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The purpose of this policy is to set out the requirements relating to the entitlement and taking of annual 
leave and other leave. 
 

Annual Leave 
 

2. Holiday entitlement 
 
The holiday entitlement for employees is as set out in their contract of employment. 
 

3. Holiday year 
 
The organisation’s holiday year runs from February to January.  Employees should take their full holiday 
entitlement during that 12-month period. 
 

4. Carrying Holiday Forward 
 
a) In exceptional circumstances, employees may be allowed to carry forward up to three months annual 

leave into the next holiday year.  Such requests must be made in writing to their manager. 
 

b) No employee should ever presume that they will be allowed to carry forward their holiday 
entitlement.  If an employee wishes to do so, they should speak with their line manager. 

 
c) Specific rules apply if the employee is unable to take all of their holiday entitlement due to sickness. 
 

5. Booking of Holiday 
 
a) Requests for holidays must be made using the annual leave request form, giving at least two weeks’ 

notice to allow cover to be organised. 
 
b) Generally, no more than two people will be granted leave at the same time. 

 
c) Requests for holidays must be submitted and authorised by the line manager before the holiday is 

taken.  Requests for taking more than ten working days at any one time will be reviewed on an 
individual basis.  
 

d) All time off must be approved by the appropriate line manager, who in turn must ensure that there is 
sufficient cover available to maintain our continuous support for our service.  If, for operational 
reasons, an employee is not allowed to take their remaining annual holiday allowance before the end 
of the calendar year then this should also be discussed with the appropriate manager. 

 

6. Sickness During Holiday 
 
a) If an employee is unwell during a period of time that has been booked as holiday, the employer should 

be notified as soon as possible.  The usual procedure for notification of sickness applies (see Absence 
Management policy).  It is accepted that, if the employee is overseas during the sickness, it might not 

https://hyndlandasc.org.uk/wp-content/uploads/Annual-Leave-Request.pdf
https://hyndlandasc.org.uk/wp-content/uploads/Absence-Management-Policy.pdf
https://hyndlandasc.org.uk/wp-content/uploads/Absence-Management-Policy.pdf
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be possible to notify the employer immediately – but every effort should be made as soon as it is 
practicable.  
 

b) Any days of sickness during a time of booked holiday may be counted as sickness absence and not 
holiday leave.  This will only be the case if a relevant GP Fit Note is submitted.  Hence the employee 
will be entitled to take those days as holiday at another time which is convenient to the employer.  
Without a GP Fit Note the absence will be counted as annual leave.   

 

7. Holiday entitlement if an employee leaves during the holiday year 
 
a) If an employee leaves the organisation during a holiday year, the holiday entitlement that the 

employee would have been allowed up to the date of leaving will be calculated on a pro-rata basis. 
 

b) If the employee has outstanding holiday entitlement, the corresponding amount of money will be 
paid to the employee in the final salary payment or, if it suits business needs and is approved by 
management, the employee will have the option to take leave during the notice period. 

 
c) If the employee has taken more than the pro-rata holiday entitlement, this amount of money will be 

deducted from the employee in their final salary payment. 
 

d) If the amount of holiday taken equates to more money than the final salary payment, the employee 
will not receive a final salary payment, and will be required to pay back the additional amount to the 
organisation. 

 

8. New Starters 
 
a) For new employees, annual holiday entitlement in the first calendar year is pro rata based on their 

start date. 
 

b) If an employee has a holiday booked before joining the organisation, they should make the 
organisation aware when accepting the offer of employment.  This holiday may be allowed, and this 
might be without pay if the employee will not accrue sufficient holiday entitlement before the year 
end. 

 
Other Leave 
 
9. Time Off to Care for Dependants 
 
a) All employees (irrespective of length of service) are entitled to a reasonable amount of unpaid 

absence per year for the care of dependants.  This is in addition to annual leave and other absence 
entitlements.  
 

b) The right to reasonable unpaid time off is aimed at employees with childcare responsibility or where 
an individual has primary responsibility for the care of another dependant person. 
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c) The absence of an employee, even where it is unpaid, affects the efficiency of business and therefore 
all employees are expected to keep requests for such leave to a minimum and to return to work as 
soon as possible once the emergency has been dealt with. 
 

d) Unpaid time off may be granted for pressing and important family emergencies such as; 

• to provide help when a dependant falls ill, gives birth or is injured or assaulted (including mental 
illness or injury) 

• to make arrangements for providing care when a dependant is ill or injured 

• to cope when the arrangements for caring for a dependant unexpectedly break down when a 
dependant dies or 

• to deal with an unexpected incident involving the employee's child at a time when the child's 
school has responsibility for him or her. 

