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Time Off in Lieu (TOIL) Policy
[bookmark: _Hlk39645958]Caveat Emptor! If your charity has established working practices, agreements or contractual terms that do not fit with this policy, you must amend it accordingly. 

Purpose

This policy sets out how staff may be authorised to take time off in lieu (TOIL) when they work beyond contracted hours. TOIL is a non‑contractual benefit which the charity may choose to offer, at its discretion, as an alternative to paid overtime. TOIL will only be authorised where it supports the efficient use of our resources. There is no automatic entitlement, and it must be agreed in advance with your line manager.

[bookmark: _Hlk177287464][bookmark: _Hlk178143094]Applicability
This policy applies to all staff and line managers. Its requirements should be reflected in other policies and procedures, agreements and contracts, as necessary. 

Principles

• Fairness: TOIL is offered consistently and equitably to staff, where it will support the efficient use of resources.
• Wellbeing: TOIL should be taken promptly to avoid excessive workload or burnout.
• Transparency: It must be agreed in advance, recorded clearly, and authorised in advance by your line manager.
• Boundaries: Applies only to specific, measurable activities (weekend events, evening meetings, extra working days). Routine flexibility does not generate TOIL.
• Compliance: TOIL arrangements must not reduce average pay below the National Minimum Wage, and regular overtime must be reflected in holiday pay calculations.

Eligibility

• All staff are eligible to request TOIL.
• TOIL applies only where staff are asked to work outside normal hours.
• Flexible core hours (early/late starts, appointments) remain separate and do not accrue TOIL.
• TOIL is an alternative to overtime pay and must be agreed in writing through this policy.
Process

Agreement in advance. 
· TOIL must be pre‑authorised by a line manager before additional hours are worked.
· Agreement should specify whether TOIL will be taken as a half‑day or full‑day.
Recording. 
• TOIL must be logged in the charity’s leave system or tracker.
• Managers are responsible for oversight and ensuring consistency.

Taking TOIL
• TOIL is booked as leave in the same way as annual leave.
• TOIL should normally be taken within three months of accrual, unless otherwise agreed.
• Staff may not hold more than five days of TOIL at any one time.
• TOIL can only be taken in half‑day or full‑day blocks.
• Managers should encourage staff to take TOIL promptly to support wellbeing.
Boundaries

• TOIL cannot be claimed for informal or unmeasured overtime (e.g., checking emails late at night).
• Staff are expected to manage their contracted hours responsibly; TOIL is not a substitute for poor time management.
• Managers may decline TOIL requests if they are not pre‑authorised or do not meet the criteria.
• TOIL balances should not accumulate excessively; managers must monitor and enforce the five‑day cap.

Relationship with Flexible Working

• The charity operates flexible core hours to support work‑life balance.
• Staff may adjust hours for personal needs without generating TOIL.
• TOIL is reserved for extraordinary, measurable commitments beyond contracted hours.
Compliance and Legal Safeguards

• TOIL arrangements must comply with the Working Time Regulations 1998.
• Average hourly pay must not fall below the National Minimum Wage.
• Where overtime is regular, it will be factored into holiday pay calculations.
• This policy forms part of the staff handbook and is communicated to all employees at induction.

Version Control - Approval and Review
This policy will be reviewed periodically, or following an incident, change in legislation, or other significant factors.
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Resources
Acas – Pay for working extra hours.  
CIPD – Time off in lieu (TOIL) policy.  
Annex A - Staff Guide to TOIL vs Flexible Hours

When TOIL Applies. TOIL can be claimed only when:

• You attend a weekend activity (e.g., fundraising event, community fair).
• You work at a late/evening event (e.g., trustee meeting, donor reception).
• You complete an extra working day beyond your contracted hours.
• The time is specific and measurable, and pre‑authorised by your line manager.
• It is taken in half‑day or full‑day blocks and booked as leave.

When TOIL Does Not Apply. TOIL cannot be claimed for:

• Everyday flexibility (starting early/late, attending appointments).
• Informal overtime (checking emails at night, finishing small tasks).
• Unauthorised or unrecorded hours.
• General time management issues during the working day.

Flexible Core Hours.  Where flexible working has been agreed:

• You may adjust your start/finish times, as have been agreed. 
• This flexibility is part of our working culture and does not generate TOIL.
• Managers should be informed of adjustments, but no TOIL record is required.

Accountability & Transparency

• TOIL must be agreed in advance and recorded, in the same way that holiday is.
• Managers are responsible for ensuring TOIL is used fairly and consistently.
• TOIL should normally be taken within three months of accrual.
• Staff may not hold more than five days of TOIL at any one time.
• Staff should avoid excessive accumulation of TOIL balances.

Quick Reference Guide.
	Circumstances
	Outcome

	Weekend / Evening / Extra Day (pre-authorised)
	✅ Yes → TOIL (half/full day)

	Routine flexibility *(appointments, early/late start
	❌ No → Flexible hours

	Unrecorded overtime (emails, casual tasks)
	❌ No → Not eligible



[bookmark: _Hlk133738093]Disclaimer & Legal

This document may be used by non-profits and may not be used on a commercial basis, without our prior written approval.  Copyright and all other intellectual property rights of this and any derivatives of this document are retained by Alumna to the fullest extent possible in law.  

We are neither lawyers nor accountants, so are unable to offer professional advice.  Even if we were, we could not offer advice that would adequately cover all charities or all circumstances.  This draft policy is an example only and not intended to be taken into use as is. If you have a regulator other than the Charity Commission, there may be other requirements that are not necessarily included in this example policy. 

In using this draft policy, you are accepting that you will take all necessary steps, including seeking professional advice, to ensure the policy approved meets fully your charity’s needs and complies with all regulatory and legal guidance, keep it under regular review and ensure it is up-to-date and that we have no responsibility whatsoever for any loss or detriment that may arise from using it.  I have included links to regulatory guidance, and you can find pro bono support using the Charity Excellence Help Finder.

Ethics note: AI was partially used in researching this guide. 

Ian 

Ian McLintock ½ Founder
ian@charityexcellence.co.uk
www.charityexcellence.co.uk
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