment then the individual should be 
managed in line with the Sickness Management FPD.  It should be remembered that 
employment legislation relating to pregnant women does not apply to individuals trying to 
conceive using fertility treatment.   

 
d) Surgery 
Absence from work due to surgical procedures which are considered essential or as a 
consequence of medical advice resulting from psychological or psychiatric illness will be 
covered by sick leave.  For elective procedures, i.e. cosmetic surgery, eye laser 
treatment, etc., the individual must use annual leave, TOIL, unpaid leave, etc. to cover the 
procedure itself and any recuperative period required.   
 
5. Time Off – Study 
 
a) Career Development 

If an individual is attending a course that has been agreed within the Personal 
Development Review as a part of his or her career development he or she should 
undertake discussions with the line manager to find a solution which does not entail paid 
time off, i.e. flexible working, change of shifts, split shifts, etc. 

 

If time off is unavoidable, a maximum of half a day per week paid leave will be allowed, 
subject to operational demands.  Paid time off above this may be granted at 
management discretion.  You are not entitled to paid study leave for revision, and this 
should be covered by taking annual leave, TOIL or unpaid leave. 

 
b) Basic Qualifications 

Under the Teaching and Higher Education Act 1998, an individual who is aged 16 or 17, is 
not in full-time education and has not achieved a basic standard of education (5 GCSE’s at 
grades A-C, an NVQ Level 2, an Intermediate GNVQ or specified equivalent as stated in 
the Act), will be entitled to reasonable paid time off during normal working hours to study 
or train for one of the above qualifications. 

 
An individual aged 18 and undertaking a relevant qualification which he or she began 
before that age will be entitled to the same paid time off as above. 
 
6. Time Off – Formal Duties 
 
a) Accompanying a Colleague at Formal Proceedings 
This relates to disciplinary or grievance hearings or meetings, and meetings to discuss a 
colleague’s application for flexible working.  Individuals are entitled to receive reasonable 
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paid time off for the hearing or meeting, plus time necessary for familiarisation with the 
case and discussions with the colleague before and after the hearing. 
 
b) Trade Union Activities 
Individuals undertaking trade union activities as a Trade Union Official, Union Learning 
Representative or member are entitled to time off as outlined in the Facilities Agreement at 
Appendix 1. 
 
c) Safety Representative 
Safety Representatives are entitled to time off as outlined in the Facilities Agreement at 
Appendix 1. 
 
d) Public Duties 
Officers and staff are entitled to reasonable paid time off to undertake public duties, i.e. 
Magistrate, School Governor, etc. as follows: 

 Maximum of 6 days’ paid special leave per annum 

 You must submit a letter confirming your public responsibilities to your line manager  

 Where possible you should ensure that public duties fall outside of your normal 
working day 

If the public duty falls on a rest day you will not be entitled to compensation or reallocation 
of the rest day.  You are not permitted to change a rest day in order to maximise 
entitlement. 
 
e) Trustees of Occupational Pension Schemes 
A Trustee of an occupational pension scheme (as defined in the Pension Schemes Act 
1993) or a director of a trustee company is entitled to reasonable paid time off to carry out 
trustee duties or be trained for those duties. 

 
f) Members of TA or HM Reserve Forces 
Time off will be allowed for annual training camp on submission of a letter from your 
Commanding Officer confirming the dates: 
 
Police Officers receive paid special leave in line with Home Office Circular 24/1951 for the 
number of working days they attend annual training camp. 
 
Police Staff will receive 6 days’ paid special leave to attend annual training camp (if annual 
leave entitlement is less than 24 days, special leave allowance may be granted to bring 
your total leave allowance up to 30 days) 
 
If individuals are required to attend other training events, he or she must use annual leave 
(or TOIL or unpaid special leave to make up any shortfall in annual leave). 
 
