Annual Leave Record Chart
 
Name:……………………………………………………………………………………………………………………………………………………………..
Line manager/Supervisor: ………………………………………………………………………………………………………………………..
Annual leave entitlement for full time staff is 41 days inclusive of public holidays.
Part time staff leave entitlement is pro rata based on the number of days worked each week.
Note: A separate calculation will need to be made if i) you commenced employment after 01 October; 
ii) if your employment ends before 30 September.
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Up to 5 days annual leave can be carried over from one academic year to the next.  
Note: There is no entitlement to receive pay in lieu of annual leave not taken.
You may find it helpful to use A/L to denote annual leave and S/L to denote sick leave. 
If you require any assistance in calculating pro rata annual leave entitlement or information on University policies and procedures regarding leave, please contact Kathleen Pickett on kjp45@cam.ac.uk. For any sick leave please complete a CHRIS/62 and email it to Emma Graham, ejg49@cam.ac.uk.
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