ACCRUAL OF ANNUAL LEAVE DURING MATERNITY LEAVE

The Maternity and Family Leave Policy (paragraph 5.1) states the following in relation to Annual Leave:

A member of staff is entitled to receive full contractual annual leave, both holiday and mandatory leave, during their maternity leave period. 

Any mandatory leave days which fall during the maternity leave period should be added to and taken as holiday leave. Mandatory leave days which fall before or after the maternity leave period should be taken as normal. 
Members of staff are encouraged to consider using a proportion of their annual leave entitlement before the start and after the end of their maternity leave. 

If the maternity leave period is likely to cross two annual leave years, staff may carry over annual leave accrued in the first leave year but must use these days within the 3 month period following their return to work. Any annual leave accrued in the second leave year may be taken as normal. 
Annual leave cannot be taken between the end of the paid maternity period and the beginning of any unpaid maternity period.

Senior HR Administrators will be able to provide specific advice on annual leave entitlements during maternity leave. 

How is Annual Leave during Maternity Leave calculated?

The following formulae and worked examples demonstrate the method that should be used for calculating annual leave during maternity leave.

Please note that the leave entitlements used in these examples are for staff who are employed on standard terms & conditions linked to a Job Family. Details of the holiday and mandatory leave entitlements which relate to other terms and conditions can be found in the Holiday & Mandatory Leave Entitlements by Terms & Conditions document.

(A) Formula for calculating the annual leave entitlement of a full-time or part-time member of staff who takes maternity leave which occurs in one leave year.
	25
	Days/hours
	Holiday leave p.a. (pro-rata for part-time staff)

	+ a
	Days/hours
	Carried over from previous leave year (max. 5 days – pro rata for part-time staff)

	-  b
	Days/hours
	Taken/planned  prior to the maternity leave start date

	= c
	Days/hours
	Remaining

	
	
	

	14/15
	Days/hours
	Mandatory leave p.a. (pro-rata for part-time staff)

	- d
	Days/hours
	Which fall during maternity leave. These days should be added to and taken as holiday leave

	=  e
	Days/hours
	Which fall before and/or after maternity leave and should be taken as normal 

	
	
	

	f = c + d
	Days/hours
	Total holiday leave


(B) Formulae for calculating the annual leave entitlement of a full-time or part-time member of staff who takes maternity leave which crosses two leave years.

Formula for calculating annual leave in Leave Year 1

	   25 
	Days/hours
	Holiday leave p.a. (pro-rata for part-time staff)

	+ a 
	Days/hours
	Carried over from previous leave year (max. 5 days – pro rata for part-time staff)

	-  b
	Days/hours
	Taken/planned  prior to the maternity leave start date

	= c
	Days/hours
	Remaining

	
	
	

	14/15
	Days/hours
	Mandatory leave p.a. (pro-rata for part-time staff)

	-  d
	Days/hours
	Which fall prior to the maternity leave start date

	= e
	Days/hours
	Which fall during maternity leave. These days should be added to and taken as holiday leave

	
	
	

	f = c + e 
	Days/hours
	Total holiday leave which may be carried over to the next leave year and must be used within 3 months following return to work


Formula for calculating annual leave in Leave Year 2

	   25 
	Days/hours
	Holiday leave p.a. (pro-rata for part-time staff)

	+ a 
	Days/hours
	Carried over from previous leave year

	= b
	Days/hours
	Remaining

	
	
	

	14/15
	Days/hours
	Mandatory leave p.a. (pro-rata for part-time staff)

	-  c
	Days/hours
	Which fall during maternity leave. These days should be added to and taken as holiday leave.

	= d
	Days/hours
	To be taken as normal following return from maternity leave

	
	
	

	e = b + c 
	Days/hours
	Total holiday leave


WORKED EXAMPLES

Please note that the examples below use the mandatory leave dates set out in appendix A of this document, in which leave year X has 15 mandatory leave days and leave year Y has 14 mandatory leave days.
Example 1

The following example shows how to calculate the annual leave entitlement for a full-time member of staff who:

· takes 26 weeks’ maternity leave, which occurs in one leave year, from 1 March to 31 August
· has carried over 2 days’ holiday leave from the previous leave year and who has taken 4 days’ holiday leave to date this leave year

Leave Year - 1 February to 31 January (based on year Y dates of app. A)
	25
	
	Days
	Holiday leave p.a.

	+ 2
	a
	Days
	Carried over from previous leave year (max. 5 days)

	-  4
	b
	Days
	Taken/planned  prior to the maternity leave start date

	= 23
	c
	Days
	Remaining

	
	
	
	

	14
	
	Days
	Mandatory leave p.a.

