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Staff TOIL Policy 

 
Time off in Lieu (TOIL) is time off which staff may take for hours worked beyond the normal 
working day.  
 

1. TOIL should only be accrued in exceptional circumstances only; these exceptional 
circumstances include finishing important maintenance teamwork. Where possible 
every effort should be made to avoid TOIL being accrued.  Working additional hours 
is voluntary. 
 

2. All TOIL must be authorised by the individual’s Line Manager and recorded on the 
employee’s time sheet. 
 

3. TOIL cannot be accrued for lunch periods.  If you work more than six consecutive 
hours daily, you are entitled to a 20 minute lunch break, this lunch break must be 
taken and recorded on all staff time sheets.   
 

4. The additional hours needed should be sporadic or required for a limited period of 
time only – if it is for a period longer than a month then the Clerk should review the 
overall staffing needs for the team to ensure working practices are effective. 
 

5. The rate at which TOIL can be accrued is on a like for like basis.   
 

6. All TOIL accrued in one calendar month must be used up within six weeks of accrual. 
 

7. Only TOIL accrued in March be carried over from one tax year into the next and must 
be utilised in April. 
 

8. Employees who choose to work outside their normal working hours through personal 
choice cannot claim TOIL for those hours unless authorised through their Line 
Manager. 
 

9. TOIL not taken within the six weeks of accrual will be lost, if there is no allowance for 
toil to be taken in this time due to staff shortages the Town Clerk can authorise an 
extension to this time limit.   
 

10. There will be no financial compensation for any TOIL that is lost. 
 

11. Managers should ensure that employees are given reasonable opportunities to take 
any accrued TOIL within the approved period. 
 

12. The operation of TOIL depends on mutual trust.  Any suspected abuse of TOIL will 
be treated as a disciplinary matter. 
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