
POLICY ON THE NON-BOOKING OF ANNUAL LEAVE DURING THE AUTUMN STUDENT ENROLMENT & INDUCTION PERIODS
INTRODUCTION
The conversion of student applications to enrolled students and their retention is a high strategic priority. In order to achieve the highest conversion rate, the University would wish to ensure that all its employees are available, other than in the case of sickness, at critical periods in the academic year.
The holiday year runs from 1 September to 31 August. All contracts of employments state that the timing of holidays is subject to the agreement of an employee’s ‘head’ or ‘line manager’ and this is subject to the organisational requirements of the University. 
Although it is a matter of local determination for Deans / Directors / Heads to define when employees in their area should avoid booking holidays, this policy defines a specific period where all employees should avoid booking annual leave. This is because of the possible need to redeploy staff to assist with front level activities.
SCOPE
This policy applies to all employees of the University of Bolton and is in addition to any operational requirements determined locally.
POLICY
It will be the expectation that annual leave is not granted for any employee of the University during the main student enrolment period:  
· The week prior to student enrolment beginning and during the enrolment period
 
· During student induction periods
 and at least 1 week after teaching
 has begun 
Line managers will be expected to ensure that their operational plans take into account this period of ~3 weeks. 
To ensure that employees fully understand this expectation, any advertising literature and / or job description and person specification will have this policy incorporated. 
The University of Bolton is committed to the promotion of equality, diversity and a supportive environment for all members of our community. Our commitment to equality and diversity means that this policy has been screened in relation to the use of plain English, the promotion of the positive duty in relation to race, gender and disability and avoidance of discrimination to other equality groups related to age, sexual orientation, religion or belief or gender reassignment
IMPLEMENTATION
This policy will be effective from 3 November 2009.

MONITORING & REVIEW
This policy shall be reviewed annually by Personnel Service to monitor the effectiveness of this policy. 

DISSEMINATION AND ACCESS TO THE POLICY
This policy will be made available to all staff via the Personnel Service website and through their line managers. 
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� For Academic year 2010/11 this will be from Monday 13 September. For future years check published Academic calendar on the University’s website � HYPERLINK "http://www.bolton.ac.uk/Students" �http://www.bolton.ac.uk/Students�


� For Academic year 2010/11 this will be from Monday 20 September. For future years check published Academic calendar on the University’s website � HYPERLINK "http://www.bolton.ac.uk/Students" �http://www.bolton.ac.uk/Students�
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