Our time-off process
Company: ______________________     Updated: ______________
Fill in the blanks, print it or share it, and keep it next to your time-off request form. Six answers cover most of the questions people ask.
1. How much notice do we need?
Tell people how far ahead to ask. Say if short notice is fine for sick days or emergencies.
Ask at least ____ days (or weeks) before the first day off. For sick days or emergencies, tell __________________ as soon as you can.
2. Who decides?
Name the person, so nobody has to guess. Add a back-up for when they are away.
Requests go to __________________. If they are away, ask __________________.
3. How will you hear back?
Pick one place and one deadline so people can plan.
You will hear by (email / chat / form reply) within ____ working days. Until you hear, treat the dates as not approved.
4. What if lots of people want the same days?
This is your overlap rule. Say how many people can be off together and how you choose.
No more than ____ people from __________________ can be off at the same time. If more ask, we decide by (first come first served / rota / manager's call).
5. What about unused days?
Say what happens at the end of the year (your carry-over rule).
Unused days (carry over up to ____ days / do not carry over / ask your manager) by __________ each year.
6. Can I take part days?
Say if half days or a few hours are fine, and how to count them.
Part days are (allowed / not allowed). A half day counts as ____ of a day. Hours: __________________.
Check your own rules
Rules about time off differ by country, state and contract. These are starting points to read, not advice. Check what applies to you, or ask a qualified adviser.
• GOV.UK: booking time off (UK)
• US Department of Labor: vacation leave
Made with HornetForms. Pair this page with the Time-off request form template and the Time-off tracker sheet at hornetforms.com.