If an individual is called up for Reserve Service, he or she will be released from work under 
the provisions of HM Reserve Force Act 1996.  The period of reserve service will be 
treated as unpaid leave for which he or she will receive no pay, allowances or accrue 
pensionable or reckonable service or annual leave.  When the period of reserve service 
ends he or she will be reinstated to his or her previous role. 

http://www.knowledgenetwork.gov.uk/HO/CircularsOld.nsf/0/0B5EEC0BEC52B67B80256D7300465CA5/$file/Home%20Office%20Circular%20024%20-%201951.pdf
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g) Jury Service 
If an individual is notified of the requirement to attend jury service, he or she should 
immediately notify the line manager of the dates required to attend and provide a copy of 
the summons.  The line manager should make the appropriate cover arrangements and 
notify the HR Service Desk. 
 
Normal pay will continue during Jury Service, therefore there is no need to claim any loss 
of salary through the courts: 

 Police Officers will receive full basic pay and any permanent allowance to which they 
are entitled during the period of jury service.  This does not include overtime or 
enhanced payment for weekend or overnight jury service;  

 Police Staff will receive full pay including basic pay and, where appropriate, shift 
allowances/permanent allowances.  This does not include overtime, premium 
payments for overtime or any temporary allowance; 

 Rest days and free days (free days relate to part time individuals only) during the 
period of jury service do not attract any compensation; 

 

If the individual is rostered to work on the day prior to jury service commencing, the 
individual should discuss with the line manager a change of shift and/or rest day pattern as 
necessary to ensure that the individual has a minimum of 11 hours’ rest from work before 
travelling to court. The Court Service will not compensate part time workers for the 
additional hours spent at the court.  Jury Service is not classed as police work. No 
additional rest day will be granted outside the normal rota. 

 
If an individual becomes ineligible, deferred or excused from jury service, or service 
concludes before the expected end date, the individual should return to work on their next 
scheduled working day, as long as the individual has a minimum 11 hours’ rest from his or 
her return home from jury service and the start of his or her shift. 
 
If the period of jury service is extended or is likely to be extended beyond the expected 
length, the individual must keep the line manager informed to ensure continued cover 
arrangements. 
 
During jury service, an individual is not required to attend work until formally released by 
the Court, however, if he or she is instructed not to attend court for a period of time, he or 
she should return to duty for that period until jury service recommences. 
 
 
7. Time Off – Family and Domestic 
 
a) Time Off for Dependents 
Police officers and police staff are entitled to ‘reasonable’ time off to deal with unexpected 
or sudden problems relating to dependants which include: 
 

 Illness, accident, assault or childbirth 
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 Making longer term care arrangements for an ill or injured dependant 

 Dealing with arrangements following the death of a dependant 

 Dealing with an unexpected disruption or breakdown in care arrangements for a 
dependant 

 Dealing with an incident involving a child, for whom they are responsible, during school 
hours 

 
The above are examples only and other similar types of unexpected occurrence, if 
appropriate, may fall within this category. 
 
Time off for Dependants (TOD) will be paid for both police officers and police staff.  
Guidance for Police Officers taking TOD is set out in Regulation 33 (Annex T). 
 
A dependant is defined as: 
 

 A husband, wife, partner, child or parent 

 Someone who lives with you as part of your family (not including tenants living in the 
family home, or live-in employees) 

 Someone who reasonably relies on you for assistance 

 Someone for whom you are the primary carer or the only person who can help in an 
emergency 

 
If an individual is aware in advance that he or she will need time off work then he or she 
should request annual leave, TOIL or parental leave if applicable.  The duration of TOD 
should be only as long as it takes to deal with the immediate emergency at hand, usually 
no more than one or two days.   
 
There is no limit to the amount of times TOD can be taken, however, any abuse of this 
entitlement may invoke disciplinary procedures.  Line manager must be informed by the 
individual of the need to take TOD as soon as possible, and of the reasons why the leave 
is necessary.  TOD applies equally to those in same sex relationships. 

 
b) Parental Leave 
Parental leave is a period of unpaid leave enabling an individual to take time off to look 
after a child or children or make arrangements for their welfare.  It consists of a one-off 
entitlement to unpaid leave per qualifying child per parent, which can be taken at a rate of 
up to 4 weeks per year, or, where taken after maternity or adoption leave, up to 8 weeks 
per year.  Parental leave applies equally to those in same sex relationships. 
 
