Leave Policy

Policy Statement

At insert your company name here we are committed to meeting the needs of our employees and we encourage all our employees to access their holiday entitlements to ensure they have adequate opportunity to rest and refresh.

Entitlements

Specific entitlements are set out in the individual employee’s employment agreement. Casual employees are not entitled to annual leave and instead receive their holiday payment for the period worked at the same time as their ordinary wages. 

Timing of Leave Payments

Leave is usually paid to staff in the pay cycle in which the leave is usually taken. Requests for payment before the leave is taken will be considered on a case-by-case basis only and in consultation with the employee.

Entitlement to Leave

The Holidays Act provides for employees to become entitled to paid annual leave at the end of each year of their employment or during our annual close down. We will consider requests for leave ahead of your anniversary date (on a case by case basis) however you must have sufficient leave accrued to cover any time off. 

Accumulating Leave

It is expected that employees will use their leave entitlements for each year within 12 months of their entitlement. 

Annual Leave in Lieu of Sick Leave

No payment will be made from annual leave to cover sick leave – if entitlement to sick leave has been exhausted the sick leave will be leave without pay.

Annual Leave on Termination

On termination of employment, the employee will receive payment for any annual leave that has been earned but not yet taken.

Employer’s Responsibility

insert your company name here will consider all requests for annual leave that are given within a reasonable time frame and confirm a decision within a few days.
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