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ANNUAL LEAVE POLICY 
 

Stair Lock Pty Ltd recognises the value of an effective break from the working environment. 
Time away from the workplace for rest and relaxation is encouraged and we are committed 
to ensuring that annual leave is taken by employees each year to provide this. For this 
reason, annual leave should be taken within 12 months of its accrual with the aim of 4 
weeks annual leave for full time employees, or pro-rata leave for part time employees, to be 
taken in each year of employment.  

Accrual of Annual Leave 
Full time employees are entitled to four weeks paid annual leave for each year of service, 
calculated on a pro-rata basis. Part-time employees accrue annual leave on a pro-rata basis. 
Casual employees are not entitled to annual leave as their leave entitlement is included as a 
loading in their hourly rate. 
 
Requests to take Annual Leave: 
Annual leave may be taken at a time that is agreed between the employee and their 
manager. An employee must place a request to take annual leave with their manager as 
soon as possible before the leave is intended to be taken. Requests must be placed using 
the electronic payroll system. Requests for annual leave will not automatically be 
approved. The Manager needs to consider other staff that may be on leave at the same time, 
and the operational requirements of the business when reviewing annual leave 
applications, and may, as a result, need to negotiate with the employee the timing or 
duration of the leave request. During busy times of the year, operational requirements of 
the business may mean that periods of annual leave cannot be taken by some staff – for 
example, September to November for production and installation staff and June to August 
for finance staff.  
 
When making requests for annual leave throughout the year, employees should consider 
the standard 2-3 week annual shut-down period over Christmas/New Year to ensure they 
will have enough leave available for this period 
 
Annual Shut-Down Period: 
Stair Lock has an annual shut-down over the Christmas/New Year period, requiring all 
employees to take leave as directed (usually between 2 – 3 weeks). A minimum of 2 
months’ notice will be provided to all employees of the annual shut-down dates and 
duration of leave required. Where employees have not been employed with Stair Lock a 
sufficient amount of time to accrue leave to cover this period, or for other employees 
unable to accrue enough leave due to exceptional circumstances, the Managing Director 
may, at their discretion, approve employees to go into negative annual leave balances 
during the annual shut down period. 
 
Excessive Leave Balances 
An employee is considered to have an excessive annual leave balance when the balance 
exceeds 6 weeks’. Managers must monitor employee’s leave balances to ensure sufficient 
annual leave is taken each year to prevent excessive leave balances from occurring. 
Managers must negotiate an agreement with employees to take excessive annual leave. 
However, where the manager has genuinely attempted to reach an agreement with the 
employee to take excessive leave without success, Stair Lock may direct the employee, with 
at least 4 weeks’ notice in writing, to take a specified period (minimum 1 week) of paid 
annual leave up to a balance of 6 weeks accrued. 
 
Cashing in Annual Leave 
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As Stair Lock is committed to ensuring each employee has regular opportunities for rest 
and relaxation away from the work environment, all employees are requested to take their 
annual leave accrual within each year of employment. In the first instance, taking excessive 
leave will be negotiated between the employee and their manager as outlined above. In 
exceptional circumstances where an employee has more than 6 weeks of annual leave 
accrued, the Managing Director may consider an employee’s request for some of their 
annual leave to be cashed in. If agreed by the Managing Director, a maximum of 2 weeks’ 
annual leave can be cashed in any 12-month period and there must be a balance of at least 
4 weeks’ annual leave remaining after any leave has been cashed in, unless agreed 
otherwise by the Managing Director and allowable under the applicable Award. This is not 
common practice at Stair Lock and taking of excessive annual leave is always the priority.  
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