DOWN DISTRICT COUNCIL

ANNUAL LEAVE – POLICY AND PROCEDURES

	General Principles

	1.1
	Annual leave is calculated on the basis of one twelfth entitlement for each completed month of service in the current year.



	1.2
	Annual leave will be granted in accordance with terms and conditions of service and approval is subject to the exigencies of the service.


	1.3
	All requests for annual leave must be made in advance of booking holidays and authorised in writing by the Line Manager/Supervisor.


	1.4
	It is the joint responsibility of each line manager and employee to manage annual leave entitlement and ensure excessive amounts of leave are not being requested at short notice or at the end of the leave year which runs from 1 April to 31 March inclusive.


	1.5
	It is acceptable for management to offer alternative dates to employees where requests for leave cannot be accommodated.


	
	

	Staff on Sick Leave/Maternity Leave

	2.1
	Where employees are unable to exhaust their annual leave entitlement prior to commencing maternity leave or have a surplus due to sick leave they can apply for a period of annual leave within a current leave year during periods of reduced pay/unpaid leave and revert back to maternity leave so long as the maximum time off does not exceed their overall entitlement e.g. period of additional maternity leave is six months.


	2.2
	Annual Leave may not be substituted for sick leave.

	
	

	Carry Over /Deduction of Leave

	3.1
	A maximum of one week’s annual leave (i.e. 5 working days/pro-rata for part time employees), may be carried over from one leave year to the next.  Unused leave in excess of 5 days will be forfeited and may not be converted to Flexi or Lieu Leave.


	3.2
	In the event of management not being able to honour approved leave because of the exigencies of the service and there is no further opportunity to take the leave, approval must be sought from the Director/Chief Officer of the Service prior to cancellation of the leave.  


	3.3
	Annual leave entitlement will not, other than where an employee leaves and has not taken their entitlement to date of leaving, be paid as an equivalent monetary value.


	3.4
	A deduction will be made for holiday taken which exceeds that accrued at time of leaving.


	3.5
	For further information on the carry over of annual leave in cases of long term absence please refer the Managing Attendance Procedures (2010) – Section 8 Sickness Absence and Annual Leave.
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