	ZERO HOURS CONTRACTS (PERMANENT RELIEF EMPLOYEES) CLAIM FORM [NOT TO BE USED FOR CASUAL WORKER CLAIMS – USE PAY 400(S)]
	   PAY ZH1
Effective Apr11


	PERSONAL DETAILS (to be completed in full)

	

	
	Payroll No.
	
	N.I. No
	
	.
	Grade
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Title
	
	Surname
	
	Full/Part Time
	

	
	
	
	
	
	
	

	
	Forename 1
	
	Forename 2
	

	
	
	
	
	

	


	JOB DETAILS

	
	Job Title
	
	School
	
	

	
	
	
	
	
	

	
	
	
	


	CLAIM DETAILS (Time rounded to 2 decimal places)
	Hourly Rate
	
	

	
	
	
	

	Period of Claim
	
	 Total SENA hrs
	Total London Allowance hrs

	From
	.…/.…/…
	To
	.…/.…/...
	
	
	
	
	

	


	

	
	Week Ending
	Saturday Hours
	Sunday Hours
	Other Hours
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	Cost Code
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	


	

	
	Weekend allowance hours
	Sleeping in sessions
	Unsocial/night duty hours
	

	
	
	
	
	

	
	
	
	
	
	

	
	Cost Code
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	


	

	
	
	
	
	
	

	
	Payment of accrued leave for Permanent Reliefs (time rounded to 2 decimal places)
	

	
	
	

	
	Period worked
	From…./.…/….  To.…/…./….
	Hours worked
	
	

	
	
	

	
	Accrued leave in hours (see calculation guide)
	
	
	
	

	
	
	

	
	
	
	
	
	

	
	Cost Code
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	


	Comments




	I confirm the information provided is in accordance with conditions of service and complies with the Local Authority’s Financial Procedures.



	Authorising Signature
	
	Date
	
	

	Job Title 
	
	Name
	
	

	


CALCULATION FOR ACCRUED HOLIDAY PAY ENTITLEMENT FOR ZERO HOUR CONTRACT (PERMANENT RELIEF) WORKERS – LEAVE YEAR 08/09:
Please note that the calculations below are not suitable for casual workers as their accrued leave payment is based on statutory leave only.  Please use Form PAY 400(S) for all casual workers.

For all Kent Scheme employees with a zero hours contract, payment of accrued leave is based on their grade and length of service as set out in the Blue Book and using the formula below:  

1 hour worked / (52 - leave entitlement weeks##) x total full time holiday entitlement# / 37* x 7.4* = holiday hours to be paid for each hour worked
*37 working hours per week; 7.4 working hours per day

#Annual Leave entitlement changes with grades and length of continuous service.  The correct amount of annual leave must therefore be included in the formula above as set out in the tables below.  For quick reference, the calculations have been done and are shown in the final column of the tables.
##The leave entitlement in weeks must be deducted from 52 weeks to give the actual maximum number of weeks that can be worked by an employee with that leave entitlement e.g. an all year round employee on KR6 under 5 years service works 45.4 weeks a year with the remainder taken as leave and public holidays.
Under 5 complete year’s service
	PAY BAND
	*Full time all year round leave entitlement (in days)
	Public Holiday days 2011/12 
	#Total full time holiday entitlement
	##Leave entitlement in weeks
	Holiday hours to be paid for each hour worked

	KR1 to KR7
	24 
	10**
	34
	6.8
	0.1504

	KR8
	25
	10**
	35
	7
	0.1555

	KR9
	26
	10**
	36
	7.2
	0.1607

	KR10 to KR12
	27
	10**
	37
	7.4
	0.1659

	KR13 to KR15
	30
	10**
	40
	8
	0.1818


Over 5 complete year’s service
	PAY BAND
	*Full time all year round leave entitlement (in days)
	Public Holiday days 2011/12
	#Total full time holiday entitlement
	##Leave entitlement in weeks
	Holiday hours to be paid for each hour worked

	KR1 to KR7
	27
	10**
	37
	7.4
	0.1659

	KR8
	28
	10**
	38
	7.6
	0.1712

	KR9
	29
	10**
	39
	7.8
	0.1765

	KR10 to KR12
	30
	10**
	40
	8
	0.1818

	KR13 to KR15
	30
	10**
	40
	8
	0.1818


**Includes KCC concessionary day at Christmas which is subject to withdrawal and is based on actual bank holiday days in leave year (1 April to 31 March). 
It is the school’s responsibility to ensure that accrued leave is calculated and included on the claim form at the time it is to be paid.  Payroll providers will not calculate and pay this automatically.

Example 1

Mary is a Teaching Assistant for 15 hours a week but also works additional hours most weeks as a Cover Supervisor.  Although she always undertakes the work she is offered as a Cover Supervisor, the hours vary from week to week and so she has a zero hours (Permanent Relief) contract.  
She has worked for the school for two years and the Cover Supervisor work is paid on KR5, therefore, referring to the tables above, for the leave year 1 April 2011 to 31 March 2012 is entitled to total paid holiday pro rata to 34 days per annum.  She has agreed with the school that her accrued leave will be taken and paid monthly.

In April she works 12 hours as a Cover Supervisor.  The calculation for this would therefore be:

1/45.2 x 34/37 x 7.4 = 0.1504 hours (as shown on table above)
0.1504 x 12 hours worked = 1.8 hours to be paid

On her claim form for April she will therefore be paid for 12 hours work plus 1.8 hours accrued leave that she has taken on 29th April, which is a public holiday.
Example 2
John has a Clerk to Governors zero hours contract.  He has worked for the school for over 5 years and is paid on KR6 (Level 2 Job Description), therefore, referring to the tables above, is entitled to leave pro rata to 37 days per annum in 11/12.  He has agreed with the school that, although he claims for hours worked on a monthly basis, that his accrued leave is taken and paid at the end of each term.  He works a total of 30 hours in Term 1 and the accrued leave for this will be paid on his claim for Oct 11 and calculated as follows:

1/44.6 x 37/37 x 7.4 = 0.1659 (as shown on table above)
0.1659 x 30 hours worked = 4.977 hours to be paid
On his Oct 11 claim, John will therefore be paid for the 20 hours worked in September and October plus 4.977 hours accrued leave for Term 1 he has taken during the school holiday at the end of October.
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