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Annual Leave

Leave Year

The Council operates an anniversary leave period commencing
on the date an employee commenced working for the Council.
Those employees starting or leaving employment during the
year are entitled to leave proportionate to the number of
completed weeks of service during the year.

Part Time Staff

Annual Leave entitlement will be applied pro-rata for part time
employees based on 37 hours full time working week. For
example an employee with full time equivalent 22 days annual
leave entitlement working 20 hours per week will be entitled to
12 days annual leave.

Approval for Taking Leave/Carrying Forward Leave

All leave is taken at the discretion of your Line Manager and
requests will need to be looked at in the context of the cover
available within the team to ensure that the service provided is
not disrupted.

5.3.2 Managers should try and plan staffing arrangements well in

advance so that peak holiday periods are adequately covered
so that holiday requests can be treated equitably.

5.3.3 Where a late request is received, the employee should not

expect or assume that it will be granted and managers should
treat such requests, due to unexpected events, sympathetically.
As a general rule, however, employees should give at least



twice the amount of notice that they wish to take as leave.
Therefore, if 5 days' holiday is being requested, at least 10
working days’ notice is required.

5.3.4 As far as possible all employees should take their annual leave
before the end of their leave year. Where this is not possible
up to five days annual leave may be carried forward into the
next leave year with the prior written consent of their Line
Manager.



