
 
Statutory Annual Leave entitlement 
The company holiday year runs from 1st January each year for a period of one calendar year until 31st 
December. All statutory annual holiday entitlement for the year must be taken within it and cannot be 
carried over from one year to the next.   
New employees have a pro-rata entitlement in the first year if they join after the start of the holiday year. 
Employees who work a 5-day week will receive 28 days paid annual leave a year.  
This is the equivalent of 5.6 weeks of holiday and includes Bank Holidays. Bank/ public holidays do not 
have to be stated separately. 

Disputes 
Paid annual leave is a legal right that an employer must provide. If a worker thinks their rights to leave 
and pay are not being met there are several ways to resolve the dispute. 

Booking time off 
The Company requires any employee to give as much notice as possible before taking time off. All 
annual holidays must receive management approval before being booked or taken; except in special 
circumstances, notice of twice the length of the holiday plus 1 day requested is required.  

The company has the right to defer holiday requests to a more convenient time and notice of at least the 
length of the holiday request will be given.  

The Company will refuse a leave request or cancel leave, but they will give as much notice as the amount 
of leave requested, plus 1 day  

Ø e.g., a worker would give 3 days’ notice for 1 day’s leave. 
Ø e.g., an employer would give 11 days’ notice if the worker asked for 10 days’ leave. 

The Company can refuse to give leave at a certain time normally due to customer requirements.  
The Company will not refuse to let workers take the leave at all.  
New employees should advise the company at the start of employment of any booked holiday 
commitments.  
Annual holidays may be added to bank / public holidays.  
It may be that there are Company requirements which entails some employees being required to work on 
Bank/Public Holidays. T 
The co-operation from employees is expected to assist with ensuring a customer’s requirements are met. 
Employees are entitled to the following bank/public holidays: 

Ø 1st January* 
Ø Good Friday 
Ø Easter Monday 
Ø May day 
Ø Spring bank holiday 
Ø Late summer bank holiday 
Ø Christmas day* 
Ø Boxing day* 
*An alternative day will be agreed where these days fall on a Saturday/Sunday. 

Due to customer demands employees may be required to work bank/public holidays. As bank holidays 
are part of the statutory entitlement a day off in lieu will be given and must be taken by the employee.  
Any additional bank holidays announced by the government may be taken but will not be paid.  

Maternity leave 
The policy of the company is to comply with both the letter and the spirit of the law on maternity, 
Parental, Paternity, Adoption, and Tome off for Dependants rights.  
  

https://www.gov.uk/solve-workplace-dispute


 
Statutory Maternity  
Leave is 52 weeks. You do not have to take 52 weeks, but you must take 2 weeks’ leave after your baby 
is born (or 4 weeks if you work in a factory).  
A pregnant employee has the right to both 26 weeks of ordinary maternity leave as well as 26 weeks of 
additional maternity leave.  
It is made up of: 
Ordinary Maternity Leave - first 26 weeks 
Additional Maternity Leave - last 26 weeks 
Parental leave 
You and your partner may be able to get Shared Parental Leave (SPL) and Statutory Shared Parental Pay 
(ShPP) You can share up to 50 weeks of leave and up to 37 weeks of pay between you. 

Paternity leave 
All partners with 26 weeks continuous service, at the notification week (15 weeks before the child is 
born), are entitled to 2 weeks paid paternity leave.  
The leave can be taken in conjunction with the parental leave and/or the adoption leave. 

Adoption leave 
Parent who is matched with a child by an approved adoption agency may take adoption leave for children 
up to 18 years of age.  
Employees must have 26 weeks service before the adoption match is made and must inform the employer 
of the intention to take leave within 7 days of the notification of the adoption placement. 

Time off for dependants 
Employees are entitled to take a reasonable amount of unpaid time off work to care for dependants in 
certain defined circumstances.  

A dependant is defined as the employee’s spouse/partner, child or parent or anyone who lives in the same 
household as the employee, (not a tenant, lodger, boarder or employee) or someone who would rely on 
the employee for assistance in the event of injury, assault or illness. 
 


