
 
 

 

Annual Leave Frequently Asked Questions 

 

How does annual leave build up? 

 

Annual leave builds up for every day that you work, it is added to your total balance 

of annual leave weekly each time we do payroll. If you take unpaid leave (leave without 

pay) or maternity leave, it does not build up. 

 

How much leave do I accrue (build up) in a week? 

 

If you're working 38 hours in a week, you will accrue 2.923 hrs per week. You can divide 

this by 5 in order to find out how much leave you should build per day. 

 

How much leave do I need to retain for our Christmas shutdown period? 

 

10 days if you are full time, 8 days if you work 4 days a week or half your 

total annual leave for the year. A day of leave is 7.6 hours. So 10 days would be 76 hours. 

 

What about if I exceed the amount of annual leave I can take in the year (I want to 

take leave but I have none, can I use leave without pay)? 

 

This is at our discretion. Moving forward we won't be granting as much leave without pay 

as we use to. We want to continue to provide more team building days (fun stuff), and 

more PD events (learning stuff). The more people we have out on leave without pay the 

harder it is to provide those two things, as leave without pay impacts the clinic in the 

same way that doing 'fun stuff' and 'learning stuff' does. Because we now only retain 10 

days of annual leave for shutdown, everyone should be taking annual leave when time 

off is required. 

 

If I run out of leave by July, what does that mean for our Christmas shutdown period? 

 

There is enough time between July and December to build up the amount 

of leave needed for our shutdown period; however it means you would not be able to 

take any paid annual leave in the back half of the year. 

 

Can I roll over (build up) annual leave from one year to the next? 

 

You can now roll over up to a month of annual leave into the following year. 

 

  



 
 

 

Ok, so what is the maximum amount of leave I can build up? 

 

6 weeks. After you have 6 weeks built up we will either ask you to take some leave to 

bring your total balance down, or, have the balance paid out to bring you back under 

the 6 week cap. Payouts are at our discretion, and will only be granted if we feel that the 

team member is coping with the workload they have. 

 

Can I ask to have my leave paid out? 

 

No. Leave will only be paid out at our discretion if your total balance of leave exceeds 6 

weeks. It is always preferred that the team member uses their annual leave to rest and 

recuperate by taking time off work. 

 

What other rules are there to take annual leave? 

 

1. You must give us 90 days notice in writing (email) to Lisa, anything less and there is 

no guarantee we'll say yes. 

 

2. There can only be 1 admin (front of staff) team member on leave at any given time 

across all clinics. 

 

3. There can only be 1 therapist team member on leave per 4 full time equivalent 

positions per clinic 

 

4. Leave is granted on a first come first served basis. This means first person to 

book leave has reserved that spot and is under no obligation to move their leave. 

 

5. Exceptional circumstances may see us grant leave in breach of rule 2, 3, and 4 at 

our discretion. Exceptional circumstances do not include things like 'flights are 

cheaper this week', or 'my partner can only get this week off'. 

 

6. Requests for leave without pay may also be granted in exceptional circumstances 

on a case by case basis (as is currently) but will not be granted if in breach of rule 2 

and 3. 

 

7. You must use paid leave before requesting leave without pay. 

 

8. We won't grant leave requests that see clients on the same day consistently miss 

out on their therapy. For example a request to take every Thursday and Friday off 

for 3 weeks in a row will not be granted unless it is part of a 3 week total break. 

 



 
 

 

9. Therapists are responsible for keeping clients motivated and on track either side of 

your time off, especially in the case of longer breaks. 

 

10.  A longer period of leave (2 weeks or more) may be granted to overlap with a 2 

day period of leave at our discretion. 

 

11.  If you leave employment with Chatterbox before you have built up enough     

holiday pay to pay for your annual leave, it will be deducted from your final wages. 

 

12.  The rules are in place to keep it fair for everyone, and to keep the business viable  

at all times. Please respect these rules and don't ask us to break them unless there 

are genuine exceptional circumstances. 

 

13.  We reserve the right to modify any of these rules with notice via email. 

 

How does Rule number 3 work from above? 

 

Oran Park currently has 5.8 full time equivalent therapists, so therefore 1 therapist can go 

on leave at any given time.  

 

Penrith has 8.4 full time equivalent positions and will be able to have 2 therapists 

on leave at any given time. 

 

 

I ___________________________ understand and agree to the terms and conditions of 

Chatterbox Speech Pathology’s Annual Leave Process.  

 

Signed: _______________________________   Date: ______________________ 

 

                                   

 


