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ANNUAL LEAVE
1. 
Purpose

1.1 
The following specifies the arrangements in place at the University of Limerick for the administration and monitoring of the University’s annual leave.
2. 
Scope

2.1 
All employees of the University of Limerick are entitled to Annual Leave. 
2.2
These Leave entitlements apply from 1st January 2015.
3. 
Details

3.1 
Annual Leave entitlement is specified in each employee's contract of employment and employees are informed of any changes which may occur.
3.2 The leave year is from the 1st January to the 31st December.
4. 
Procedure for Taking Annual Leave

4.1 
Prior arrangements shall be made by each employee with the person to whom he/she reports, in order to establish suitable time, or times, for such annual leave.
4.2 Annual leave should be taken within the appropriate leave year.

4.3 Employees are encouraged to take leave during July/August. 

4.4 Leave may only be accumulated from preceding years with the permission of the President or his/her nominee.
4.5 All employees must record their annual leave and have it approved by their line manager, prior to taking leave.
5. 
Christmas Office Closure
5.1
The University normally closes for 4 working days during the Christmas period. These days have been incorporated into annual leave entitlements. Support staff will be required to take these days from their new total annual leave entitlement and therefore must retain adequate annual leave days to account for this.

5.2
Office closure days may change from year to year to reflect the University’s requirements. The exact dates will be circulated by the Human Resources Division annually. 

Arrangements for Staff Employed before 7th January 2014
6.1
Academic staff will retain their annual leave entitlements in accordance with the terms and conditions of their contracts.
6.2 The annual leave entitlements for staff employed before 7th January 2014 staff are as follows:
	Annual Leave Entitlements for Specific Grades Employed Before 7th January 2014
	Consolidated Annual Leave Days

	Executive Grades
	32

	Senior Administrative Officer 1-3
	30

	Senior Executive Administrator
	29

	Executive Administrator
	29

	Senior Administrator
	27

	Senior Administrator > 20years service
	29

	Administrator
	27

	Administrator > 20years service
	29

	Sub-Librarian
	30

	Assistant Librarian
	27

	Library Assistant 3
	27

	Library Assistant 1 & 2
	27

	Library Attendant 
	27

	Analyst Programmer 3
	30

	Analyst Programmer 2
	29

	Analyst Programmer 1
	27

	Chief Technical Officer
	31

	Senior Technical Officer
	27

	Technical Officer
	27

	Computer Operator
	27

	Laboratory Attendant
	27

	Print Operator 1 & 2
	27

	Computer Lab Attendant
	27

	Senior Lab Attendant
	27

	Grounds Foreperson
	27

	Ground Staff
	27

	Service Staff
	27

	Senior Porter / Attendant
	27

	Porter
	27

	Research Assistant Level 1
	27

	Postdoctoral Researcher Level 2 
	29

	Research Fellow Level 3 
	29

	Senior Research Fellow Level 4
	32


7 Arrangements for Newly Recruited Staff 
7.1
The annual leave entitlements for staff employed after 7th January 2014 staff are as follows:
	Annual Leave Entitlements for Specific Grades Recruited or Promoted From 7th January 2014
	Consolidated Annual Leave Days

	Executive Grades
	30

	Senior Administrative Officer 1-3
	29

	Senior Executive Administrator
	29

	Executive Administrator
	25

	Senior Administrator
	23

	Administrator
	22

	Sub-Librarian
	29

	Assistant Librarian
	27

	Library Assistant 3
	23

	Library Assistant 1 & 2
	22

	Library Attendant 
	22

	Analyst Programmer 3
	29

	Analyst Programmer 2
	27

	Analyst Programmer 1
	23

	Chief Technical Officer
	29

	Senior Technical Officer
	27

	Technical Officer
	27

	Computer Operator
	22

	Laboratory Attendant
	22

	Print Operator 1 & 2
	22

	Computer Lab Attendant
	22

	Senior Lab Attendant
	22

	Grounds Foreperson
	23

	Ground Staff
	22

	Service Staff
	22

	Senior Porter / Attendant
	22

	Porter
	22

	Research Assistant Level 1
	22

	Postdoctoral Researcher Level 2 
	25

	Research Fellow Level 3 
	29

	Senior Research Fellow Level 4
	30


8
Annual Leave for Hourly Paid Staff – Organisation of Working Time Act
(Hourly Paid Staff who are not on a contract of employment)
8.1
Hourly paid staff are paid 8% of the hours that they work in a leave year, subject to a maximum of 4 working weeks per year.  Casual hourly paid employees who have worked at least 40 hours in the 5 weeks ending on a day before the public holiday are also entitled to public holiday benefits.
9.
Public Holidays & Good Friday
9.1
Employees are entitled to ten specific days leave in addition to annual leave; these are nine public holidays plus Good Friday as follows
· Christmas Day
· St. Stephen's Day

· St. Patrick's Day
· Good Friday
· Easter Monday

· 1st Monday in each of May, June and August

· Last Monday in October

· 1st of January
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