
 
 

 

Annual Leave Process 

 A full-time employee is entitled to 20 working day’s holiday each calendar year. These 

holiday days are made up of 10 days for the set Christmas shut down period, and 10 

days to be requested by the employee not less than 90 days in advance of the 

requested holiday period. If you give less notice than this, we may not be able to 

accommodate your wish. Permanent-part time employee’s holidays will be pro-rata. 

 A full-time employee is required to retain 10 days holiday entitlement from your annual 

holiday entitlement to cover the Christmas shut down period.  

 Requested holiday periods are approved at the discretion of the organisation. Only 1 

member of staff will be granted leave at any given time per clinic location. Provided 

requested leave is granted, it will be approved on a first come first served basis. 

 No more than 10 days of holidays may be taken at any one time unless permission is 

given by the organisation’s management. 

 You may not carry holidays forward from one year to the next without prior written 

consent from the organisation’s management. The organisation reserves the right to 

pay out unpaid leave at the completion of the organisation’s holiday year. 1st January 

to 31st December. 

 You must agree the dates of your holidays and/or leave without pay at least 90 days 

in advance with the organisation’s management. If you give less notice than this, we 

may not be able to accommodate your wish. 

 On termination of your employment any holiday entitlement which has accrued at 

that date may be taken as part of any period of notice given by either of us.  If no 

period of notice is given then the holiday entitlement will lapse and you will be paid 

for any holidays accrued but not taken at that date. 

 Unpaid Leave can be requested and it is to the discretion of management if approval 

is granted. You must put in writing the dates of your unpaid leave and give at least 

two months’ notice before it will be considered.  

Factors that may contribute to getting approval for unpaid leave are: 

 The reason for why unpaid leave is necessary i.e. Wedding, Honeymoon etc. 

 How long you have been employed at Chatterbox Speech Pathology 

 How many previous unpaid leave days you have requested 



 
 

 

Management will try to accommodate unpaid leave within reason.  

 

I ___________________________ understand and agree to the terms and conditions of 

Chatterbox Speech Pathology’s Holiday Leave Process.  

 

Signed: _______________________________   Date: ______________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                   

 


