Research has shown that taking regular annual leave has a positive impact on work productivity and performance, and reduces the risk of workplace accidents and stress. We would encourage you to take time off when you can and not bank annual leave for the following year. Banking annual leave can in itself present a number of health and wellbeing problems as well as operational problems. Please take this opportunity to discuss your annual leave with your line manager and plan when you can take your leave.
The Annual Leave period for this year is from 1 August 2022 - 31 July 2023.
1. Carrying leave forward
If you cannot use all of your holiday allowance by 31st July 2023, for operational reasons, you may carry forward up to 36 hours pro rata. In a change of process this will not be ‘automatic’ and you will need your line manager to authorise it as per the annual leave policy. Please use the below form to request annual leave carry over for up to 36 hours (5 days).
Up to 36 hours (5days) carry over form
 
1. Exceptional circumstances further carry over (up to 36 hours)
In addition to the above carry over, if you wish to carry over more of your remaining annual leave balance (up to 36 hours pro rata) you will need this signed off by your line manager and the Dean/Director/Head of Service for your area.
Exceptional annual leave carry over form – up to 72 hours (10 days)
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