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Introduction

This Annual Leave Policy/sets ( f QJimanaging annual leave for all
staff members employedi ‘ ' ogr lses that annual leave is essential for

the health, wellbeing, ar Juct 1 mltted to providing a fair and consistent
approach to annual le mel

This policy outlines the a aff, the procedures for requesting and
approving annual leave, the. ed leave, and the payment of
annual leave on termination O SF .' d.to managing annual leave in
accordance with Working Time F nv *uﬁdn ployment legislation.
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This polmy@eflles to all staff members e ;-' perma pnt or fixed-term
basis{Different arra Q{ﬂents may apply t 18 dz ates, as outlined in
this policy. JF |
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Purpose of THis:Rall

The purpose of thisA
e Outline the an
e Explainthe
e Describet )

[§[e lxed term staff

e Explain how annual leave is 2 :
R \ ations 1998 and other relevant UK

e Ensure compliance with the Worki g

employment legislation
e Promote a fair and consistent appre: al leave management

e Support the health, wellbeing, and productivity of staff




Legal Framework
Youth Start operates in compliance with the following UK legislation:

e Working Time Regulations 1998: Sets out the minimum entitlements to annual leave and

Equality A¢
disabilities
e Data Protectic
leave requests
e Statutory Holida
holidays

Full-Time Staff
Full-time staff employe Je)

First Year of Employm
weeks)

After Probationary Period(; € ' a0 rking days per annum (equivalent to five
- e 2 Wy,
weeks) X
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Annual leave entitlements are in addition and public holidays.

Pa ré’?ne Sta?f.\{l- “{.,\
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For example, ane

the annual leave entitlement for a full yea g - 4 _. LN



Bank Holidays and Public Holidays

In addition to annual leave, all staff are entitled to paid time off for the following bank holidays and
public holidays:

Leave entitlements are »~ ted on a ce asis. Annual leave cannot be carried over
from one calendar year to:the nex ' .circumstances:
e Statutory CarryoveriUp t ".ﬂ“’“ al leave may be carried over to
the following calendar year;pro\ e has made a reasonable attempt to
take their leave during the years = : ’»ﬁ'&‘a"‘\

. ExceptlonalC"cumstances Ine 5 YC " éfart may permit
f‘éddﬂldnal leave xo\be carried over, ‘ val o employee’s manager and

*the Managlgé ‘c‘tor

Any lea»é carried 0\ S [ ‘ : ng calendar year.
Leave not taken within this'peti i Lcircumstances.
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the following procedufes:

Notice Period: - For leave of up to five workifigday lleast two weeks’ notice - For leave of six to
ten working days: at least four weeks’ notiee™=
eight weeks’ notice

Requests should be submitted to your manager in writing (email is acceptable), using the annual
leave request form or by email to contact@youthstart.co.uk.



Approval Process: - Your manager will review your request and confirm approval or request
alternative dates within five working days of receiving your request - Approvalis subject to
operational requirements and the need to maintain adequate staffing levels - Your manager will
consider your request fairly and will not unreasonably withhold approval

Confirmatiogs
receive writte
covered during

Qaceappiaved, your leave will be recorded in the annual ister - You will
our approved leave dates - You should en our work is
that all urgent matters are dealt with be eave

-
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s for leave wlt'h less notlce than sp
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Urgent or Short-

In exceptional circu
considered, subject to:

ied above may be
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e Operational requiré
e Thereasonforthe sh
e The availability of ¢ O

Requests forurgent ors vLo ol
will be considered on a 4 S

toyo _: : ras soon as possible and
Declining Leave Reg
Youth Start may declini

e Therequestdoes' od requirements

e Granting the leave res quat e staffing levels or would significantly impact
g - Ve -‘f’,
operations . ‘ .,‘
e The leave would conflrc with'e w sord B’* lines

e The employee has alreadyt ke "}"‘ !le_ current year

Ifa leave?éﬁgegt is declu;ted your manage
the right to appea

|fap§oprlate YouJIi %{
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LeaveDuring P¢

Fsugg est alternative dates
glng Director.

.l
During peak perio¢ _H" ’-s"ﬂ‘r es of year,
taken by multipleistaff “!"- tthe sa
restrictions and \

;:‘ leave that can be
yu of any such

nplétely free from work. You should not be

. Fos g& uine emergency.

If you are contacted regarding a work emergency during your leave, you will be paid at your normal
rate for any time spent dealing with the emergency matter.

contacted regarding work matters unless t



Keeping in Touch Days

In exceptional circumstances, Youth Start may request that you work a “keeping in touch” (KIT) day
during a period of extended leave (such as maternity leave). KIT days are optional and will be paid
atyour normal rate.

nual leave unless there is a genuipe‘e
KIT day. If you work during your lé?ve
lleave to compensate. = § ¥
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You should not
agreed with your
you may be require

y oryou have
t prior agreement,

Annual Leave and Of

Annual Leave and Sickné

If you are due to take parental lea\
your annual leave carefully. Any unuseds: It of-youl barental leave will be
carried over and must be taken either befc yegins o

Anral Leate ang ittty L
nr‘%\a eavea.r}g;&{.‘l"y eave

If you ?5}3 taking s ol leave or training lea " eave entitlement.
Study leave sho 8,reques i ayV greement with your

manager.
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As set out above, annual leave ca
However, the following exceptions apply:

om one calendar year to the next.

