3. 11
Annual and long-service leave and long-service awards
1.
Introduction

1.1
We grant annual leave as follows.

	Spinal column point
	Working days

(based on a standard 7 hour working day)

	1 to 25
	20

	26 to 52
	23

	Senior Manager (SM) spine points 1 to 21
	23

	Chief officers and deputy chief officers
	25

	Former manual workers
	20


1.2
When we first employ you, we will grant you leave in line with the relevant national conditions of service.

1.3
If you have enough years of continuous service with any public authority to which the Redundancy Payments Modification Order 1983 (and any subsequent amendments) applies you are also entitled to further leave in recognition of long service.  The entitlements to long service leave are shown in the following table.

	Total continuous service
	Entitlement in working days

(based on a standard 7 hour working day)

	Years
	Former manual workers
	SCP

1-25
	SCP 26 and above
	SM SCP 1 to 21


	Chief officers


	5
	25
	25
	25
	25
	27

	10
	25
	25
	28
	28
	30

	15
	25
	27
	30
	30
	32

	20
	25
	28
	31
	31
	33

	25
	25
	29
	32
	32
	34

	30
	25
	30
	33
	33
	35


1.4
Your first leave year will start on your first day of service with Camden, and following leave years on the anniversary of your start date, unless you have continuous service with an organisation listed in the Modification Order. If you have continuous service your leave year will start on the anniversary date of the start of that service.

1.5
If you work full-time, your leave allowance will normally be recorded in days, with leave being taken as full or half days. However, your leave allowance may be recorded in hours, if your manager agrees to this. This may, for example, be appropriate if you have a non-standard working pattern. Where leave is recorded in hours your manager may agree to leave being taken for hourly, or half-hourly, periods that do not amount to a full day, or half a day. Conversion of an annual leave allowance from working days (as shown in the above tables) to hours will be on the basis of seven hours per working day for a full-time employee. 

2.
Part time and job share employees
2.1
If you are part-time, or job share, you are entitled to a proportion of the above leave, pro rata based on the number of hours you work. Your leave allowance will be recorded in hours.

3.
Outstanding Annual Leave

3.1
If you leave your job, you should take any leave that you have left within the notice period.  We will not pay you for any annual leave that you do not take.  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

3.2
If we dismiss you without notice (you are summarily dismissed) we will only pay any outstanding leave you are entitled to by law.

