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EDC Paper 016 / 005 – ANNEX A(i) 

Ebbsfleet Development Corporation 

Annual leave Policy 
 
As an EDC employee, you have a certain amount of annual leave which you are entitled to 
take during your ‘leave year’. 

Your leave year normally starts on your first day of work (i.e. not on a 1 January to 31 
December or 1 April – 31 March basis).  

1. Leave entitlement for full-time employees 

1.1 You will be entitled to annual leave based on your period of continuous employment in 
the Corporation as per the table below. This will be pro-rated if you work part time hours. 

 

 

 

 

 

2. Leave entitlement for part-time employees 

2.1 You accrue annual leave based on the number of net hours (e.g. excluding lunch breaks) 
you work in a week. You can calculate your annual leave using the formula below: 

(Hours worked per week x annual leave entitlement expressed in hours*) /Conditioned hours 
(Net) = Your annual leave entitlement (in hours) 

Calculations are rounded to the nearest 1/2 hour. 

*Annual leave entitlement expressed in hours is (30 x 7.4 = 222). Note: number of days 
depends on your contract. 

3. Changing your working hours 

3.1 If you agree to a permanent change to your working hours, this may affect your annual 
leave entitlement. If your annual leave entitlement changes (for example, if you start working 
part time or change your part time hours), you must agree your new entitlement with HR 
Shared Services. 

4. Booking time off 

4.1 To book time off you need approval from the Corporation. You must get approval from 
your line manager, within a reasonable timeframe of when you wish to take annual leave. 

4.2 The Application for Leave of Absence will be the written record for all annual leave you 
take during your leave year. Line managers are responsible for ensuring that leave 
entitlements are not exceeded. 

4.3 Requests for annual leave will only be refused for exceptional operational reasons. 

However, you should always check with your line manager before making any unchangeable 

or non-refundable bookings or commitments. 

Length of Service Annual leave entitlement 

Up to 1 year 25 days 

1 year - up to 2 years 26 days 

2 years - up to 3 years 27 days 

3 years - up to 4 years 28 days 

4 years - up to 5 years 29 days 

5 years or more 30 days 
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5. Reporting sickness during or before annual leave 

5.1 If you become ill during your annual leave, you should notify your line manager at the 
beginning of your sickness and the time you are ill should be recorded as a sickness 
absence in the normal manner. If you do not follow the normal procedures of reporting 
sickness, you won’t be able to retain the annual leave. 

6. Carrying over and anticipating leave 

6.1 You are entitled to carry forward up to 5 days annual leave into the next leave year, as 
well as leave which the Corporation has expressly prevented you from taking.  

6.2 You may also be able to ‘borrow’ up to 5 days annual leave from the next year (known as 
anticipation of annual leave) if you have formal approval from your line manager. The 
number of days you take will be subtracted from your next year’s leave entitlement. 

7. Reduction of annual leave due to unpaid absences 

7.1 Your annual leave will not be reduced during any periods of sick absence or unpaid 
maternity or adoption leave. It will however be reduced ‘pro-rata’ during any periods of 
unpaid special leave.  

8. Getting paid for un-taken leave 

8.1 You do not necessarily have an automatic right to compensation if you do not take your 
full annual leave entitlement. 

8.2 The Corporation will pay you in lieu of un-taken annual leave in the following 
circumstances: 

 when you leave the employment of the Corporation and work commitments prevented 
you from taking leave before the date your notice expires 

 on medical retirement, for the amount of un-taken annual leave when the sick absence 
leading to retirement began 

 if you are a serving employee, for un-taken leave that exceeds the maximum 9 day carry-
over, but only if the reason for the un-taken leave is that exceptional demands on your 
time meant that the business of the Corporation would have been seriously affected if 
leave had been allowed 

8.3 Requests for compensation should be made to HR Shared Services, with prior approval 
from the Chief Executive. 

9. Leaving the Corporation 

9.1 If you leave the employment of the Corporation, your annual leave will be calculated from 
the first day of your leave year up to your last day of service (on a ‘pro-rata’ basis). Any 
calculations will be rounded up to the nearest whole day. 

9.2 If you have taken too much annual leave, you will have to pay back the appropriate amount 
of money. This amount will be taken from your final salary payment. 