Statutory Carryover (Up to 5 Working Days): ive working days of unused annual leave may
be carried over to the following calendar yeat =l subject to the employee having made a

reasonable attempt to take their leave during the year - Carried-over leave must be taken within the
first three months of the following calendar year - Leave not taken within this period will be forfeited



Exceptional Circumstances: - In exceptional circumstances (such as significant operational
demands or personal circumstances), Youth Start may permit additional leave to be carried over -
Any such carryover must be approved in advance by the Managing Director - Carried-over leave
must be taken within an agreed timeframe (typically within the first six months of the following
calendar year)

Planning Led

To avoid the loss ou should:

e Planyourlea
e Submit leave ré
e Discussyourlea
e Ensure thatyou tak

Your manager will support yd
able to take your full entitle
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Payment During Legs

You will be paid your nc : L ual leave. Payment is calculated as
follows: A

e Hourly Paid Staff: HoUy! 3y theinumberof hours normally worked on that
day greid ' :
e Salaried Staff: Normal montk

multlplled by the number of leave ¢
"V & .

Payr_?nt is mJade o thormal payday.

Paym@pt on Te hation of Employ

\
r final pay,
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When you leave You ari F, you will be pa
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calculated as follo WS ‘\4\
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e Unused annualle

5ur employment ends
e Paymentis '
e Paymenti

If you have taken moféannualiles ujar i ofe 'rﬁ of termination (for
example, if you have taken leave in ad ;.. Nele ual uth Start may deduct the overpayment
from your final salary, subject to the legal re ) at your final pay must not fall below the
National Minimum Wage for the hours workea
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Payment During Notice Period

If you are required to work during your notice period, you will be paid your normal salary. If you are
placed on “garden leave” (paid leave during your notice period), you will continue to be paid your
normal salary, and any leave taken during this period will not be deducted from your annual leave

Flexible Workir

. . »
ible worklng,a'rrapgement your a
ours you qx@‘pontracted to work

If you work flexible ho
be calculated based o
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For example, if you work “ g 3( ho annual leave entitlement
will be calculated as a prop¢ tim ement based on 30 hours per week.

e Each employee S 2
e Approved leave ?ti'. :
e Leave taken to date \[i{ %
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e Remaining leave balance [«

ied- 3 v!li’or\
e Any carried-over leave from the N 1,,”;»3\ .

You should check
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The armg?al..le;ve feglster is updated regul
yourigave balance rgﬂaﬂy to ensure tha
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o Keep arecotdiofyourapproved lea
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e Check your leavelbalanceregulatly:
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e Notify yournanage

Persehﬁl Leave

\
ig that you take your

track of ya
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Disputes and Appeals

Disputes Regarding Leave Entitlements

If you believe that your annual leave entitlement is incorrect, or if you have a dispute regarding the
approval or dgaiakefiadeavesequest, you should:

DUr manager in the first instance
e [fthe mat raise a formal grievance in accorgaﬁ

he Disciplinary &

Appeals Against D! tsh .

If your leave request has have the right to appealtheﬁe‘c’:ision to the Managing
K 4 p

e Setoutthe reasons
e Provide any suppo

The Managing Director,will e se within five

working days.

Youth Start will take a flexible aﬁd unde ity and will work with
them to a;'r@rlge sujtable times for their in

P N L . '.\
Cangidates f “{‘,
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Candidates are entitled toia i : lent, in accordance
with their emplo ‘; nt f‘ AC ( Start does not
provide annual F;;’; ¢ :

personal data under the UK GDPR and Data Protection Act 2018.



Youth Start will:

e Only collect and process leave information that is necessary for managing annual leave
e Store leave records securely
e Only share leave information with relevant managers on a need-to-know basis

cordance with the Data Retention Policy r six years

after th

You have the righ ve records in accordance with the D ection Policy.
ce -

Review and Monito

This Annual Leave Policy i ly.to ensur surrent and effective. The
review considers:

Changes to UK ,

e Industry best prac
e Absence and leaV

If you have any questions about thi
please contact Youth Start Limitedit:

Youth Sigrt Limited -
Registered'Office: 370 Osmaston Park Ros

Emaggohtact@"yo Na’}t.co.uk
Telep 4

e Data Retention Policy
e GDPR Compliance Policy .
e Flexible Working Policy (if applicable)




Acknowledgment

By accepting employment with Youth Start, you acknowledge that you have read this Annual Leave
Policy, understand it, and agree to comply with all annual leave procedures and requirements.

Last Updated:
Next Review Da



