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1 
Introduction 

1.1

The Trust recognises that its success depends on its ability to attract, recruit and retain suitably qualified, skilled and experienced employees.  The Trust also recognises that all employees want to strike a sensible balance between home and work life and it is committed to offering flexible employment practices wherever it is reasonably practicable to do so.

1.2

The Trust recognises that employees may wish to have flexibility to take more than the standard contractual entitlement to annual leave.
1.3

The scheme is a benefit of the Trust and the purchase of additional leave will be considered on an individual basis, taking into account the needs of the service, and reviewed on an annual basis.   If individuals have purchased annual leave in the current leave year, this does not set a precedent for forthcoming years. 

2

Scope 

2.1

The Additional Annual Leave scheme is a temporary opportunity, and will be open to employees to apply for during a specified period (1st January 2017-31st March 2017).   Applications will not be accepted outside of this period.

2.3

The scheme will not override the provisions contained within existing policies.   

2.4

Employees will commit to the scheme for a period of twelve months, from 1st April 2017 to 31st March 2018.

2.5

If future schemes are undertaken they will run for a period of one year, from April to March, and there is no commitment from the Trust to approve an application in one year where it has been approved in a previous year(s). Any variation to contract of employment under the scheme will cease to apply when the particular scheme in question ends.

3

Responsibilities    

3.1

The Trust Board

· The Trust Board has a strategic responsibility to ensure that the scheme is communicated to all employees and is effectively implemented.

3.2

The Director of Human Resources:-

· Oversee the introduction, operation and monitoring of the scheme.

· Ensure the provision of guidance and support for Managers on the operation of the scheme.

3.3

Responsibilities of Managers:-

· Apply the principles of the scheme equitably, fairly and sensitively.

· Ensure that all employees understand the scheme.

· Ensure that new employees are made aware of the scheme during their local induction.

· Ensure that all employees are updated with regard to any changes to this scheme.

· Will consider the resource implications of granting a request and will not cover the resulting gap through any means including overtime, additional hours, bank or agency.

· Ensure a copy of all approved electronic/paper documentation is sent to Payroll services to validate and actioned the sacrificed deduction. 

3.4

Employee Responsibilities:-

· Employees who wish to apply for the scheme are required to follow and complete the stated application processes and application form.   

· Applications will be submitted to the employee’s direct line manager for consideration, discussion and approval.

3.5

The Payroll Manager will:-

· Provide advice and guidance to managers and employees about the scheme and its application.

· Assist and provide appropriate support and information to employees in the various aspects of the scheme.

· Ensure that new employees are made aware of the scheme on induction and through standard communication channels.

· Check the calculation of the number of hours of additional leave requested multiplied by the employee’s hourly rate (inclusive of any non-consolidated payment/protected base pay).

· Check that the employee’s salary will not be taken below the National Minimum Wage or the Living Wage 

· Where deductions take the employee below the National Minimum Wage/Living Wage, Payroll Services will advise the employee/manager accordingly.

· Enter the deduction onto the employee’s record on the HR/Payroll system - Electronic Staff Record (ESR) for the duration of the scheme.

· Monitor the deduction from pay throughout the term of the agreement.

· Advise the employee’s manager and the employee on the balance remaining should an employee leave during the term of the agreement and adjust the employee’s final pay.

· Monitor the end of all the agreements and ensure all are completed and terminated on ESR at the end of each financial year to prevent any further deductions being made into the next financial year. 

· Upon receipt of the approved documentation, from the Payroll Services Team, will store a copy on the employee’s Payroll file.

4

Eligibility       

4.1

The Annual Leave Flexible Working (Salary Sacrifice) scheme (“the scheme”)     applies to employees except: 
· Employees already covered by a pre-existing arrangement for annual leave, such as people transferring under a TUPE agreement may be exempt from the purchase of additional leave under this framework.

