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1. Purpose
This policy outlines the rules and procedures for employees to accrue and take Time Off in Lieu (TOIL) for additional hours worked beyond their contracted hours. It ensures fairness, consistency, and compliance with working time regulations.
2. Scope
This policy applies to all employees of Positive Progress Tuition unless otherwise stated in individual employment contracts.
3. Eligibility
Employees may accrue TOIL when required to work additional hours beyond their normal contracted hours, subject to prior approval by their line manager.
4. Accrual of TOIL
· TOIL must be pre-approved by a line manager before additional hours are worked, unless there is an emergency safeguarding situation (see Appendix One)
· TOIL will be accrued at a one-to-one rate (e.g., one hour worked = one hour TOIL), unless otherwise agreed in exceptional circumstances
· TOIL will not be accrued for voluntary additional work unless explicitly authorised
· TOIL will not be paid out as additional salary unless exceptional circumstances apply and are approved by senior management
5. Emergency Safeguarding situations
· Where staff have to remain in the centre due to an emergency safeguarding situation TOIL will automatically be given
· Staff will also be offered follow up support and guidance should this happen
6. Taking TOIL
· TOIL can be banked for the Summer Shutdown of the current academic year
· Employees must request TOIL via Bright HR and obtain approval from their line manager
· As with holidays, staff must not book activities before TOIL has been agreed
· TOIL cannot be used to extend annual leave without prior agreement.
· TOIL may be refused if it would negatively impact business operations.


6. Recording TOIL
· Employees must submit a record of additional hours worked and TOIL accrued using BRIGHT HR for authorisation within one week of accruing the TOIL.
· Where a TOIL record is not requested within this timeframe, TOIL will not be given.
· Line managers are responsible for monitoring TOIL accrual and ensuring it is used within the agreed timeframe.
7. Limits on TOIL
· Employees should not routinely rely on TOIL as a method of managing workloads.
· Where staff are regularly submitting TOIL requests to manage their workloads, a review of the role is required to ensure efficient working practices are being implemented and that staff are being given enough time to fulfil the requirements of their role.
· Staff cannot claim TOIL for travel time outside their normal working hours unless they are explicitly on company business.
8. Compliance with Working Time Regulations
· Employees must not exceed the 48-hour working week limit, as per the UK Working Time Regulations, unless they have opted out in writing.
· Line managers must ensure employees take appropriate rest breaks and do not accumulate excessive TOIL.
· Staff are not allowed to claim TOIL to replace rest breaks.
9. Review and Amendments
This policy will be reviewed regularly and may be updated to reflect changes in business needs or legislation. Any amendments will be communicated to employees.
For any queries regarding TOIL, employees should speak to their line manager or HR department.


Appendix One – what constitutes an Emergency Safeguarding Situation at Positive Progress
An emergency safeguarding situation may arise when a child or vulnerable adult is at immediate risk of harm. This could be due to abuse, neglect, exploitation, or serious welfare concerns. Below are key situations that would require urgent action:
1. Immediate Danger or Harm
· A child discloses physical, sexual, or emotional abuse and is at immediate risk.
· You witness physical or emotional harm being inflicted on a student.
· A student expresses suicidal thoughts or serious self-harm intentions.
· A tutor, parent, or staff member behaves inappropriately towards a student (e.g., inappropriate physical contact, grooming, coercion).
2. Neglect or Unsafe Environment
· A student reports being left alone for extended periods without food, supervision, or care.
· You have reason to believe a student is being denied basic needs (food, shelter, medical care).
· A student appears consistently malnourished, unclean, or in distress.
3. Online or Digital Safety Threats
· A student is being groomed or exploited online (e.g., through inappropriate messages from an adult).
· You become aware of cyberbullying or online threats involving your students.
4. Radicalisation or Extremism
· A student expresses extremist views or intentions to engage in harmful activities.
· A student is being exposed to radicalising influences that could lead to harm.
5. Missing or Absent Child
· A child unexpectedly goes missing during a session.
· A parent or guardian fails to collect a young child, and no contact can be made.


Immediate Action to Take
1. Ensure the child’s immediate safety (e.g., call emergency services if necessary).
2. Report the incident immediately to the Designated Safeguarding Lead (DSL) in your company.
3. Contact relevant authorities (e.g., local safeguarding team, police, NSPCC, or social services).
4. Record the incident thoroughly with dates, times, and factual details.

Positive Progress Tuition                                                                    T: 0151 226 2749
41A Mill Lane                                                                                        M: 07804 880811
West Derby                                                                                           E: admin@positive-progress.co.uk
Liverpool
L12 7HZ

image1.png




