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Application
1. This policy applies to all staff of the University of Waikato except:
e casual staff —who receive a proportionate payment in lieu of annual leave at the
conclusion of their employment.
o fixed-term staff employed for one year or less - who receive payment in lieu of annual
leave on the conclusion of employment unless the taking of annual leave during the
term of employment is specified in their employment agreement.

Purpose
2. The purpose of this policy is to set out the principles and processes that apply with respect
to the management of annual leave entitlements.

Related documents

3. The following documents set out further information relevant to this policy:
e Holidays Act 2003
e Staff Code of Conduct
e University of Waikato Collective and Individual Employment Agreements

Definitions

4. Inthis policy:
annual leave means a holiday, other than a public holiday, to which staff members are
entitled by virtue of either legislative requirements or the specified terms and conditions of
their employment agreement.

Managing annual leave

5. Line managers must provide their staff with the opportunity to take their full annual leave
entitlement for the year; a line manager must allow a staff member to take at least two
weeks of their annual leave entitlement in a continuous period.

6. Staff are expected to take all annual leave within 12 months of the date on which the
entitlement fell due.

7. Wherever possible, the timing of annual leave should be determined by agreement between
the staff member and their line manager; where agreement cannot be reached, the relevant
line manager has authority to direct the staff member to take annual leave over a specific
period provided that the staff member is given at least 14 days’ notice of the start of the
leave period.

8. Subject to prior approval by their line manager, staff may take annual leave in anticipation
of entitlement; the number of days anticipated may not exceed the number of days
accrued.

9. Where the University observes a close-down period, it can require staff to take annual leave
during that period provided at least 14 days’ notice is given; staff who have not accrued
sufficient annual leave at the time of the close-down period may be permitted by their line
manager to take annual leave in advance of accrual or, if they wish, leave without pay.


http://www.legislation.govt.nz/act/public/2003/0129/latest/DLM236387.html
http://www.waikato.ac.nz/official-info/index/docs/staff-code-of-conduct

10. A staff member who has been granted annual leave in advance of accrual under clause 9 of
this policy, and who resigns with a negative annual leave balance will be required to
reimburse the University for the cost of the outstanding balance of leave taken in advance.

11. All applications for annual leave and approvals must be made through the University’s
online leave system Aku Mahi; any changes to annual leave bookings require the approval of
the relevant line manager and must also be made through Aku Mahi.

12. Ontermination of employment, a staff member will receive payment for any annual leave
that has not been taken, including payment for any annual leave accrued towards their next
leave entitlement.

Responsibilities
13. Staff are responsible for:
a. taking annual leave in accordance with this policy and relevant legislative and
contractual requirements
b. ensuring that their own annual leave is booked and recorded accurately in Aku Mahi.
14. Pro Vice-Chancellors, Directors and equivalent are responsible for ensuring that:
a. annualleave in their area of responsibility is managed in accordance with this policy
and relevant legislative and contractual requirements
b. anyconcerns brought to their attention by the Director of People and Capability about
excessive leave liability for their area are addressed.
15. The Director of People and Capability is responsible for:
a. the maintenance and integrity of the Aku Mahi system
b. the provision of annual leave reports to enable Pro Vice-Chancellors, Directors and
equivalent to monitor and manage annual leave within their areas of responsibility
c. the provision of information and advice about annual leave to line managers and staff
d. identifying situations where, in their opinion, the annual leave liability for a particular
area is excessive, and for ensuring that the matter is brought to the attention of the
relevant Pro Vice-Chancellor, Director or equivalent.

Responsibility for monitoring compliance

16. The Director of People and Capability is responsible for monitoring compliance with this
policy and reporting any breaches to the Vice-Chancellor.

17. Breaches of this policy may result in disciplinary action under the Staff Code of Conduct.



http://www.waikato.ac.nz/official-info/index/docs/staff-code-of-conduct