The parental leave allowance is a total of 18 weeks’ unpaid leave per qualifying child per 
parent which can be taken up to the child’s 5th birthday or, in the case of adoption until 5 
years have elapsed following placement or until the child’s 18th birthday, whichever is 
sooner.  Where a child is disabled, the allowance will be a total of 18 weeks’ per parent, 
which can be taken up to the child’s 18th birthday. 
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Parental leave of up to 4 weeks per year (8 weeks when added to maternity or adoption 
leave) may be taken, as a single block, individual weeks, a series of single days for a fixed 
period, as several days together or as single days. 
 
In order to be eligible for parental leave you must have at least one year’s continuous 
service. 
 
The parental leave allowance relates to the individual and not the employer, therefore any 
parental leave taken with a previous employer or Police Authority will be deducted from 
entitlement with Norfolk Police Authority. 
 
For the first request for parental leave, an individual must submit a request in writing to the 
HR Service Desk, giving the appropriate notice, providing confirmation of the age or 
expected date of birth or placement of the child, and specifying the start and finish date of 
the parental leave required.  For further requests, the individual need only submit in writing 
the start and finish date of the parental leave required, giving the appropriate notice. 
 
On receipt of a request for parental leave, the HR Advisor will contact the line manager to 
discuss the request.  The line manager cannot refuse a request to take parental leave but 
for some kinds of request can postpone the date on which the parental leave starts, up to 
a maximum period and subject to workload requirements, i.e.: 

 Where a significant number of officers or staff have applied for parental leave at the 
same time 

 When the individual’s role is such that his or her absence at a particular time would 
unduly harm the work of the section. 

 
If a line manager wishes to postpone the parental leave for such reasons, he or she must: 

 Discuss the matter with the individual 

 Confirm the deferment arrangements in writing, no later than 7 working days after 
receiving the request, stating the reasons for the deferment and the new proposed 
start and finish dates of the parental leave (the length of the proposed period should be 
the same as the requested period). 

 

Period of parental leave requested 
Minimum notice 

required 
Maximum 

deferment allowed 

A block of up to 8 weeks directly 
following maternity or adoption leave 

21 days before the 
expected week of 
childbirth or placement 

None 

Up to 8 weeks taken as days off in a 
fixed pattern to reduce the working 
week directly following maternity or 
adoption leave 

21 days before the 
expected week of 
childbirth or placement 

None 

Blocks of between 2 and 4 weeks 
21 days before the start 
of the leave 

Up to 6 months 

Block of 1 week 
14 days before the start 
of the leave 

Up to 3 months 

Several days together 
7 days before the start of 
the leave 

Up to 1 month 
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Single day 
2 days before the start of 
the leave 

Up to 1 week 

 
At the end of parental leave an individual will return to the same job as before or, if that is 
not practicable, a similar job which has the same or better status, terms and conditions as 
the previous job.  Where the leave taken is for a period of 4 weeks or less, an individual is 
entitled to return to their previous job. 
 
The HR Advisor is responsible for ensuring that parental leave taken for each individual is 
recorded in order to track the entitlement used. 
 
c) Compassionate Leave 
Paid compassionate leave may be granted in circumstances which include sudden illness, 
hospitalisation or the death of a person close to an individual.  Up to 3 days’ paid 
compassionate leave may be given with a further 4 days’ extension subject to the approval 
of the Commander/Department Head. 
 
The granting of compassionate leave and the number of days granted is at the discretion 
of the line manager, but should take into consideration both personal circumstances and 
organisational requirements. 
 
