
Leave Policy 

This policy details the provision for annual, additional, emergency and unpaid leave. 
It also outlines the leave provisions for employees who wish to take part in specific 
public duties. 
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Summary 

This policy applies to all employees. It forms part of the contract of employment that 
applies to employees in the UK, Channel Islands, and Isle of Man on Bands A-Fp, 
and is an agreed statement between the BBC and recognised joint unions which 
may only be varied by joint negotiation at the National Joint Council. 

In accordance with the Welsh Language Standards, you have the right to make a 
complaint in Welsh. We will respond to a complaint or allegation(s) made about you in 
Welsh. 

Definition 

This policy details the provision for annual, additional, emergency, and unpaid leave. 
It also outlines the leave provisions for employees who wish to take part in specific 
public duties. 

You should refer to the Managing Working Patterns Policy for how leave may be 
scheduled. 



Principles 

• We recognise that it is important for you to take regular breaks from your duties 
through annual leave. 

• The 'leave year' for all leave calculations in this policy is from 1 April to 31 
March. 

• All entitlements to leave are pro rata for employees who join or leave part-way 
through a leave year (see Appendix). 

• The taking of leave is subject to operational requirements. 
• All entitlements to leave are pro rata for part-time employees (see exception on 

accruing service for Additional Leave). 
• We recognise that some employees will want to take part in public duties. 
• We recognise that on occasion there may be the need to provide time off 

for domestic reasons. 
• You should refer to the Declaration of Personal Interests Policy when 

considering external activities or whether to stand for election. 

Annual leave 

Your annual leave entitlement, without meal breaks, is calculated as your contracted 
hours per week, times five weeks (equivalent to 175 hours for a full-time worker). If 
you join or leave part way through the leave year, you'll have a proportionate 
entitlement to annual leave. If you are on a fixed-term contract, you're entitled to 
annual leave in proportion to the length of your contract. 

If you work a shift or variable work pattern, annual leave is calculated as follows: 

• Once a schedule is published, if you want to take annual leave for a published 
shift, you will use the equivalent hours of your shift, minus any unpaid breaks, 
out of your leave entitlement. 

• If you do not work a fixed length shift, before a schedule is published, the 
standard deduction is seven hours (excluding unpaid meal break) of entitlement 
to book a day's annual leave. 

Where leave is scheduled, the same number of hours will be credited to an 
employee's accounting period for that shift. 

You should submit requests for annual leave with reasonable notice. In considering 
requests, Team Leaders will consider your needs and the needs of the business. 
Requests for annual leave will not be refused unreasonably. 

A maximum of five days leave (equivalent to 35 hours) may be carried over each 
year. The five days leave (equivalent to 35 hours) may be exceeded in emergency 
circumstances with the agreement of your team leader. No payments will be made in 
lieu of accrued, but untaken, annual leave, except on termination of employment 
where it has not been possible or practical for you to take the leave. 







deal with unforeseen personal circumstances which cannot reasonably be dealt with 
outside working hours or by rearrangement of working hours by agreement. 

In the event of disruption to commuter travel, such as from severe weather, 
alternative arrangements should be considered in the first instance, like working from 
home or changes to start and finish times, if possible. 

As a public service broadcaster, our service during these times is of particular 
importance and, whilst your health and safety is imperative, every effort should be 
made to attend work or adopt flexible approaches, such as those outlined above. 
When this is not possible, emergency leave will be granted, unless there is 
demonstrable evidence that you have not made reasonable efforts to attend work. 

For unpaid or paid study leave, please refer to the Learning and Development policy. 

You should refer also to the 'Time-Off for Dependants' provisions in the Supporting 
Working Lives Policy. 

Unpaid leave 

For other types of leave not prescribed within this policy, you may apply for a period 
of unpaid leave up to a maximum of three months. The granting of such a request is 
at the discretion of your team leader. Where you request a period of unpaid leave of 
greater than three months, a career break may be considered (see the Career Break 
Policy). 

Elections 

You may, under normal circumstances, stand in UK parliamentary or assembly 
elections or a European Parliamentary election. You should give your team leader as 
much notice as possible if you wish to stand. You will be given up to six weeks' 
(equivalent to 210 hours pro-rated for part time workers) unpaid leave of absence in 
the period immediately prior to the election. 

Local Government 

You may, under normal circumstances, stand in a local government election and sit 
on local councils. You should find out what attendance will be expected of you if 
elected. Where these fall within their normal pattern of your working hours, but would 
not conflict with operational needs, paid leave may be authorised. You are required 
to give as much prior notice of your intentions as possible. Leave will not be given for 
absences that conflict with your work duties. 

We will, where possible, grant up to 18 working days' (equivalent to 126 hours, pro-
rated for part time workers) paid leave per year to members of local councils, whose 
duties require them to attend sessions during any part of their working day, provided 
that such absences do not conflict with operational requirements. 



If you require more leave to fulfil your requirements, then subject to operational 
needs, it may be granted, but as unpaid leave. 

Magistrates 

If you are seeking appointment as a Magistrate, you should find out what attendance 
will be expected and give your team leader as much notice as possible of the 
requirements. Where these fall within the pattern of a normal working day, but do not 
conflict with operational needs, paid leave may be authorised. Your team leader may 
grant up to 18 working days' paid leave (equivalent to 126 hours, pro-rated for part 
time workers) per year. 

If you require more leave to fulfil your requirement then, subject to operational 
needs, it may be granted, but as unpaid leave. 

Reserve Forces and volunteer civilian organisations 

You should tell your team leader if you are a member of the Reserve Forces or a 
Volunteer Civilian Organisation, since in the event of an emergency it would be 
essential for a broadcasting service to be maintained. 

You may be asked to provide official notification of your training and mobilisation 
obligations on an annual basis. 

You may be granted paid leave for the purposes of training as follows: 

• Reserve Forces – Three quarters of the training period up to one and a half 
weeks per year. 

• Royal Naval Volunteer Reserve - twice the above allowance in any year in which 
28 days naval training is carried out, provided that the aggregate annual 
allowance over a period of four years is not exceeded. 

• Civilian Organisations – six sevenths of the training period if selected for a full-
time instructor's training course, up to a maximum of three weeks (this is not an 
annual right). 

Where this leave does not cover the whole duration of training, the balance of the 
time must be taken as unpaid leave or annual leave. 

In the event of a call-out order for compulsory mobilisation, you should give your 
team leader the official notification of the request. Your contract will remain in force 
during any subsequent leave of absence. 

Jury service and court appearances 

Paid leave is granted to employees called for jury service or when they appear as a 
witness on behalf of the BBC. Travelling and subsistence expenses, and any 
additional loss of earnings above your normal salary, e.g., overtime, must be claimed 






