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· This policy can be issued to employees to explain the company’s stance in relation to annual leave. 
· If you would like to make any amendments to this policy please do contact our HR Policy & Documentation team on 0161 819 4671 who will be happy to bespoke this to your requirements.  
· Need additional training? Click here to access your free CPD accredited e-learning sessions available on Peninsula OnDemand 
· For quick answers to your HR questions, try our innovative AI based platform, BrAInbox. Just type in your question and get your answer, fast. Try it today



ANNUAL LEAVE POLICY

Employees are informed of the number of days of annual leave entitlement via their individual Statement of Main Terms of Employment. All entitlements are pro rata for part time employees and is based upon [holiday entitlement] working weeks [excluding OR including bank holidays] public and bank holidays. 

The holiday year runs from [Holiday Year Start Date] and ends on [Holiday Year End Date].  Holiday leave entitlements cannot be carried forward to the following year unless permission has been obtained. 

We operate an online system for booking holidays via [the Company intranet or apps or BrightHR or hronline, include as necessary]. You will be given the rights to request absence online and you will also be able to view your holiday entitlement online at any time. This is to give you the facility to easily plan your holidays throughout the year.

Once you have registered your holiday request online, you will receive an e-mail from [Manager] authorising or declining your request. If you feel that your request has been unreasonably refused for any reason you should refer the matter to [Manager]. They will endeavour to ensure that you have every opportunity to take your holidays at the time you request them, but they will need to balance your requests with the needs of the department.
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