· Employees on a fixed term / temporary contract for less than 12 months 

· Employees who are likely to leave before the end of the annual leave year  

· Employees who commenced employment outside the enrolment period

· Employees whose salary would be likely to fall below the national minimum wage, living wage or National Insurance (NI) lower earnings level as a result of participation in the scheme. 

5

The Scheme 

5.1

There is an option for employees to request to buy additional annual leave based on the following principles: 

· The cost for purchasing additional annual leave will be deducted from the employee’s monthly salary with the savings added to the relevant budget. 

· Any request for additional leave that is approved should not be to the detriment of the service or have any additional costs involved, including a requirement to back fill the position. 

· An employee who applies to buy additional annual leave will be required to take their full leave entitlement in accordance with the Annual Leave policy.  

5.2

The employee pays for the additional annual leave purchased over the duration of the scheme through monthly deductions from gross salary.   Monthly deductions will be taken from April 2017 through to March 2018. For any future scheme, deductions would be from April to March.

5.3

The scheme is a salary sacrifice scheme and enables an employee, with the agreement of the Trust to temporarily change their contract of employment by reducing their gross pay and increasing their annual leave entitlement.  

5.4

Entitlement to additional annual leave is not a right, but will be considered by the Trust in light of service needs and cost benefit to the Trust. The relevant line manager must agree that the employee can participate in the additional leave scheme. 

5.5

Additional annual leave will only be agreed when the period of absence will not require cover to meet the needs of the service at any additional cost to the Trust 

5.6

The scheme has the potential to reduce the employee’s tax,  National Insurance and pension contributions payments and to reduce the employer’s liability for National Insurance and pensions contributions  by the use of a formal salary exchange arrangement which temporarily changes the employee’s terms and conditions of employment. 

5.7

Employees must be provided with the relevant communications before they formally enter into the arrangements. This will include the documents; Key Facts, Change In Terms and Conditions, and Opt-in documents. 

5.8

Reductions in salary will be calculated using the employee’s hourly rate (see Point 3.5) multiplied by number of hours’ leave requested. 

5.9

The calculation of the salary reduction will be based on the employee’s basic rate (see Point 3.5) of pay as at 1 April 2017. 

5.10
The corresponding salary reduction will be made by equal instalments during the leave year, from April 2017 following confirmation that the additional leave request has been accepted.   

5.11
The employee must continue to earn over the lower earnings limit (LEL) for National Insurance contributions and the prevailing rate of National Minimum Wage (NMW) or The Living Wage (TLW) after any reduction for additional annual leave and any other salary exchange arrangement which is already in existence. 

5.12
If the employee’s contractual earnings are more than the LEL then he/she can join the annual leave flexible working scheme but he/she is not allowed to take an amount of annual leave that would reduce his/her salary/wage below the lower earnings limit. 

For current rates, please see the HMRC website at this linkwww.hmrc.gov.uk.
5.13
Other than leaving the employment of the Trust, it is not possible to opt out of the scheme once deductions have commenced. The exception to this would be where a major life event occurs, e.g. long term sick and may be subject to necessary adjustment on a pro-rata basis.

5.14
If, having purchased additional annual leave, the employee fails to take it before the end of the relevant leave year, the leave will be lost. Please refer to the Trust’s Annual Leave Policy.
5.15
Where the employee is unable to take their leave due to prolonged sickness, maternity leave or adoption leave, the circumstances will be considered on a case by case basis. 
5.16
Where the employees earnings fall below the NMW or the LW during sickness the deductions will cease to be taken until the employees earnings are equal to or more than the NMW or LW at which point the outstanding balance will be recalculated and deducted over the remaining term.
5.17
Employees who take part in this scheme are advised to check their payslips to ensure deductions are being made from the beginning of the scheme.  If there are any queries these should be directed to the Payroll Services Team in the first instance.

6
Salary Sacrifice implications 

6.1

Payments for the agreed annual leave flexible working are deducted from the employee's salary over twelve months in equal instalment from April 2017 – March 2018.  

6.2

At the end of the annual leave year, the additional annual leave entitlement is removed from the employee's record and salary reverts to previous level.   