8. Time Off – Other 
 
a) Staff at Risk of Redundancy 
Police staff who are under notice of redundancy may, during his or her notice period, take 
reasonable paid time off during working hours to look for job-seeking activities or to 
arrange training for future employment as outlined in the Change Management FPD. 

 
b) Participation in Sporting Events 
Paid time off for participation in sporting events will only be granted in very exceptional 
circumstances, for example where the individual is representing their country.  Applications 
should be made in writing to the Chief Constable.    

 
c) Relocation 
Officers who are required by the Chief Constable to move house due to the exigencies of 
the service will be entitled to up to 3 days’ paid removal leave.  

 
d) Other 
If an individual requires time off with or without pay for reasons which do not fall under any 
of the categories in this FPD, he or she should make a written request to the line manager.   
Granting of unpaid/paid special leave is at the discretion of the line manager, However, 
consideration should first be given to any annual leave or TOIL outstanding, as well as to 
the personal circumstances 
 

Roles & Responsibilities 
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Commander/ 
Department Head 

 for making decisions on requests for extended leave 

 
HR Service 
Desk/Advisors 

 

 for ensuring that continuous service is taken into 
consideration for contractual purposes 

 for advising individuals and line managers on annual 
leave entitlement 

 for ensuring that parental leave taken for each individual 
is recorded in order to track the entitlement used 

 
Individual 

 

 for submitting requests for leave and time off to line 
manager in line with Force Policy 

 for notifying line manager as soon as objectively 
practicable if you will return late from annual leave 

 for notifying line manager of requirement to attend jury 
service, and if jury service will extend beyond expected 
duration 

Line Manager  for ensuring that staff take their full annual leave 
entitlement within the leave year 

 for making decisions on carrying over annual leave to the 
next leave year in line with Force Policy 

 for making decisions on requests for leave and time off in 
accordance with Force Policy, and for giving reasons why 
when leave is not granted 

 for making decisions on restoring annual leave in line 
with Force Policy where the individual fell sick during 
annual leave 

 for calculating annual leave entitlement for leavers, and 
including this when completing the Leavers e-Form 

 to ensure that, where possible, staff reporting to them 
take outstanding leave as time off prior to leaving the 
organisation rather than arranging payment in lieu 

 for making appropriate cover arrangements for staff on 
leave/authorised time off 
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Appendix 1 – Recognition and Facilities Agreement 

 
 

RECOGNITION and FACILITIES AGREEMENT 
BETWEEN 

 
NORFOLK CONSTABULARY 

AND 
NORFOLK POLICE BRANCH UNISON 

AS AT 07/08/08 
 

 
 
This agreement is the result of negotiations between Norfolk Constabulary (hereafter 
called the Constabulary) and the Norfolk Police Branch UNISON (hereafter called 
UNISON).  It establishes the structure and process for police staff representation, 
consultation, negotiation and dispute resolution.  It has been formulated to meet the 
recommendations made in the National Police Staff Council (PSC) Handbook as a basis 
for considering conditions of employment and for resolving differences.  Following formal 
adoption by the Constabulary, this collective agreement will become an incorporated term 
in the contract of employment for police staff. 
 
RECOGNITION 
 
1. Principles of the agreement 
 

1.1 The Constabulary formally recognises UNISON for the purpose of police 
staff representation, local collective bargaining, consultation on working 
practises including the introduction of new technology. 

   
1.2 Both the Constabulary and UNISON recognise that they have a common 

objective to act in the best interests of the public, the organisation and its 
staff.  To this aim both parties will be committed to the maintenance of good 
communication and employee relations.  In the event of any dispute arising, 
both parties affirm their commitment to avoid disruption to the services 
provided to the public by the use of negotiation, conciliation or arbitration 
whenever possible. 

 
1.3 The Constabulary shall only recognise the elected officers and 

representatives dully elected and notified under the terms of this 
agreement.   

 
1.4 The Constabulary recognises the right of UNISON members to have access 

and assistance from UNISON’s national and regional full-time officers.  Full-
time officers will be afforded suitable access to the branch and members for 
the purpose of advising and assisting in representations. 
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1.5 Nothing in this agreement shall prejudice the right of the individual not to 
join a trade union.  However, the Constabulary recognises it is to the mutual 
benefit of the Constabulary and its employees for police staff to be 
represented by a trade union.  Collective agreements made under this 
procedure will become incorporated terms in the contract of employment of 
all police staff whose terms and conditions of service are those contained 
within the PSC Handbook.   

