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Flexible Employee’s  

Paid Annual Leave Request Form 
Please complete the form below and e-mail it directly to your Step Ahead Consultant 

As of 1st April 2009, temporary workers are entitled to a total of 5.6 weeks paid annual leave in any leave year (pro rata).  
Please note that The Working Time Regulations prohibit annual leave entitlement from being carried over from one leave year to the next.  It is your responsibility to make sure that you take your annual leave entitlement before the annual leave year runs out.  Step Ahead’s annual leave year runs from 1st February – 31st January.
Annual Leave must be requested in advance.   We ask you to please give us as much notice as possible of your intended annual leave dates.
If you have any questions please refer to the FAQ section on the Step Ahead website. 
	Temporary Worker’s Name

	

	Name of Step Ahead Consultant
	

	Where are you working/ last worked?
	

	Requested Annual Leave Dates

	From                                  To



	Total Number of Days Requested

	                                           Days


Please note that Annual Leave is paid in arrears (i.e. the week after the holiday is taken). 

Print name
…………………………………………..
Signature
…………………………………………..

Date

…………………………………………..


