[image: ]
Annual Leave and Absence Policy Template

The HRLocker ‘Annual Leave and Absence Policy’ template is for general guidance only. It does not constitute final or comprehensive advice. Statutory entitlements and dates are accurate to the best of our knowledge at the time of writing (September 2026), but employers should confirm current obligations with the Workplace Relations Commission, Citizens Information, or qualified legal counsel before acting. HRLocker accepts no liability for errors or omissions. Use of this document is at your sole risk, and you assume full responsibility for outcomes.

How to use this template
This is the leave and absence half of your people policies. It covers annual leave, public holidays, the statutory sick scheme, the family leave types, work-life balance leave, and how unplanned absence is handled.
For working time, rest breaks, overtime and the mechanics of time recording, see the HRLocker Time & Attendance Record-Keeping Policy Template. The two are designed to be read together, not duplicated, so you can publish each as a distinct policy without overlap.
Wherever you see [a bracketed placeholder], replace it with the detail that's right for your business. Where the law sets a minimum, the template states it; you can be more generous than the minimum, but never less.
—------------------------------------------------------------------------------------------------------------------------
[Company name] Annual Leave and Absence Policy
[Date/Version]
1. Purpose
[Company Name] is committed to applying leave and absence rules fairly, consistently and in line with Irish employment law. This policy sets out:
· What leave each employee is entitled to.
· How to request, approve and record it.
· What records [Company Name] keeps, and for how long.
2. Scope
This policy applies to all employees of [Company Name], including full-time, part-time, fixed-term and probationary staff, regardless of where they work.
It covers annual leave, public holidays, statutory sick leave, family leave (maternity, paternity, adoptive, parent's, parental), work-life balance leave (force majeure, domestic violence leave, leave for medical care, and the rights to request remote or flexible working), and the handling of unplanned absence.
It does not cover working time, rest breaks, daily and weekly limits, or overtime. Those are set out in [Company Name]'s Time & Attendance Record-Keeping Policy. It does not apply to contractors or self-employed workers engaged by [Company Name].
3. Responsibilities
Employees: Request leave through [system/process] in advance, where possible; report unplanned absences on the day to [line manager/named person]; provide medical certification when required; and keep contact details up to date.
Line managers: Respond to leave requests within [Number] working days; approve or decline with a reason; arrange cover; apply this policy consistently across the team; and keep the audit trail intact in [system].
HR: Maintain the leave records, calculate entitlements, apply statutory updates, advise managers and employees, and review the policy when the law changes.
4. Annual leave
Entitlement: Every employee is entitled to a minimum of 4 working weeks of paid annual leave per leave year, in line with the Organisation of Working Time Act 1997. [Company Name] [also offers [Number] additional days of company leave per year].
Leave year: [Company Name]'s leave year runs from [Date, Month] to [Date, Month].
How entitlement is calculated: [Company Name] applies the [hours / months / 8%] method, applied consistently to everyone on the same working pattern, to calculate entitlement. New starters and leavers accrue leave on a pro-rata basis from their start or end date.
Booking: Annual leave should be booked through [system / form] at least [Number] working days in advance. Requests are subject to approval and to business cover.
Peak periods: During [peak periods, e.g. Christmas, school holidays], requests are typically approved on a first-come, first-served basis, subject to a fair distribution across the team. [Company Name] reserves the right to cap concurrent leave during peak times where cover is essential.
Carry-over: Up to [Number] days of unused annual leave may be carried over by agreement, and must be taken by [date]. Employees who cannot take leave because of long-term illness may carry it over for up to 15 months after the end of the leave year in which it was accrued.
Payment in lieu: Annual leave must be taken during employment, not paid out. Any accrued but untaken leave is paid in lieu on the final payslip when employment ends.
5. Public holidays
Ireland has 10 public holidays per year, including St Brigid's Day (first Monday in February, or 1 February when it falls on a Friday).
Entitlement: Every employee qualifies for a public holiday entitlement, taken at [Company Name]'s discretion from one of four options: a paid day off on the day; an additional day of annual leave; an additional day's pay; or a paid day off within a month. [Company Name]'s default is [option]; the alternative will be applied where business needs require.
Notice of alternative: Where [Company Name] requires an employee to work on a public holiday, the alternative entitlement will be confirmed in writing by [their manager / HR] before the holiday.
Part-time and irregular-hours staff: Qualify for the public holiday entitlement once they have worked at least 40 hours in the 5 weeks before the holiday, with entitlement calculated against their working pattern.
6. Statutory sick leave
Entitlement: Employees with at least 13 weeks' continuous service are entitled to 5 paid sick days per calendar year, in line with the Sick Leave Act 2022.
Rate: Statutory sick pay is paid at 70% of normal daily pay, capped at €110 per day.
Reporting: Employees must notify [line manager / HR] of an absence due to illness as soon as possible on the first day of absence, and no later than [time], through [process]. Contact should be made by the employee in person, where possible.
Self-certification: Absences of [1 or 2 days] may be self-certified. From [day 3] onwards, a medical certificate from a registered practitioner is required and must be submitted to [HR / line manager] within [Number] working days.
Return to work: On returning from any sick leave, the employee should have a short return-to-work conversation with [HR / their line manager]. The purpose is to confirm fitness to work, agree any temporary adjustments and update the record. The conversation is supportive, not disciplinary.
Beyond statutory sick leave: [Company Name] may offer additional company sick pay at its discretion, as set out in [the employment contract / company sick pay scheme].
Records: Statutory sick leave records, including medical certificates, are held by [Company Name] for at least 4 years.
7. Family leave
[Company Name] applies the statutory family-leave entitlements set out in Irish law. Employees should give [HR / their manager] as much notice as practical, in writing, and follow the application process below.
Maternity leave: 26 weeks paid (state benefit) plus up to 16 weeks unpaid. Notice: at least 4 weeks before the intended start date, with medical evidence.
Paternity leave: 2 weeks, within 6 months of the birth or placement. Notice: at least 4 weeks before the intended start date.
Adoptive leave: 24 weeks paid plus up to 16 weeks unpaid. Notice: at least 4 weeks before the intended start date, with placement confirmation.
Parent's leave: 9 weeks per parent in the child's first 2 years. Notice: at least 6 weeks before the intended start date.
Parental leave: 26 weeks per child, unpaid, taken before the child's 12th birthday (or 16th if the child has a disability). Notice: at least 6 weeks before the intended start date.
How to apply: Submit a written request through [process] within the notice periods above, with supporting documents where applicable. HR will confirm the leave in writing within [Number] working days, setting out the dates, the entitlement claimed, and the date of return.
Keeping in touch: [Company Name] welcomes optional 'keeping in touch' contact during longer family-leave periods, where the employee wishes, to share major updates and support a smooth return.
Breastfeeding breaks: From 2024, paid breastfeeding breaks of 1 hour per day are available for up to 2 years after the birth of a child, under the Maternity Protection, Employment Equality and Preservation of Certain Records Act 2024.
Records: Family leave records are held by [Company Name] for up to 8 years.
8. Work-life balance leave
Force majeure leave: Up to 3 days of paid leave in a 12-month period (and no more than 5 days in 36 months) to deal with the urgent care of a sick or injured close family member. The employee should notify [their manager] as soon as practicable on the first day.
Domestic violence leave: 5 fully paid days of leave in a 12-month period, in line with the Work Life Balance and Miscellaneous Provisions Act 2023. Requests are treated in strict confidence and may be made directly to [a named HR contact] outside the usual approval flow.
Leave for medical care: Up to 5 unpaid days in a 12-month period to provide serious medical care to a relative or member of the same household.
Right to request remote working: All employees have a right to request remote working arrangements. [Company Name] will consider any request and respond in writing within the statutory timeframe, with reasons.
Right to request flexible working: Parents and carers have a right to request flexible working arrangements. [Company Name] will consider any request and respond in writing within the statutory timeframe, with reasons.
All requests and responses for the entitlements above are recorded in the employee's file and retained for 3 years, whether the request was granted or not.
9. Unplanned absence and return to work
Unplanned absence (sickness, emergency, force majeure, or other unforeseen reason) must be notified to [line manager / HR] as early as possible on the first day, through [phone / message / process].
What to share: The reason for the absence (in general terms), the expected duration if known, and any urgent handover.
During the absence: If the absence extends beyond [Number] days, the employee should contact [their manager] daily, where practical, and weekly at a minimum.
Return to work: On return, the employee should have a short conversation with [HR / their manager] to confirm fitness, discuss any support and update the record.
Persistent or unauthorised absence: Repeat self-certified absences within a rolling [Number of weeks/months] period, or absences not notified in line with this policy, may be reviewed under [the Disciplinary Policy] or [the Attendance Management procedure].
10. Leave records and retention
[Company Name] keeps leave records for the statutory periods below. Records are held in [system], with access limited to authorised HR and management personnel. The handling of leave records is subject to [Company Name]'s Data Protection Policy.
	Record type
	Retention period
	Statutory basis