6.3

By opting into the scheme, employees' payments for maternity pay, Working Tax credit and/or Child Tax Credit, may be affected due to NI and tax not being deducted from a proportion of their gross pay. Therefore employees may like to get independent financial advice before requesting to take part in the scheme.   

6.4

By opting into the scheme, employees' pensions may be affected due to pension contributions not being deducted from a proportion of their gross pay. Therefore employees may like to get independent financial advice before requesting to take part in the scheme.   
7

Leaving the Trust or taking maternity/paternity leave    

7.1

If an employee should voluntarily leave during the year, the full cost of the outstanding instalments will be recovered from their final salary payment. 
7.2

An employee who is part of the scheme and who is made redundant or takes maternity or paternity leave will be refunded the cost of any additional leave that has been purchased but not taken. 

7.3

Any redundancy payment will be based on gross salary after salary sacrifice deductions. 

8

Application Process 

8.1 
An employee who wishes to make a request for ‘buying’ additional annual leave should complete the form (Appendix 1) and submit to the relevant line manager. 

8.2 
Applications must state numbers of weeks requested - a minimum of 1 week to a maximum of 2 weeks can be purchased. 

8.3  
Once an application form has been received the line manager will acknowledge the application upon receipt and will consider the request and confirm their decision to the employee within 10 days of the request being received, via the electronic form (Appendix 2).  


An employee may withdraw his/her application during the process of application and authorisation. Once the application has been accepted and the salary exchange arrangement entered into, the employee can only withdraw in exceptional circumstances.  

8.4 
There is no automatic right to additional leave and it is subject to the needs of the service. In the event of an application being refused, reasons will be identified to the employee. Reasons for refusing additional leave can include, but not limited to, operational service needs.  

If the line manager refuses the application, then the member of staff can request that the line manager review the request. The manager may consider permitting the purchase of fewer weeks than the original request (see example). If the application is refused, the employee should be informed of the reasons for refusing the application, which should be based on a reasoned assessment. 

Example:  Staff member has requested to purchase 75 hours (2 full time weeks – whole time working) of additional leave.  Due to service requirements, the manager has ascertained that 37.5 hours can be permitted (1 full time week)
8.5 
The ‘buying’ of additional annual leave will not be approved where there will be a requirement to back fill the post and therefore the Trust incurring a cost. 

8.6 
The procedure for booking any purchased additional leave will be subject to the normal annual leave arrangements outlined in the Annual Leave policy. 

8.7 
Once an application form has been approved a copy of the form should submitted by the manager to the Payroll Services for validation and processing. 

8.8

Should a member of staff leave before the end of the leave year and they have purchased additional leave, a calculation will take place to assess what repayment arrangements need to be put in place.

8.9

Leave cannot be carried forward to the following leave year. For clarity and consistency, the first complete week(s) taken by an individual will be deemed to be the purchased additional annual leave.

9

Deductions 

9.1

If an employee’s request for ‘buying’ additional annual leave is approved then the cost of the leave will be deducted from their monthly salary over the course of twelve months.

9.2 
By completing and submitting the application form for buying additional annual leave, the employee is consenting to their salary being adjusted to accommodate the associated costs. 

9.3 
The deduction will produce a reduction in an employee’s gross pay per month and as a result all employees should be aware that by ‘buying’ additional leave this will have an impact on their pension contributions and a potential impact on their pensions. Employees should seek independent financial advice before entering into a salary exchange scheme. 

9.4 
The buying of additional leave must be repaid in full within that current leave year. 
9.5

In the event of an underpayment or overpayment in the calculation process this will be automatically corrected in the next available pay period.
10

Timescales 

10.1
Employee applications may be made from 1st January 2017 – 31st March 2017.  

Employees are asked to submit applications to their line manager by the deadline of 1st March 2017.  Applications will not be accepted after this date.

10.2
Management approval process – 2nd March 2017 – 31st March 2017
In the event of their own annual leave managers should make arrangements for someone to deputise the authorisation process.

