

1
Introduction and Aim

1.1
It is often assumed that as children become older and start school, employment problems for parents diminish. In fact they can often increase, as the school day is shorter than the usual working day and school holidays longer than leave entitlements.

1.2
A term time working arrangement is a variation of the permanent contract, allowing the employee to be absent from work, on an unpaid basis, during some of the school holidays using annual leave to cover the rest.

1.3
Work is carried out during school term times and pay is adjusted to allow for the extra time off.

2
Eligibility

2.1
This scheme is available to all employees who have children of school age (5 - 16 year olds).

2.2
Term-time working can accommodate full-time or part-time employees.

3
The Benefits of Term Time Working

3.1
For Employers

· Supports the Council’s commitment to Equal Opportunities

· A useful recruitment tool, particularly in times of skill shortages

· Retains skilled and valued members of employees

· Cover should not normally be a problem, as casual labour is often more available during school/college holiday periods

· Not over employed during quieter summer months

3.2
For Employees

· Parents of school aged children can overcome the major problem of childcare in the school holidays in an agreed and planned way.

· Relieves some of the stresses of balancing work and home life.

4
Potential Issues

· Other team members may feel the pressure of covering additional workloads.
· Employees should be made aware that there may be possible pensions implications for employees who undertake term time working, as their salary and contributions will be lower.
5
Practical Features of Setting Up a Term-Time Working Agreement

5.1
How much leave?

5.1.1
School holidays average 13 weeks per year and the minimum annual leave for the Council is 22 days. The Council has agreed to make 9 weeks a year available as unpaid leave for term-time working, as the rest of the holidays can be covered by annual leave.

5.1.2
Individuals are required to state how many weeks unpaid leave, up to a maximum of 9 weeks, they wish to apply for as term-time working.

5.2
Annual Leave

5.2.1 

As the idea of term-time working is to cover school holidays, as part of the term-time working agreement, employees will be required to take half of their annual leave during school holidays.

5.2.2
This will not be applicable to schools based employees or teachers, who are required to take all their annual leave during school holidays.

5.2.3
Employees should be mindful that annual leave will not be accrued for any period of unpaid leave. If unpaid leave is taken, the entitlement for the leave year concerned will have to be pro-rated accordingly.
5.3
Timing Of The Leave

5.3.1
It is the responsibility of the individual to inform their manager at the beginning of each school year, how they wish to take the agreed amount of unpaid leave, and the proportion of the annual leave required to be taken, in order that cover arrangements can be planned in advance.

5.4
Pay

5.4.1
Pay will be averaged out and paid over the whole year. In this way employees receive a regular income.

6 
Management Considerations/Actions

6.1
When an individual requests to work on a term time basis, consideration should be given to how the whole team will be affected. It may be appropriate for Managers to discuss the possible impact with the team and to work out solutions if potential problems are envisaged, prior to agreeing to term time working. 

6.2
Managers need to consider how best to cover the post whilst their employee is absent. They must ensure that financial savings are not a consideration when agreeing a term time working contract and providing suitable cover. 

6.3
Although Managers sometimes feel that they will not be able to get suitable cover for more senior posts, there are many avenues open to them. For example, it may give an employee within the unit experience in acting-up, a good development opportunity, or short term secondments could be offered.

6.4
Managers may have concerns when saturation point is reached in respect of being able to accommodate further term-time employees. This will have to be justified by the manager as and when it arises.

7
Contractual Issues

7.1
The following contractual issues must be considered during the setting up of a term-time working agreement.

7.2
Statutory Rights

7.2.1
Employees accrue their statutory rights of protection in the usual way.

7.3
Continuity of Employment

7.3.1
Under the Employment Rights Act 1996, a person’s employment is presumed to be continuous unless the contrary is shown.

7.3.2
For the purposes of entitlements regarding annual leave and the occupational sickness scheme, continuous service will include continuous previous service with any public authority to which the Redundancy Payments (Local Government Modification) Order 1983   (as amended) applies.

7.4
Working Hours

7.4.1
The contract must make it clear that the employer is not entitled to require the employee to carry out working during the agreed time off.

7.4.2
It is important that the amount of weeks agreed as unpaid leave are set out in the contract.

7.5
Consultation

7.5.1
If the initiation of term time working is from the Manager rather than the individual formal consultation with trade unions if requested by the employee will have to take place

8
Monitoring
8.1
Service Cluster Personnel Teams are responsible for monitoring the number of term-time employees. This information will be reported to Corporate Human Resources who will report annually to members.
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