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introduction

POLICY STATEMENT 
As part of the Council’s continued commitment to helping employees balance their work commitments with their home life, the Council operates a scheme allowing employees to request up to 10 days additional annual leave. 

The scheme will be administered via a salary sacrifice arrangement which will allow employees to purchase additional leave which is not subject to tax or national insurance deductions. The scheme will also reduce the Council’s employer contributions for National Insurance. 

This scheme does not replace or restrict the discretion of line managers to authorise unpaid leave in line with special leave and the Council’s Family Friendly Policies. 


ELIGIBILITY 
To be eligible for this scheme employees must:

· Have at least one year’s service with the Council

· Be at least Stroud 1 grade  

· Not be contractually subject to an Apprentice Agreement (due to the repayment timeframe of the scheme). 


TERMS OF THE ANNUAL LEAVE PURCHASE SCHEME 
· A maximum of 10 days additional annual leave can be purchased.  This will be pro rata for part time employees.

· A full time employee may buy additional days in units of half a day. The cost of a half day will depend upon the length of an employee’s normal working day.

· If an employee is in more than one post at different grades (i.e 18.5 hours at STR3 and 18.5 hours at STR4), the hourly rate of pay will be calculated as an average and the cost of leave calculated accordingly. 

· An application to purchase additional annual leave can be made at any time. 

· One purchase can be made in a 12 month period.

· The cost of the additional leave is fixed at the time of purchase. Should a pay rise or promotion occur between the point at which the leave is purchased and the point at which it is taken, no change to the price paid or the number of days purchased will occur. 

· If an employee is in receipt of an honorarium or market supplement at the time of purchase, this will be included in the calculation of the employee’s hourly rate. 

· Once an application has been approved and the first deduction made, the agreement becomes binding.

· All additional annual leave must be repaid within the same 12 month period for which it is purchased.

· The 12 month period is taken from the first day of the month in which the first payment is deducted, and ends on the last day of the month in which the final payment is taken (ie 1st September 2018 to 31st August 2019). 

· Leave, once purchased, may not be ‘sold back’ to the Council. 

· The additional annual leave will be added to the employee’s leave balance and must be used within the 12 month period within which repayment is being made. 

An application for additional annual leave must be agreed and signed by the employee’s line manager or Head of Service/Director.

In circumstances where the employee has carried over annual leave from a previous year, the request should be countersigned by their Head of Service or Director to confirm that the number of days allowance is operationally workable. 


THE COST OF LEAVE
To apply for additional leave, please complete the Additional Leave Application form available on the Hub: HR/Employee Zone/ HR Forms.  

Pay rates are shown at Pay | Intranet A calculator is available on the hub.


Full Time Employees:
For full time employees the cost of a day’s or half day’s leave will be based upon their gross pay.

Part Time Employees:
For part time employees the maximum bid for additional purchased leave will be pro rata based on their FTE, ie their contracted hours as a proportion of full time hours, and leave will be purchased in hours at their gross hourly rate.

PAYING FOR EXTRA LEAVE
The cost of buying additional leave, as calculated above, is then spread equally across twelve months.

SALARY SACRIFICE
A salary sacrifice arrangement varies an employee’s terms and conditions of employment for the duration of the agreement. It does so by reducing the employee’s gross pay by the value of the annual leave days purchased and in turn increasing their annual leave entitlement. 
Once the additional annual leave purchased is paid for in full, the employee’s terms and conditions of employment revert back to those prior to the salary sacrifice agreement. 
For some employees, entering into a salary sacrifice scheme may have an impact on some state benefits. This will depend on individual circumstances and may not be significant, and may even in some cases have a positive impact. 
The Council would advise any employee who is in receipt of any state benefit, such as working tax credits, family tax credits, Statutory Maternity, Paternity, Adoption or Parental pay to contact the Department for Work and Pensions for advice on how this scheme may affect you. 

MAKING AN APPLICATION FOR ADDITIONAL ANNUAL LEAVE 
· An application for additional annual leave should be made using the ‘additional leave application form’ which can be found on the HR pages of the Hub.  

· An application should be made to the relevant line manager.

· Line managers should endeavour to accommodate the request where it is possible.

· Once a request is received the line manager should notify the employee of the outcome within 10 working days. 

· Approval of requests will depend upon the needs of the service.

· A request may be refused for operational reasons related to the job and service needs, which could include consideration of workloads and the periods of leave being taken by other members of staff. 

· Approved applications should be forwarded to HR by the 20th of the month for commencement the following month.

· This is a voluntary scheme and there is no right of appeal if a request is refused. However, an employee may ask for a review of the decision which should be raised with Human Resources. The employee will need to clearly outline their grounds for review, in writing, stating any relevant mitigation. A review will be undertaken by HR and the final decision will be conveyed to the employee and line manager. 

PENSION IMPLICATIONS 
For pension purposes any additional annual leave purchased will be classed as a period of ‘authorised unpaid leave’. Therefore pension contributions by both the employee and Council will not automatically be paid. 
Employees can elect to buy these pension contributions back and will be asked whether they wish to do so on the additional leave application form. If the employee chooses to cover the period of absence for pension purposes this will be by paying an age-related Additional Pension Contribution (APC) to cover the amount of pension ‘lost’ during the period of authorised unpaid leave. 
If the employee elects to pay APCs to cover the lost pension, the Council will be liable to pay two thirds of the costs if the election is made within 30 days of the application being approved.
If the employee elects to cover the period of absence for pension purposes after 30 days of the application being approved the Council is not obliged to pay employer pension contribution costs and the employee will be liable for the full amount. 

BUYING BACK LOST PENSION
You can use the LGPS 2014 website to access further information regarding buying back lost pension. The following link provides details of the online calculator for purchasing lost pension. https://lgpsmember.org/more/apc/index.php. 
If you are opting to buy back lost pension contributions you will need to use the online calculator beforehand as this information will be required on your application form for the purchase of annual leave. 
Please be aware that any lost pension that is purchased must be brought back over a period no longer than 12 months. This is in line with the repayment duration of the purchase of annual leave. The employee is responsible for selecting no longer than 12 months on the LGPS website application for the purchase of lost pension contributions, unless you wish to repay in one lump sum. 

LEAVING THE COUNCIL 
If an employee purchases annual leave but does not remain an employee of SDC for the full leave year for any reason, we will compare the amount of additional leave employees have actually paid for by the time they end employment with the Council against the amount of leave they have taken.  
If the amount of leave taken is more than the value of the salary deductions, payments will be recovered from the employee’s final salary. 
If the amount of leave taken is less than the value of the salary deductions, employees will be asked to take that time as paid leave before their final working day. 
Managers should inform Human Resources of reimbursement or deduction actions that are necessary, in advance of the employee’s last day of employment with the Council.
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