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My topic is the mismanagement of annual leave within the workplace due to this being an issue that I am currently facing at work and have faced previously. I reviewed various pieces of literature in relation to issues with annual leave and have chosen these pieces as they back up my thesis in relation to how annual leave is mismanaged, the reasons why and the importance of staff taking their annual leave. These research pieces provide real life examples of issues caused when annual leave is mismanaged and the reasons behind this. I wanted to have different examples from different sectors and groups of workers to provide an overview of the causes of mismanagement of annual leave and narrow down the working groups that this is most applicable to. 
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Holiday pay is a part of the working time directive and employers are required by law to ensure that employees are taking their entitled annual leave and is said to improve productivity, but within my workplace management have struggled in managing annual leave effectively. I work within a service that provides support for individuals with complex needs, mental health and alcohol and drug abuse issues. The service where I work needs to be covered for twenty-four hours, seven days a week including bank holidays, demonstrating the need for adequate staffing levels. Situations that often arise within my workplace are individuals taking off annual leave at the same time or overlapping annual leave, resulting in the workplace being short of staff and individuals not taking their annual leave causing them to lose their entitlement which sometimes transpires in staff taking sick leave instead.  In this report I will research and analyse the reason behind untaken annual leave, staff requesting annual leave for the same dates and why management may be having issues in allocating annual leave effectively. I will use techniques and problem-solving tools to conclude solutions that may solve the issue of mismanagement of annual leave and evaluate their effectiveness.
[bookmark: _Toc8274987]Literature Review

My topic is the mismanagement of annual leave within the workplace due to this being an issue that I am currently facing at work and have faced previously. I reviewed various pieces of literature in relation to issues with annual leave and have chosen these pieces as they back up my thesis in relation to how annual leave is mismanaged, the reasons why and the importance of staff taking their annual leave. These research pieces provide real life examples of issues caused when annual leave is mismanaged and the reasons behind this. I wanted to have different examples from different sectors and groups of workers to provide an overview of the causes of mismanagement of annual leave and narrow down the working groups that this is most applicable to. 
Craik, D (2018) wrote a piece titled “A Cautionary Tale” discussing the importance of the management of annual leave highlighting a case that transpired with the airline Ryan Air, in which they were forced to cancel around fifty percent of their daily flights for six weeks due to the mismanagement of the rostering of their pilots granting annual leave to over half of them. This cost Ryan Air around twenty two million pounds in compensation to inconvenienced customers. Craik, D (2018) quoted the CEO at the time Michael O’Leary who stated “We have messed up the allocation of annual leave to pilots in September and October because we are trying to allocate a full year's leave into a nine-month period from April to December. It is a mess of our own making." This is a significant piece as it demonstrates the mismanagement of annual leave by managers failing to manage the rostering process. This is something that relates to my work and can create more fatal effects such as the death of a customer due to us being unable to adequately support them because of a shortage of staff. This could transpire in a court proceedings being taken out against the company. 
Edwards, G (2018) focused on the monetary consequences of not managing unpaid leave on a company especially in relation to the “gig economy” being short time contacts or freelance work on short notice such as Uber. This provides me with another perspective of the working sector although it’s not clear why annual leave wasn’t taken it looked at the legislation and the impact that it could have on companies within this sector. The case of King V Sash Windows Limited where Mr Kings worked with Sash Windows Limited from 1999 till 2012 as a commission only sales person.  There was no stipulation in regards to annual leave and he did not have any paid holiday. Mr King was offered a contact but chose to remain self-employed and when he decided to move on from the company he brought a claim for unpaid holiday pay in the Employment Tribunal. Sash Windows opposed this claim quoting the working time regulations 1998 states “If paid holiday is not taken in a leave year then it is lost and cannot be carried over” The Employment Tribunal found that Mr King was a worker and therefore entitled to holiday pay but this was appealed and ultimately referred to the ECJ who noted that Sash Windows Limited had benefitted from Mr King not taking annual leave that he as a worker is entitled to. The ruling related to the four weeks annual leave entitlement under the relevant EU legislation, which may have a great impact on the “gig economy” when workers leave the companies although it may also effect when contractual staff leave companies and attempt to claim back years of unpaid holiday leave also. This is relevant to my workplace as there are many bank staff that are employed as temporary staff but end up working regular shifts. 
Although an older piece I determined that Skinner, N (2013) would fit well into my research due to the focuses on why workers may not be taking annual leave and giving suggestions as to who is more likely to take their entitled annual leave. Skinner, N (2013) determined that sixty percent of workers in Australia who were entitled to paid annual leave did not use their full entitlement by the year end. Skinner, N (2013) suggested that the stresses of work pressures caused workers reluctance in taking their annual leave however it was found that workers, mainly those with parenting responsibilities and women, when asked stated that they would prefer an extra two weeks paid annual leave rather that a pay rise. These findings suggested workers with parental responsibilities, which may be women more than men are more likely to take and finish their annual leave entitlement and could be the reason why they apply for for annual leave for the same dates. This could be due to school holidays. It further suggested that workers without children are more likely to not take their annual leave due to work commitments. Skinner, N (2013) proposed that there needs to be a more assertive management approach when dealing with annual leave to prevent accumulation of workers entitlement.  I have noticed that there are staff members that are repeatedly off the same times yearly which causes a strain on the team, the above article may provide a logical explanation to why this occurred.

