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Unpaid leave
Employees can only take unpaid leave with your agreement. However, you might like to allow an
employee to take unpaid leave if they do not have sufficient leave to attend to other commitments
in their life.

Employees may request unpaid leave to travel, study, care for someone who is ill, and similar
reasons.

They might also wish to take time off without pay to deal with personal or family matters, including
family violence. The It's not OK website provides information on how your workplace can play a role
in preventing family violence and create workplace safety plans for any of your employees who are
experiencing family violence. It also has tips for employers and managers (external link)
(http://areyouok.org.nz/i-want-change/business/employers-and-managers/).

It's not OK website (external link) (http://areyouok.org.nz/i-want-change/business/)

What you need to know
If an employee takes more than a week of unpaid leave over the year, you can choose to:

move the date of their annual leave entitlement anniversary out by the amount of unpaid leave
they took, (not counting the first week). This means they will get their annual leave entitlement
later each year from then on; 
decide not to include the unpaid weeks when determining if the employee has worked
continuously for 12 months. When you work out their average weekly earnings (which is used
to determine how much they get paid for time on annual leave), you reduce the divisor by the
number of whole or part weeks they took as unpaid leave, not counting the first week. Eg, if
they took three weeks' unpaid leave, you would calculate their average earnings by dividing
their income by 50 instead of 52. In this instance, the unpaid leave won't have any effect on
when they become entitled to their annual leave or how much they get paid for it.
decide that the unpaid leave won't have any effect on when they get their annual leave or how
much they get paid for it. 

If you have more questions about holidays and leave:

See Employment NZ's contact us page (external link)
(https://www.employment.govt.nz/about/contact-us/).
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How to pay employees for leave

(/hiring-and-managing/handling-holidays-and-leave/paying-employees-for-leave/)

Whether you’re paying staff for holiday, parental or sick leave, our guide helps you get it right.

(/hiring-and-managing/handling-holidays-and-leave/paying-employees-for-leave/)
Find out more
(/hiring-and-managing/handling-holidays-and-leave/paying-employees-for-leave/)

Keeping people healthy and safe

(/risks-and-operations/health-and-safety/what-is-reasonably-practicable/#e1460)
(/risks-and-operations/health-and-safety/what-is-reasonably-practicable/#e1460)
See how with our visual guide
(/risks-and-operations/health-and-safety/what-is-reasonably-practicable/#e1460)

Send us your ideas

(/join-us/send-us-your-ideas/#e3749)

What do you think should be on this site? Let us know, and then you and other users can vote for
your favourites.

(/join-us/send-us-your-ideas/#e3749)
Get in touch
(/join-us/send-us-your-ideas/#e3749)

Quiz: Employment 101

(/hiring-and-managing/deciding-to-hire/becoming-an-employer/#e2665)

Test yourself on hiring and managing employees. Then follow links from the answers to find out
more.

(/hiring-and-managing/deciding-to-hire/becoming-an-employer/#e2665)
Get started
(/hiring-and-managing/deciding-to-hire/becoming-an-employer/#e2665)
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