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Policy 
Policy Owner:   Venue Manager
Policy Purpose:  In line with the National Employment Standards (NES), <Insert Name or Organisation> believes in having an annual leave policy that is ‘reasonable’. A policy that suits the need of both the employee and the Centre and ensures that the ‘leave liability’ for our organisation is manageable.

Policy Overview:  It is expected that all full-time and part time staff will endeavour to take annual leave each year, and that no more than four weeks (152hours) leave will be accrued at any given time. 

As a small business, it is also important that the organisation’s leave liability is not excessive. All amounts accrued for annual leave are a liability for the organisation and potentially a large cash expense, should an employee leave the organisation with outstanding leave owing.

Policy Detail:  
1. Should a staff member have any more than four weeks accrued (152 hours), then management may direct staff to take leave until the staff member have less than 152 hours leave remaining.

2. Should an employee’s annual leave entitlements reach over six weeks leave (228hours), then the Centre Manager must instruct all staff members to take leave as soon as reasonable to reduce the accrual to under the 228 hours.

Policy References:

· Staff Policy and Procedure Manual

· Board Charter

Procedure
Person Responsible: Venue Manager
1) Requests for leave should be requested in advance and at the beginning of each financial year the Venue Manager will email all staff and ask for advance leave bookings.

2) The Venue Manager will also assess the current leave liability for all staff at the beginning of each financial year and have discussion with any staff who have over 152 hours of leave accrued

3) Should a staff member have any more than four weeks accrued (152 hours), then management may direct staff to take leave until the staff member have less than 152 hours leave remaining.

4) Should an employee’s annual leave entitlements reach over six weeks leave (228hours), then the Centre Manager must instruct all staff members to take leave as soon as reasonable to reduce the accrual to under the 228 hours.

5) All instructions from management to staff requesting that the staff member take annual will attempt to be negotiated for a time that is mutually suitable for both the organisation and the staff member

6) Christmas Leave / Other periods of requested leave as per the needs of the business and explained in the policy

Definitions:
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