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Notes on All Documents
1. The sections highlighted in Red are related to Legislation and should not be changed without reference to an appropriate professional

2. Sections highlighted in Yellow indicate where you should personalise these for your needs, i.e. people/company names etc

3. Sections highlighted in Green indicate areas which you can personalise to suit your needs

4. Sections highlighted in Blue are explanatory commentary that should generally be deleted before use

5. Policy documents can be downloaded and personalised to suit the needs of your business

6. If you wish to offer employees more than legislation demands there are no problems with this.  However, it is strongly recommended that you ensure consistency about what you offer.  For example, enhanced annual leave may be offered to all employees, or to all management staff.  But if you offer it to one employee only, it gets very confusing administratively, and can create undesirable differentials between staff members which can lead to unhappiness between staff.

Notes on This Policy

1. Annual leave entitlements are legislated, therefore you will find that many of the sections in this policy are highlighted in red
2. Annual leave is often a point of negotiation for employees, particularly senior employees, who may ask for additional annual leave as part of their employment agreement negotiations.  This can be a very useful point of negotiation, though care needs to be taken about ensuring that such negotiated additions are appropriately recorded in the payroll system and awarded.

3. The most common issue arising in relation to annual leave is failure to appropriately record leave taken.  The net result is that, when employees leave and they are entitled to be paid out any untaken leave, if you are unable to show what leave they have taken you are at risk of paying out more annual leave than necessary.  This can be a very costly mistake.  It is therefore recommended that you have a robust leave recording mechanism.

Legislation Relevant to this Policy

1. Holidays Act 2003

2. Health And Safety In Employment Act 1992 

Associated Documentation
1. Quick Guide to types of leave
2. Quick guide to identifying and dealing with sick leave issues

3. Sick leave policy

4. Leave form
Document reference for document updates and version control
Policy Title: Annual Leave Policy

Reference:  Leave 04 Aug 09

ANNUAL LEAVE POLICY
Summary Policy Statement

On the completion of 12 months employment, all full-time employees  are entitled to 20 days annual leave (part-time employees  are entitled to leave on a pro rated basis). Employees are encouraged to make use of their leave for rest and recreational purposes.
Taking of annual leave

All employees are encouraged to take one uninterrupted period of 2 weeks holiday per annum.
Notifying of Desire to Take Annual Leave

Employees need to ….. (e.g. submit leave form to their manager at least 2 weeks in advance of taking their leave).
Wherever possible applications for leave will be approved, however the company needs to take into account work requirements and the performance of the employee's duties when considering whether to grant leave.  For example, if another employee  has already booked leave at that time, in a small team it may not be possible to allow two people to have leave at the same time.

Recording Annual leave taken

All employees must complete a leave application form for all leave taken.  This will be recorded on their personnel file.

Shut down period (delete if not applicable)

The company may require the employee to take part of the employee's holiday entitlement at a specific time (ie. shut down period).  

The company has a shut down period during the Christmas and New Year holidays, the dates of this shut down will be notified at least 2 months in advance. This shut down period will require employees to take annual leave as well as statutory leave days. Where an employee does not have sufficient annual leave to cover this shut down period, they may be required to take leave without pay.  Receiving payment for leave in advance of accrual will be at the sole discretion  of the company.

Payment of annual leave

…
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