 
1.6 This agreement refers to the resolution of collective issues.  Individual 

grievances must be resolved using the Constabularies Grievance 
Procedure. 

 
1.7 For the purpose of this agreement, any reference to Branch Secretary shall 

mean the current duly elected Branch Secretary of Norfolk Police Branch 
UNISON. 

 
2. Representation 
 

2.1 Branch representation 
 
 Local branch representatives/officers are defined as an official elected or 

appointed in accordance with UNISON rules to represent members’ 
interests at a local level. The duties of branch officers and representatives 
are contained within UNISON rules and UNISON Code of Good Branch 
Practise.  Branch officers and representatives will be elected locally at the 
UNISON branch Annual General Meeting conducted through UNISON 
rules, the Union will determine the appropriate number of representatives 
they wish to appoint.  

 
 2.1.1 Branch executive officers 
 
  Chairperson    Young members 
  Secretary    Welfare 
  Treasurer    Health and Safety 
  Education    Equality 
  Lifelong Learning Co-ordinator 
 
  And such other officers authorised by UNISON national rules. 
 
 2.1.2 LPC representatives 
 
  North Norfolk    x1    

Gt Yarmouth    x1 
Broadland    x1 
Norwich   x1 
South Norfolk   x1 
Breckland    x1 
Kings Lynn/West Norfolk  x1 
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  2.1.3    OCC Departmental representatives 
 
   CCR     x3 
   Support Services  x1 
   CJD    x1 
 

 2.1.4 Health and Safety representatives 
 

North Norfolk       
Gt Yarmouth     
Broadland     
Norwich    
South Norfolk    
Breckland     
Kings Lynn/West Norfolk   
CCR      
Support Services    
CJD      

 
2.1.5 PCSO forum 
 

North Norfolk    x1    
Gt Yarmouth    x1 
Broadland    x1 
Norwich   x1 
South Norfolk   x1 
Breckland    x1 
Kings Lynn/West Norfolk  x1 

 
3. Time off for general trade union representation 

 
3.1 Both UNISON and the Constabulary agree that the amount and frequency 

of time-off should be reasonable in all circumstances.  In seeking time off, 
UNISON shall take into account:  

 

 The need to maintain a public service 

 The need for safety and security at all times 
 

3.2 In the case of employees who work shifts or unsocial hours, the 
Constabulary will allow reasonable time off for Trade Union duties and 
normally will make suitable arrangements when the duties fall outside their 
on-duty hours. 
 
If a meeting is to take place on the representatives’ day off or while not on 
duty then an equivalent amount of time off will be given, if this is not 
practicable then payment at plain time will be made. 
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3.3 Branch Secretary 
 
The post of Branch Secretary will be on full-time secondment and his/her 
role included giving the Branch strategic and operational direction as well 
as leadership and management.  
  
The appointment is by election at the Branch Annual General Meeting. 
 
Any Branch member is eligible for election.  The successful candidate will 
start on a pay scale equivalent to the annual salary, including entitlement to 
any pay increases or enhancements normally associated with their 
substantive post. Their substantive post or will be protected in the event 
they resign or fail to obtain re-election, or redeployment to a post deemed 
suitable if this is not possible.    

 
For administrative purposes the post will be supervised by the Head of HR 
Service Delivery or designated HR Advisor in respect of sickness 
monitoring and annual leave.  Work performance issues and personal 
development will be supervised by appropriate UNISON Regional Officers 
in consultation with the Branch Executive Committee. 

  
3.4 Branch Chairperson 

 
The post of Branch Chairperson will be on part-time secondment at the post 
holders’ substantive salary for 4 days per month to ensure adequate cover 
and management of the Branch office. 

 
Paid time off/ travelling expenses would also be approved to attend trade 
union duties and meetings called at the request of LPC and Force 
management/ to substitute for Branch Secretary in his/her absence, to 
cover during annual leave and long term sickness. 

