
Annual Leave Policy 
In this policy ‘the Organisation’ means [insert name of organisation], and the ‘authorised manager’ means [insert position title].

POLICY OBJECTIVES
The objectives of this policy are to advise employees about:
· annual leave entitlements under the National Employment Standards (NES);
· application and approval processes for taking annual leave;

· consequences for taking unauthorised leave.
· processes for dealing with excessive leave;

· how annual leave is paid.
This policy is not intended to deviate from annual leave entitlement in the NES.  

All employees must comply with the organisation’s policies and procedures as amended from time to time.

ANNUAL LEAVE ENTITLEMENT
Who is entitled to annual leave?

All employees (except for casuals) are entitled to annual leave.  

Amount of annual leave

Full time and part time employees get 4 weeks of annual leave per year of service. 
[It is important to check the relevant Modern Award or Enterprise Agreement for any deviation to the amount of annual leave that applies.  For example, some shiftworkers are entitled to additional annual leave, and some Modern Awards provide additional annual leave for all employees.  For further information, please contact AFEI].
How annual leave accrues

Annual leave accrues progressively throughout the year based on the employee’s ordinary hours of work, and accumulates from year to year. Annual leave does not accrue on a period of unauthorised absence or any period of unpaid leave/unpaid authorised absence (other than community service leave and some occasions of stand down).
TAKING ANNUAL LEAVE
An employee may only take annual leave if it has been approved in writing by the authorised manager.   The authorised manager should not unreasonably refuse a request for annual leave.

APPLICATION PROCESS

Step 1 – Leave Application Form
An employee wishing to take annual leave must submit a completed ‘Leave Application Form’ to the authorised manager at least [x days/weeks] prior to the start date of the requested leave. 
It is the employee’s responsibility to ensure that the annual leave form has been received by the authorised manager.

Submitting a Leave Application Form does not guarantee that the leave will be approved.  No preferential treatment will be given to employees who have booked holidays or events prior to receiving approval for annual leave applications.
Step 2 – Consideration by authorised manager
Leave applications will be considered on a case by case basis, and may include consideration of:

· the amount of accrued leave available;
· the amount of notice provided;

· the period of leave requested; and
· the impact on the organisation’s operational requirements and other employees.

Leave will generally not be approved during the following times:
· [Insert time of year, and reason.  For example an accounting firm may advise that leave is generally not approved during the month of June due to high demands of tax return work during this time].

Step 3 – Approval or Refusal, and Handover
If an annual leave application has been approved, the employee will receive written confirmation from the authorised manager.  
Prior to taking leave, an employee who has had annual leave approved is expected to ensure an adequate handover to an appropriate person.

Annual Leave taken in exceptional circumstances
In the following circumstances, the organisation may (at its discretion) allow an employee to take annual leave without a pre-approved leave application form:

· When the employee has run out of paid personal/carer’s leave or compassionate leave, and would otherwise be eligible to take that other form of paid leave;
· When an unexpected emergency beyond the employee’s control (such as a natural disaster) has prevented the employee from attending work.
In such circumstances, a Leave Application Form must be completed and submitted to the authorised manager as soon as reasonably practicable.  
CONSEQUENCES FOR TAKING UNAUTHORISED LEAVE
Any employee who takes leave without the required written approval may not receive payment for the leave, and may be subject to disciplinary action up to and including instant termination of employment.
EXCESSIVE LEAVE ACCRUALS
To avoid excess leave accruals, employees are encouraged to take annual leave within 6 months of it being accrued, and to take annual leave in periods of at least one week.  
[Some Modern Awards include a model term dealing with excessive annual leave.  The following provisions (Step 1-3) of this Policy relate to the model term.  If you’re unsure whether this applies to your employees, contact the AFEI Hotline] 
Step 1: When excessive leave accruals is reached

An employee has excessive leave if they have more than 8 weeks’ annual leave accrued (or 10 weeks for a shiftworker who receives more than 4 weeks’ annual leave per year).
Step 2: Attempt to reach genuine agreement
If an employee has excessive leave accrual, the organisation or the employee may seek to confer with the other and genuinely try to reach agreement on how to reduce or eliminate the excessive leave accrual.  A written record of any such attempts to confer should be made, and should include details of the date of the attempt and a brief summary of the discussion and outcome.

Step 3: Notice requiring annual leave to be taken
The authorised manager or employee may give notice that the employee is required to take annual leave at a particular point in time subject to the following:
· Attempts to reach agreement about the taking of excessive annual leave have not been successful;
· The amount of leave to be taken is not more than one week;

· The start date of the leave is no less than 8 weeks from the date of notice;

· The start date of the leave is no more than 12 months from the date of notice;

· It is not inconsistent with any existing leave arrangement agreed by the employee and employer.

· If it is the employee giving notice, the employee must have had an excessive leave accrual for at least 6 months.
PAYMENT FOR ANNUAL LEAVE
Annual leave is paid at the employee’s base rate of pay, which is the employee’s ordinary hourly rate excluding any allowances, overtime or penalty rates, loadings, incentive-based payments, or other separately identifiable amounts.

[Note: Payment may be required at a different rate depending on the terms of any applicable award or enterprise agreement.  Awards/Enterprise Agreements may also require payment of an annual leave loading].
Annual leave accrued on termination of employment will be paid at the same rate if an employee had taken that period of leave.
OTHER NOTES AND REFERENCES

[Sometimes the authorised manager will be applying for leave, and will need authorisation from a more senior position.  This may be addressed in the authorised manager’s contract, or by a separate statement in this policy]. 
While this policy provides information about employment rights and obligations contained in legislation, it is not to be read as creating any entitlements in addition to employment legislation.

NES means the National Employment Standards in the Fair Work Act (Cth) 2009
Acknowledgement 

User’s Declaration

I have read and understood this Annual Leave Policy and agree to its terms.

Name:  






Date:  



Signature: 








Members should be aware that this document is a guide only. It might not be appropriate in this format for every situation or your industry. For assistance in drafting workplace policies to suit your specific needs please contact the AFEI Hotline on 02 2964 2000.

AFEI Member Template:  Annual Leave Policy


THIS DOCUMENT IS ONLY A GUIDE


AFEI recommends members consider their specific requirements when adopting a template document or policy to ensure the document meets the particular needs of your organisation.


For assistance, please call the AFEI Hotline on 02 9264 2000.


How to use this document:  


1:  Check with the AFEI Hotline as to its suitability for your needs. 


2:  Edit to meet your requirements by:


Add relevant information in the [yellow highlighted] sections.


Read, Consider, then Delete comments in the [blue highlighted] areas.





In order to effectively implement this policy, employers must take reasonable steps to notify employees that the policy exists and/or has been amended. 





If it is practicable to require employees to sign the policy and return it to you, include the User’s Declaration below. If this is impractical, omit the User’s Declaration and consider alternate means by which employees may be informed of the change e.g. emailing as an attachment to all staff. 
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