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Introduction

The arrangements for prayer breaks and religious observance days are as follows and must be consistently applied across the Council.  This guidance applies to all employees other than school-based staff operating under the LMS scheme, for which separate arrangements will be made.

Prayer Breaks

Reasonable time for prayer breaks should be accommodated where possible, subject to the requirements of the service.  Managers should understand the importance of the need for certain members of staff to take prayer breaks and, therefore, consent should not be unreasonably withheld.

Staff subject to flexi time who require a prayer break must seek prior agreement from their line manager and are required to make up the time within the flexi scheme, recording the break on their flexi sheet in the column entitled ‘Other Breaks’.  Prayer breaks should be discussed in advance as part of the agenda of usual one-to-one or other appropriate meetings.

Staff not subject to flexi time should have prayer breaks during normal break times e.g. lunch breaks, unless alternative arrangements are specifically agreed by the Service Head.  Requests to take prayer breaks outside of normal break times will be considered on an individual basis in light of the service requirements and providing time is made up.

Days Off For Religious Observance

The Council recognises and respects its multi-cultural workforce and as such will endeavour to grant time off for religious observance wherever possible subject to service requirements.

Staff who wish to take days off for religious observance should normally take annual leave/flexi time.  Where this is not possible, e.g. term time only workers, an application may be made in advance in the normal way for unpaid special leave.  Alternatively, managers will have the discretion to allow staff wishing to take time off for religious observance to make that time up at a later date, subject to the requirements of the service.

Responsibilities of Managers and Staff

Whilst managers should be sensitive to the needs of their staff, staff have a responsibility to ensure that their managers are aware of their individual needs in good time.  While it may be practical for one or a small number of employees to be absent, it will be difficult if several requests are made.  In these circumstances, the manager should discuss the matter with the employees affected, and with any recognised trade union, with the aim of balancing the needs of the service, the needs of other employees in the section with the needs of the employees making the request.  Staff should give as much notice as possible when requesting leave and in doing so, should consider that service delivery must be maintained and that there may be a number of their colleagues who could require leave at the same time.
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