The most relevant and relatable piece was from Lin, K (2016), as the perspective was given of the management and staff. Lin, K (2016) started with Peter who is the HR manager and described what other tasks needed to be completed such as looking through job applications and approving annual leave but he needs to consult with two other colleagues to check if the dates of annual leave are ok, but one of his colleagues are not at work until the next week and it is Monday morning. This is a significant scenario as it enabled me to understand what challenges management face when trying to approve annual leave as Peter also had a concern that the dates would clash. Lin, K (2016) then focused on Mary who was software engineer, it was noted that Mary and her colleagues have lack of sleep due to a work project due the next week. Mary hasn’t been able to have any annual leave due to many projects and strict deadlines, but realised that the year is ending and she needs to find an opportunity to use up her annual leave. Mary has guilt of leaving her team with additional stresses whilst she is away enjoying her holiday and concerned of missing out crucial information in regards to the next project. It is apparent that Mary questions whether her colleagues will be mad at her for going away and also if taking a lengthy holiday will be permitted. Lin K (2016) went on to discuss why employees are not taking their entitled annual leave the benefits of annual leave and ways in which management can improve tracking and improving annual leave with a HR system. 
Dyakov, I. and Sidbury, A., 2015 posed the question “should employees be forced to take their annual leave” and provided a great comparison using the Organisation for Economic Co-Operation and Development ‘OECD’ stats between Greece and Germany. It was found that Greece tolls more than 2,000 hours a year whilst Germany averages about 1,400 man hours but has 70 percent more productivity. Although this suggests that having time off provides more productivity when compared with America where a quarter of workers don’t have any vacation time the Office for National Statistics ‘ONS’ stats at the time found that United States tops the G’7’s productivity table 31 percentage points above the united kingdom. I find this interesting as my thesis is that annual leave is needed in order to be more productive and mismanagement of this causes issues within the workplace. The consensus of Dyakov, I. and Sidbury, A., 2015 was that annual leave should be left to the individual’s disposal stating “we live in a democratic society an there are good reasons why employees might elect to not take their full allowance” it was then suggested that some workers may feel that 28 days are too high for them and to not assume that these individuals are workaholics and some workers are simply happiest at work. This posed a thesis that the reasons that some individuals that apply for annual leave around the same time can simply be because they are pressured to go on annual leave before the years end and this leaves a small amount of time to take their leave. 
[bookmark: _Toc8274988]The Issue 

An issue can be defined as a problem that needs to be debated or discussed in order to find a solution. The issue in question is the impact that the mismanagement of annual leave is having on the performance and the staff members within my workplace. 
[bookmark: _Toc8274989]Theoretical Frameworks 
 
I theorise that the issue with the mismanagement of annual leave within my workplace is because management struggle to approve staffs holiday on time and to remind staff that their annual leave needs to be taken. I also see a responsibility of the workers behalf as they often mismanage their entitlement by trying to take all annual leave at the end of the year, using sick days for annual leave and applying for holidays the same time yearly. This could be a failure in regards to management above our team manager as they may not support or educate management in the importance of staffs taking their entitled annual leave. In terms of reasons behind staff not taking annual leave could be a result of work pressures or not needing as much holiday as they are entitled too in comparison the reasons for staff applying for annual leave at the same times could be because of parental commitments or the bank holidays. 

