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COMMERCIAL COMMUNICATIONS COUNCIL – SUGGESTED POLICY
Drafting Note (please read this first): As always, if you have any questions in relation to this policy, we suggest you consult your legal advisors, especially if there is something specific you require that may not be contained in this document. If you do not have a legal advisor, our suggested provider is Josh Muir, Director at Lockhart Legal. You can contact him at Josh@lockhartlegal.co.nz.
ANNUAL LEAVE POLICY OF <AGENCY> (“COMPANY")
Date: __________________________________
Authorised by: __________________________

Background and Goal
All employees are entitled to paid annual leave in accordance with the Holidays Act 2003. In essence, this means:

· Full-time employees who have completed 12 months of service are eligible to four weeks' paid annual leave each full year of service (those who have worked less than 12 months are entitled to annual leave on a prorated basis of 4 weeks per 12 months of work). 
· Part-time employees are also entitled to four weeks paid annual leave, but the accrual is on a pro rata basis in line with the hours in which they work.
The Company encourages you to take your annual leave in the year in which it is earned, this ensures you are rested and able to perform at your best.
Though the Company will do its best to accommodate each employee’s circumstances and requests, annual leave will only be approved at a time which is convenient to both the Company’s operational requirements and the employee. 
If you and the Company disagree on when you will take your annual leave, the Company may direct you to take leave by giving 14 days' written notice, in accordance with the Holidays Act. 
Paid leave in advance can be approved at your managers discretion.
Applying for Annual Leave
An application for annual leave must be completed in <agency payroll system / written form> for manager approval. When applying for leave please ensure that: 
· The application is completed as soon as possible and preferably by at least four (4) weeks prior to the proposed leave commencement date to ensure the Company can plan for your leave. However, we will not automatically refuse your annual leave request if the preferred notice is not given though it may affect the Company’s decision.
· If the Company is unable to approve your request, the Company will discuss with you in good faith to reach an alternative arrangement if that practical and possible in the circumstances.
· There is an accrued leave balance of at least the amount of leave being applied for. 
· Leave entitlements will be paid as per your normal pay cycle. 

Annual leave will not be approved and is not to be taken by you during your termination notice period unless discussed and agreed with your manager and in consideration of operational requirements. 
In the event of your termination of service with the Company, for whatever reason, you will be paid all accrued unused annual leave on, or as soon as possible following, your final day of employment, in accordance with the Holidays Act.

Summer Office Closure 
The Company believes that the summer holiday period (approx. 20 Dec- 20 Jan) provides staff with an opportunity to relax, rest, and spend time with whānau, family and friends. Traditionally client service requirements during this period are also less demanding than at other times during the year. 
The period of business closure during the summer holiday period will be determined by the CEO who may vary these arrangements (EG for a divisional unit in order to meet essential operational requirements early on in the new year). 
Where staff are not specifically requested to work during the summer holiday period, staff will be required to take annual leave for those days which are not public holidays. Where staff do not have enough accrued annual leave for this period, the Company (at its sole discretion) may permit a negative leave balance for this period only, or alternatively staff may be required to take unpaid leave during the period of closure. In such circumstances the provisions of the Holidays Act will apply. 
If you do not have enough accrued annual leave for this period, you may make a request to your manager to be rostered on the team that returns early in the new year and the Company will do its best to accommodate your request. However, such decisions are based on the Company’s anticipated operational requirements so the Company cannot provide any guarantees that such a request will be accepted.
The dates and length of the closure period will be notified each year, but the Company commits to ensuring staff have a reasonable notice period as to these dates. 
The Company may require employees to take annual leave at other times of low demand subject to 14 days' notice, in accordance with the Holidays Act.

NOTES:
The annual leave offered to agency employees ranges between 4 and 7 weeks depending on longevity of service and role.
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