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ANNUAL LEAVE POLICY 

1. Purpose
The purpose of this Annual Leave Policy is to provide clear guidelines on the entitlement, procedures, and management of annual leave for all employees. Colart believes that annual leave is important to our employee’s wellbeing and work-life. By outlining the expectations related to annual leave, the policy promotes fairness, consistency, and transparency within the organisation.

This policy does not form part of your terms and conditions of employment and may be subject to change at our discretion.

2. Scope
This Annual Leave Policy applies to all Colart employees based in the UK including full-time, part-time, and temporary staff. It is designed to ensure that all employees are aware of their rights and responsibilities regarding annual leave and that the process is handled consistently and fairly while meeting the operational needs of the organisation.

3. Annual leave Entitlement 
You are entitled to 25 days holiday during the holiday year which runs from 1st January to end of December. Should your employment with the company commence mid-year your holiday entitlement will be calculated on a pro-rated basis. Annual leave will also be pro-rated for part – time employees including leavers where applicable. This holiday entitlement is in addition to the 8 Public holidays each year. We encourage all employees to take your full annual leave entitlement each year, and plan in advance to spread this out so that you get regular breaks.

4. How annual leave is calculated 
Employees' annual leave entitlement is calculated based on the number of days they work per week. The standard annual leave entitlement for full-time employees working five days a week is 25 days per year. For part-time employees, the entitlement is prorated according to the number of days they work each week. This prorated calculation ensures that all employees receive a fair amount of annual leave based on their working days. If you have any questions or need further clarification, please contact the HR department on hr.support@colart.com. 

Colart values long service employees and therefore all employees will receive an additional day annual leave after every 10 years of service up to a maximum of 28 days as follows:
· 10 years  = 26 days annual leave
· 20 years = 27 days annual leave 
· 30 years = 28 days annual leave

Please be aware that the additional day will be added to your entitlement in the year after the completion of 10, 20 and 30 years’ service. 
Please refer to your local employee handbook as this may differ from the policy. 

5. Requesting annual leave
[bookmark: _Hlk187931248]All annual leave request must be submitted through Splash giving as much notice as possible; you are more likely to have your leave approved if you request it in plenty of time. This can be done by logging into your Splash account via the portal and navigating to ‘My Absence’ section. Employees should provide the dates for the requested leave and any additional information required by the system. Your manager will agree or decline your request within a reasonable timeframe considering factors such as workload, staffing levels, and any overlapping leave requests from other team members.

The minimum notice periods are as follows for all staff:

· A minimum of two weeks’ notice;
· For very short periods of leave, e.g. one or two days, we will try and accommodate this at shorter notice wherever possible, but you will need to give at least the equivalent notice e.g. two days’ notice for two days’ leave. 

If you are unable to give the appropriate minimum notice as set out above, then your manager may still try to accommodate your request, but this will always be subject to business need.
You will not usually be able to take more than three calendar weeks’ annual leave at a time, unless both your line manager and HR approves the request. 
Once a leave request is submitted, it will be automatically forwarded to the employee's immediate line manager for review. The line manager will receive a notification via email, prompting them to review the leave request. The line manager will then approve or deny the leave request within Splash. If the request is denied, your line manager should provide a reason for the denial. The timing of annual leave is always subject to business requirements. Please ensure you get approval for any request before booking or committing to any travel or other plans as we will not be liable for any losses you may incur.

6. Taking annual leave at a time of Colart choosing
Occasionally, Colart may need to nominate certain days for you to take your annual leave, for business reasons. Whilst we will try and give you as much control when booking your leave dates as possible, there may be times when we need to set a period of annual leave. 
If we need you to take a specific period of annual leave, then we will give you at least twice as much notice as the number of days we need you to take. For example, if we need you to take 3 days annual leave at a set time, we will tell you at least 6 days beforehand.
7. Cancelling annual leave
If you wish to cancel a period of pre-booked leave, then you should discuss this with your manager so that we can consider whether we can agree to this. We will try and accommodate your request where possible, but this will depend on business needs, the amount of leave you have remaining for the leave year, and pre-arranged cover etc. In some cases, you will need to continue with your leave as booked.
Additionally, there may be times when, for business reasons, we need to cancel your pre-booked leave. We will avoid this wherever possible, but if we do need to cancel your leave, we will act in line with statutory guidance and give you at least the same amount of notice as your leave period. For example, if you have booked a week’s leave, then we will give you at least a week’s notice of cancellation. Cancellation of your leave would be rare, and we would first consider all alternative options to meet our business needs.
8. Delayed return from annual leave
If you are unavoidably delayed in returning to work from annual leave, for example because of travel delays, then you should contact your line manager immediately, and give us regular updates on your progress. We may ask to see evidence of your reasons for delay on your return. 
If you do not contact us immediately, then your absence from work will be considered unauthorised and unpaid. You may be subject to disciplinary action, and we will make the appropriate deductions from your pay.  If you do contact us, and provide any required evidence, then on your return to work you can agree with your manager how the additional time will be recorded (usually as annual leave, but if you do not have any left for the year then this time may be unpaid).  
9. Falling ill during annual leave
If you become unwell due to illness or injury whilst on annual leave, please refer to our Sickness Absence policy and ensure you follow the usual sickness reporting process.
10. Carrying over annual leave
Holiday entitlement unused at the end of the holiday year cannot normally be carried over to the following year. Your manager may at their absolute discretion agree to a maximum of 5 working days being carried over to the following holiday year.  If there is no such agreement, a failure to take your holiday before the end of the holiday year will result in forfeiture of any such accrued holiday not taken and no payment in lieu shall be made. The carry over form located on Splash must be submitted and approved by your line manager. 
· The carry over form must be submitted and approved by 15th January of the next holiday year 
· Any carried over holiday can be used anytime during the next holiday year


11. Flexible Holiday Scheme
Employees can buy up to five extra holiday days annually, with a pro-rata adjustment for part-time staff. The holiday cost is determined by dividing your annual basic salary by 260 (standard workdays a year). This cost is based on your salary as of January 1st and remains fixed and unchanged throughout the year. Salary reductions for bought holidays start March 1st and are spread over 10 monthly instalments (March to December). Participation requires a 10-month salary adjustment, with no changes allowed, except upon employment termination Any unused purchased holidays will not be refunded. You will need to submit a buy form on Splash with line manager approval to HR by January 15th for the holiday year. Bought holidays are debited on the payslip as "bought hols."

This scheme is open to all UK employees, barring those whose salary reduction would breach minimum wage. New employees can join post six months of service and probation completion. Pension, income tax, and NI are based on the reduced salary, potentially affecting the state pension slightly. Your statutory maternity pay will be based on a reduced salary, potentially reducing entitlement, while enhanced company maternity pay is not affected.

12. Leaving Colart
When your employment with us ends, any outstanding annual leave entitlement should normally be taken before you leave (this will need to be calculated pro-rata to your leaving date). If you are unable to take your leave, you will be paid for any outstanding annual leave accrued up to your leaving date. If you have bought additional annual leave and are paying for this in monthly instalments spread out through the year, any outstanding balance will be deducted in full of your final salary payment. We will deduct pay for any leave taken in excess of your pro-rata entitlement up to your leaving date. This will normally be deducted from your final salary payment, but if we are unable to do this (eg if your final salary does not cover the amount owed) then you will be expected to repay this overpayment immediately.

13. Policy Review
This policy will be reviewed annually and updated as necessary to ensure compliance with legal standards and alignment with company objectives.
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