	- 7
	d 
	Days
	Which fall during maternity leave (4 at Easter plus 3 Early May, Spring & Summer Bank Holidays). These days should be added to and taken as holiday leave.

	=  7
	e
	Days
	Which fall before and/or after maternity leave and should be taken as normal 

	
	
	
	

	30
	f (= c + d)
	Days
	Total holiday leave
30 days to be taken between 1 September and 31 January including max. 5 day carry over


Example 2

The following example shows how to calculate the annual leave entitlement for a full-time member of staff who:

· takes 52 weeks’ maternity leave, which crosses two leave years, 1 November (year 1) to 31 October (year 2)
· in Leave Year 1, has carried over 2 days’ holiday leave from the previous leave year and who has taken 15 days’ holiday leave to date this leave year

· in Leave Year 2, carries over 20 days’ holiday leave from Leave Year 1
(1) Leave Year 1 – 1 February to 31 January (based on year X dates of app. A)
	25
	
	Days
	Holiday leave p.a.

	+ 2
	a
	Days
	Carried over from previous leave year (max. 5 days)

	-  15
	b
	Days
	Taken/planned  prior to the maternity leave start date

	= 12
	c
	Days
	Remaining

	
	
	
	

	15
	
	Days
	Mandatory leave p.a.

	-  7
	d
	Days
	Which fall prior to the maternity leave start date

(4 at Easter plus 3 Early May, Spring & Summer Bank Holidays)

	= 8
	e
	Days
	Which fall during maternity leave. These days should be added to and taken as holiday leave.

	
	
	
	

	20
	f (= c + e)
	Days
	Total holiday leave which may be carried over to the next leave year and must be used within 3 months following return to work


(2) Leave Year 2 - 1 February to 31 January (based on year Y dates of app. A)
	   25 
	
	Days
	Holiday leave p.a.

	+ 20 
	a
	Days
	Carried over from previous leave year 

	= 45
	b
	Days
	Remaining

	
	
	
	

	14
	
	Days
	Mandatory leave p.a.

	-  7
	c
	Days
	Which fall during maternity leave (4 at Easter plus 3 Early May, Spring & Summer Bank Holidays).These days should be added to and taken as holiday leave. 

	= 7
	d
	Days
	To be taken as normal following return from maternity leave

	
	
	
	

	 52
	e (= b + c)
	Days
	Total holiday leave

52 days to be taken between 1 November and 31 January including max. 5 day carry over


Example 3

The following example shows how to calculate the annual leave entitlement for the same full-time member of staff who:

· takes 26 weeks’ maternity leave, which crosses two leave years, 1 November (year 1) to 30 April (year 2)
· in Leave Year 1, has carried over 2 days’ holiday leave from the previous leave year and who has taken 15 days’ holiday leave to date this leave year

· in Leave Year 2, carries over 20 days’ holiday leave from Leave Year 1
The key differences between Example 1 (52 weeks’ maternity leave) and Example 2 (26 weeks’ maternity leave) are to the mandatory leave and total holiday leave figures in Leave Year 2 and the date by which any carried over leave must be used.
(1) Leave Year 1 – 1 February to 31 January (based on year X dates of app. A)
	25
	
	Days
	Holiday leave p.a.

	+ 2
	a
	Days
	Carried over from previous leave year (max. 5 days)

	-  15
	b
	Days
	Taken/planned  prior to the maternity leave start date

	= 12
	c
	Days
	Remaining

	
	
	
	

	15
	
	Days
	Mandatory leave p.a.

	-  7
	d
	Days
	Which fall prior to the maternity leave start date

(4 at Easter plus 3 Early May, Spring & Summer Bank Holidays)

	= 8
	e
	Days
	Which fall during maternity leave. These days should be added to and taken as holiday leave 

	
	
	
	

	20
	f (= c + e)
	Days
	Total holiday leave which may be carried over to the next leave year and must be used within 3 months following return to work


(2) Leave Year 2 – 1 February to 31 January (based on year Y dates of app. A)
	   25 
	
	Days
	Holiday leave p.a.

	+ 20 
	a
	Days
	Carried over from previous leave year 

	= 45
	b
	Days
	Remaining

	
	
	
	

	14
	
	Days
	Mandatory leave p.a.

	-  4
	c
	Days
	Which fall during maternity leave (4 at Easter).These days should be added to and taken as holiday leave.

	= 10
	d
	Days
	To be taken as normal following return from maternity leave

	
	
	
	

	 49
	e (= b + c)
	Days
	Total holiday leave.

