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1.1 What is Lieu Time or TOIL used for 

Lieu Time or Time Off in Lieu (TOIL) is used when employees are allowed to accrue hours that can be 

used later to take the place of absence hours or half and whole days. This is NOT flexitime in the true 

sense of the word as the period is normally a year rather than four weeks or a month. 

It is NOT needed if you expect the employee to make up their hours in the same week and you have 

a weekly rule that claws back and overflows hours from basic and creates a deductions value should 

that be required. 

It is easier to understand and manage if you record and 

use TOIL in hours. 

You can see an employee’s Lieu balance by looking at 

their Calendar Statistics. 

 

1.2 Initial Set Up 

Timesheet 
To use TOIL you need to have a column on the Timesheet for recording hours that will be added to 

the TOIL balance. This column should NOT be used for anything else and should never be used to 

spend TOIL. 
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The TOIL column should have been created at the time that 

your system was first implemented if we knew you needed 

it. If you are adding it later you can do this in System 

Setup/Rates but you MUST NOT move any rates around. 

Only add them to the right hand end of the timesheet.  

Then go and 

select the same 

rate in the System 

Setup/General 

Tab in the Lieu 

Rate option.  

 

Absence Reason 
An Absence Reason is required to label hours, normally 

in Basic, that will be taken off the TOIL balance. Set this 

up using Absences/Reasons from the drop down 

menus. 

 

Make sure the tick boxes and drop 

down boxes are as shown here. 

Tick Confidential if you don’t want the 

details of the absence to show on the 

Employee Availability screen in the 

Employee Portal. 

If you want to be able to spend TOIL in 

other rates then just tick the boxes on 

the right hand side as required. 

When booking the absence on the 

calendar the Default Rate is used 

unless it is overridden. 

Employee Screen 
If you are setting up a new 

employee by duplicating 

from an existing employee 

or from a default already 

set up on the system then 

you should not need to do 

anything. 

If you are setting a new 

employee from scratch then 

choose the appropriate 

values here: 

Choose Days or Hours for Lieu. Hours are preferred and shown here. 
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If you are adding the option 

to an employee that has 

been in the system for a 

while then the boxes above 

will not be available and you 

will need to click on the 

Holiday button shown here. 

 

 

 

 

 

 

 

 

Click on the Lieu radio button. 

If you don’t have any records click on the New record icon on the left and add in the year and start 

and end dates. You can then double click on an Adjust field and enter any starting balance if you 

have one. 

 

If you need to configure any of the settings after the employee has been employed for a while then 

click on the Config Radio Button and double click on any of the cells you wish to edit. 

 

 

See the Initial Run Through Document for more information on using the screen above. 

You can set these values globally using the System/System Setup/Holiday screen also as decribed in 

the Initial Run Through Document. 
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1.3 Accruing TOIL 

Employees accrue TOIL by having time allocated to the TOIL rate. 

This can either be added manually as with any absence reason and choosing an appropriate reason 

code if necessary, entering the number of hours if required and clicking on Save. 

Alternatively the hours can be allocated to the TOIL rate using the hour allocation rules within the 

Daily Rules (to the TOIL rate) or using advanced scripting if the rules are tortuous. 

1.4 Spending TOIL 

The TOIL balance is reduced by allocating the Spend TOIL reason code to the appropriate record on 

the Timesheet, but never in the TOIL rate. 

This is normally in the Basic column but doesn’t have to be and is added like any other type of 

manual edit to the hours area of the timesheet. 

The hours added are counted towards any calculations for the day in question and are normally 

added to fill in for absence time that otherwise the employee would lose out on the pay for those 

hours. The hours having been accrued normally in place of earning overtime for hours worked over 

the normal shift length on another day. This could be in the past or, by letting the balance go 

negative, in the future. 

 

 

 

 

 

 

 

 

You can tick the Spend Lieu tick box on any hours edit on the Timesheet if you need to but using the 

Automatic tick option is safest. See section 1.2 Initial Setup – Absence Reason for more information. 

1.5 Finding Incorrect Records 

If you suspect you have records that have been incorrectly entered to do with TOIL, you can run the 

TOIL Finder report for the employee and date range required. 
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Right click on a record and select Timesheet to go to the Timesheet in 

question. 

If you don’t have the TOIL Finder report then please contact Chronologic 

to purchase it. If you had TOIL as part of your original specification (i.e. 

not added later) the report would be included. It is normally in the My 

Reports section. Please contact Chronologic support if you now wish to 

purchase this report. 

 

 

 

 

1.6 Version Control 

1.0 – Initial Version 

1.1 – More detail on spending TOIL added 

1.2 – Note on being able to set up items globally using System Setup 


