YUSUF HAMIED DEPARTMENT OF CHEMISTRY

ASSISTANT STAFF NOTICE – HOLIDAYS

As in previous years, the Department is making arrangements for closure during the calendar year 2021 and the close-down periods for Easter and Christmas will be as follows:

· The Easter shut-down will be from the evening of Thursday 1 April 2021 to the morning of Tuesday 6 April 2021 – 2 days leave, i.e. 2 April & 5 April 2021 has been deducted (for full time staff).  

· The Christmas shut-down will be from 5pm on Friday 24 December 2021, to the morning of Tuesday 04 January 2022 – 5 days leave, i.e. 27, 28, 29, 30, 31 has been deducted (for full-time staff).

· Note: Leave for Monday 03 January 2022 can be taken from either 2021, 2022 or flexi leave (if applicable).

Please note:

1. Leave is to be taken by arrangement only and should be booked in advance by using the online system.

2. In accordance with Departmental policy, at least one week’s leave must be taken by the end of June (with the exception of the leave that must be taken for the Easter shutdown).

3. Assistant staff may carry over a maximum of 3 days leave to the next year.  Any leave carried over must be taken within the first three months of the following year.  (This is an operational guideline of common practice within the department, not an official policy.) This has been extended to 30 April for 2021 only.  
4. Only in exceptional circumstances may more than 3 days leave be carried over to the next holiday year.  Unless such exceptional circumstances prevail, and are discussed and agreed with me, any holiday more than 3 days not taken from the previous year will be lost.

5. To ensure fair distribution of holidays in popular periods, leave cannot be guaranteed for more than three weeks for the period covering July, August and September.  The maximum length of leave for any member of staff in one continuous period is four working weeks.

Any problems regarding the amount of leave you have should be discussed with me or Emma Graham.  As stated above, any leave should be agreed with your line manager prior to the day(s) off.  
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