 
3.5 Other Branch Officers/ Representatives 

 
This agreement seeks to establish a formal policy and procedure on trade 
union duties and activities in accordance with the legislative framework.  It 
is recognised that it is not possible to be prescriptive about all duties, 
activities and the time required to carry them out, it is agreed that request 
for time off will not be unreasonably refused. 

 
3.6 Accredited representatives will be permitted paid time off during working 

hours to carry out duties that are concerned with any aspect of collective 
bargaining, case preparation and representation of individuals. Paid time off 
and travelling expenses would also be approved to attend meetings called 
at the request of LPC and Force management. 

 
 In addition and specific to FCR UNISON representatives and officers only: 
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 3 hours for PPI UNISON meetings  (every 5 weeks) 

 2 – 4 hours allowed for scheduled meetings in any 8 day period 

 Reasonable time off as required, to deal with urgent staff issues 

 3 hours for Departmental JNC meetings (4 per year) 

 1 day for Health and Safety inspections (4 per year) 
 
3.7 To ensure that workplace meetings are fully representative, paid time off for 

UNISON representatives and members may be considered for: 
 

 Voting on workplace negotiations 

 Meeting union officials on workplace issues 

 Annual General Meeting 

 Union elections 
 

3.8 The Constabulary recognises that it is in the interests of effective and 
democratic operation of UNISON that representatives and officers 
participate in other activities of the union.  Reasonable time off may be 
granted for these purposes.  UNISON will notify the Constabulary at the 
beginning of the year the anticipated calendar of such events and the likely 
number of participants.  

 
3.9 UNISON representatives engaged on recognised and approved duties will 

be paid either the amount they would have earned had they worked during 
the time taken or, where earnings vary with the work done, an amount 
calculated by reference to the average hourly earnings for the work they are 
employed to do. 

 
3.10 Training 
 
 Reasonable time off with pay will be granted to attend training courses 

approved by the TUC or UNISON.  The Constabulary supports the need for 
newly appointed officials to be granted reasonable time off for initial training 
in basic representational skills as soon as possible after appointment.  
Following this further reasonable time should be considered for further skills 
and development. 

 

 For further training, particularly where the official has specific 
responsibilities E.G Health and Safety 

 Skills training for workplace related issues i.e. change management etc 

 Skills training in respect to legislative changes 
 

3.11 UNISON must give adequate advance notice of course dates to relevant 
line managers and time off is subject to exigencies of the service.  UNISON 
will provide upon request of the Head of HR Service Delivery details of the 
relevant course. 
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3.12 Part-time employees who are required to attend recognised training 
courses as detailed above will be paid for the whole of their attendance 
time, even if it exceeds their normal working hours. 

 
3.13 Annual Conferences 
 
 In addition to the above paid time off will be approved for a maximum of 2 

branch nominees (subject to UNISON rules) to attend UNISON’s National 
Conference.  All other costs will be met by the branch. 

 
4. Procedures 
 

4.1 Before taking time off, the accredited representatives must obtain the 
permission of their line manager, informing the manager of the general 
purpose of the time off, the intended location, the expected timing and 
duration of the time off required. 

 
4.2 Representatives will be required to complete and submit facility time-

recording sheets on a regular basis to the branch secretary who on request 
will forward the sheets to Head of HR Service Delivery. 

 
4.3 The Constabulary will ensure that management at all levels are familiar with 

agreements and arrangements relating to this agreement. 
 
4.4 Individuals will not be discriminated against during the course of their 

employment for membership of UNISON or for their activities as a UNISON 
representative. 

 
5. Disputes 
 

5.1 The Constabulary and UNISON agree to make every effort to resolve 
disputes in relation to time off for trade union duties and activities. 

 
5.2 Where permission to take time off is withheld, an explanation for the 

reason(s) will be given by the appropriate representative of management. 
 
5.3 If the UNISON representative is dissatisfied with the decision, the matter 

may be referred to the appropriate senior manager. 
 
