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1 OBJECTIVES  

 
To inform staff of their entitlement to public holidays and arrangements for closure 
of the Council during the Christmas holiday period. 
 
The Christmas close-down is designed to encourage all appropriate areas of 
Council not involved in the delivery of necessary services to shut down for the 
nominated period over Christmas and New Year and to maximise the taking of 
recreation leave by staff wherever possible. 
 

2 GUIDELINES 
 

a) The Christmas close-down period will be from 25 December to 1 January 
each year. 
 

b) Where Christmas Day falls on a Tuesday the preceding Monday will be 
included in the Christmas close-down period for that year. 
 

c) Where New Year’s Day falls on a Thursday the following Friday will be 
included in the Christmas close-down period for that year. 
 

d) All staff not requested to work in the delivery of necessary services over the 
close-down period will be required to take one or a combination of the 
following leave entitlements where the days are not a declared public holiday. 
 

i) Annual Leave; 
ii) Rostered Day; or 
iii) Time-banked and accrued hours. 

 
e) Managers should release staff wherever possible and appropriate. 

 
f) Staff who are required to work on declared public holidays during the 

Christmas close-down period will have the choice to be paid at over-time 
rates or time-bank the hours worked. 
 

g) Part-time staff are only entitled to be paid for the declared public holiday if 
they would have normally worked on that day of the week. 

 
VARIATION 
 
Council reserves the right to review, vary or revoke this procedure which will be reviewed 
periodically to ensure it is relevant and appropriate. 
 


