3.12
Carry-over of Annual Leave
1.
Carrying over annual leave is granted at the discretion of the Chief Officer, and where the following occurs:

· you cannot take leave because management required you to carry out urgent work for a particular period or reason; or,

· personal circumstances arose which prevented you from taking leave that you had already agreed near the end of the leave year.

2.
You cannot carry over more than five days into the next leave year and you must take these days within two months of the start of that leave year.

3.
In exceptional circumstances the Chief Officer may grant additional carry over of annual leave up to a maximum of 10 days, to be taken within two months of the start of that leave year.

4.
We will not allow carry over of annual leave if one of the following has contributed or led to the accumulation of leave in the current leave year:

a) you have been, or are on, strike or taking industrial action;

b) you have taken unpaid leave;

c) you have had a long period of sick leave during the year.

3.13
Accumulated annual leave
1.
Scheme
1.1
The accumulated annual leave scheme gives you an opportunity to build up (accumulate) annual leave over a number of years so you can take extended leave.  The scheme works as follows.

· You can accumulate up to 10 working days in any leave year.

· You can take up to two calendar months as accumulated leave.

· You must ask for accumulated leave at least one calendar year before the year or time when you want to take the accumulated leave.  You must make your request in writing to the Chief Officer.

· The Chief Officer will consider any leave request. You will be told of their decision.

2.
Outstanding Accumulated Leave
2.1
When you leave our service you must take any outstanding annual leave within the notice period. We will not pay you for any leave you have not taken. We make exceptions if:

· you die in service (we will pay any sum owing to your estate)

· you were not allowed to take leave because we needed you to work

· you are a former manual or craft worker

2.2
If we dismiss you without notice (you are summarily dismissed) we will only pay any outstanding leave you are entitled to by law.

3.14
Additional Holidays
1.
We grant additional leave, with pay, as follows:

a) one day at Easter;

b) one day at Christmas;

c) one day in lieu of May Day; and

d) two extra statutory days holiday (granted by the NJC for Local Government Services).

2.
We decide the actual arrangements for Easter and Christmas each year and we grant them depending on the needs of the service.

3.
We grant the day’s leave for May Day to staff who are in post on the 1 May in that leave year.  The Chief Officer concerned decides the actual day granted in each individual case.

4.
We grant the two extra statutory days holiday to staff who are in post on the spring and summer bank holidays, depending on the needs of the service.

5.
If you work part-time we will base your entitlement to additional leave on the number of hours you work.

