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1. Zakres 
 
Niniejsza Polityka Urlopowa ma zastosowanie 
do wszystkich Pracowników Luxoft Poland Sp. 
z o.o. zatrudnionych na podstawie umowy o 

 

DXC: 
Annual Holiday Shutdown Policy oraz Luxoft 
Global absence management policy. 
 
2. Prawo do urlopu 
 
2.1 Ustawowy urlop wypoczynkowy 
 
Zgodnie z Kodeksem pracy Pracownikowi 

 
 

 20 dni w roku kalendarzowym  dla 
P letnim 
sta em pracy, 

 26 dni w roku kalendarzowym  dla 
Pracowników z co najmniej 10 letnim 
sta em pracy. 

 
2.2  

 

wypoczynkowego 

prawem pracy: 

  do 3 
 

  do 5 lat, 

  4 lata, 
  6 lat, 

  8 lat. 
 
 
 
 

Vacation Policy Luxoft Poland Sp. z o.o. 
Version: March 2026 
 
1. Scope 

 
This Vacation Policy applies to all Employees 
of Luxoft Poland Sp. z o.o. employed under 
an employment contract governed by Polish 
Labor Law. The Policy is created in 
accordance with current Polish legislation, the 
DXC: Annual Holiday Shutdown Policy, and 
the Luxoft Global absence management 
policy. 
 
2. Vacation Entitlement 
 
2.1 Statutory Annual Leave 

 
In accordance with the Polish Labour Code, 
each Employee is entitled to paid annual 
leave as follows: 

 20 days per calendar year  for 
Employees with less than 10 years of 
total employment seniority 

 26 days per calendar year  for 
Employees with at least 10 years of 
total employment seniority 

 
2.2 Calculation of Employment Seniority 
 
When calculating employment seniority for 
vacation leave entitlement, both previous 
employment periods and the E
education level are considered, in accordance 
with Polish Labour Law: 

 Basic vocational education  up to 3 
years (depending on the program), 

 Secondary vocational education  up 
to 5 years, 

 General secondary education (high 
school)  4 years, 

 Post-secondary education  6 years, 
 Higher education (university degree) 

 8 years. 
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jeden okres edukacji jest wliczany 
 

przedstawionych przez Pracownika 

 
 
 2.3 Dodatkowy urlop dla Pracowników z 

 
 

orzeczenie o umiarkowanym lub znacznym 

dodatkowych dni urlopu wypoczynkowego w 
roku kalendarzowym. 

dnia uzyskania wskazanego stopnia 
 

 
3. Rok urlopowy i urlop proporcjonalny 
 

kalendarzowym. 

 
 
W okresie próbnym P

zatrudnienia zgodnie z przepisami. 
 

 
 
Urlop wypoczynkowy obejmuje cztery (4) dni 

 

 
 

urlopu 

w roku, w którym Pracownik nabywa do niego 
prawo. 

samym roku kalendarzowym. 

Only one education period may be included 
(periods are not cumulative). 
Seniority is calculated based on documents 
submitted by the Employee (e.g., employment 
certificates, diplomas). Documents issued in a 
foreign language must include a Polish 
translation. 
 
2.3 Additional Vacation Entitlement for 
Employees with Disabilities 
 
Employees with a valid certificate confirming 
a moderate or severe degree of disability are 
entitled to 10 additional days of paid vacation 
leave per calendar year. 
 
This entitlement is acquired one year after the 
date on which the Employee is classified as 
having a moderate or severe disability. 
 
3. Vacation Year and Proportional Leave 
 
The vacation year corresponds to the 
calendar year. 
Employees not employed for the entire year 
receive leave proportional to the period of 
employment. 
During the probation period, Employees may 
request vacation starting from their first day of 
employment, in line with statutory rules. 
 
4. Leave on Request 
 
The annual vacation entitlement includes four 
(4) days of leave on request per year. 
Such leave must be requested no later than 
the day it begins, in accordance with internal 
procedures. 
 
5. Obligation to Grant and Use Leave 
 
The Employer is obliged to grant vacation 
leave in the year in which the Employee 
acquires the entitlement. 
Employees should use vacation in the same 
calendar year. Vacation must be planned in 
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Pracodawcy. 
 

 wypoczynkowego 
 

wniosek Pracownika.  

pracownikowi wykorzystanie co najmniej 14 
kolejnych dni kalendarzowych urlopu, 

 
 
7. Niewykorzystany urlop 
wypoczynowy 
 

kalendarzowego. 
 
