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If you require this procedure in another format please go to the end of this document for 
details. 
 
Purpose 
From 1st January 2019 regular voluntary overtime needs to be reflected in employee’s 
holiday pay within KCC Schools, in order to comply with case law. Linking to the Working 
Time Directive this is being implemented to ensure that employees receive their ‘normal 
pay’ (i.e. inclusive of additional payments such as voluntary overtime, enhancements etc) 
so that they are not discouraged from taking annual leave.  
 
This procedure should be read in conjunction with the Regular Voluntary Overtime - 
Annual Leave Pay FAQs which can be found on Kelsi or by clicking on the link above. 
 
Additional Holiday Pay does not apply to Permanent Relief or Casual Relief staff as their 
annual leave calculation already reflects the work they have completed. 
 
Aims 

• Ensure consistent implementation of legislation 

• Enable understanding of the required management process 

• Provide the required tools and information to support with this process  

• Ensure payment is accurately provided to employees as required.  
 
All Year Round Employees 
 
Defining ‘Voluntary Overtime’ 
Work that employees complete, over and above their contractual hours, that KCC (as the 
employer) are not contractually obliged to offer and the employee is not contractually 
obliged to agree to work.  
 
Extra hours worked by part-time employees are also included in the definition of voluntary 
overtime and these extra hours must be taken into account to ensure that their annual 
leave accurately reflects the work that they have completed.  
 
 
Defining what is meant by ‘Regular’  
For the purposes of this calculation the assessment period is 9 consecutive months out of 

a 12 month period. Regular is defined as when overtime/extra hours has/have been 

worked in three or more successive periods of three months.  

Therefore, a period of nine months is broken into three quarters as below: 
 

Month 

1 2 3 4 5 6 7 8 9 

 

Regular Voluntary Overtime - Annual Leave 
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Issued by SPS 

https://www.kelsi.org.uk/__data/assets/word_doc/0010/90649/Regular-Voluntary-Overtime-Annual-Leave-Pay-FAQs.docx
https://www.kelsi.org.uk/__data/assets/word_doc/0010/90649/Regular-Voluntary-Overtime-Annual-Leave-Pay-FAQs.docx
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Overtime/extra hours needs to have occurred within each of the three quarters but this 

only needs to have been once within one of the months (e.g. worked once within months 

1-3, worked once within months 4-6 and worked once within months 7-9) to be deemed 

regular.  

The assessment period is captured on a rolling basis referencing the 9 months previous to 

the current month. As demonstrated below: 

Report of April 2019 will show: 

 Quarter 1   Quarter 2   Quarter 3  

Jul18 Aug18 Sep18 Oct18 Nov18 Dec18 Jan19 Feb19 Mar19 

 

Report of May 2019 will show: 

 Quarter 1   Quarter 2   Quarter 3  

Aug18 Sep18 Oct18 Nov18 Dec18 Jan19 Feb19 Mar19 Apr19 

 
Informing Managers (where the payroll provider is SPS IntePay) 
Managers will receive alerts to inform them of two sets of employee circumstances (as 
relevant): 
 

1. Employees that have worked regular overtime/ extra hours, therefore if annual 
leave is taken within the current month, the calculation below will be required;  
 

2. Employees that are approaching having worked regular overtime/ extra hours 
(i.e. it’s been worked in two out of the three quarters) therefore not regular at this 
point but may soon become regular. 

 
The second list of employees (above) ensure managers have advanced notice of 
employees that may soon be deemed to have worked regular overtime/ extra hours. 
 
Alerts will be sent to managers by the 15th of each month, which will include a report, 
detailing the employees and information required to complete the calculation (as below). 
 
The calculation will be completed based on the months report provided, therefore, if 
annual leave is taken at two points within the same month, the same data from the report 
can be used for the calculation.  
 
For the purposes of the calculation the data used will be that relevant to the month in 
which the first day of annual leave occurs. The calculation will be completed for the full 
period of annual leave. 
 
e.g. Report provided on 1st June 2019. Employee takes annual leave from 27th June – 6th 
July 2019. The data in the report provided on 1st June will be used for the calculation 
based on the full 8 days annual leave. 
 
Multiple Assignments Example 
 
Where an employee has one or more assignments, each assignment is considered 
separately for the purposes of the regularity assessment and the calculation as below. 
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Step by Step Procedure 

1. Regular threshold met- alert and report sent to line manager   

2. Employee (that has met regular threshold) takes annual leave (in the current month)  

3. Manager completes calculation to determine employees annual leave overtime 

4. Manager submits hours through to their payroll provider as claim type of ‘Annual Leave 
Overtime’ 

5. Payroll process into employee’s monthly pay 

 
Calculation Explained 
Below is a breakdown of the calculation required to determine the amount of hours that 
need to be put into the payroll system (using the new claim type as detailed below).  
 
Please note this is for information purposes only as the calculator tool below will be completing this 
calculation for managers.  

 
How the tool will calculate extra hours 
 
 
 
 
 

 

 
If the calculation is being completed in days the calculator tool is multiplying the number of 
days by 7.4 to convert this into hours.  
 
How the tool will apply overtime rate  
 

 
 
 
 
 
Information from Payroll System (where the payroll provider is SPS IntePay) 
To support managers with this calculation the following information will be displayed on the 
report that is provided from the system: 
 

• Average weekly overtime worked 

• Employee’s current contracted weekly hours (per assignment) 

• Derived overtime rate 
 
The system will not provide the amount of days/ hours annual leave the employee has 
booked (as it will be unknown by the system).  
 
