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DISS TOWN COUNCIL ANNUAL LEAVE POLICY 

 
Statement 

1. Employees are entitled to the annual leave set out in their Contract of Employment.  
Diss Town Council recognises the importance of employees taking their statutory 
annual leave to ensure the Council complies with working time legislation and to help 
ensure an effective work-life balance.  However, annual leave arrangements are 
subject to prior approval by Line Managers, who must consider the operational needs 
of the Council.  

Purpose 

2. The purpose of this policy is to ensure that annual leave is managed fairly and 
consistently across the Council, with due regard to the operational needs of the 
Council and to inform employees of the procedure for applying for and approving 
annual leave.  

Annual leave entitlement 

3. The basic leave entitlement for a full-time member of staff is 29 working days per 
annum, which includes the normal bank and public holidays. Part-time employees 
receive a pro-rated entitlement according to their hours of work. 
 

4. The Council also recognises long service and career progression and therefore after 
five years continuous service, employees will be granted an additional five day’s 
annual leave (pro rata for part-time employees). Your leave entitlement will increase 
to 34 working days per year (pro rata for part time employees), which includes the 
normal bank and public holidays, when you have five years’ continuous service prior 
to the commencement of the leave year. 
 

5. In addition to the normal bank and public holidays, employees are entitled to two 
additional statutory days (pro rata for part-time employees). 

Working part-time 

6. If an employee’s entitlement to bank holidays exceeds the number days that fall on 
her/his normal working days (typically because s/he does not work on Mondays) s/he 
will be able to take the excess as leave.  
 

7. If an employee’s entitlement to bank holidays is less than the number of bank 
holidays that fall on her/his normal working days, (typically because her/his normal 
working days include Mondays) then s/he can make up the difference by using 
her/his leave entitlement.  With agreement from her/his Line Manager (or the Council 
Leader in the case of the Clerk), s/he may be able to work additional hours to make 
up the deficit or take unpaid leave. 

Leave year 



 

8. The leave year runs from 1st April to 31st March. It is important that staff take their 
statutory annual leave to ensure the Council complies with working time legislation.   
It is the employee’s responsibility to manage her/his leave in such a way that s/he 
can take it during the leave year. Her/his annual leave entitlement will be pro-rated in 
her/his first and last year of employment with the Council. 

Carrying over leave 

9. Where it has not been possible for employees to take all their leave in the current 
leave year, provided that the statutory minimum of 28 days has already been taken 
(pro rata for part-time employees) and only with prior consent from their Line 
Manager, they may carry forward a maximum of five days leave to the next year.  
Any holiday entitlement carried forward must be taken by 31st May that year.   

Requesting leave 

10. Employees should request leave from their Line Manager (or the Leader of the 
Council  in the case of the Clerk), with as much notice as possible. This will allow the 
Council to plan workloads.  Before granting leave the following will be considered. 
 

• The team’s workload, 
• The need for office or team cover, and, 
• Whether other staff have or are likely to ask for the same time off (e.g., a popular 

holiday time). 
 

11. The Line Manager will balance employees needs against the needs of other staff 
before agreeing to leave.  Every effort will be made to accommodate requests for 
annual leave.  However, during peak operating periods or when planned major 
events are taking place, approval of leave requests will be at the Manager’s 
discretion.  
 

12. Where multiple requests are received in the same operational area for leave during 
the same period, it may not be possible to approve all requests.  In such 
circumstances, approval will be granted based on the date the request is received.  
In subsequent years where the same employees request the same period, a rota 
arrangement will be applied.  
 

13. If employees take leave without such permission, it will be treated as unauthorised 
absence and dealt with under the Disciplinary Policy. 
 

14. Leave requests of more than three days should be submitted at least one month 
before the dates requested.   
 

15. Requests for annual leave should be made no more than 12 months in advance of 
the planned leave.  
 

16. The maximum single period of leave, under normal circumstances, will be two weeks.  
Requests for longer periods of leave will require the approval of the Town Clerk.  
 



 

17. Employees must advise their manager of any changes to booked leave.  This 
includes changes to dates of holidays or cancellation of a planned holiday, which will 
require further management approval or consequent changes to holiday relief cover 
arrangements.  
 

Sickness during leave 

18. If an employee becomes ill during a period of paid annual leave, it is permissible to 
treat the days of incapacity as sickness absence instead of annual leave subject to 
compliance with the Council’s Sickness and Absence policy. It is important that the 
employee contacts his/her Line Manager on the first day of sickness and keeps the 
Council up to date during the period of sickness. A medical certificate will need to be 
obtained after seven days sickness absence.  
 

19. This will enable the Council to arrange alternative leave dates, subject to operational 
demands.  
 

20. If an employee falls ill whilst on annual leave travelling abroad, they must produce 
acceptable documentation signed by an accredited medical practitioner, together with 
the employee’s name and contact details.  This should also state whether the 
employee is fit to travel.  If declared unfit to travel, the certificate must give an 
indication of the date the employee is likely to travel, if this is after the last authorised 
day of leave. When employees return to the UK, they are required to submit a Fit 
Note by their UK doctor to return to work.  
 

21. Employees will continue to accrue annual leave (excluding bank holidays) at their 
normal rate whilst on sick leave in accordance with legislation.  
 

22. Where, as a direct result of long term sickness absence, employees have been 
prevented from taking their holiday entitlement, it may be possible for an employee to 
carry forward (dependent on the amount of annual leave) the statutory element of 
their remaining annual leave entitlement into the next annual leave year.  This will 
need to be agreed by the Clerk. 

Leaving employment during the year 

23. If an employee leaves their employment with the Council, they can take the statutory 
entitlement that has accrued up to the time they leave during the notice period, 
provided they have given the notice period required under the terms of their Contract 
of Employment.  
 

24. If an employee does not take the statutory holiday entitlement that has been accrued, 
the employee has the right to be paid for the accrual.  
 

25. If the employee has taken more leave than their accrual entitlement, they will be 
expected to reimburse the Council by deduction from their final salary payment.  

Procedure for obtaining approval of annual leave 



 

26. All requests for annual leave should be made in writing on the annual leave request 
form at the earliest reasonable opportunity and submitted to the employee’s Line 
Manager. 
 

27. The Line Manager will consider the application, having regard for the needs of the 
Council and leave already in place before a final decision is made. 
 

28. If approval is granted, the annual leave form should be completed, signed, and dated 
by the Manager and forwarded to the Finance / Administrative Assistant so that a 
record can be kept.  
 

29. Only on receipt of a signed leave form, authorised by the Line Manager, should the 
member of staff commit her or himself to any leave plans, particularly where a 
deposit must be paid.  
 

30. If leave is refused, the Manager will notify the member of staff immediately.  
 

31. All leave requests will usually be dealt with, and a response given within five working 
days. 
 

If an employee wishes to make a complaint regarding the application of the procedure, they 
should do so in accordance with the Council’s Grievance Policy. 


