How to Calculate Annual Leave

Every employee is entitled to 4.8 weeks paid annual leave per year.

For employees who have contracted hours and or work the same number of hours each week this is calculated as follows:


Employee works 20 hrs per week x 4.8 weeks = 


96 hours paid annual leave due in a full year.
If your employee starts working for you or leaves your employment part way through the holiday year, then a pro-rata holiday entitlement is calculated according to the number of months/weeks worked.

Employee works 10 hours per week x 4.8 hrs =


48 hours in full year.


Holiday year runs from April – March


Employee started working for you in July so is only 
entitled to 9 / 12 (9 months out of 12 months in full 
year) of 48 hrs = 36 hours between July and March.

LCiL provides an Annual Leave Form which you can use to help you keep track of leave taken and due.  (Download Annual leave form).
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