20 days to be taken between 1 May and 31 July + a further 29 days to be taken between 1 May and 31 January including max. 5 day carry over 


Example 4

The following example shows how to calculate the annual leave entitlement for a part-time member of staff who:

· works 6 hours each day for 3 days per week (Mon/Wed/Fri) or 18 hours per week but a varying number of hours each day.
· takes 26 weeks’ maternity leave, which occurs in one leave year, 1 March to 31 August
· has carried over 2 days’/12 hours’ holiday leave from last year and who has taken 4 days/24 hours holiday leave to date this leave year 

Note: you must first calculate the member of staff’s part-time pro rata annual leave entitlement before you can calculate their annual leave entitlement during maternity leave – please refer to the Worked Examples - Holiday and Mandatory Leave for further details.
Leave Year – 1 February to 31 January (based on year Y dates of app. A)
Annual entitlement: 

Holiday leave - 15 days/90 hours

Mandatory leave – 8.5 days/50.5 hours

	
	Days
	Hours
	

	
	15
	90
	Holiday leave p.a.

	a
	+ 2
	+12
	Carried over from previous leave year (max. 3 days /18 hours)

	b
	-  4
	-24
	Taken/planned prior to the maternity leave start date

	c
	= 13
	78
	Remaining

	
	
	
	

	
	8.5
	50.5
	Mandatory leave p.a. (based on 14 days fte)

	d 
	- 5
	- 30
	Which fall during maternity leave (2 at Easter plus 3 Early May, Spring & Summer Bank Holidays). These days/hours should be added to and taken as holiday leave

	e
	=  3.5
	20.5
	Which fall before and/or after maternity leave and should be taken as normal 

	f (= c + d)
	18
	108
	Total holiday leave

18 days/108 hours to be taken between 1 September and 31 January including max. 3 days/18 hours carry over


Example 5

The following example shows how to calculate the annual leave entitlement for a part-time member of staff who:

· works 6 hours each day for 3 days per week (Mon/Wed/Fri) or 18 hours per week but a varying number of hours each day.
· takes 52 weeks’ maternity leave, which crosses two leave years, 1 November (year 1) to 31 October (year 2)
· in Leave Year 1, has carried over 2 days’/12 hours’ holiday leave from the previous leave year and who has taken 10 days’/60 hours’ holiday leave to date this leave year

· in Leave Year 2, carries over 11 days’/66 hours’ holiday leave from Leave Year 1
Note: you must first calculate the member of staff’s part-time pro rata annual leave entitlement before you can calculate their annual leave entitlement during maternity leave – please refer to the Worked Examples - Holiday and Mandatory Leave for further details.
(1) Leave Year 1 – 1 February to 31 January (based on year X dates of app. A)
Part-time pro rata annual leave entitlement: 

Holiday leave - 15 days/90 hours

Mandatory leave – 9 days/54 hours

	
	Days
	Hours
	

	
	15
	90
	Holiday leave p.a.

	a
	+ 2
	+12
	Carried over from previous leave year (max. 3 days /18 hours)

	b
	-  10
	- 60
	Taken/planned prior to the maternity leave start date

	c
	= 7
	= 42
	Remaining

	
	
	
	

	
	9
	54
	Mandatory leave p.a. (based on 15 days fte)

	d
	-5
	-30
	Which fall prior to the maternity leave start date

(2 at Easter plus 3 Early May, Spring & Summer Bank Holidays)

	e
	= 4
	24
	Which fall during maternity leave. These days/hours should be added to and taken as holiday leave 

	
	
	
	

	f (= c + e)
	11
	66
	Total holiday leave which may be carried over to the next leave year and must be used within 3 months following return to work


(2) Leave Year 2 – 1 February to 31 January (based on year Y dates of app. A)
Annual entitlement: 

Holiday leave - 15 days/90 hours

Mandatory leave – 8.5 days/50.5 hours

	
	Days
	Hours
	

	
	   15 
	90
	Holiday leave p.a.

	a
	+ 11
	+66
	Carried over from previous leave year

	b
	= 26
	=156
	Remaining

	
	
	
	

	
	8.5
	50.5
	Mandatory leave p.a. (based on 14 days fte)

	c
	-  5
	-30
	Which fall during maternity leave (2 at Easter plus 3 Early May, Spring & Summer Bank Holidays). These days/hours should be added to and taken as holiday leave.

	d
	= 3.5
	20.5
	To be taken as normal following return from maternity leave

	
	
	
	

	e (= b + c)
	 31
	186
	Total holiday leave.