8. Urlop wypoczynkowy wyznaczony przez 
P  
 

wypoczynkowego 
sytuacjach, zgodnie z prawem pracy: 

 w okresie wypowiedzenia, 

 gdy P

. 
 
Z
P

akceptacji Pracownika na bench.  
 

Pracodawca rekomenduje wykorzystanie 
Pracownika 

rodzicielskiem.  

 
9. Przedawnienie prawa do urlopu 
wypoczynkowego 
Prawo do urlopu wypoczynkowego 

 

advance and requires prior Employer 
approval. 
 
6. Division of Vacation Leave 
 
Vacation may be divided at the E
request. 
The employer should ensure that the  
employee is able to take at least 14 
consecutive calendar days of leave, including 
weekends and public holidays. 
 
7. Unused (Overdue) Vacation Leave 
 
 
Unused vacation leave must be taken by the 
end of the third quarter of the following 
calendar year. 
 
8. Employer Imposed Scheduling of 
Vacation Leave 
 
The Employer may impose the timing of 
vacation leave in the following situations. 
based on Polish Labour Law: 

 during the E , 

 when the Employee has unused 
overdue leave and has not submitted 
a request to use it by September 30. 
 

According to internal regulations, Employees 
who have overdue holiday balance shall use 
overdue holidays before being accepted for 
the bench.  

It is recommended by the employer to use 
overdue holidays before the Employee 
returns to work after maternity / parental 
leave.  

 
 
9. Expiry of Annual Leave Entitlement 
 
Annual vacation leave entitlement expires 
three (3) years after the date on which it 
becomes due. 



 
 

 

Luxoft Poland sp. z o.o. 
luxoft.com 

NIP: 6762423185 
 

 
 

ul. Krakowska 280 
32-080 Zabierzów 
 

T: +48 12 445 88 00 
ext. 852 3500 

F: +48 12 445 88 01 

10. Ekwiwalent za niewykorzystany urlop 
 

w 
przypadku a stosunku pracy i 

Pracodawcy. 
 
 
11. Planowanie i monitorowanie urlopów 
 

 
 

 

 polskim prawem pracy, 

  DXC: Annual Holiday Shutdown 
Policy 

  Luxoft Global absence management 
policy 

 potrzebami organizacyjnymi oraz 
. 

 
11.2 Harmonogram planowania urlopów 
 

 Roczne planowanie urlopów musi 
kwietnia 

przez Pracowników oraz 
zatwierdzane przez Managerów w 
systemie Luxstaff. 

 

Pracownik nie zaplanuje i nie 

terminie, termin jego wykorzystania 
zosta  ustalony i wyznaczony 

przez Pracodawc . 
 
 
 
 
 

10. Compensation for Annual Leave 
 
A cash equivalent for unused leave may be 
paid only upon termination of employment 
and in accordance with the Company 
Remuneration Policy. 
 
 
11. Vacation Planning and Monitoring 
 
11.1 Alignment With Legal and Internal 
Policies 
Vacation leave planning is conducted 
annually and monitored monthly to ensure 
compliance with: 

 Polish Labor Law, 

 DXC: Annual Holiday Shutdown 
Policy 

 Luxoft Global absence management 
policy 

 organizational needs and workload 
management. 

 
11.2 Vacation Leave Planning Schedule 
 

 Annual vacation leave planning must 
be completed by the end of April each 
year. After this date, vacation days 
must be updated by Employees and 
approved by Managers in Luxstaff. 

 
 

 Overdue vacation leave should be 
used by the end of September of the 
current calendar year. If the 
Employee fails to plan and take 
overdue leave within this period, the 
timing of the leave may be 
determined and imposed by the 
Employer.  
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11.3 Planowanie i monitorowanie urlopów 
  

 
 

 

Managerów: 

 P

monitorowanie, czy: 
o 

                                    i 

 
o 

zaplanowana na minimum 14 
kolejnych dni kalendarzowych; 

o 
zaplanowany i wykorzystany do 

period); 
o 

Pracownika. 
 
 

 Omawianie z Pracownikami salda 
urlopowego oraz wymogów 

 w 
razie potrzeby. 

