

APPENDIX 1 (OCT 2019)


HUMAN RESOURCES
ANNUAL LEAVE CARD 19-20
A.N. EMPLOYEE 
Annual Leave Entitlement

days/ hours (A/L)

days/ hours (PH)


Carried Over Entitlement:

nil 
Total Days/hours:



Comments:
Purchased x hours
Total no. Days/Hours =  x minus 7 days at Christmas = 

Please note that 25, 26 December, the 3 closed days between Christmas and 1, 2 January i.e. 7 days in total have been deducted on the sheet below. If the employee is required to work any of these days then the line manager should add them back on to the entitlement
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	No. of Days Requested
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Public Holidays:

	1 January; 2 January; April Spring Holiday; May Day (for 2020 this will be Friday 8 May); July Aberdeen Summer Holiday; September Aberdeen Autumn Holiday ;25 December ;26 December 

3 Closed Days during Christmas/New Year holiday period


	AL 
	Annual Leave

	FL
	Flexi Leave 

	PH
	Day in Lieu Public Holiday



