Annual leave policy (Updated April 2026)
General
Leave year
The holiday year runs from 1 April to 31 March. 
Entitlement
All full‑time employees are entitled to 5.6 weeks paid annual leave per leave year. Part‑time employees receive this entitlement on a pro‑rata basis. Bank/public holidays may be included within this entitlement in accordance with contractual terms and operational requirements. 
Holiday bonus (length of service)
A holiday bonus system applies: employees receive one additional day’s holiday for every 5 years of service, applied to the following leave year’s entitlement. 
Taking leave during the leave year (“use it” principle) and carry-over
Employees are expected to take their annual leave during the leave year in which it accrues. However, statutory rules require carry‑over in certain circumstances (see below). 
Carry‑over is handled as follows:
· By agreement (where a “relevant agreement” applies, e.g., contract/workforce/collective agreement): employees may carry over a limited amount of statutory leave where permitted. 
· Statutory leave / family leave (e.g., maternity and other statutory family-related leave): where an employee cannot reasonably take some or all of their statutory annual leave because of statutory leave, they must be allowed to carry it over to the next leave year. 
· Long‑term sickness: where an employee cannot take holiday due to sickness absence, they may carry over up to 4 weeks of statutory leave. This carried‑over leave must be taken within 18 months of the end of the leave year in which it accrued. 
· Where the employer has not enabled leave to be taken: where an employer does not allow an employee to take holiday, does not encourage them to take it, or does not inform them that untaken leave may be lost, the employee may carry over up to 4 weeks of statutory leave. 
Any enhanced/contractual holiday above the statutory minimum is carried over only where the employment contract (or other relevant agreement) allows. 
Approval and notice to take leave (ACAS-aligned)
All annual leave must be requested and approved in advance by the employee’s manager, to ensure adequate staffing and service continuity. Employees should give as much notice as possible. 
As a minimum, unless an alternative “relevant agreement” applies, employees should give notice of at least:
· twice the length of the period of leave requested (e.g., 10 days’ leave → request at least 20 days before). 
Refusing or cancelling leave
The organisation may refuse or cancel a period of requested/approved annual leave for genuine business reasons (e.g., insufficient staffing). Where leave is refused or cancelled, the organisation will provide notice in line with statutory rules (unless the contract provides otherwise), and will act reasonably, taking account of the impact on the employee (including where travel has already been booked). 
Equality, dignity and inclusion (Equality Act 2010 compliant approach)
We are committed to ensuring that our annual leave arrangements are applied fairly and consistently, without unlawful discrimination. Managers must be mindful of the Equality Act 2010 when handling leave requests and must not apply rules in a way that disadvantages an individual because of a protected characteristic. Where a disabled employee is placed at a substantial disadvantage by a policy, criterion or practice relating to annual leave (for example, booking processes, deadlines, or evidencing requirements), the organisation will consider and implement reasonable adjustments where appropriate. 
Examples may include adjustments to how requests are made, flexibility around notice requirements where reasonable, or providing information in an accessible format—based on the individual circumstances. 

Annual leave entitlement in year of commencement
If an employee joins part way through a leave year, they will be entitled to a proportion of annual leave based on the period of employment during that leave year. 
During the employee’s first year of service, they will not normally be allowed—unless otherwise agreed by the Directors - to take more leave than they have accrued at the time the leave is taken. 
Accrual method
· For employees with regular working patterns, entitlement will normally accrue monthly in advance at one‑twelfth of the full year’s entitlement. 
· For workers with irregular hours or part‑year working patterns (where applicable), statutory entitlement may be calculated in line with current Working Time rules for those work patterns. 

Holiday pay on termination of employment
Payment for untaken leave
If an employee leaves employment part way through a leave year, they will be paid for any accrued but untaken statutory annual leave up to their termination date, calculated in accordance with statutory rules on holiday pay. 
Overtaken leave
If, on the termination date, an employee has taken paid annual leave in excess of entitlement accrued, they will be required to reimburse the organisation for the value of the excess days. Any deduction from final salary will only be made where there is a lawful basis to do so (for example, where the contract permits such a deduction). 
Contractual (enhanced) leave on termination
No payment in lieu of accrued contractual annual leave (i.e., leave over and above the statutory minimum) will be made where appropriate in the event of termination for gross misconduct, or where the employee gives inadequate notice of termination or leaves before their contractual notice period expires (and where deductions/withholding are permitted by contract and law). 
For clarity, “contractual leave” for these purposes means the element of leave that is additional to the minimum statutory entitlement under Working Time legislation. 

Sickness during annual leave
Where an employee becomes sick or is injured while on annual leave, the organisation will allow the employee to transfer to sick leave and take replacement annual leave at a later date, subject to the following rules. 
1. Evidence / certification
The period of incapacity must be evidenced appropriately. Where incapacity exceeds seven days, the employee must provide medical certification (fit note) in line with statutory practice. 
2. Notification
The employee must contact the organisation (by telephone if possible) as soon as they know there will be a period of incapacity during annual leave. 
3. Written request on return
The employee must submit a written request no later than 10 days after returning to work, stating how much of the annual leave period was affected by sickness and the amount of leave they wish to take at another time. 
4. Overseas sickness
Where the employee is overseas when they fall ill or are injured, evidence must still be provided (for example, a medical certificate or evidence of an insurance claim for medical treatment received overseas). 
5. Replacement leave
Where the employee fulfils the above conditions, the organisation will grant the same number of days’ replacement annual leave as the number of days lost due to sickness or injury. 
If an employee is ill or injured before the start of planned annual leave, the organisation will agree to postponement of the annual leave to another mutually agreed time. Any sickness absence will be treated in accordance with the organisation’s normal sickness absence arrangements. The employee must submit a written request to postpone the planned holiday, accompanied by appropriate medical evidence confirming they are unfit, or are still likely to be unfit, to take annual leave. 
Annual leave entitlement during sick leave
An employee who is absent on sick leave will continue to accrue their statutory annual leave entitlement. 
