SECTION 6: CLERGY HOLIDAYS, REST PERIODS, OTHER TIME OFF AND WORKING TIME

6A) CLERGY HOLIDAYS

Under Regulation 9, full-time office holders are entitled to a minimum of 36 days annual leave, based on a 6 day working week. 

Part-time officers are entitled to such annual leave as is stated in their Statement of Particulars. 

Non-stipendiary ministers whose working time does not make a calculated holiday entitlement easy should ensure that they operate within the spirit of the entitlements listed below by ensuring that they are able to have holiday on the secular bank holidays and also take up to six Sundays off in any one year, (assuming every Sunday is normally worked). 

The Diocese of Derby leave year begins on January 1 and ends on December 31st each year. 

The annual entitlement is 36 days per year including up to 6 Sundays and plus the secular bank holidays listed below. If any of the secular bank holidays are worked by clergy who are organising special acts of worship or community activity then clergy may take an alternate day in lieu. 

Bank Holidays by Royal Proclamation such as the Royal Wedding are classed as a secular bank holiday and the same arrangements as described above apply.  

Clergy are encouraged to take time off after Easter and Christmas. This holiday forms part of the 36 days allocation. 

Your days of annual leave may not be taken on:

· More than 6 Sundays a year

· Ash Wednesday 

· Maundy Thursday

· Good Friday

· Easter Day

· Christmas Eve

· Christmas Day

When planning your annual leave and rest days you are encouraged to consider local 

tradition and practice in relation to patronal festivals and other days such as Ascension 

Day, Corpus Christi and All Saints Day, where these are significant in the life of your community. 

Secular bank holidays are classed as: 

· New Years Day

· Easter Monday

· May Day

· Spring Holiday

· Late Summer Holiday

· Boxing Day (St. Stephens Day)

Ideally clergy should take up to 6 Sundays a year as holiday. It may be that service patterns may need to be varied to allow clergy their proper holiday time. 4 Sundays off is an absolute minimum. 

Making the necessary arrangements for cover is something on which the clergy and churchwardens should work together. It is not the exclusive responsibility of the clergy. 

It may be helpful to plan ahead and ensure holiday by any of the following means: 

· The use of retired clergy and readers available in the deanery

· A modification to the usual service patterns for the weeks of the clergy holidays

· The use of extended communion after careful preparation as set out in Bishop’s Guidelines. 

Whilst there is no requirement to report or to record annual leave under common tenure it may facilitate good planning if clergy do so. 

During the course of 2011 a self-service internet enabled method of recording for clergy and their lay colleagues (churchwardens, PCC Treasurer, PCC Secretary) will become available. Until such time a manual record on a wall planner or shared diary might help. 

6B: SPECIAL LEAVE

Under the Terms of Service Regulations special leave may be granted by the Bishop, which is not part of clergy annual leave entitlement. Granting of leave may be for any purpose and is entirely at the discretion of the bishop. One example of special leave might be on compassionate grounds. 

If you need to discuss special leave please do so in the first instance with the Bishops Chaplain. 

6C: TIME OFF FOR PUBLIC DUTIES AND OTHER MATTERS

Office holders may spend time on public duties other than the duties of their office, subject to regulation 24(2)

Public duties are defined in the regulations as: 

· Any work done for a public authority including membership of a court or tribunal, or for a charity within the meaning of the Charities Act 2006 or a registered friendly society and 

· Any work done in connection with the activities of an independent trade union representing office holders of a description which includes the person in question. 

If the duties cause a reduction in stipend, this reduction will be recorded on the Statement of Particulars. 

It is a matter of careful judgement as to what constitutes reasonable time on public duties and again, it is difficult to have hard and fast rules. Clergy should exercise their judgement and try and balance all competing issues such as time in the parish vs. networking more broadly in the community, with all the positive benefits that can bring. 

If clergy need assistance to determine an acceptable position they should approach their incumbent, or for incumbents, their Area Dean.   Area Deans should approach their Archdeacon. The Bishop will be the final point of reference/decision when issues are not resolved by these means. 

6D: JURY SERVICE

Clergy are eligible for jury service and should be encouraged to claim their attendance allowance. The mechanics of doing this should be discussed with the finance team in Church House, or on email: finance@derby.anglican.org. 

6E: REST PERIODS

The Terms of Service Regulations confer an entitlement to a minimum rest period of 24 

hours within any 7 days. In addition the Diocese of Derby policy allows for an 

uninterrupted rest period of 48 hours (rather than 24 hours) once in each month. 

Preferably the same week day should be taken each week for your rest day and this day 

should be made known to key parish officers, and to your Rural Dean, Team Rector or 

Archdeacon as appropriate. If the rest period is the same day each week then it is easier 

for parishes to become conditioned to that day and recognise the day off accordingly. 

Clearly there may be times when you vary your day off for very good reason and this is a 

matter of personal choice. However if possible this should be avoided. 

Generally your weekly rest period should not be taken on:
· a Sunday

· Ash Wednesday 

· Maundy Thursday

· Good Friday

· Christmas Eve

· Christmas Day

If you are having difficulty taking your day off or finding that it is not being respected you should discuss the matter informally with your churchwardens or Archdeacon in the first instance to seek an agreed way forward. The grievance procedure may be used as an avenue of last resort. 
These rights have been given in order to create a sense of healthy expectation. If clergy are not taking their holiday entitlement and not taking a proper day off, they are over working, putting themselves at risk and setting a bad example to others. 

To care for others, it is important to care for oneself. 

6F: WORKING TIME

There can be no hard-and-fast rule about this for clergy in stipendiary appointments. 

Some may have major domestic responsibilities for partners, children, or parents; others may live on their own, but need time to look after themselves. Circumstances vary enormously. 

It is also not simply a case of balancing ‘work’ against ‘leisure’, but of balancing those activities which replenish energy against those that drain energy. 

This need for balance raises interesting questions in how you define work. Two examples of the difficulty are: 

· If clergy are walking the dog and planning or rehearsing Sunday’s sermon, is that work?

· Is Morning Prayer the start of a clergy working day, or does work start after?

Given that most clergy tend to overwork, it is important to develop a realistic working pattern, (agreeing it with colleagues, if appropriate) and to try to stick to it. Here are three formulae that can be helpful:

· in any one day in which morning, afternoon, and evening are all worked, there should be a substantial block of time (two or three hours) taken off during the day. Very few people can work more than eight hours in a day without a considerable falling off of effectiveness, unless they take a substantial break.

· divide the day into five segments, and have a principle that at least one segment a day should be work-free.

· start with a basic working week of forty hours, and add to it as many hours as you would be happy for a lay person with a full-time secular job to give voluntarily to the parish. That should give a usual ceiling of forty eight hours.

A definition of a “working” day is also difficult to quantify but generally speaking it would not start before morning prayer and would end ideally no later than 10.30pm

For clergy in non-stipendiary appointments, there must be a working agreement that specifies an agreed number of hours and what days they are available for ministry. 

If clergy do continue to work excessive hours this would be a very appropriate subject for Ministerial Development Review and or for discussion with an Area Dean or Archdeacon. 