Below I have illustrated a fishbone diagram in efforts to brainstorm in order to ascertain the causes of the issue of mismanagement of annual leave.
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The fishbone diagram is a visual tool that will allow me to visibly represent some of the issues that may cause the mismanagement of annual leave within my workplace and conclude the stem of my problem.
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	(Fig. 1)
I created six heading which would categorise the possible reasons behind the mismanagement of annual leave. 
1. Work – one of the reasons under the work category is deadlines, this is reference to a demand at work where a report has to be submitted within a timeframe. In my workplace we often are faced with deadlines for support and risk management plans to be completed and we have a caseload of ten clients each, this becomes stressful and often makes individuals put off their annual leave as they wish to complete this work beforehand.  Whilst Skinner, N (2013) suggested workers reluctance to take annual leave due to work pressures Lin, K (2016) gave a great scenario of Mary a software engineer who felt guilty due to work deadlines and did not want to leave her colleagues with more stress at work. 
The next reason under the heading work is my office being understaffed. There are two further vacancies in my workplace which causes pressure on staff and causes further issues when staff are on annual leave. 
2. Home Life – Parental responsibilities is the reasons highlighted due to the understandable issue that working parents would have when it comes to their children and school breaks. Skinner, N (2013) found that those with parental responsibility would rather have two weeks extra paid annual leave than a pay rise. This strongly suggests that workers with children may need more holidays and may cause them to apply for annual leave around the same dates. An issue that often arises in my workplace is annual leave around summer holidays where the majority of staff are applying for dates between June and August which causes a lot of overlap with shifts. 
3. Community – Bank holidays is a time when many workers would rather be at home but due to the nature of my workplace we still have to be at work. There are always challenges with management when approving staffs annual leave. A fair system should be put in place in order to ensure that there is no issue with understaffing around the holidays, although many staff members call in sick around this time. This issue is something that will need to be looked at strictly by management.
4. Management – Managers are the main gatekeepers when approving staffs annual leave but I believe prioritisation plays a big part when approving staffs timesheets. Lin, K (2016) provided the scenario of Peter who arrived at work on a Monday morning and had a range of different tasks to complete but then lack of support comes into play as Peter’s colleague is away until the next week and he needs to confirm the dates with them. 
5. Policies – Policies such as the ‘Working Time Directive 1998’ which states that annual leave accrued for that year cannot be carried over Edwards, G (2018). This law is one that will help man manage staff accruing annual leave to take long extended holidays the year after but I think there should be some allowances for workers who genuinely are unable to take annual leave due to work commitments.
6. Technology – There are major flaws in the management system within my workplace and think it would be beneficial for the company to invest in a HR management system that calculates and monitors staffs annual leave. 

[bookmark: _Toc8274991]Applications and Analysis 

I created a confidential survey and asked ten of my colleagues the questions to collect the adequate true data in order for me to analyse, I will outline my questions and produce my results below.
	Staff Annual Leave Questionnaire 

	Question 1 – How often do you take annual leave a year
	0 
	1 - 5
	6 - 11
	12+

	Question 2 – how long is your average annual leave time (Days)
	1 - 5
	6 - 10
	11 - 15
	   16 +

	Question 3 - Do you use all of your yearly annual leave entitlement	
	Yes 
	No 

	Question 4 – what’s your main purpose for annual leave 
	Leisure 
	Public Holiday’s 
	Parental Commitment

	Question 5 – Do you receive regular prompts to take your annual leave 
	Yes 
	No 

	Question 6 – Have you ever taken sick leave off of work due to the loss of annual leave 
	Yes 
	No 

	Question 7 – Do you ever feel guilty about taking annual leave during busy periods?
	Yes 
	No 

	Question 8 – Do you think your annual leave is managed effectively
	Yes 
	No 


 (Fig. 2)





