[image: A group of owls in a nest

Description automatically generated]
 Holidays

Annual Holidays

Your holiday entitlement is shown within your contract of employment. The holiday year as shown in your contract is January 1st until the 31st December. The holiday entitlement is 28 days which includes public bank holidays for full time staff with part time workers have a pro-rata entitlement. 

It is our policy to encourage you to take all your holiday entitlement within the current holiday year.


Annual Leave cannot be carried forward to the following year.

Conditions Applying to your Annual Holiday Entitlement

You should complete a request on our Bright HR app. This should be accepted by the director before any firm holiday arrangements are made. 


Restrictions:
· No more than 2 members of staff are permitted to take holiday at the same time. No one from the same room is permitted to take holiday at the same time. If 2 qualified members of staff request the same time off, this is at the discretion of management to decide, as this is not always possible. 


You should give at least one month’s notice of your intentions to take holidays and at least two weeks’ notice is required for any single day’s leave.

Your holiday pay will be at your normal basic rate of pay.

The maximum continuous holiday period allowed is two weeks. In exceptional circumstances, staff who wish to take a period longer than two weeks will need to contact the Manager for authorisation.

You are required to take holidays during any periods of general shutdown for the business. This may include any summer or Christmas shutdown. Please note that the Company will notify you annually in January of any such periods of proposed closure.

In the event of termination of your employment any holidays accrued but not taken will be paid for. However, in the event of you having taken holidays for which you have not accrued sufficient days pro rata then appropriate payments will be deducted from your final wages and salary. This is an express term of your contract of employment.
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