10.3
The employee should be verbally notified of the decision as soon as possible after a decision has been taken.  

10.4
If the application is approved the manager will submit the application form to the Payroll Services no later than 4th April 2017; applications received after this time will not be processed by payroll. Managers must inform staff members that deductions will be made over 12 months – from the April payroll.
11

Renewal of scheme 

11.1
The additional annual leave salary sacrifice arrangement is offered for the 2017-2018 leave year and employees will commit to it for that period. The Trust may choose to offer the scheme again in subsequent leave years, in which case employees will be invited to re-apply. 

12

Additional Documents 

12.1
The following scheme documents are attached: 

· Annual Leave Flexible Working - Key Facts pages 

· Annual Leave Flexible Working– changes to terms and conditions of employment 

· Annual Leave Flexible Working opt-in / application form 

12.2
Together, these documents set out the agreement between the employer (Stockport NHS Foundation Trust) and the employee in respect of the additional annual leave salary sacrifice scheme.

Key Facts

The Annual Leave flexible working scheme is designed to give you the choice of additional holidays in the most cost effective way possible. 

How the additional annual leave salary exchange scheme works 

The Additional Annual Leave scheme (“the scheme”) allows you to take additional holidays under a salary exchange arrangement. For the period from 1st April 2017 to 31st March 2018 you can opt to take additional days’ holiday by sacrificing some of your basic salary. The reduction to your salary will be calculated as your hourly rate (inclusive of any non-consolidated payment/protected base pay) multiplied by the number of additional hours leave you wish to take. You will save tax, pension and National Insurance Contributions (NIC) on the salary you exchange, as additional holidays do not attract income tax or NIC. 

How many weeks can I apply for?

Employees can apply for a maximum of 2 weeks (contracted hours) additional leave - no cap on the number of hours you may apply for. However, your manager will be looking at the impact your request will have on service delivery.  If your manager is unable to agree to your request, this will be a commercial decision and this may require further discussion which may result in your manager agreeing fewer hours than your original request or refusing altogether. 

For example:  You have requested to purchase 75 hours (which equates to 2 weeks extra leave, based on working whole time) of additional leave.  Due to service requirements, your manager has ascertained that 37.5 hours only can be permitted.

Do I have to do anything to take part, for example, sign any forms? 

If you wish to take part in the scheme, you will need to complete the application form.  This form will have to be approved by your line manager and business group director before the salary sacrifice arrangements can commence. Your manager will inform the Payroll Services of your application to take advantage of the scheme if approved. 

How long will the arrangement last? 

The scheme will commence from 1st April 2017 to 31st March 2018. As part of the arrangements you will also agree to a corresponding reduction in your base salary (i.e. your salary before taking into account any salary exchange reductions) of your hourly rate (see above) multiplied by the number of additional weeks leave you wish to take. The reduction in your base salary will be spread equally over the 12 months’ pay period from 1st April 2017. 

If we offer the scheme again in future years, you will be invited to re-apply. If the Trust does not offer the scheme in subsequent years or if you choose not to participate in the scheme after the 12 month period, your salary will revert to your prevailing level of higher salary (i.e. your rate of salary without the salary exchange in relation to additional holiday being applied). 

Can I change my mind? 

Once you have agreed to the salary exchange, you can only withdraw from the scheme in exceptional circumstances and with the agreement of your line manager who may seek advice from the Scheme Administrator. 

Will my payslip look any different? 

Yes, your payslip will look slightly different. Your base salary will be shown on your payslip together with the scheme salary sacrifice reduction (and any other salary sacrifice reductions e.g. child care vouchers). Tip: check your previous payslip (March 2017) against the payslip showing the first deduction (April 2017) to see the actual net cost to you.

Will I get a new contract? 
No, you will not receive a new contract but there is a change to your terms and conditions under the scheme. Please read the attached ‘Changes to Terms & Conditions’ document for your revised terms and conditions. 

Can anyone take part in the scheme? 

