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If you require this policy in another format please go the end of this document for details.
Please note that the ability to sell annual leave is no longer available
We are committed to helping our employees achieve a healthy balance between work and personal lives. To support this, you, as an employee on the Kent Scheme Conditions of service have the option to buy annual leave which builds on the existing provision for unpaid leave and other time off options available.

The principles for buying annual leave are:-
· only basic leave can be bought, not flex days, bank holidays or the concessionary day

· buying of annual leave is a voluntary reduction in pay which will reduce your pensionable pay for the year in which it is bought

· you will be given the option to buy back your pension service at the end of the year in which the annual leave is bought.

Principles of Buying Annual Leave

· buying additional annual leave should ideally be done at the start of each leave year. You, as a manager, can consider requests for buying leave during the year where a member of your staff’s circumstances change and they find the need to take additional leave

· you, as an employee, may buy up to a maximum of ten days annual leave (pro-rata for part time staff, calculated in hours) in any leave year

· additional leave is bought through a deduction from your pay and you, as an employee, will have a choice as to how that deduction is made

· a reduction of annual salary. The reduction is made over the 12 month period or the remaining leave year if shorter. The value of a day’s leave is defined in the ‘calculation’ section below, or

· one lump sum.

Calculation of a day’s leave
The calculation of a day’s leave, for buying leave is as follows:

Annual salary ÷ 365 x 7 = weekly salary

Weekly salary ÷ normal hours per week = hourly rate

Hourly rate x normal hours per day = day’s pay

Example calculations are set out below.



General Guidance
· Buying annual leave is an agreement between you (the Manager), the employee, and the organisation. You cannot trade leave with your colleagues. There is no requirement for you to participate in the scheme and buying annual leave is not an automatic right – it must be agreed and you, as the employee, agree for the amount to be deducted from your net pay.

· A copy of the completed form (which is available on KNet) should be sent to the Business Service Centre, Worrall House, Kings Hill, or via email HRConnect@kent.gov.uk 

· At the end of the leave year, if you are unable to take any of your annual leave, including leave which you have bought, you will still be allowed to carry over up to 10 days (pro rata for part timers) to the next leave year but this cannot be accrued year on year i.e. carried over leave must be used by the end of the new leave year. If the carried over leave is not taken it will be lost.
· If you leave part way through the leave year or your hours change, a recalculation may be required to ensure that the days bought are accounted for appropriately. The relevant deduction in pay will be made in respect of days bought
· The calculation applied will use the pay rates current at the time the request was agreed.

Requests for Buying Annual Leave
· All requests for buying annual leave will be given full consideration by your Line Manager. The aim is to allow you, as an employee, as much flexibility as possible whilst operating within the needs of service delivery. Reasons will be given if it is not possible to accommodate the request.

· There is no formal appeal process as part of the buying of annual leave scheme. Instead, you will be able to raise it as an issue with your manager’s manager (‘the Grandparent role’) if you believe you have been unfairly treated.

The calculation of a day’s leave, for buying leave is set out above:

Example Calculations:

John works full time and is paid £22,750 per year.  He wishes to buy 5 days annual leave.

£22,750 ÷ 365 x 7 = £436.30 per week

£436.30 ÷ 37 = £11.79 per hour

£11.79 x 7.4 = £87.25 per day

John has asked for 5 days’ leave so £436.25 will be deducted from his net pay1
Jill works for 22 hours per week and is paid pro rata to £30,250 per year.  She wishes to buy 3 days annual leave.

Her part time salary is £17,986 per annum

£17,986 ÷365 x 7 = £344.94 per week

£344.94 ÷ 22 = £15.68 per hour

£15.68 x 4.4 = £68.99 per day

Jill has asked for 3 days’ leave so £206.98 will be deducted from her net pay.

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