
This policy applies to employees (PAYE) only.

Annual leave 
At [org name] the annual leave year runs from [e.g. 1st January to 31st December).    
Holiday entitlement
· Our annual leave entitlement is 28 days (5.6 weeks) a year.
· Staff on part-time hours are entitled to the equivalent of 5.6 weeks leave a year. 
· If you’re employed by us for less than a year, you’re entitled to a proportion of a full year’s holiday.
· We close between Christmas and New Year.  We call this time ‘closure days’.  You do not need to use your annual leave to cover this time off.  Some staff, depending on their role, may have to work during on closure days.  

· Pro-rated holiday entitlements are rounded up to the nearest half day or whole day whichever is closest.   If you holiday entitlement is calculated in hours, your entitlement will be rounded up to the nearest half hour or hour, whichever is closest.
Public holidays

The above entitlement includes public holidays.

Or/ you are entitled to [number of day public holidays] in addition to the above.

Public holidays fall throughout the year at different times across each local council area. At [org name] we recognise the following public holidays.  

· Good Friday and Easter Monday
· Christmas Day and Boxing Day
· New Year’s Day and 2nd January
· May Day (1st Monday of May)
· Spring holiday (last Monday of May)
· Summer bank holiday (first Monday of August)

· St Andrews day (30th November or next working day)


Staff working part time hours are entitled to the same level of leave pro rata as full-time staff.  
If you work a different number of hours each day, your annual leave will be calculated in hours.  
Requesting annual leave
Normally, not more than 15 days annual leave can be taken consecutively.  In exceptional circumstances more than 15 days can be taken, subject to the approval of [senior role].  

To request a holiday, let your manager know the dates that you would like off.  Your manager will confirm that you can take the dates off or will suggest alternative dates.  Please provide notice of your time off equivalent to two times the period of leave that you are requesting.  For example, if you want to take a week off, please give your line manager at least two weeks’ notice, if possible.

If you line manager declines your holiday request, they will explain their reason for declining your request and suggest alternative dates. Leave requests will not be unreasonably withheld. Once agreement has been given it cannot be rescinded. 

Sickness and annual leave

If you are off sick you will continue to accrue annual leave.
If you’re unwell during a period of annual leave you can reclaim your annual leave and use it on another occasion if you call in sick following our absence reporting procedure and provide a doctor’s certificate (if you are claiming back more than 5 working days).  
Maternity and other parental leave

You will continue to accrue holiday entitlement while on:

· Maternity leave

· Paternity leave

· Adoption leave

· Shared parental leave

· Ordinary parental leave

· Parental bereavement leave

Carrying over annual leave

You can carry over 5 days holiday into the new annual leave year. In exceptional circumstances more than 5 days can be carried forward with prior agreement from the [senior role]. 
An exception to the above is if you cannot use your annual leave entitlement because you are on maternity leave or long-term sick leave, in which case you can carry over up to 5.6 weeks into the next holiday year.  
Leaving our employment
Annual leave earned but not taken will be paid out in your final pay.  If you have taken more holidays than you are entitled to, this time will be deducted from your final pay. 
This policy is a template and should be adapted to suit your organisational values, needs and requirements. You should also check this policy is compliant with the law and your organisation’s governing document. No liability rests with SCVO.








�optional


�28 days is the statutory minimum. This can include public holidays.


�If you recognise a public holiday and ask an employee to work on the day, they can take a day off in lieu.  


�You don’t have to recognise all the public holidays, as long as your leave entitlement is at least 28 days.  


�You can change this, depending on what you can accommodate operationally.
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