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Annual / Leave Policy and Procedure

1. Policy Statement

1.1 Annual Leave is simply taking a day off from work after informing the
management formally and sometimes even informally.

1.2 Annual leave are days that every working professional is entitled to and paid
for. 

2. Purpose

2.1 The annual leave policy makes it clear what employees are and aren't entitled to. It also outlines how holiday will be granted and any periods of business where holiday can be refused; for example, if there is not enough notice between the request and when the employee wishes to take their leave; Or if the request is a run up to one of the busiest periods with the company.
3. Eligibility

3.1 Those who are employed by IZ Energy are eligible for annual leave benefits.

4. Accrual

4.1 The annual leave entitlement for full time employees 25days per annum.

4.2 Part-time employees have the same entitlement, pro rata to hours worked.

4.3 There are currently 8 UK public holidays per calendar year that all employees are entitled to. This number may vary in any given year. 

4.4 The holiday year runs from 01st January to 31st December. 

5. Public holidays

5.1 IZ Energy do not operate on public holidays.
 
5.2 IZ Energy do have the right to make changes to when you take holiday if they need to. For example, IZ Energy can decide to shut over the festive period and employees will be requested to use their paid holiday, even if in previous years IZ Energy was open during festive period.




6. Request Process

6.1 Employees must submit leave requests using the Bright HR portal.
6.2 The general notice period for taking leave is at least twice as long as the amount of leave a worker wants to take, plus 1 day. For example, a worker would give 3 days’ notice for 1 day’s leave.
6.3 An employer can refuse a leave request or cancel leave but they must give as much notice as the amount of leave requested, plus 1 day. For example, an employer would give 11 days’ notice if the worker asked for 10 days’ leave.
6.4 All requests will be subject to approval by the immediate supervisor or the HR department.
6.5 Leave is not to be taken until it has been approved. 
7. Leave Requests and Procedure

7.1 IZ Energy supports a range of leave types to meet the personal, professional, 
and statutory needs of our employees. 

All leave must be requested in advance, unless in emergency circumstances, and submitted through the approved HR system or via the standard leave request form. Employees are required to select the correct leave category when submitting their request to ensure accurate records and compliance with company and legal obligations.

7.2 [bookmark: _Hlk199408074]Recognised leave types include: 

· Annual leave: Contractual holiday entitlement
· Sick leave: For periods of illness, with self-certification or a fit note required depending on the duration
· Medical leave: Time off to attend medical or dental appointments; wherever possible, these should be arranged outside of core working hours or with minimal disruption to the working day
· Time off in lieu (TOIL): TOIL may be granted only in exceptional circumstances and must be pre-approved by the Managing Director prior to any additional hours being worked. TOIL is not an automatic entitlement for working beyond contracted hours, and overtime is not routinely expected
· Compassionate leave: For bereavement or serious family matters, subject to managerial approval
· Time off for dependents: Reasonable unpaid time off to deal with emergency situations involving a dependent, as outlined in statutory provisions
· Parental leave: Including maternity, paternity, adoption, shared parental leave, and unpaid parental leave, in accordance with statutory entitlements and company policy

7.3 The policy also covers time off for emergency care of dependents, medical 
appointments, training and development (pre-approved), unpaid leave, and statutory leave such as jury service or public duties. Each type of leave may require supporting documentation, such as appointment confirmations, fit notes, or official notices.

7.4 To request leave, employees must complete the appropriate steps within the 
system or form, including selecting the most accurate leave reason from a predefined list and uploading any required evidence. 

The line manager is responsible for reviewing the request, ensuring clarity of the reason selected, and confirming approval based on operational needs. HR will conduct final compliance checks, maintain accurate records, and intervene if statutory or contractual considerations apply. To maintain consistency, managers are expected to challenge unclear or incorrect leave reasons prior to approval, and HR will conduct regular audits of leave data to ensure integrity.

8. Carryover

8.1 A maximum of 5 annual leave days may be carried forward to the following leave year. Any excess days will be forfeited.

9. Blackout Periods

9.1 Certain periods may be designated as blackout periods during which annual leave cannot be taken due to business demands. These blackout periods will be communicated in advance.

10. Usage

10.1 Annual leave can be taken in full-day or half-day increments, as per the employee's preference, and should be used for personal time off, vacation, or other personal reasons.

11. Payment of outstanding leave

11.1 The only time employees will be paid in place of taking statutory leave (known    
   as ‘payment in lieu') is when they leave their job.

11.2 IZ Energy will pay for untaken statutory leave, including occasions where the
  employee is dismissed for gross misconduct.

12. Abuse of Leave

12.1 Any misuse or abuse of the annual leave policy will result in disciplinary
  action, including possible termination.
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