 Weryfikowanie i zatwierdzanie 
wniosków urlopowych w systemie 
Luxstaff. 

 wniosków 

zasadami Direct/Line Managerowie 

Pracownikami do momentu 
 

 

11.3 Vacation Planning and Monitoring  
Responsibilities 
 
11.3.1 Managers 
 

 
 

 Review Tableau reports containing 
information on the team vacation 
leave unused and overdue vacation 
days and monitor whether: 

o overdue vacation from the previous 
year has been planned and used by 
the end of September of the current 
calendar year; 

o at least one portion of annual leave 
has been planned for a minimum of 
14 consecutive calendar days; 

o vacation leave for the current year 
(excluding up to 4 days of leave taken 

has  been 
planned and used by 31 December, 
taking into account the  

o shutdown period as well; 
o leave planning should take into 

account both overdue vacation days 

entitlement, excluding the 4 days of 
leave that may be taken at the 

 
 

 Discuss vacation balances and 
planning requirements with 
Employees as needed. 

 

 Verify and approve vacation requests 
in Luxstaff.  

 

 If vacation requests are not 
compliant, Direct/Line Managers may 
reject requests and continue 
discussions with Employees until 
compliance is achieved. 
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11.3.2 Pracownicy 
 

Pracowników: 

 zaplanowanie urlopu 
wypoczynkowego z wyprzedzeniem,  

prawnych oraz organizacyjnych, w 
 

o 
poprzedniego roku oraz jego 

 
o zaplanowanie co najmniej jednej 

minimum 14 kolejnych dni 
kalendarzowych; 

o zaplanowanie i wykorzystanie urlopu 

shutdown 
period); 

o zaplanowanie urlopu z 

Pracownika. 

 s
wniosków urlopowych w systemie 
Luxstaff; 

 modyfikowanie planów urlopowych na 
 

. 
11.3.3 HR 
 

HR: 

 
(poza 

dla Direct i Line Managerów, na 
 

 
informowanie ich  w razie potrzeby  

zakresie wykorzystania urlopów; 
 

11.3.2 Employees 
 

Responsibilities: 

 plan vacation leave in advance, 
taking into account legal and 
organizational requirements, in 
particular: 
 

o planning outstanding leave from the 
previous year and ensuring it is taken 
by the end of September of the 
current calendar year;

o planning at least one portion of 
annual leave for a minimum of 14  
consecutive calendar days; 
 

o planning and taking annual leave for 
the current year by 31 December, 
taking into account the Christmas 
shutdown period (shutdown period); 

o planning leave taking into account 
both outstanding leave and the 

excluding the 4 days of leave that 
may be taken at the E
request. 

 submit and update vacation requests 
in Luxstaff; 

 modify vacation plans upon request 
of the Direct/Line Manager. 

 
 
11.3.3 HR: 
 

 

 provides additional reports (out of 
Tableau) on unused and overdue 
vacation days to Direct and Line 
Managers, based on the SD request; 

 

 HR supports managers by notifying 
them of significant vacation 
compliance issues when necessary; 
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urlop. 
 

12. Zmiana planu urlopowego 
 
12.1 Zmiana za porozumieniem stron 
 
Po zatwierdzeniu planu urlopowego w Luxstaff 

P  
 
 

 
 

pracy. 

Pracownika. 
 
13. Systemy wykorzystywane w procesie 
urlopowym 
 

  Luxstaff   
wniosków urlopowych, ich akceptacji 
oraz generowania raportów. 

 Tableau  
monitorowania sald urlopowych; 

subskrybowane. 

 Service Desk  platforma do kontaktu 

 
 

 HR reviews with managers vacation 
plans for their teams and monitors 
holiday balance of Employees with 
overdue holiday balance.  

 
 
12. Vacation Plan Modification 
 
12.1 Modification by Agreement 
 
Once approved in Luxstaff, a vacation plan 
may be modified only by mutual agreement 
between the Employee and manager. 
 
 
12.2 Recall from Vacation 
 
An Employee may be recalled from vacation 
only in urgent, unforeseeable situations 
requiring their presence at work. 
 
The Employer must cover all direct costs of 
the E  
 
13. System Used in the Vacation 
Management Process 
 

 Luxstaff  Platform for submitting 
and approving vacation requests and 
generating team reports. 

 Tableau  A reporting tool for 
monitoring leave balances; reports 
are automatically sent from the 
Tableau system to managers and can 
also be additionally subscribed to by 
them. 

 Service Desk  Platform for 
contacting HR regarding vacation 
balances and related inquiries. 
 

 
 