	Annual leave records
	3 years
	Organisation of Working Time Act 1997

	Public holiday records
	3 years
	Organisation of Working Time Act 1997

	Statutory sick leave records and medical certificates
	4 years
	Sick Leave Act 2022

	Pay-related leave records (incl. leave pay, sick pay, public holiday pay)
	6 years
	Revenue requirement

	Family-leave records (maternity, paternity, adoptive, parent's, parental)
	Up to 8 years
	Various family-leave Acts

	Remote/flexible working request records and decisions
	Duration of employment plus 3 years
	Work Life Balance and Miscellaneous Provisions Act 2023; WRC Code of Practice


11. Policy review and sign-off
Policy owner: [HR Lead / Job title]
Last reviewed: [Date]
Next review: [Date], or sooner if Irish leave law changes materially.




Want To Know More?

Explore our leave management resources: https://www.hrlocker.com/blog/leave-management-modernised/

Talk to our team at HRLocker.

Talk to sales: hrlocker.com/talk-to-sales
Request a demo: hrlocker.com/book-a-demo
Get support: hrlocker.com/contact-support
General enquiry: hrlocker.com/contact-us

HRLocker Headquarters
5th Floor, Connaught House,
One Burlington Road, Dublin 4
D04 C5Y6

___________________________________________________

The HRLocker ‘Annual Leave and Absence Policy Template’ is for general guidance only. It does not constitute final or comprehensive advice. Statutory entitlements and dates are accurate to the best of our knowledge at the time of writing (September 2026), but employers should confirm current obligations with the Workplace Relations Commission, Citizens Information, or qualified legal counsel before acting. HRLocker accepts no liability for errors or omissions. Use of this document is at your sole risk, and you assume full responsibility for outcomes.

___________________________________________________

HRLocker is the Irish people-management platform that transforms admin-heavy tasks, such as time & attendance and leave management, into one secure, intuitive system, so HR teams reclaim hours, eliminate errors, and focus on strategic people initiatives, not paperwork.

For more information, please visit hrlocker.com
___________________________________________
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