	Results of Staff Annual Leave Questionnaire



	Question 1
	0
	
	1-5
	IIII II
	6-11
	III
	12+
	

	Total:
	0
	7
	3
	0



	Question 2
	1-5
	I
	6-10
	I
	11-15
	II
	16+
	IIII I

	Total:
	1
	1
	2
	6



	Question 3 
	Yes
	IIII I
	No
	IIII

	Total:
	6
	4



	Question 4
	Leisure
	II
	Public Holidays
	II
	Parental Commitment
	IIII I

	Total:
	2
	2
	6



	Question 5 
	Yes
	
	No
	IIII IIII

	Total:
	0
	10



	Question 6
	Yes
	IIII IIII
	No
	II

	Total:
	8
	2



	Question 7
	Yes
	IIII
	No
	IIII

	Total:
	5
	5



	Question 8
	Yes
	
	No
	IIII IIII

	Total:
	0
	10


(Fig. 3)
(Fig. 4)(Fig. 5)
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I have found from my personal research charted by my pie chart (Fig. 4) that within my workplace that the individuals mainly with children always took annual leave throughout the year during school breaks, this causes an issue because over half of my colleagues stated that the main reason for their annual leave was because of their parental responsibilities. Management may be faced with most staff members requesting time off at the same times, although entitled to annual leave it’s apparent that this is a challenge that management would find difficult to resolve. The bar graph (Fig.5) data shows that eighty percent of my colleagues have used their sick days for annual leave days, whilst some stated that this was due to them not feeling as if their annual leave entitlement was enough others stated that this was due to the loss of their entitlement due to the year end and not being granted annual leave due to other staff members being off at the same time. Craik, D (2018) spoke of the scenario with Ryan Air as they rostered too many pilots off for annual leave which had serious effects on the airline, it was clearly stated that this was due with trying to provide pilots with their entitled annual leave before the years end. The bar graph (Fig. 5) also shows that none of my colleagues receive regular prompts to take their annual leave or felt that annual leave was being managed effectively. I asked my colleagues why they felt that their annual leave was being mismanaged and most commented that they blame there selves as well as management. It was discussed that due to school breaks and public holidays that staff understood the challenges that management must face when presented with the same requested dates. The general consensus was that there should be a fair management system in order to manage annual leave and fairly distribute public holidays between staff on a rostered basis. The bar graph shows that fifty percent of staff within my workplace feel guilty when taking annual leave, my colleagues commented that they felt tensions in the office and with management when they requested annual leave at a busy time. This is a concerning factor as it suggests that staff are being pressured into postponing their annual leave to do what suits the office. 
[bookmark: _Toc8274993]Conclusion 

The problem with mismanagement of annual leave within my workplace has many contributing factors as to why it is not being managed effectively. From staff having children who are on holiday at the same time to staffs feeling pressured to complete work before going on annual leave, there has to be a fair system that is implemented for these issues to be resolved. Interesting factors which I researched was produced by Lin, K (2016) by providing me with an insight as to how my manager maybe viewing this issue, I feel that this problem of annual leave requires assistance from management at all levels. Skinner. N (2013) concurred my theory of workers that take more annual leave are more likely to have children, this suggests that this is one of the leading factors of overlapping shifts and workers applying for the same dates off. One of the leading consequences of annual leave mismanagement was monetary, both Craik, D (2018) and Edwards, G (2018) spoke of the financial impacts that mismanagement of annual leave had on a company in separate ways. Craik, D (2018) gave an example of the compensation that had to be paid out to unsatisfied customers due to approving annual leave for their pilots. This was stated to have occurred because management where trying to ensure that all of the pilots annual leave was taken in a marginal amount of time.  Edwards, G (2018) referenced to the case between King V Sash Windows Limited where he won his case as a freelance worker who never had any annual leave whilst working with the company. This article presented a possible effect that this may have on “gig communities” as they may be liable to pay for many workers untaken annual leave. The question asked by Dyakov, I. and Sidbury, A., (2015) was “Should staff be forced to take their annual leave?” and although their result showed that annual leave can contribute to productivity within a company when compared with America it told a different story. I think the notion is that it works differently for different companies and adaptability is key. Below I have created a SMART goal module to outline how I may be able to work towards solving this problem. 
Specific – A new management system needs to be implemented in the workplace and managers supported more with decision making. Management need to be informed of systems that could be beneficial to the company, I would research different systems and present them to my manager
Measurable – This will be evident when my manager accepts my proposal and meets with area managers who agree to purchase a new system and actively work with management to manage annual leave.
Achievable – My Company is open to change and new systems and my manager is approachable so I would be able to speak with them in order to request for a change.
Relevant – The use of this system may improve productivity and ensue that there are no overlapping holidays and the service is always adequately covered. 
Timely – I could pitch this idea to my manager by June 2019 

The above SMART module could help me change the way in which Annual Leave is managed ultimately providing a more productive workplace and lowering the risk to our customers or monetary implications on the company.
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Whats your main purpose for annual leave	Leisure 	Public Holidays 	Parental Commitment	2	2	6	


Yes	Do you receive regular prompts to take your annual leave?	Have you ever taken sick leave off of work due to the loss of annual leave?	Do you ever feel guilty aboit taking annual leave during busy periods?	Do you think your annual leave is managed effectively 	0	8	5	0	No	Do you receive regular prompts to take your annual leave?	Have you ever taken sick leave off of work due to the loss of annual leave?	Do you ever feel guilty aboit taking annual leave during busy periods?	Do you think your annual leave is managed effectively 	10	2	5	10	
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