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TOIL: entitlement and requesting Time Off In Lieu

This Quick Reference Guide is for staff who have worked extra time which has been agreed by their line
manager above their normal working hours and for booking this time off. This is available for staff Grades 1 to

5only.

Once you havelogged into Employee Self service

. Uni ity of
on the ESS homepage, click on the Absence tab E Rr;:ﬁ',f,% Persongl | Absence | Pay & Benefits  Emplo

Holidays .
Personal Holiday Personal Holiday
15 Feb 2016 - 19 Feb 2016 21 Jul 2015 - 24 Jul 2015
Duration: 25 Duration:0
Senior HR Administrator Senior HR Administrator
Awaiting authorisation Refused

I i nd a new window
— ok My calen Sg ect Holiday balances and a ne do
i will open
This willnow show your holiday entitlement
e ZEElEE X for each period and will also include any
TOIL accrued.

o The balance takes account of all recorded holidays including any awaiting authorisation

Senior HR Administrator (Projects) - Holiday - Grades 1 to 5 Days

Holiday Period Entitlement Taken Scheduled

1 0ct 2015 - 30 Sep 2018 39 days 19 days 0g 20 days

1 Oct 2016 - 30 Sep 2017 0 days 0 day 0days

If you have accrued TOIL but it is not
showing here you will need to speak with

Senior HR Administrator (Projects) - TOIL

Holiday Period Entitlement Taken Scheduled Balance Executive Su pport Manager_
1 0ct 2015 - 30 Sep 2016 3 days 0 days 0 days 3 days
10ct 2016 - 30 Sep 2017 0days 0days 0 days 0days

Select Book a holiday which will be at the bottom of the page :

orreturn to the Absence screen as above and select

A new window will now open.
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Holiday details

Holiday
Personal Holiday

Holiday period e

Part day
Full day
More than one day

Part day: you will be prompted for the Start Date
and another menu (‘Morning or afternoon’) will
appear. Torequest a half day's TOIL select
‘Morning' or 'Afternoon’ from this menu, Note:
This is half of your day according to your working

pattern, e.g.if you work 4 hours on a Thursday, a
2 day booking will be for 2 hours.

Fullday: Use when requesting a full single day's
TOIL. You will be prompted for the Start Date.

More than one day: This option allows you to
request one or more consecutive full or part-
days' TOIL. If you select this, you will be
prompted for the start and end dates of your
TOIL leave. 2 menus for 'Full day or part day' will
also appear to allow you to specify whether the
start and end dates of your TOIL will be taken as
full or half-day' TOIL.

Use the ‘Notes' field to add any extra information
relating to your TOIL request. (please note use of

"£&and ' may cause an error message).
Click Save to request these details

You will receive a confirmation of the request via
email and your Reporting Manager will also
receive a notification via email in order to
authorise or reject this request

You will receive an email with this request as will
your reporting manager

In Absence type select TOIL from the drop down
box

Holiday period: There are 3 options, 'Part day',
‘Full day' or ‘More than one day".

Depending on which one you choose, other
context-sensitive menus may appear.

Holiday details X

Fields marked with ® are mandatory.

Absence type.
TOIL
Holiday period hd
Start date (dd/mmlyyyy)®
m
Full or part day.
Full day
End date (ddlmmiyyyy}.
m
Full or part day.
Full day

Notes

TOIL Request
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urs of TOIL from posdion Senior HR Administrator (Projects)
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Once TOIL has been approved you will receive a Micrasoft Outlack Y
confirmation email with a calendar invite. You will
need to open the email and double click on the
attachment a message box will appear select Yes

% Add this Internet Calendar to Outlook?
You should only open calendars from sources you know and trust,

Attachment “wid&l2723ARQe.ics™ from "FW: Trent Calendar
Appointment”

Yes ] [ Mo
'79*_'| Select Save & Close and this will add the request
E‘ F3 Calendar
to your calendar
Save & Delete & rorvard -
Close
Actions

Subject TOIL - Mr John Brown
Location
Start time Fri 05/08,/2016 [E |0z:00 -
End time Fri 05/08,/2016 EE| |17:30 -

Please note your reporting manager will also
automatically receive this calendar invite.

TOIL=Mr John Brown

Amending/deleting TOIL Amend: By changing the dates and clicking 'Save'
your Reporting Manager will receive an email alert
to the amendment, and will have to authorise this
in the same way. Once a decision has been made,

Toamend or delete a TOIL request (inthe
future), select the leave you wish to amend or

delete. , , . P

you will receive an email notification and new
I — - calendarinvite and will need to delete the previous
b g - entry.
c;m m
sy & Todelete a TOIL leave request, click the red
ety = delete button.
Ful ey = Please note you will also need to delete the
e o calendar entry.

Porr——
¥ I
[ S-SePPRTE i)

For further information on booking TOIL leave via Employee Self Service, please see the ESS Absence
section of the HR Website which includes a selection of guides and FAQs
http://www.reading.ac.uk/internal/humanresources/humres-absence.aspx
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