
CBA does not have the ability to direct you to use your leave, take unpaid 
leave or purchase leave for a shutdown. They can, however, shutdown 
areas at their discretion - like over Christmas! 

CBA only has the ability to direct you to take leave as outlined above. 
So they could use their ability to direct you to take leave for a Christmas 
shutdown, but only if the circumstances above apply to you.  

If you don’t meet the criteria to be directed to take leave for a shutdown, or 
don’t want to take leave over that time, CBA would either have to find work 
for you to do, or pay you as if you were at work for the shutdown period.

Annual leave 
at CBA:

your rights

What about 
Christmas 
shutdowns? They 
are no different 
to annual leave 
in terms of your 
rights.
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When can CBA issue a direction to an 
employee to take annual leave?

In the instance that:
• An employee has accrued over 6 weeks 

of leave, or 
• you work in an area of the business 

where there is a statutory obligation to 
take a certain amount of leave and you 
have not yet done so; or

• for prudential or risk management reasons

How much annual leave can CBA 
direct an employee to take?

There is no set amount, but a direction to take 
annual leave cannot cause your accrued annual 
leave entitlement to be less than 4 weeks.

Can an employee refuse a direction to 
take annual leave?

An employee cannot refuse a direction if it meets 
the restrictions set out above. When a direction 
is made, employees and managers should try to 
agree on how to book the leave in a way that suits 
both parties. If no agreement can be reached, 
a manager can give an employee at least one 
month’s notice in writing that the employee must 
take their leave during a particular period. 

Are there any limitations on CBA 
being able to direct an employee to 
take annual leave?

Importantly, under clause 23.1.1c of the 
Enterprise Agreement, CBA can only give a 
direction to an employee to take leave when 
at the time the direction is given the employee 
has an accrued annual leave balance of 6 
weeks or more.

So if an employee does not have at least 6 
weeks annual leave accrued, CBA cannot issue 
a direction to take any annual leave. These 
directions cannot be made by forecasting 
leave balances at a certain time in the future.

FAQs

CBA’s Enterprise Agreement sets out the rules for directions to 
take leave. These apply to almost everyone under EM level at CBA:

https://www.fsunion.org.au/wp-content/uploads/2021/03/Commonwealth-Bank-of-Australia-Enterprise-Agreement-2020.pdf

