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Annual Leave Carry Over Application Form
Applications for carry-over of annual leave should only be made in exceptional circumstances, for example due to the ongoing response to Covid-19, where it has not been reasonably practicable for employees to take their leave.  In these circumstances it will be possible for employees to carry forward up to a maximum of 20 days (pro-rata). This must be approved by their line manager and they will be expected to take the carry-over leave in a phased manner over the next 2 years, again in agreement with their line manager.

	[bookmark: _GoBack]Name:
	
	Employee No.:

	

	Position:
	
	Line Manager:

	

	Division:
	
	Directorate:
	


	Reason for Carry Over:

	
	X
	Dates of absence from work (where relevant)

	Long Term Sickness Absence
	
	

	Maternity Leave
	
	

	Working on direct Covid Response
	
	 Please provide details below

	Other
	
	 Please provide further information below






	








	Number of hours/days to be carried over (max. 20 days)

	


	When do you plan to take the leave?
(in line with the Government’s amendment of the Working Time (Coronavirus) (Amendment) Regulations 2020, for specific Covid related absences this can be carried over two leave years)
	

	Employee Signature:
	
	Date:
	

	Line Manager Signature:
	
	Date:
	

	HR Approval: (Required for all non-Covid specific requests)
	
	Date:
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