Accuracy of information 
Monthly alerts and reports are generated based on the information that is input into the 
system/ payroll form, it is therefore important to remind employees to submit timely 
overtime/ extra hours claims. Additionally, it is important that managers are approving 
these in a timely manner.  
 

  Average weekly overtime worked 
               x    Number of days/ hours annual leave requested 
Employee’s contractual weekly hours 
 

=   Extra Hours 
 
 
 

Extra Hours  x  Average overtime rate = hours to be submitted into Oracle 
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Calculation Tool 
An overtime calculator tool has been created to assist managers in the calculation of 
annual leave overtime which can be found on Kelsi. Click here to access the required tool. 
 
There are two different coloured versions of the calculator (on two tabs) – one for full time 
(37 hours per week) employees (who take annual leave in days) and one for part time 
employees (less than 37 hours per week) who take annual leave in hours.  
 
Using the overtime calculator tool managers will be able to input the three figures from the 
report along with the number of hours/days annual leave requested by the employee and 
click Calculate to get the number of hours to be input back into the payroll system (within 
the new claim type).  
 
The calculator tool will automatically pro rata the entitlement based on the employees 
contracted hours therefore no further pro rating is required by the manager. The number of 
hours that the calculator tool generates need to be input into the payroll system/ universal 
claim form exactly as they are shown. 
 
A screenshot can be seen below to help managers understand what the calculator tools 
look like: 
 
Part Time Tab  
To be used for employees that are contracted to less than 37 hours per week and have an 
annual leave entitlement in hours 
 

 
 
 
 
 
 
 
 
Full Time Tab 

https://www.kelsi.org.uk/__data/assets/excel_doc/0020/90650/Overtime-calculator.xlsm
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To be used for employees that are contracted to 37 hours per week and have an annual 
leave entitlement in days 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
New Claim Type (where the payroll provider is SPS IntePay) 
To capture the amount of hours and to allow payroll to convert this to a payment for 
employees, a new claim type has been built in self-service (where schools are utilising this 
functionality and has been included to the Universal Claim Form as a new column that can 
be added.  
 
The new claim type is titled Annual Leave Overtime.  
 
Please enter the number of hours exactly as shown from the calculator tool (there is no 
need to round/ pro-rata/ or limit decimal places for the number of hours).  
 
Annual Leave Overtime will be paid to employees in the same way as other pay elements. 
 
Completing the calculation and informing your employees 
It is suggested that the annual leave calculation is only completed when the employee has 
taken the leave.  
 
Calculations must be completed and the hours input into the payroll system or the 
Universal Claim Form by the payroll deadline on the month following the month of annual 
leave. To ensure employees are being paid their annual leave pay entitlement in a timely 
manner and in accordance with legislation. 
 
Managers need to inform employees that the additional hours have been processed so 
that they are aware that an additional element will be shown on their payslip. For further 
information visit understanding your payslip on Kelsi.  
 
When the calculation and payment isn’t required 

https://www.kelsi.org.uk/__data/assets/powerpoint_doc/0003/90651/Understanding-your-payslip.ppsx
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The calculation is not required for Permanent Relief and Casual Relief employees. As 
annual leave is already calculated to reflect the work completed. 
 
The calculation is only required for employees that appear on the report you are sent and 
only when they have annual leave booked in that particular month.  
 
Employees that do not show on the reports or show on the reports but do not have annual 
leave booked in that month, do not qualify for any additional annual leave overtime 
payment and therefore the calculation is not required.  
 
Term Time Only Employees 
 
Calculation (where the payroll provider is SPS IntePay) 
For employees that are on Term Time Only (TTO) contracts this is being managed 
separately.  
 
The payroll system has been configured to perform a calculation at the point TTO 
employees work any additional hours or overtime, which will be paid to them through 
payroll automatically. This will show on employees payslips as Annual Leave Overtime 
TTO.  
 
The calculation will take into account the employees leave entitlement, their number of 
weeks available to work and their contracted hours. As this calculation is being completed 
automatically through the system, no further action is required from managers.  
 
For employees on an Annualised Hours contract, payments for additional hours should 
only be paid once the cumulative total of annualised hours has been worked. Once an 
employee has worked their contracted hours total the calculation and regularity will be 
completed in the same way as for other employees. Following the Regular Voluntary 
Overtime - Annual Leave Pay Procedure.  
 
As employees that work a 9-day fortnight have an annual leave entitlement in hours, the 
part time overtime calculator needs to be used for the calculation but the procedure is the 
same.  
  
Where your payroll provider is not SPS IntePay 
For both of these additional payments, you will need to make sure you notify your payroll 
provider of this requirement and ensure they have the ability to make these payments to 
your employees. 
 
Support with further questions 
If you have further questions which you haven’t been able to answer, please refer to our 
FAQs on Kelsi to help with some of the commonly asked questions.  
 
Relevant Legislation 

• Working Time Regulations 2002 

• Dudley Metropolitan Borough Council v G Willetts & others (UKEAT/0334/16/JOJ) 

• Employment Rights Act 1996 
 

Alternative Formats                                                                                         
This document is available in other formats. Call 03000 421553 or email 
alternativeformats@kent.gov.uk 

mailto:alternativeformats@kent.gov.uk

