


INTRODUCTION

The purpose of a holiday policy is to set out the requirements relating to the 

entitlement and taking of annual leave. 

Holiday policies are a necessity for businesses to be able to manage their employee’ s 

holidays, without negatively impacting the business. Employers have a legal 

obligation to allow their employees to take holidays as well as the correct minimum 

amount of holiday.

HOW MUCH HOLIDAY ARE YOU ENTITLED TO?

Employees are entitled to a minimum of 5 . 6 weeks’ paid holiday per annum, 

which is inclusive of the eight public holidays.

The law relating to holiday entitlement is set out in the Working Time 

Regulations 1998, and amended by the Work and Families Act 2006.

DOES YOUR BUSINESS NEED A HOLIDAY POLICY?

If you require a Holiday Policy, and we do recommend that every business has 

one, then contact a member of our HR team today!



WHAT SHOULD BE INCLUDED IN A HOLIDAY POLICY?

There are many factors to consider when putting together a Holiday Policy. 

The Holiday Policy should include the standard clauses, as well as be tailored to 

your business’s specific requirements. Some of the questions you will need to 

consider when designing your policy are detailed in our Holiday Policy checklist 

below:

• If different levels of seniority will be eligible for additional holidays. 

• Buying and selling holidays.

• Accruing holidays.

• Carrying over holidays.

• Christmas shutdown periods.

• Blackout periods (your business’ peak times).

• How much notice do you require when booking a holiday.

• How holidays booked, accrued and taken will be tracked and monitored.

• Links to maternity and paternity leave.  

• Your stance on working public holidays.

• Family-related leave.

• Sickness during a holiday.

• Holiday during a probationary period.

• Duvet day policy.

• If employees earn more holiday.

• Making up lost hours.




