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Flexible Employee’s  

Paid Annual Leave Request Form 
Complete the form below and click this link to email it to admin@stepahead.co.uk
Temporary Workers are entitled to a total of 5.6 weeks paid annual leave (pro-rata) in any leave year (1st February to 31st January).  You must request this in advance and, if in an assignment, take leave only with the agreement of your supervisor.
The Working Time Regulations prohibit statutory leave entitlement being carried over leave years.  It is your responsibility to plan and take your annual leave entitlement before the annual leave year ends.  
Information as to your accrued leave outstanding is given on your payslip, expressed in weeks, e.g. 0.2 = 1 day, 1 = 1 week.  More details are given in the FAQs section of our website. 
To ensure your leave is paid correctly, we require you to complete a separate form for each week in which you wish to take leave.    Please do not attempt to use this form to book leave in multiple weeks.
	My Full Name is:
	

	My Step Ahead Consultant’s Name is:
	

	I am working at / I last worked at:
	

	I have marked the box(es) below to show on which day(s) I wish to take leave. 
Step Ahead week runs from Saturdays to Fridays:
	This form is for Week Ending Friday the:
	Day
	Month
	Year

	
	
	
	
	

	Saturday
	

	Sunday
	

	Monday
	

	Tuesday
	

	Wednesday
	

	Thursday
	

	Friday
	

	Which is a total of
	
	days

	I confirm that


	I am either in an assignment and have agreed the above leave dates with my supervisor at work or that I have not been booked into an assignment on the dates in question. 

Remember that:  if booked for an assignment, you may not take leave without notice and without the prior agreement of your supervisor.

	Signature:

(or type your name)
	
	Date:
	


Please note that you are paid one week in arrears and that this includes Annual Leave payments, i.e. you will receive holiday pay in the week after the holiday is taken. 