5.4 If agreement cannot be reached the branch secretary will refer the matter to 

Head of HR Service Delivery or appropriate ACPO executive officer. 
 
5.5 The Constabulary recognises that union representatives have the right to 

take a claim to an Employment Tribunal if the internal procedures fail to 
resolve a dispute related to time off for trade union duties. 

 
6. Amendment or termination of agreement 
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6.1 Either side may submit proposals in order to amend this agreement.  Such 
proposals will be in writing to the sides concerned, and will be the subject of 
joint discussions. 

 
6.2   The Constabulary and UNISON agree to review this Agreement in twelve 

months and annually thereafter. 
 

Appendix 2 – Public Holidays 

 

a) Definition of Public Holidays 

 

Public holidays are determined nationally each year, and will consist of: 

 Christmas Day 

 Boxing Day 

 New Year’s Day 

 Good Friday 

 Easter Monday 

 May Day (Monday) 

 Spring Bank Holiday (Monday) 

 August Bank Holiday (Monday) 

 

b) Christmas and New Year Public Holidays 

 

Where Christmas Day, Boxing Day or New Years Day fall on a Saturday or Sunday, the 
public holidays are reallocated to the next working day i.e. Monday of Tuesday as 
applicable.  

 

On these occasions, 25th and 26th December, and 1st January will be treated as follows in 
terms of public holiday entitlements: 

 Police officers – these days will continue to be treated as public holidays for the 
purpose of pay and compensation in addition to the reallocated public holiday days. 

 Police staff – these days will not be treated as public holidays but the following 
conditions will apply: 

 Staff who are scheduled to work on one or all of these days will receive, in 
addition to normal pay for the day, payment at single time plus time off in lieu at 
single time. Staff will not be entitled to receive, in addition to the above, 
weekend enhancement or extra payment for short notice to work when not 
rostered for these days. 

 Staff whose scheduled rest day(s) falls on any of these days will not be entitled 
to an extra day’s leave in lieu for each rest day. 

  
c) Calculating Entitlement to Public Holidays 
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All members of staff are entitled to time off for each public holiday, at the rate of his or her 
average working day for each public holiday. 
 
To calculate your average working day, divide your contracted weekly hours by 5.  Your 
contracted weekly hours are those which you work on average rather than actual, as actual 
weekly hours vary significantly for staff and officers who work on shift patterns. 
 

 Full time police officers are contracted to work 40 hours per week, so the average 
working day will therefore be 40 divided by 5, giving all full time officers 8 hours paid 
time off for each public holiday 

 Full time members of police staff are contracted to work 37 hours per week, so the 
average working day will therefore be 37 ÷ 5, giving all full time police staff 7.4 hours 
paid time off for each public holiday 

 A part time worker contracted to work 32 hours per week will have an average working 
day of 32 ÷ 5, giving an entitlement of 6.4 hours paid time off for each public holiday 

 
 

Average working day (contracted weekly hours ÷ 5) = public holiday entitlement for each public holiday 
 

 
d) Using Public Holiday Entitlement 

 
(i) Where public holidays fall on a rostered working day 
 
Where an individual is rostered to work on a public holiday, they must take their public 
holiday entitlement on that day (unless they are required to work).  The public holiday 
entitlement will be put against the hours that the individual was due to work on that 
particular day (the actual working hours).  If the actual working hours are greater than the 
individual’s public holiday entitlement, the individual will owe the Force the difference in 
hours (which can be repaid by a variety of options), for example: 
 

 PC Smith is a full time officer, and therefore has a public holiday entitlement of 8 hours 
for each public holiday (40 ÷ 5).  She also works on a 12 hour shift pattern.  Easter 
Monday falls as a working day within PC Smith’s shift pattern, but she was not required 
to work, so she had this day off.  PC Smith’s should have worked 12 hours on Easter 
Monday, but her public holiday entitlement is only 8 hours, so she needs to repay 4 
hours for this public holiday (12 – 8 = 4) 

 

