
Guildhall Annual Leave Policy 

Guildhall Feoffment Charity Registered charity number: 211060 

 
 

1. Holiday Year 
The holiday year runs from 1 January to 31 December each year. 

 

2. Holiday Entitlement 

• You are entitled to 5 weeks paid annual leave per holiday year, pro rata based on 

your contracted hours, plus the usual public holidays observed in England and 

Wales. 

• If your employment begins or ends part way through a holiday year, your entitlement 

will be calculated on a pro-rata basis, rounded up to the nearest whole day. 

 

3. Requesting Holiday 

• You must give a minimum of three weeks' written notice of any proposed holiday 

dates. 

• Holiday requests must be approved in advance by [Insert Name/Position — e.g., the 

Scheme Manager or Board of Trustees]. 

• Approval will be subject to operational requirements and staffing needs. 

 

4. Working on Public Holidays 

• If you are required to work on a public holiday, you will be entitled to a day off in 

lieu, to be taken at a mutually agreed time. 

 

5. Carrying Forward Holiday 

• Holiday should be taken within the holiday year in which it accrues. 

• Carry-over of up to 0.5 times your normal weekly working hours' entitlement 

into the following holiday year may be permitted, subject to prior approval by the 

Trustees. 

• Automatic carry-over will only be permitted if you have been unable to take your 

leave due to: 

o Sickness absence 



o Statutory maternity, paternity, adoption, parental, or shared parental 

leave 

• In the case of sickness absence, carry-over is limited to up to four weeks' leave, 

minus any leave already taken during the holiday year that has just ended. 

 

 

6. Untaken Leave 

• Except in the circumstances outlined above, untaken leave cannot be carried 

forward into the next holiday year and will be forfeited. 

 

 


