


HOW TO ENCOURAGE TAKE UP OF ANNUAL LEAVE
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1. IMPORTANCE OF ANNUAL LEAVE

If you are familiar with employees’ right to paid annual leave, the following how to guide will focus on encouraging take up of this right.

Despite many employees looking forward to their holidays from work, a situation can develop where certain individuals become reluctant to exercise their right to annual leave. Whilst at first glance you may think this would be beneficial for your company, keeping employees working instead of taking their time off, you should not underestimate the impact annual leave can have on your workforce.

Time away from work in the form of annual leave has been proven to aid in the prevention of burnout and other types of mental health conditions. This is considered essential in ensuring individuals have an appropriate amount of time to rest and recuperate throughout the leave year, ultimately reducing the risk of stress related absences.

Annual leave is also often credited with helping ‘re-charge the batteries’ of individuals, allowing staff to return to work with a positive mind-set. Therefore, encouraging individuals to take their annual leave is likely to ensure a happier, healthier and ultimately more productive workforce.
[bookmark: Xfeafc9f4c79ff2c06e47a85d21f4555f2f0c037]
2. CLARIFY LEAVE ENTITLEMENT 

As a starting point it is important to make clear an individual’s annual leave entitlement from the beginning of their employment. After all, individuals who are more aware of their ability to take annual leave are more likely to utilise this right.

Legislation requires that employers clarify an individual’s holiday entitlement, including rules around public holidays and holiday pay, within staff contracts. These contracts must be provided on or by the first day of employment.

Having an annual leave policy in place will also help you to clarify individuals’ leave entitlement as it should include rules around notice requirements and how to submit a holiday request. This information will prove important in ensuring individuals do not submit requests incorrectly and can help reduce the number that are ultimately rejected. In this way, you can work to facilitate a greater take up of annual leave.
[bookmark: X53dc1719454e7640784002e4abfe18d0a689900]3. MANAGE WORKLOADS

Heavy workloads can play a significant role in preventing staff from exercising their right to annual leave. This is because they can create a scenario where individuals are reluctant to take leave from work due to fears over how their workplace responsibilities will be dealt with.

To avoid this, you should actively ensure tasks are distributed fairly and evenly, thereby encouraging staff to take annual leave where possible. If employees are struggling with their workload, then they should feel comfortable that reporting this to their line manager will help resolve the situation.

It will also help if there is a clear plan in place for how individuals’ work responsibilities will be dealt with during their annual leave. In many cases, an employee’s existing responsibilities can be divided up between remaining colleagues, and this commitment may encourage staff to feel more positive about the prospect of taking annual leave.
[bookmark: X15f2675865781373c57474c6a205524be0aa7d8]
4. DISCOURAGE PRESENTEEISM

Senior management also have an important role to play in creating a culture that embraces annual leave rather than seeing it as a necessary hindrance. Therefore, it is important that managers set a positive example by taking sufficient periods of annual leave throughout the year.

You should also be alert to staff who book annual leave, only to work remotely from home or attend the workplace for part of the day to complete outstanding tasks. These are common examples of presenteeism, in which individuals feel compelled to participate in work. Although they may be inclined to view this as a sign of commitment, allowing staff to act in this way will only negate any of the benefits gained by taking annual leave, therefore it is important that this behaviour is discouraged.

5. ‘USE IT OR LOSE IT’ APPROACH 

There can be a misunderstanding amongst staff that they are free to carry-over any untaken holidays into the next leave year, which may contribute to a low take up of annual leave. However, this ability is only limited to times when an employee is unable to take leave throughout the year due to sickness or maternity leave, otherwise it is up to employers to decide whether to let staff carry-over any unused leave.

With this in mind, employers who take a ’use it or lose it’ approach towards annual leave may actually find that this actively encourages more employees to utilise their entire annual leave entitlement, so as not to miss out on their statutory right.

This position should be made clear to employees within relevant contracts and workplace policies. It would also be wise to mention this during company inductions, as some new starters may be joining from organisations with a different approach to carrying over annual leave.
[bookmark: X2ae346f86e2b32ccad7dfcbceb126520b402a17]
6. ISSUE REMINDERS

Line managers and HR personnel should make a considered effort to identify employees with a significant amount of holiday remaining as the year-end approaches and advise them to book time off. For this to be effective there should be an accurate way of identifying those who have a considerable amount of annual leave remaining, meaning you should periodically review annual leave take up throughout the year.

Once employees with a considerable amount of outstanding annual leave have been identified then it would be wise to issue them with a letter reminding them to book and take their leave entitlement.
[bookmark: X4077b79eda7b2a61d0fdae1c498e50149d9dcad]
7. SIT DOWN AND TALK WITH THEM

If an initial reminder proves unsuccessful then you may wish to arrange a meeting with relevant employees to discuss their refusal to take annual leave. When approaching these meetings, it is important to remember that this is in no way a disciplinary matter. Instead, you should discuss the issue informally and remind individuals how important annual leave is to their personal wellbeing.

Holding these conversations will also present an opportunity for staff to disclose if anything at work is preventing them from taking annual leave. For example, they may feel under intense pressure to perform, or be concerned that their duties will not be handled correctly during their absence. In situations like this, you should work to resolve the matter, effectively removing any barrier that prevents staff from being able to utilise their entitlement to annual leave.
[bookmark: Xb02b7bcacd49fbc0621058d3a7538f094d627eb]
8. FORCE MANDATORY LEAVE

If staff remain reluctant to use their remaining annual leave then employers may force individuals to take mandatory leave on a date of their choosing, so long as they provide them with sufficient notice beforehand.

From a best practice perspective, it would be wise to maintain records of previous letters or conversations with staff regarding their annual leave prior to providing them with a letter which gives notice of their compulsory holiday. Whilst staff cannot bring tribunal proceedings for enforcing mandatory holidays, evidence of previous discussions may prove useful should they raise an official grievance regarding the situation.
[bookmark: X2da1b9c12772162bbe57f5bbadf7a62cd03fafe]
9. AVOID CANCELLING LEAVE

You should aim to avoid situations where pre-booked leave has to be cancelled. Although you do have the authority to cancel annual leave, you should avoid this practice unless absolutely necessary.

Whilst there will be times where circumstances outside of your control require you to cancel pre-booked annual leave, such as a sudden unexpected surge in customer demand, this should be seen as a last resort.

Cancelling annual leave unnecessarily is likely to create a sense of ill-feeling amongst staff, especially if they have already made arrangements for how to spend their time off. This may discourage individuals from booking annual leave in the future over concerns that it may be cancelled again. Furthermore, those with two years continuous service may be able to claim constructive dismissal in these situations by claiming there has been a breach of the implied duty of mutual trust and confidence.
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