 
e) People who count as dependants are an employee's husband, wife, parent, child or any other person 

who lives in the same household as the employee (except tenants, lodgers, boarders or people who 
are employed by the employee).  This also includes partners or elderly relatives living with the family. 
 

f) For the purposes of the above, a dependant can also be any other person who reasonably relies on 
the employee for assistance on an occasion when they are ill or become injured or relies on the 
employee to make arrangements for them to be cared for in the event of illness or injury. 
 

g) Requests for leave to care for a dependant must be made to the employee’s line manager who may, 
request details of the emergency.  Wherever possible, such requests should be made in advance.   
Where the reason for the request is family illness, sight of a medical certificate may be required. 
 

h) When making a request for unpaid time off to care for a dependant, the employee should state: 

• the reason for the absence, as soon as is reasonably practicable; and 

• how long the absence is expected to last (except in cases where the employee is not able to inform 
the Club about the absence until they are back at work). 

 
 

10. Compassionate Leave 
a) In the event of the death of a partner, parent, child, sibling or stepchild / parent, employees will be 

entitled to take five days’ compassionate leave on full pay.  Line managers can authorise additional 
compassionate leave following discussion with the Board. 

 
b) Compassionate leave relating to a situation other than the death of a close family member will be at 

the discretion of the line manager. 
 
c) The organisation recognises that, in many situations, the employee will not be aware that 

compassionate leave is going to be required.  As soon as reasonably practicable the employee should 
contact their line manager to explain what has happened, and to request compassionate leave. 

 
d) If an employee is refused the opportunity to take compassionate leave and wishes to appeal against 

this decision, the appeal should be made in writing to the manager of the employee’s line manager.  
All appeals will be addressed quickly, and within a maximum of five working days. 
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e) If any employee abuses the policy by making false or inaccurate requests for compassionate leave this 
will be a disciplinary offence, and disciplinary action is likely to be taken. 

 

11. Time-off for Jury Service 
 
a) In the event of the employee being called up for jury service, they should contact their line manager 

at the earliest opportunity to discuss the matter.  Jury service normally lasts for 10 working days but 
may be longer.  The employee should provide their line manager with a copy of the court summons 
and any other relevant documentation. 
 

b) The employee agrees, where the employer considers that their absence on jury service may cause 
substantial injury to its business, to make an application for excusal or deferral in respect of the jury 
service, as appropriate.  Where the employer considers that this applies, the employee should not 
submit such an application for excusal or deferral before the employer has provided him/her with a 
letter (and any other relevant evidence) to support the application. 

 
c) The employee will continue to be paid while on jury service at the normal rate of pay. However, should 

the jury service go beyond 10 days you may be required to claim wages from the court by completing 
a Certificate of Loss of Earnings. 

 
 

12. Time-off for Medical / Dental Appointments 
 
a) Where possible personal appointments should be made out with Club time.  However, the Club 

understands that, on occasion, it is not always possible to be seen before / after working hours.  For 
this reason, the Club’s expectations are detailed as follows: 
 

• Appointments are made as early or as late in the day as possible. 

• For regular GP, and dental appointments, the Club’s expectation is that time would be made up 
preferably on the same day, but certainly within the same working week.  

• For ante-natal appointments the employee is not expected to make up this time. 

• For formal hospital appointments, treatment-based appointments and e.g., vaccinations - the 
Club does not expect that this time would be made-up.  Evidence of appointments will be sought, 
should there be reason to believe that the appointment in not genuine. 

 

13. Severe Weather & Disruption to Public Transport  
 

a) The organisation recognises that adverse weather or disruption to public transport may affect the 
employee’s ability to attend their place of work or returning home.  Whilst the organisation is 
committed to protecting the health and safety of all if its employees, it must ensure that disruption 
caused to its services remains minimal.  This policy outlines the responsibility of the employee and 
the organisation and sets out the procedure that applies. 
 

b) Employees should use their best endeavours to attend work in all circumstances.  However, it is not 
the organisation's intention that employees put themselves at unnecessary risk when trying to attend 
work.  Employees should use their own judgment and, if unable to attend work, contact their line 
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manager as soon as possible.  If the line manager is not available, then the most senior manager 
should be contacted as soon as possible.  

 
c) If an employee has made all reasonable efforts to get to work but failed to do so because of severe 

weather conditions or disruptions to public transport, they will be paid as normal. 
d) During the course of a working day, line managers should decide on a case-by-case basis whether or 

not it is appropriate for employees to leave work early.  When making this decision, they should take 
into account the employee's circumstances (e.g., distance from their home to work, mode of 
transport), the employee's views and the needs of the organisation. 

