

 

Booking of staff Holidays

Our absence policy has been carefully developed in alignment with the guidelines and expectations outlined in the Employee Handbook, ensuring consistency, fairness, and clarity in managing employee attendance and time off. Our policy only allows one member of staff to be off at a time, unless stated otherwise, or if the staff member is classified as non-ratio staff. Non-ratio staff includes domestic staff, the cook and management. 
It is important to consider the following when booking staff holidays:
· The holiday leave year runs from 1st April to 31st March.
· Your holiday entitlement is based on your working hours. Bank holidays and the Christmas closure period will be deducted, and any remaining days can be booked at your discretion.
· Check the wall calendar in the office and always with management before booking holidays to ensure that holiday requests do not overlap with others. 

Do not book travel or accommodation before checking the holiday calendar and receiving confirmation from management. The company will not be held responsible if you lose your holiday due to pre-booking before receiving approval. If you choose to take time off without authorisation, despite a request being refused, this will be treated as a disciplinary offence, and our disciplinary procedures will be initiated.
If you know in advance that you would like to take specific days off, we recommend submitting your request as early as possible to avoid disappointment. We require a minimum of four weeks’ notice of your intention to take holidays of a week or more, and one weeks’ notice is required for odd single days, unless there are unforeseen circumstances, in which case your request will be considered accordingly.
Please be considerate of your colleagues and the company. Overlapping holidays result in substantial revenue loss and additional staff must be employed to maintain appropriate ratios.
All annual leave entitlement must be scheduled and booked by December each year. As a rule, holiday entitlement cannot be carried over into the following holiday year and no payment in lieu will be made in respect of untaken holidays.



Requests for time off will not be unreasonably refused, but due consideration must be given to the impact of your absence on the nursery.
You are required to save sufficient holiday entitlement to cover the Christmas, New Year period and bank holidays. If you have not accrued enough holiday to cover this period, the leave will be unpaid.
Covering:- 
We will consider ‘covering shift’ options, however, the member of staff requesting the cover must have used all their holiday entitlement before requesting this. Management will again, consider the impact of your absence on the nursery and will take in to account the qualifications and ratios before accepting this request. 

Cancelling Holidays:- 
Once holidays have been approved by management, these cannot then be cancelled or moved. 

Nursery will review this policy annually and amend if necessary.
Next Review date: _______________
Signature:- _____________________
Date :_________________________
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