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1 Objectives 

The purpose of this policy is to clearly outline the way in which employees’ annual leave entitlements 

are managed to ensure that employees take their annual leave regularly each year to ensure their 

well-being and that the Shire’s annual leave liability is minimised. 

2 Policy 

2.1 Maximum Accrual 

Employees shall accumulate annual leave in accordance with their relevant award or enterprise 

bargaining agreement’s provision. 

• Annual leave is to be taken at a time mutually convenient to the employer and employee within
twelve months of the date of accrual. This means that the maximum annual leave accrual at
any time is eight weeks.

• Annual leave is not to accrue beyond eight weeks at any time except in cases in which
extenuating circumstances preclude an employee from taking their leave.

• Where it is proposed that an employee’s annual leave accrual will exceed this eight week limit,
a written application for deferral will be submitted to the Chief Executive Officer for approval.
This application must be submitted at least two months before the eight week maximum
accrual is reached.

• If such approval is not granted, the employee will be required to commence taking their excess
annual leave accrual within four weeks of this decision.

2.2 Directing Employees to Take Annual Leave 

The Chief Executive may direct an employee to take a specified amount of annual leave at a 

prescribed time when: 

• Work arrangements dictate;

• There is an annual close-down;

• The employee has accrued more than eight weeks annual leave.

• The Chief Executive Officer must give the employee a minimum of four weeks notice.

2.3 Transitory Arrangements 

• The Shire recognises that, at the time of the implementation of this policy, some employees
have leave accruals in excess of eight weeks (including both entitled and pro-rata leave).

• Accordingly, for only those employees who have such excessive leave accruals, the relevant
Manager, in consultation with the employee, will provide a plan to the Chief Executive Officer
that outlines how the employee’s leave accrual will be reduced below the eight week
maximum.

3 Applicable Legislation and Documents 

P 15 – Accrual of Annual Leave
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Statutory Power 

(Acts, Regulations, Local 
Laws, TPS) 

Local Government Act 1995 
s.2.7(2)(b) – The council is to determine the local government’s
policies 

Shire Policies N/A 

Related Documents 
Local Government Officers’ (Western Australia) Award 2021 
Municipal Employees (Western Australia) Award 2021  

Related Procedure N/A 

4 Administration 

Original Adoption Date 28 February 2008 (C.19/0208) 

Last Variation Date 28 April 2022 (C.08/0422) 

Last Reviewed 28 April 2022 (C.08/0422) 
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