The Annual Leave Top-up scheme (“the scheme”) applies to all employees except:-      

· Employees already covered by a pre-existing arrangement for annual Leave, such as people under a TUPE agreement 

· Employees on a fixed term / temporary contract for less than 12 months 

· Employees who are likely to leave before the end of the annual leave year  

· Employees who commenced employment outside the enrolment period

· Employees whose salary would be likely to fall below the national minimum wage, the living wage or National Insurance (NI) lower earnings level as a result of participation in the scheme. 

I work part time - can I take part in the scheme? 

If you work part time, you will still be eligible to participate in the scheme. 

What if my salary increases after April 2017? 

If your basic salary increases during the time you take part in the scheme, the way in which the salary sacrifice reduction is calculated will remain the same.  
What if I leave the Trust? 

In the event that you leave the Trust before 31st March 2018, your final month’s salary will be adjusted to reflect the level of additional holiday taken compared with the overall level of reduction made in the period to the date of leaving. All final adjustments necessary will be accounted for in your final salary payment either as an additional payment (subject to tax and NIC) or as a net deduction from salary. 

Will participating in the scheme have any impact on any state benefits? 

Participating in the scheme will mean that your taxable and NI’able pay will go down. This in turn may have an impact on some state benefits; although this will depend on your individual circumstances and may not be significant, and may even in some cases have a positive impact. 

If you are concerned about any potential impact on any state benefits you may wish to discuss this with the Department of Work and Pensions in the first instance. The following state benefits may be impacted: 

· State pension 

· Statutory maternity, paternity and adoption pay calculations 
· Working tax credits/ child tax credits (under the scheme there should be no detrimental impact on your entitlement to tax credits and in certain circumstance may increase your entitlement to tax credits). 

Will participating in the scheme have any impact on my pension? 

Participating in the scheme will mean that your pensionable pay will reduce resulting in a lower amount of pension contributions being deducted from your salary. In turn this may have an impact on the amount of pension you receive when you retire.  If you are concerned about the potential impact on your future pension, you should seek independent financial advice before entering into an agreement to join the scheme.

How will Salary Sacrifice affect my pension?

Salary exchange will reduce your pensionable pay and so the amount you pay in pension contributions will decrease.  The amount you save will depend on your contribution rate.  Your current NHS Pension Scheme contribution rate can be found on your payslip.  If you are in the NEST pension scheme then NEST will be able to confirm your contribution rate. 

Reducing your pensionable pay may have an effect on the pension you receive when you retire.  
Application window

You can apply from 1st January 2017 – 1st March 2017.  Your manager has until 31st March 2017 to approve your application and must submit the approved application to the Payroll Services at Aspen House no later than the 4th April 2017.  Applications received after this date cannot be processed.
Changes to Terms and Conditions of Employment
Base Salary: Under the Annual Leave Flexible Working Scheme 2017-18 (“the scheme”), your base salary (inclusive of any non-consolidated payment/protected base pay) is the amount referred to in your contract of employment or subsequent pay awards and promotions. 

Your base salary will be reduced by the following amount: 

Your hourly rate (inclusive of any non-consolidated payment/protected base pay) multiplied by the number of additional weeks (contracted hours) leave you wish to take. 

This reduction will apply in equal amounts between 4th April 2017 to 31st March 2018
Reviews of your base salary will continue to be undertaken in line with your existing terms. Should your rate of pay change as a consequence of such a review, you will be advised of your revised rate of base salary. Base salary is your salary prior to any reductions in your basic salary under salary sacrifice arrangements. 

Adjusted Salary: This will be your base salary after taking into account any reduction in base salary for the additional annual leave salary sacrifice scheme and any other salary sacrifice arrangements which you have entered into. 

Pensionable Salary: The scheme will impact on the level of pension contributions and potential benefits which will be referenced to adjusted salary (not base salary).  Additional hours, unsocial hours, night rate, weekend rate and overtime will be calculated on your base salary. 

Holiday Pay: Any holiday pay on leaving (whether owed by you or the Trust) will be based on your base salary. 

