
 

 
 

 

Fixed Holiday Days to Flexible Holiday 
 

Questions & Answers 
 
 

I am part time, how will this affect 
me? 

Your annual leave entitlement will be pro-rated in the 
normal way.   So the principle remains the same, if any of 
the fixed holidays fall on a non-working day, no time is 
taken from your entitlement balance so you can then 
request the time as annual leave.  If they fall on a working 
day the hours you would be due to work are automatically 
taken from your leave balance.   
 

Are there any plans to move away 
from fixed holiday days at Easter 
and Christmas? 

There are no current plans to change the fixed holiday days 
over Easter (2 days) and over Christmas (8 days) 

In relation to the four fixed holiday 
days being discussed, can I opt to 
work on two and take two off as 
annual leave? 

If these fixed holiday days are changing to flexible holiday 
for you automatically or you are eligible for this option, then 
this would be subject to the usual annual leave approval 
process.   
 

If I opt to change my fixed holiday 
days to flexible holiday, can I 
change my mind? 

If you are eligible for this option and request the change via 
email to the HR mailbox, you will receive an email 
confirming that this is a permanent change to your 
contractual annual leave entitlement.  You are therefore not 
able to change your mind at a later date. 
 

Will there be another chance to 
change the fixed holiday days to 
flexible holiday after the end of 
April? 

For the change to be effective in 2018/19, you must request 
it to be made by 30 April 2018.  There will be another ‘opt 
in’ window around the same time next year for people who 
are eligible and who wish increased the flexibility to take 
effect from September 2019 onwards. 
 

I am a line manager, how will I know 
if any of my team members have 
opted to change their fixed holiday 
days to flexible days? 

HR Connect will be updated by the end of May 2018 for all 
employees whose fixed holiday days are changing to 
flexible holiday, so you will be able to access this 
information for your team members.  You will be able to see 
this in 2 ways.  The first is the absence of the fixed holidays 
on the My Team>Holiday page.  The days that would have 
been fixed will also show as working days on the Individual 
Absence Calendar. 
 

Why are academic staff being 
offered an extra day and 
Professional Services employees 
are not? 

The original offers that were made to both trade unions 
included an extra day annual leave for one year for 
agreeing to the change.  EIS accepted this offer for all 
academic staff up to and including grade 7.  The University 
has extended the same offer to the rest of the academic 
staff.   
 
UNISON rejected the offer.  The University is aware that 
many employees who work within Professional Services 
wish to have greater flexibility when they can take their 
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annual leave and would like to facilitate this wherever 
possible.  The University is committed to the principles of 
negotiation with our trade unions and therefore there will be 
no automatic change to fixed holiday days for Professional 
Services staff nor any incentive given in return for accepting 
an offer to convert fixed holiday days to flexible holiday. 
 
So whilst the option to change the four fixed holiday days 
to flexible holiday will be made available to employees who 
work Professional Services and who are not members of 
UNISON or are at grade 8 or above, no incentive will be 
offered to these employees to opt for this change. 
  

I am a member of UNISON. Why do 
I not have the option to change my 
fixed holiday days to flexible 
holiday? 

UNISON members rejected the offer that the University 
made to change the four fixed holidays to flexible holiday.  
We do not wish to undermine the negotiation process that 
has been undertaken with UNISON so UNISON members 
will retain their current annual leave arrangement. 
 

The offer that was presented to EIS 
included additional principles in 
relation to annual leave.  Will these 
only be applicable to academic 
staff? 

No, the University’s Annual Leave policy will be updated to 
reflect these principles.  This will be effective from 1 
September 2018 and will be applicable for all staff.  The EIS 
offer contains the principles. 

What about new people joining the 
University.  How will this impact 
them? 

For academic and research staff this is a contractual 
change so new contracts will reflect this change.  Anyone 
employed on an academic or research contract who joins 
the University between now and 31 August 2018 will also 
receive the extra annual leave day in 2018/19. 
 
For Professional Services staff, there will be no change to 
current contracts, but new people employed on a 
Professional Services contract will be given the same 
option to change the four fixed holiday days discussed to 
flexible holiday if they wish.   
 

I would like to discuss this with 
someone.  Who should I contact? 

You can either discuss this with your manager or contact 
the HR team at HumanResources@napier.ac.uk or 0131 
455 3344. 
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