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We strongly encourage staff to book their annual leave via Employee Self Service so they have an 

accurate record of when annual leave is taken. If staff do not use or engage with annual leave booking via 

ESS it will be assumed they have taken their annual leave during vacations and they will not be paid for any 

outstanding leave if / when they leave the University and carry over from one leave year to the next will 

be 0. 

We may require you to take (or not to take) holiday on particular dates, including when the business is 

closed, particularly busy, or during your notice period. 

For those employees who work very flexible hours, a normal working week might change from week to 

week or term-time vs vacation time. To reflect this, but to ensure that ESS reflects holiday in the most 

appropriate way, we use a standard working pattern, e.g. for full time academic and Professional & 

Managerial staff this is 7 hours per day, Monday to Friday and any leave that does not ‘fit’ within this 

pattern can be overridden.  

If your remuneration normally includes variable elements such as commission or compulsory overtime, 

we will notify you separately whether such payments will be included in the calculation of your holiday pay. 

A decision to reflect certain elements of your remuneration in holiday pay on one or more occasions shall 

not give rise to an expectation on your part that it will be included on future occasions. 

3. Bank holidays and closure days 
In addition to annual leave, all employees are entitled to paid time off for bank holidays and University 

closure days.  Part-time staff have a pro-rata’d entitlement to these days.  Within ESS, bank holidays and 

University closure days are deducted automatically at the beginning of each leave year.  Where 

employees are required to work on a bank holiday or closure day and it is agreed in advance, managers 

may credit back those days via ESS for employees to book and use at another time. 

4. Other types of leave 
There are a number of other types of leave that employees may request.  These are not yet bookable via 

ESS (and should be done so via the current paper forms at present), but these types of leave will be made 

available to book online during 2016. 

4.1 Compassionate leave 

Compassionate leave is paid leave that allows an employee time off to deal with their personal 

distress and related practical arrangements, primarily, but not limited to, when a member of their 

family dies. It can also apply in instances of serious illness or injury. 

The University of Reading acknowledges that bereavement and serious illness or injury impacts 

all individuals differently and the guidelines below are intended to show the minimum paid leave 

an employee is entitled to in different circumstances. It is acknowledged that not all employees 

will need to take the full allowance, and some employees will need additional time, depending on 

their relationship with the person and the circumstances of the death, illness or injury.  

Compassionate leave can be granted by the Line Manager in the event of the death, serious 

illness or injury of an immediate relative or family member, the number of days is subject to the 

particular circumstances but is normally 3 days. 

In cases where the circumstances involve the death of a child (and this includes children in 

respect of whom the employee is the adoptive parent and legal guardians and carers.), please 

refer to the Parental Bereavement Leave procedure for the statutory entitlement of leave.  

 



http://www.reading.ac.uk/internal/humanresources/Workingat�ڹϳ�����/Pensions/humres-pensions.aspx
http://www.reading.ac.uk/nmsruntime/saveasdialog.aspx?lID=56107&sID=204560
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All employees at the University are able to request flexible working arrangements - a flexible approach to 

working normally reaps benefits for both employer and employee. There are many different ways of 

structuring working patterns including, but not limited to, the following: part-time working; term-time 