 Jim Clarke is a part time Dispatch Agent Property Clerk who is contracted to work 22 
hours per week.  This gives him a public holiday entitlement of 4.4 hours (22 ÷ 5) for 
each public holiday.  He works his contracted hours over 4 days, working 7 hours on a 
Monday, then 5 hours on Tuesday, Wednesday and Friday.  Good Friday and Easter 
Monday would therefore normally be working days within Mr Clarke’s shift pattern, but 
he was not required to work, so had these days off.  Mr Clarke should have worked 5 
hours on Good Friday compared with a public holiday entitlement of 4.4 hours, so he 
needs to repay 0.6 hours for this public holiday (5 – 4.4 = 0.6).  For Easter Monday, Mr 
Clarke should have worked 7 hours, so he needs to repay 2.6 hours for this public 
holiday (7 – 4.4. = 2.6) 
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Actual working hours minus public holiday entitlement = hours owed by individual 

 
Repaying hours owed to the Force 
 
You may use hours from your annual leave entitlement or TOIL to repay any hours owed 
to the Force. 
 
If you do not have any annual leave left in the current year, or TOIL to take, you must 
make arrangements with your line manager to cover the hours taken in one of the 
following ways: 

 Work without pay for the hours owing 

 Work extra hours in addition to your normal weekly hours to cover the hours owing 
If you wish to ‘work off’ the hours you can do so over a fixed period of time as arranged 
with your line manager.  All hours owed must be repaid by the end of the leave year. 
 
(ii) Where public holidays fall on a day which is not a rostered day 
 
For full time individuals, this relates to public holidays falling on a rostered rest day.  For 
part time individuals, this could relate to a rostered rest day or a free day.   
 
Rest Days 
 
If the public holiday falls on a rostered rest day, and the individual is not required to work, 
then the rest day is reallocated, and the day in question becomes a normal working day, so 
is treated in the same way as shown in (i) above in terms of calculating any hours owed. 
 
Reallocated rest days must be taken within 3 months of the date of the original rest day. 
 
Free Days 
 
If the public holiday falls on a free day (e.g. not a rostered rest day or rostered working day) 
and the individual is not required to work, they will essentially have a credit equal to their 
public holiday entitlement to use against normal working hours.   
 
Individuals can use this credit entitlement to book as time off work in the same way as 
annual leave, or they can choose to use it against any hours owed or due to be owed to the 
Force as a result of public holidays.  In any case, any credit entitlement must be used by 
the end of the leave year.  Any outstanding credit entitlement at the end of the leave year 
can added to any outstanding annual leave entitlement and therefore a request can be 
made for up to 5 days to be carried over. 
 
Example: 

 Susan Jones is a part time Administrator who is contracted to work 18.5 hours a week, 
giving her a public holiday entitlement of 3.7 hours (18.5 ÷ 5) for each public holiday.  
She works her contracted hours over 3 days: 7.4 hours on Tuesday and Wednesday, 
and 3.7 hours on Thursday.  Neither Good Friday nor Easter Monday are normally 
working days within Mrs Jones’ shift pattern, therefore she has a choice of when to take 
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her 7.4 hours (3.7 x 2) credit of public holiday entitlement in line with the above 
restrictions. 

 
e) Allowances for working on public holidays 

Police Officers 
If an officer works on a public holiday with less than 8 days’ notice, they will be entitled to 
receive double time for the hours they work, plus they will still be entitled to their public 
holiday entitlement for that day.    
 
If the officer works on a public holiday with 8 or more days’ notice, then they will receive 
double time for the hours that they work, and will lose their public holiday entitlement for 
that public holiday.  
 

Police Staff 

A member of police staff required to work on a public holiday as part of his or her rostered 
working week shall, in addition to the normal pay for the day, be entitled to payment at 
single time plus time off in lieu at single time, and will lose their public holiday entitlement 
for that public holiday. 
 
Where a member of police staff is required to work on a public holiday which is a rostered 
rest day or free day, then they will be entitled to have their rest day or free day reallocated 
in addition to receiving the above payments. 

 
 
 

 