31 days/186 hours to be taken between 1 November and 31 January including max. 3 days/18 hours carry over 


Example 6

The following example shows how to calculate the annual leave entitlement for a part-time member of staff who:

· works 6 hours each day for 3 days per week (Mon/Wed/Fri) or 18 hours per week but a varying number of hours each day.
· takes 26 weeks’ maternity leave, which crosses two leave years, 1 November (year 1) to 30 April (year 2) 
· in Leave Year 1, has carried over 2 days’/12 hours holiday leave from the previous leave year and who has taken 10 days’/60 hours holiday leave to date this leave year

· in Leave Year 2, carries over 11 days’/66 hours’ holiday leave from Leave Year 1
Note: you must first calculate the member of staff’s part-time pro rata annual leave entitlement before you can calculate their annual leave entitlement during maternity leave – please refer to the Worked Examples - Holiday and Mandatory Leave for further details.
The key differences between Example 4 (52 weeks’ maternity leave) and Example 5 (26 weeks’ maternity leave) are to the mandatory leave and total holiday leave figures in Leave Year 2 and the date by which any carried over leave must be used. 

(1) Leave Year 1 – 1 February to 31 January (based on year X dates of app. A)
Annual entitlement: 

Holiday leave - 15 days/90 hours

Mandatory leave – 9 days/54 hours

	
	Days
	Hours
	

	
	15
	90
	Holiday leave p.a.

	a
	+ 2
	+12
	Carried over from previous leave year (max. 3 days /18 hours)

	b
	-  10
	- 60
	Taken/planned  prior to the maternity leave start date

	c
	= 7
	= 42
	Remaining

	
	
	
	

	
	9
	54
	Mandatory leave p.a. (based on 15 days fte)

	d
	-5
	-30
	Which fall prior to the maternity leave start date

(2 at Easter plus 3 Early May, Spring & Summer Bank Holidays)

	e
	= 4
	24
	Which fall during maternity leave. These days/hours should be added to and taken as holiday leave. 

	
	
	
	

	f (= c + e)
	11
	66
	Total holiday leave which may be carried over to the next leave year and must be used within 3 months following return to work


(2) Leave Year 2 – 1 February to 31 January (based on year Y dates of app. A)
Annual entitlement:

Holiday leave - 15 days/90 hours

Mandatory leave – 8.5 days/50.5 hours

	
	Days
	Hours
	

	
	   15 
	90
	Holiday leave p.a.

	a
	+ 11
	+66
	Carried over from previous leave year 

	b
	= 26
	=156
	Remaining

	
	
	
	

	
	8.5
	50.5
	Mandatory leave p.a. (based on 14 days fte)

	c
	-  2
	-12
	Which fall during maternity leave (2 at Easter). These days/hours should be added to and taken as holiday leave.

	d
	= 6.5
	38.5
	To be taken as normal following return from maternity leave

	
	
	
	

	e (= b + c)
	 28
	168
	Total holiday leave.

11 days/66 hours to be taken between 1 May and 31 July

17 days/102 hours to be taken between 1 May and 31 January including max. 3 days/18 hours carry over 


Appendix A
Example Mandatory Leave Tables 

For use in conjunction with Annual Leave Entitlement during the Maternity Leave Period examples above
	Leave Year X – 15 days

	

	Easter

	Thursday 20 March - closure day (1)

	Friday 21 March – Good Friday

	Monday 24 March – Easter Monday

	Tuesday 25 March - closure day (2)

	

	Early May Bank Holiday

	Monday 5 May

	

	Spring Bank Holiday

	Monday 26 May

	

	Summer Bank Holiday

	Monday 25 August

	

	Christmas /New Year

	Wednesday 24 December - closure day (3)

	Thursday 25 December  - Christmas Day

	Friday 26 December - Boxing Day

	Monday 29 December - closure day (4)

	Tuesday 30 December - closure day (5)

	Wednesday 31 December - closure (6)

	Thursday 1 January  - New Year's Day

	Friday 2 January - closure day (7)

	Leave Year Y – 14 days

	

	 Easter

	Thursday 20 March - closure day (1)

	Friday 21 March – Good Friday

	Monday 24 March – Easter Monday

	Tuesday 25 March - closure day (2)

	

	Early May Bank Holiday

	Monday 5 May

	

	Spring Bank Holiday

	Monday 26 May

	

	Summer Bank Holiday

	Monday 25 August

	

	Christmas /New Year

	Thursday 24 December - closure day (3)

	Friday 25 December  - Christmas Day

	Monday 28 December – (in lieu of Boxing Day)

	Tuesday 29 December - closure day (4)

	Wednesday 30 December - closure day (5)

	Thursday 31 December - closure (6)

	Friday 1 January  - New Year's Day
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