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Employment Policies  |  White Cube Consulting

	ORGANISATION
	[Organisation Name]

	VERSION
	Version 1.0

	DATE ADOPTED
	[Date]

	REVIEW DATE
	[Date - recommend annual review]

	POLICY OWNER
	HR / Senior Management

	SCOPE
	All employees, workers and contractors



This policy template is provided for guidance purposes. It should be reviewed and adapted to reflect the specific circumstances and requirements of your organisation before adoption. We recommend taking HR and/or legal advice prior to implementation. This document does not constitute legal advice.
SECTION 01
Policy Statement

[Organisation Name] is committed to supporting the health, wellbeing and work-life balance of all employees. Annual leave is an important component of this commitment, and employees are actively encouraged to take their full entitlement each year.
This policy sets out employees' annual leave entitlement, how leave is accrued and requested, and the rules governing the taking and carry-over of leave. It applies to all employees and reflects the organisation's obligations under the Working Time Regulations 1998.
Managers and employees share responsibility for ensuring annual leave is planned and taken regularly throughout the leave year.
The organisation recognises the importance of rest and recovery in supporting wellbeing, engagement and sustainable performance.
Employees are responsible for monitoring their annual leave balance and raising any discrepancies promptly.
This policy applies primarily to employees; separate arrangements may apply to workers or casual staff where appropriate.
Requests for leave related to disability, medical treatment or reasonable adjustments will be considered sensitively and in accordance with the organisation’s equality obligations.
SECTION 02
Annual Leave Entitlement

▪ Statutory Entitlement
Under the Working Time Regulations 1998, all workers are entitled to a minimum of 5.6 weeks' paid annual leave per year (equivalent to 28 days for a full-time employee working 5 days per week). This minimum includes any public and bank holidays.
▪ Organisational Entitlement
In addition to the statutory minimum, [Organisation Name] provides the following annual leave entitlement:
	EMPLOYEE TYPE
	ENTITLEMENT

	Full-time employees
	[e.g. 28 days per annum including [8] public holidays  /  OR  28 days per annum excluding public holidays (total [36] days)]

	Part-time employees
	Pro-rated based on contracted hours / days worked  calculated on the same basis as full-time entitlement

	[Enhanced entitlement after service (if applicable)]
	[e.g. 30 days after 3 years' service; 33 days after 5 years' service]



[Choose whether public holidays are included within or added on top of the annual leave entitlement, and specify clearly. Adjust figures above to reflect your actual offer.]
▪ Accrual
Annual leave accrues from the first day of employment at the rate of [e.g. 1/12th of the annual entitlement per completed month of service / 2.33 days per month]. During the first year of employment, employees may only take leave that has accrued at the time of the request, unless otherwise agreed with their line manager.
▪ The Leave Year
The leave year runs from [e.g. 1 January to 31 December / 1 April to 31 March] each year. Leave not taken by the end of the leave year will be dealt with in accordance with Section 4 (Carry-Over).


SECTION 03
Requesting Annual Leave

-  All annual leave requests must be submitted to the line manager using [e.g. HR system / leave request form]
-  Requests should be made with as much notice as possible. The organisation requests a minimum of [e.g. twice the length of the leave requested, or [X] days' notice for absences of more than [X] days]
-  The line manager will approve or decline requests taking into account operational requirements, the team's leave schedule and the employee's outstanding entitlement
-  The organisation reserves the right to decline annual leave requests where operational needs require it — in such cases, the employee will be given as much notice as possible and will be supported to take the leave at an alternative time
-  The organisation may require employees to take annual leave at particular times. For example, during a Christmas or summer shutdown with appropriate notice
-  Employees should avoid committing to non-refundable travel arrangements until annual leave has been formally approved.
-  In exceptional circumstances, the organisation reserves the right to cancel previously approved annual leave where there is a genuine business need, providing appropriate notice in accordance with the Working Time Regulations.
-  Where multiple employees request the same period of leave, requests will normally be considered on a first-approved basis, subject to operational requirements.
-  Certain periods may be designated as restricted leave periods due to operational requirements.
SECTION 04
Carry-Over of Annual Leave

Employees are strongly encouraged to take their full leave entitlement in each leave year. The organisation does not normally permit carry-over of untaken leave as a matter of routine. However, the following exceptions apply:
-  Leave not taken due to sickness absence — employees who have been unable to take leave due to long-term sickness may carry over up to [e.g. 4 weeks / 20 days] of unused leave into the following leave year, to be used within [e.g. 18 months] of the end of the leave year in which it accrued
-  Leave not taken due to maternity, paternity, adoption or shared parental leave — employees may carry over their full untaken leave entitlement from a period of family leave into the following leave year
-  [Discretionary carry-over — where an employee has been unable to take leave for business reasons approved by their manager, up to [X] days may be carried over with written manager approval]
-  Employees may be encouraged to take leave where excessive balances remain outstanding later in the leave year.
-  Any discretionary carry-over must be approved in writing before the end of the relevant leave year.
SECTION 05
Public and Bank Holidays

Employees are entitled to paid leave on all UK public and bank holidays — subject to how the entitlement is structured (see Section 2). Where the operational requirements of the business require employees to work on a public holiday, the following arrangements apply:
-  [e.g. Employees required to work on a public holiday will be given an alternative day's leave in lieu]
-  [e.g. Employees required to work on a public holiday will receive [X]% premium pay / double time]
-  [Adapt the above to reflect your organisation's actual arrangements]
Public holiday entitlement for part-time employees will be calculated on a pro-rata basis.
SECTION 06
Annual Leave During Sickness Absence

Annual leave continues to accrue during a period of sickness absence. Where an employee falls sick during a pre-booked period of annual leave, they may request that the period of sickness be treated as sick leave rather than annual leave, subject to providing a medical certificate or fit note as applicable. The rescheduled leave days should then be taken at a mutually convenient time.
SECTION 07
Annual Leave During the Notice Period

Where employment is terminated, the employee is entitled to receive payment for any accrued but untaken annual leave as part of their final pay. The organisation may require the employee to take any outstanding leave during their notice period. Any leave taken in excess of entitlement accrued to the date of termination may be deducted from final pay. Payment will normally be based on accrued statutory and contractual entitlement up to the termination date.
SECTION 08
Unpaid Leave

Requests for unpaid leave will be considered on a case-by-case basis at the discretion of the line manager and HR. Employees with caring responsibilities or who require leave for specific personal circumstances should contact HR in the first instance. Approvals for unpaid leave are not guaranteed and operational requirements will be a primary consideration. Time off in lieu (TOIL) arrangements, where applicable, are managed separately from annual leave entitlement.
SECTION 09
Part-Year Employees and Irregular Hours

Part-year employees and those who work irregular hours (including those on zero-hours or casual contracts) have a right to paid holiday leave under the Working Time Regulations. From 1 April 2024, entitlement for irregular-hours workers is calculated as 12.07% of hours worked in a pay period.
Organisations should verify current legislative requirements before implementation.
[Note: ensure your calculation method complies with the latest legislation and HMRC guidance at the time of adoption.]
SECTION 10
Policy Review

This policy will be reviewed annually or following any change in legislation or the organisation's working arrangements. Particular attention should be paid to any future updates to the Working Time Regulations and any government guidance on leave entitlement.
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