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                      ANNUAL LEAVE POLICY


Introduction
The annual leave year runs from 1st January to 31st December in each year. 
All annual leave requests but especially those made for leave during the last two weeks of December and the first week in January will be subject to approval by the Manager, who will have an absolute discretion to determine whether the request should be granted after taking account of the Care Home’s service commitments.
Each employee is entitled to an agreed allocation of annual leave, which does depend on the number of hours worked, but each employee will be entitled to no less than the minimum statutory annual leave allowance.

There is no entitlement to leave on Statutory Public Holidays.

Payment when on leave

New employees are entitled to paid annual leave for the remainder of the then current annual leave year on a pro rata basis starting from the date on which their employment commences.

Each employee is entitled to receive payment at their full hourly rate whilst on annual leave.
Unpaid leave will only be given in exceptional circumstances when no annual leave is remaining and only then with specific permission from the Manager.

Applications for annual leave

When making annual leave plans the following rules must be observed:

· All applications for annual leave must be made using the Care Home’s annual leave application form and must be submitted directly to the Manager. 
· Application for annual leave must be made in advance at least twice as long as the amount of holiday the employee wishes to take, for example, at least two weeks prior notice should be given for one week’s annual leave.

· You must obtain the prior permission of the Manager before the dates of any period of annual leave can be agreed.

· The Manager has an absolute discretion on whether to grant or refuse any application for annual leave but will endeavour to give reasonable notice of the refusal 
· No more than two consecutive weeks leave can be taken in any one period of leave unless specifically agreed otherwise by the Manager.

· An employee may not take annual leave until he or she has successfully completed his or her probation period unless specifically agreed otherwise by the Manager.
· Regular periods of annual leave must be taken throughout the annual leave year. Any period of unused annual leave cannot be carried forward to the next holiday year. Any annual leave not taken by the end of the year will be lost.
· If an employee is ill whilst on holiday he or she will be considered for the period of sickness to be on annual leave and not sick leave unless specifically agreed otherwise with the Manager and that this is agreed on the first day of sickness or as soon as is reasonably possible thereafter.

Termination of employment

On termination of an employment contract the Care Home reserves the right to require the employee to take outstanding accrued holidays during his or her period of notice rather than work in the Care Home. 
If the employee has taken more annual leave than he or she is entitled to take as at the date of termination of the employment contract the employee may be requested to authorise the Care Home in writing to deduct the value of the days taken in excess of his or her accrued entitlement from the final wages payment due to you.
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