Annual Leave ¥

Educare

HR SOLUTIONS

CONSISTENCY IN APPLICATION IS JUST AS IMPORTANT AS
HAVING A POLICY IN PLACE.

Annual leave is one of the most commonly misunderstood areas of HR —
not because it is complex, but because it is often managed inconsistently.
This guide provides a simple overview of key considerations to help you
manage leave clearly, fairly and with confidence.
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Why This Matters

Issues with annual leave don't usually arise from
policy — they arise from how it is applied in practice.
This can lead to:

Confusion around entitlements

Perceived unfairness between employees
Disruption to business operations

Challenges when resolving disputes
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Need More Support?

This guide provides a simple overview to help you manage annual leave more clearly
and consistently.

For more detailed support, including:

e |Leave policies and templates

¢ Guidance on managing more complex scenarios

¢ Frameworks to support consistency across your organisation
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Annual Leave

PART OF THE EDUCARE HR RESOURCE HUB

ENTITLEMENT

Ensure employees understand their entitlement and how it is calculated,
particularly where working patterns vary.

BOOKING LEAVE

Have a clear and consistent process for requesting and approving leave.

Unclear processes often lead to misunderstandings.

BUSY PERIODS

Set expectations around peak times and how leave requests will be
managed.

CARRY OVER

Clearly outline if and when leave can be carried forward into the next leave
year.

RECORD KEEPING

Maintain accurate records to support planning, fairness and compliance.

Clear processes help avoid unnecessary issues and support
fair decision making.

NEXT STEPS Y

This guide provides a simple overview to help you manage annual leave more
clearly and consistently.

For more detailed support, including:

Leave policies and templates

Guidance on managing more complex scenarios

Frameworks to support consistency across your organisation

FOR FULL GUIDANCE AND TEMPLATES, VISIT EDUCARE HR SOLUTIONS
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