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2027 Employee Holiday Request Form


	Name:
	
	Job title:
	
	Staff number:
	



	Start date:
	
	Holiday entitlement 
	30
	Holiday  remaining:
	



						
	Completion by employee
	Completion by supervisor

	From - To
	No of Days
	Signed & Date of Request
	Holiday Approved Initial & Date
	Holiday Refused Initial & Date*
	If Approved

	
	
	
	
	
	Days Taken
	Days Remaining
	Staffing calendar updated

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	



Prorated calculation
Holidays owing is 1 holiday for every 12 calendar days left in the calendar year

 Holidays can be taken in any increments throughout the work year. Holiday allotments include bank holidays. Supervisor must first approve of holiday dates. Please wait until you receive written confirmation before making final holiday arrangements.

United Kingdom Bank Holidays 2027
Jan 1
Mar 26, 29
May 3, 31
August 30
December 27, 28