Statutory Pay:  In accordance with statutory requirements, Statutory Maternity Pay, Statutory Paternity Pay / Adoption Pay and Statutory Sickness Pay will be based on your adjusted salary.

The Trust‘s occupational maternity, paternity, adoption and sick pay will continue to be based on your total base salary. Provided you continue to participate in the scheme you will exchange an amount equivalent to your current salary sacrifice reduction, provided that this does not reduce your adjusted salary below the relevant statutory amounts.  
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ADDITIONAL ANNUAL LEAVE SALARY SACRIFICE SCHEME APPLICATION FORM
In completing and signing this application form you are confirming that: 

· You are aware of and understand the potential impact on maternity pay and /or sick pay. 

· You are committing to reducing your remuneration package and therefore your P60 will reflect the reduction displaying your lower earnings  (Annual Salary)

· You are aware of and understand the potential pension implications. 

· You understand that additional leave not taken cannot be carried forward. 

· You understand that your application may be rejected should the purchase of additional annual leave in conjunction with other salary sacrifice schemes in which you participate take you below National Minimum Wage.   

Uncompleted forms will not be processed. Please ensure all sections are complete before submitting.  
PART A – To be completed by the Employee (Applicant) 

I would like to apply for additional annual leave for the Year 2017/2018, in accordance with the Annual Leave Flexible Working Scheme.   

1. Applicant’s Name (Please Print) 







            

2. Ward/Department 










3. Assignment Number (refer to your payslip)  






4. Job Title 



       5. Email Address   



     

6. Number of weeks requested (maximum 2 weeks) 




 

7. I am already participating in the following salary sacrifice schemes (please tick as appropriate):  

Lease Car Scheme [   ] Childcare Vouchers  [   ] Car Parking  [    ]  Electronic Goods  [    ]  

Cycle Solutions    [    ]  

8. Applicant’s signature     





10. Date 



	I agree to exchange part of my base salary for each additional hour’s holiday I have chosen from 1st April 2017. The reduction in my salary will by calculated as my hourly rate multiplied by the number of additional hours. I understand that the total salary exchange will be spread equally, over the 12 month period from 1st April 2017 to 31st March 2018. 

March 2015.
	Tick here

	I understand that participating in the scheme constitutes a change to my terms and condition of employment as detailed in the scheme documents effective from 1st April 2017.
	


Please pass to your budget holder / manager for authorisation and completion of Part B.   

PART B - To be completed by applicant’s line manager 
9. I authorise / decline (please delete accordingly) this employee to take an additional ______ week(s) annual leave.   

10. Name (please print)    







11. Job Title  






 

Please indicate below any agreed backfill arrangements highlighting any cost implications: 

12. Backfill required:  

YES / NO (please delete as applicable). 

If YES:  I confirm that any backfill costs are affordable within my funded establishment.  

13. Signature       





16. Date 



 

PART C - To be completed by the Business Group Director 

9. I authorise / decline (please delete accordingly) this employee to take an additional ______ week(s) annual leave.   

10. Name (please print)    







11. Job Title  






 

Please indicate below any agreed backfill arrangements highlighting any cost implications: 

12. Backfill required:  

YES / NO (please delete as applicable). 

If YES:  I confirm that any backfill costs are affordable within my funded establishment.  

13. Signature       





16. Date 



 

Completed forms to be returned before 4th April 2017 to:  Payroll Services Team, HR Department, Aspen House, Stepping Hill Hospital. Alternatively you can e-mail payroll@stockport.nhs.uk (Emailed documents must contain both signatures and should therefore be scanned prior to emailing)

Please note it is the applicants’ managers’ responsibility to advise the employees application has been accepted or declined; the applicant will not receive confirmation from the Payroll department.
	If you would like this policy in a different format, for example, in large print, or on audiotape, or for people with learning disabilities, please contact:

Patient and Customer Services, Poplar Suite, Stepping Hill Hospital. Tel: 0161 419 5678. Email: PCS@stockport.nhs.uk. 
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