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IK-FR-25  Annual Leave Plan and Request Form
Documents in one form the employee's January statement of annual leave preference (period, days, splitting), the placement of the full entitlement in the unit plan, and for every leave use the request made at least fifteen days in advance with Line Manager approval and the leave record; for groups without self-service it is the record replacing the leave register.



	PARENT DOCUMENT
IK-PR-11 Leave Management Procedure
	SUB-PROCESS
E.04 Annual leave planning and balance management
	CONTROL LINK
KN-27
	INDICATOR
KPI-21 · PR11-G1

	COMPLETION CHAIN
Employee  →  Line Manager  →  HR Specialist
	CONFIDENTIALITY
INTERNAL
	RETENTION
10 years
	VERSION · STATUS
v1.0 · IN EFFECT



A  Employee and Entitlement
	EMPLOYEE NUMBER
 
	FULL NAME
 
	UNIT / SHIFT
 


	START DATE (TENURE START)
DD.MM.YYYY
 
	ENTITLEMENT DATE (ANNIVERSARY)
 
	TENURE TIER
☐ 14    ☐ 20    ☐ 26
	AGE RULE (UNDER 18 / OVER 50: ≥ 20 DAYS)
☐ Yes    ☐ No


	ENTITLEMENT THIS PERIOD (DAYS)
 
	CARRIED-OVER BALANCE (DAYS)
 
	TOTAL AVAILABLE (DAYS)
 
	BALANCE OLDER THAN TWO YEARS
☐ Yes    ☐ No



B  Annual Leave Preference and Unit Plan   January · employee preference → Line Manager plan → HR Manager approval
	#
	Segment no.
	Preferred period (start – end)
	Days
	Planned period (LM)
	Days
	Note (collective leave, minimum crew, school holiday)

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	



	PLANNED TOTAL DAYS = AVAILABLE DAYS
☐ Yes    ☐ No — reason
	ONE SEGMENT ≥ 10 DAYS RULE MET
☐ Yes    ☐ No
	INCLUDED IN COLLECTIVE LEAVE PERIOD
☐ Yes    ☐ No


	EMPLOYEE PREFERENCE DATE / SIGNATURE
 
	LINE MANAGER PLAN DATE
 
	HR MANAGER PLAN APPROVAL (END OF JANUARY; PR11-G1)
 




	RULE
Every employee's full entitlement is placed in the plan; no entitlement may remain unplanned; deferred leave is not cancelled and is re-planned within the same year (IL-E04-1). Conflicting requests are balanced by objective criteria such as tenure, previous year's use and children's school holidays.




C  Leave Request   At least 15 days before leave · one row per use
	#
	Request date
	Leave start
	Leave end
	Working days
	Travel leave (≤ 4 days, unpaid)
	Per plan
	Off-plan reason
	Employee signature

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	
	



D  Line Manager Approval   Request + 5 working days
	#
	Request row
	Decision
	Deferral — new date (same year)
	Reason (capacity, minimum crew)
	Date / signature

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	



Decision codes: A approved · D reasoned deferral · R rejected (written objection route: HR Manager 5 working days, then leave board). A Line Manager's own leave is approved by the next-level manager. Approved leave cannot be recalled; where unavoidable, the employee's written consent and reimbursement of costs are required.

E  Leave Record and Balance   HR Specialist · at leave start
	#
	Request row
	Working days used
	Holidays within leave (not deducted)
	Remaining balance (days)
	Leave pay paid in advance (Labour Law art. 57)
	System record no. / timesheet code D3
	Employee confirmation

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	



	RETURN-TO-WORK CONFIRMATION (LM)
☐ Yes    ☐ No
	PROHIBITION OF OTHER WORK DURING LEAVE NOTIFIED
☐ Yes    ☐ No
	50% OF ENTITLEMENT UNUSED AT MID-YEAR → LM NOTIFIED
☐ Yes    ☐ No



F  Approval and Signature   In completion-chain order · name, title, date and signature completed in full
	Stage / Role
	Full name
	Title
	Date
	Signature

	Employee
	
	Employee — preference and request
	
	

	Line Manager
	
	Line Manager — plan and approval
	
	

	HR Specialist
	
	HR Specialist — record and balance
	
	



	COMPLETION INSTRUCTIONS
1.  In the first week of January the employee states the annual leave preference in Section B; the Line Manager prepares the unit plan by the third week; the HR Manager approves the plan at the end of January for capacity, entitlement completeness and statutory rules (PR11-G1).
2.  For every leave use a request is written in Section C at least fifteen days in advance; the request rests on the planned leave; an off-plan request states its reason; the splitting rule (one segment at least ten days) is checked.
3.  The Line Manager approves or defers with reasons in Section D within five working days; a deferral carries a new date within the same year; the system approval passes to the timesheet as code D3.
4.  The HR Specialist issues the leave record in Section E; leave days are counted as working days and holidays within the leave are not deducted; leave pay is paid in advance before the leave starts; the employee confirms the record by signature or electronic approval.

	CONTROL LINK
This form is the input document of control KN-27 Annual leave balance and provision reconciliation; approved plans and leave records are the source of the quarterly balance report and the leave provision reconciliation (IK-FR-26); the utilisation rate (KPI-21) and plan achievement rate (PR11-G1) are calculated from these records. Unapproved leave is coded as unauthorised absence (IK-PR-09).

	RECORD AND RETENTION
Record medium: leave system (system of record; record replacing the leave register) and personnel file cluster H (signed original). Retention: 10 years; applied under IK-PR-08 retention class R6 (IK-FR-20).
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