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1. Purpose of the policy
1.1. The purpose of this policy is to clarify and confirm the approach that DSW take to annual leave and identify the processes members of the DSW should take when booking annual leave.


2. Annual holiday
2.1. The holiday year in DSW is from 1st April to 31st March each year.  All employees, permanent and temporary, accrue holidays.
2.2. You are eligible to take paid holiday entitlement. Your entitlement and detail of payment is specified in your Contract of Employment. 
2.3. Your holiday entitlement will be calculated on a pro-rata basis if you are a part time employee, or if you work only part of the holiday year.  You will be given the flexibility to use the paid holiday entitlement identified in your contract and the additional 8 bank holidays at any point in the year.  All holidays must be booked using DSW’s holiday booking process.
2.4. Holidays must be taken with the agreement of your line manage and/or the CEO, within the holiday year when they are accrued.  You are permitted to carry forward a maximum of 5 days (pro rata) annually from one holiday year to the next.  Employees will forfeit any holidays in excess of the 5 days if they are not taken before the end of the holiday year and no payment will be made for holidays not taken.
2.5. You must not make firm annual holiday arrangements prior to receiving confirmation from your line manager and/or the CEO that your request has been agreed. No more than two weeks of annual holiday entitlement can normally be taken at one time.  In exceptional circumstances you may be permitted to take holiday entitlement in excess of two weeks at the discretion of your the CEO.  If the request comes from the CEO the decision will be made by the Chair or board of trustees.
2.6. You are required to submit annual holiday requests to your line manager as soon as possible, giving a minimum of two weeks’ notice prior to the requested annual holiday start date.
2.7. If you take unauthorised annual holiday, you may be subject to the disciplinary procedure.
2.8. Disability Sport Wales reserves the right to deny a leave request if there is a high  business demand at the time of your request.  All reasonable notice will be given in such cases, and reasons given.
2.9. If you leave and have already taken more holidays than you have earned, the difference will be deducted from your final salary.  If you leave and have not taken your full holiday entitlement, you will be paid for them subject to normal methods of cessation of contract.  Upon leaving, your annual holiday entitlement will be calculated up to the date of leaving/to the end of our notice period.


3. Application for holiday – procedure
3.1. If you wish to take a holiday, even in respect of one day, you must gain advance agreement from your line manager giving a minimum of two weeks’ notice – unless agreed otherwise by your line manager in unusual circumstances. 
3.2. Disability Sport Wales reserves the right to refuse specific holiday dates if it is deemed to be prejudicial to the efficiency of the department. You should complete a holiday request via Mondays.com which will be sent to your line manager for authorisation.
3.3. DSW holiday allocation is calculated in hours regardless of the nature of your contract with the organisation.  This enables greater flexibility and clarity of leave.
3.4. Wellbeing days do not have to be booked with two weeks’ notice.  These should be booked as with the below guidance (see item 8).


4. 
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5. Public Holidays
5.1. There are eight Public Holidays as follows:

New Year’s Day	Spring Bank Holiday
	Good Friday		Summer Bank Holiday
Easter Monday	Christmas Day
	May Day		Boxing Day
1. 
2. 
3. 
4. 
4.1. 
4.2. You are entitled to time off for Public Holidays, but DSW will allow you to use these flexibly and they do not have to be taken on the days allocated for the above celebrations or occasions.  Should you wish to take one of the observed bank holidays (above) off then you will need to book it from your holiday allocation.  All public holidays must be booked as leave through the above process or worked and those days taken as leave on another occasion.
4.3. It is possible that under some circumstances DSW will add additional days of closure to the business.  These will be exceptional circumstances and you will not be expected to take annual leave on such occasions.


5. [bookmark: _Ref168653108]Falling sick during holiday
5.1. If you fall ill immediately before or during a period booked off as part of your holiday entitlement, you will not be able to postpone the holiday until a later date unless you have had a conversation with your line manager at the point you have become ill.
5.2. It is only in the most exceptional circumstances and at the discretion of the CEO, that you will be able to make a request to postpone holiday retrospectively, once you have returned to work, if you have not complied with the rules above.  
5.3. You will also need to amend the original holiday booking request submitted for the period of leave you are postponing and obtain your manager’s approval for the amendment.  
5.4. Days converted from a period of holiday to sickness absence count in the normal way under the Attendance Review Procedure (see the DSW Attendance Policy).


6. Requesting paid holiday during sickness absence
6.1. If you are absent on long-term sick, you can apply to take some or all of your outstanding statutory holiday entitlement.  You must complete a holiday booking request in the normal way (which is available from your manager).  
6.2. When you take a period of paid holiday at a time when you are absent on sick leave, SSP is still payable if all the usual qualifying criteria apply.  This means your holiday pay is inclusive of any SSP pay due to you.  Your period of holiday and your period of SSP entitlement run concurrently.
6.3. We reserve the right to refuse your request.  We will not normally accept a request where you will have time left in the holiday year on your return to work to take the outstanding leave entitlement.  


7. Company notification of holiday during sickness absence
7.1. If you have exhausted your entitlement to SSP, and it is clear to us that you are unlikely to return to work before the end of the Company’s holiday year, we may nominate days of your sickness absence as a period of your outstanding holiday entitlement. 
7.2. If we choose to do this, we will give you advance written notice of at least twice the number of days of holiday we are nominating (so two-weeks’ notice for a one-week period of holiday).  If you do not wish to take the period of holiday at the nominated time, you should let us know within 7 days of receiving our letter to confirm that is your wish. 

8. 
9. [bookmark: _Ref172814039]Wellbeing days
9.1. Everyone in DSW is eligible for TWO wellbeing days per year, regardless of their contract type.  This is in addition to annual leave and bank holiday allocation.  
9.2. It is not as a replacement for sickness absence, nor should it be considered additional annual leave.  
9.3. If these days aren’t taken by the end of the financial year they will not be rolled forward into the next financial year’s allocation.
9.4. There are some guidelines which should be followed when choosing to take a wellbeing day and are defined as follows:
9.4.1. DSW allocate an additional 2 days a year as Wellbeing days.  These are days which you can take off work without advanced notice, and you do not have to give any reason for the leave.  To take these days, you should:
9.4.2. ensure that there are no appointments in your diary which cannot be professionally rescheduled, 
9.4.3. try and ensure that your absence wont negatively impact anyone else within the DSW’s teams wellbeing,
9.4.4. let your line manager know by 09.00 the morning of the day you take your wellbeing day,  
9.4.5. take them independently of each other (e.g. don’t take both wellbeing days back-to-back)
9.4.6. not connect them to annual leave, and 
9.4.7. use them to do something to protect your wellbeing and reset/maintain positive mental health.
9.5. Your line manager will be aware of the days you have taken.  Please ensure that you record this leave as a ‘Wellbeing Day’ in using a Leave Request Form at least by 09.00 the morning your wellbeing day is being taken.


10. Status of this policy
10.1. This policy does not give contractual rights to individual employees. The Company reserves the right to alter any of its terms at any time although we will notify you in writing of any changes.
10.2. This Policy will be reviewed in accordance with the DSW Policy Review Matrix and is owned by the DSW Governance Committee.
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