 

14. Extended Leave for research, further education, travel etc 
 
Please note there are no guarantees that extended leave will be granted. 
 

a) Employees with 12 months or more service at Hyndland After School Club will be eligible to 
apply for unpaid extended leave to undertake, for example, research, further education, travel 
or to care for elderly relatives.  
 

b) Both full-time and part-time employees with the relevant service are potentially eligible. The 

purpose of unpaid extended leave will normally be linked to personal development outside the 

usual confines of the job, allowing the employee to return to work with new ideas and enhanced 

skills.  

 

c) Further extended leave will only be considered 12 months from when the employee has 

returned from their previous extended leave. However, the manager’s discretion can be used 

under exceptional circumstances to allow extended leave to be granted before this 12-month 

period. 

 

PROCEDURE 

a) If you are eligible and wish to make an application for extended leave you should do so in 

writing to your Line Manager, stating the proposed objectives and duration of the extended 

leave, with as much notice as possible, but with a minimum of one month.  The impact/benefits 

to the Club, should you be taking a trip, will be discussed with your line Manager. 

 

d) Hyndland After School Club will consider your request.   Extended leave, where granted, will be 

entirely at the management’s discretion and with such qualifications and conditions as the 

organisation sees fit. There is no statutory right for you to be granted unpaid leave and requests 

will usually only be granted when there are no additional costs or disruption to the organisation 

and its services. 

 

e) Extended leave will be granted for a maximum of 3 months. The manager’s discretion can be 

used under exceptional circumstances to grant leave for longer than the 3-month period. You 

may request to use some of your annual leave towards their extended leave which will be paid, 

but the remainder of the period will be unpaid.  
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IMPACT ON TERMS AND CONDITIONS OF EMPLOYMENT 

a) You can choose whether or not to pay pension contributions. If you choose to pay, both 
then you and the Club must pay the contributions which would have been paid if not for the 
leave of absence.  
 

b) Any accrued but unused annual leave entitlement for the current leave year must be taken 

prior to the start of your sabbatical leave. Annual leave will not accrue during any period of 

unpaid leave and you will therefore receive a pro rata leave entitlement, based on complete 

months worked, for the leave year(s) that the unpaid extended leave period falls within. 

 

c) During the period of your extended leave, you will remain an employee of Hyndland 

After School Club (or sister services) on the normal terms and conditions of 

employment, except as amended below. 

 

d) The following benefits will cease to apply during the unpaid sabbatical period but will 

resume when the employee returns to work: 

 

o Annual leave accruement (detailed above) 
o Pension contributions (unless detailed as above) 

 
CONTINUOUS EMPLOYMENT 

• You will continue to be employed during your extended leave period, which counts towards 

your period of continuous employment for the purposes of entitlement to other statutory 

employment rights (for example, the right to sick payment). 

 

RETURNING TO WORK 

• Upon returning to work, you will return to the same job in which you were previously 

employed. However, Hyndland After School Club cannot guarantee that hours of work in 

which you were contracted to before you left will be the same. (For example, if you 

regularly worked 15 hours per week, upon return, who may only receive 6 hours of work 

per week). 

 

• It must be noted and made clear to the you before you take extended leave, that any 

arrangements made to return to work after a period of extended leave are not legally 

binding, and Hyndland After School Club reserves the right to end your existing contract of 

employment. 

 

• If you decide not to return to work following a period of extended leave, you must give 

notice of your resignation as soon as possible and in accordance with the terms and 

conditions of your contract of employment.  
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• If you wish to end your extended leave early, you must make a written request to your line 

manager to do so, giving at least four weeks’ notice wherever possible.  If you wish to return 

to work earlier than the four-week notice period, it is at the manager’s discretion to 

consider such a request and decide whether or not it can be approved subject to service 

needs. 

 

KEEPING IN TOUCH 

• You will be required to keep in contact with your line manager whilst on extended leave, 

usually on a monthly basis, to be agreed with the line manager before the extended leave 

begins.  This contact should ideally be by telephone or e-mail, but could alternatively be by 

post, depending on your access to communications technology while you are away on 

extended leave. 

CONDUCT 

• You will continue to be employed by Hyndland After School Club during any period of 

extended leave and must therefore maintain conduct of the highest standard such that 

complies with the SSSC Codes of Practice and HASC Staff Code of Conduct Policy. 

  

• All provisions as to confidential information will continue to apply. 

 

Leave Request Form Blank  

 

 

 

 

 

This policy was approved by:   Hyndland After School Club           Date: July 2019 

This Policy will be reviewed annually.  

Last reviewed: February 2021  

Review due: February 2022 

Signature: F Ansdell                                                  Name: Fiona Ansdell 

https://hyndlandasc.org.uk/wp-content/uploads/Annual-Leave-Request.pdf

