
• 'On Shift' - performing normal
duties and working allocated
hours

• Leave - time off agreed by
manager

• Rest days - defined as time when
the officer is not on duty or on
leave, 2 days per week minimum
for full-time officers.

• The total number of part-time 
hours you work per year – if you 
work 18.5 hours a week you this 
will be 962 hours (18.5 hours x 52 
weeks)

• Divide the above by the number of 
hours worked by a full-time officer 
working a 37 hour week – 1,924 
hours

• Multiply this by the annual leave 
entitlement (in hours) for a full-
time member of staff – 25 days or 
185 hours.

Part-time staff may also carry over an 
amount of unused annual leave that is 
proportionate to their annual leave 
allowance compared with a full-time 
equivalent. 

POELT (Prison Officer 
Entry Level Training)
You will complete your POELT 
training on a part-time basis. The first 
two weeks will be spent at the prison 
you will be working at, and will cover 
an introduction to the prison and 
prison specific training. You will then 
complete POELT at a local training 
facility over 13 weeks on a part-time 
basis at an average of 20 hours per 
week. After this you will return to 
your establishment on the contracted 
18.5 hours per week, where you will 
shadow an experienced officer who 
will help guide and support you for 
the first week before you fully start 
your new role.  

Training and 
development
There will be opportunities to further 
your career once you have 
completed your probation (12 
months), your line manager will 
support you with this. There are 
specialist roles across the Prison 
Service, for instance PE Officers, 
Dog Handlers, local response 
teams, etc. We also have a 
dedicated department to deliver 
training and development across 
HMPPS.  

From time to time, you will need to 
work on public holidays and this time 
will be added to your annual leave 
allocation. Your shift pattern will be 
confirmed when you start in post.

Annual leave
Prison officers are entitled to a 
number of annual days' leave 
appropriate to their length of service. 
Each annual leave day is equivalent 
to 8 hours paid leave. 

For part-time workers, each day has 
a pro rata value based on their 
agreed hours of duty. For example: if 
an officer works 18.5 hours a week, 
they will be entitled to 3.7 hours paid 
leave for each annual leave year – 
half the entitlement of a prison officer 
who works 37 hours a week full-time.

A part-time worker's eligibility for time 
off for public and 'privilege days' is 
also calculated on a pro rata basis, 
and calculated in hours.

Entitlement to public and privilege 
(Civil Service specific leave) holidays 
is similar to the treatment of annual 
leave. Calculation of entitlement 
varies depending on the specific 
working pattern. Here is an example 
of how this is calculated:

Part-time working

Part-time working arrangements are 
now available for people applying for 
prison officer roles at this prison. If 
you're looking to return to work after 
taking time out, but can't commit to 
full time hours, or you need to work 
around family or other personal 
commitments, you might like to 
consider our part-time offer: an 18.5 
hour working week including some full 
days, evenings and weekends.

Pay
Prison officers who work part-time are 
paid an hourly rate pro rata of the 
salary they would receive if they were 
working full-time. Officers who work 
full-time are paid an annual salary for 
a 37 hour week.

Additional hours/
overtime
If a part-time prison officer works 
more than their contractual weekly 
18.5 hours, they can claim 'additional 
basic hours' or overtime, or take time 
off in lieu. Any additional hours 
worked up to 37 hours a week are 
classed as 'additional basic hours' and 
paid at the normal hourly rate. 
Overtime can be claimed for any 
hours worked over 37 hours a week, 
and is paid at time and a half. Line 
manager authority must be requested 
prior to working or claiming for 
additional basic hours or overtime.

Shift patterns
Shift patterns for an officer who works 
part-time will comprise of:

In this scenario you would be 
entitled to 92.5 hours annual leave 
per year.




