In order to conclude we need to update your contract in line with your requested changes, please confirm the following:
NOTE: breaks will be scheduled in Intrastats


Standard schedule:
Mondays: 09:00 – 15:00 (6.0 hours). 
AM 15 min break, no 30 min lunch break, no PM 15 min break.

Tuesday:  08.30 – 17:30 (8.5 hours) 
AM 15 min break, 30 min lunch break, PM 15 min break.

Wednesday: 08.30 – 15:30 (7.0 hours) 
AM 15 min break, no lunch break, no PM 15 min break

Thursday: Day off

Friday: 07:30 – 12:00 (4.5 hours)
 AM 15 min break, no 30 min lunch break, no PM 15 min break

Total = 26 hours










School holiday schedule.
Mondays: 07:00 – 13:30 (6.5 hours) 
AM 15 min break, no 30 min lunch break, no PM 15 min break

Tuesday: 08:00 – 17:30 (9 hours) 
AM 15 min break, 30 min lunch break, PM 15 min break.

Wednesday:  08:00 – 12:30 (4.5 hours)

Thursday: Day off
Friday: 07:00 – 13:00 (6 hours) 
AM 15 min break, no 30 min lunch break, no PM 15 min break

Total = 26 hours

At last week’s meeting you stated that I could not extend your working week. I agree to the contracted 26 hours.
Your daily working times do vary, but the hours are fixed, so we can base holiday entitlement on 26 hours per week (4 day working week). As from 01-01-2022 we will use the on-line GOV.UK calculator to work out annual holiday based on hours, minus the National holidays. 
As an example, this year would work out as 146 hours (rounded up from 145.6) minus the bank holidays.
Please supply the details of the school holidays for 2022.
[bookmark: _GoBack]I’ll prepare a spreadsheet/Intrastats table to manage this and I’ll respond to holiday requests. If I’m on holiday, then requests can of course be addressed with Helen.
