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1.
INTRODUCTION

1.1
As part of the Trust’s commitment to flexible working, this scheme allows employees the opportunity to supplement their existing annual leave entitlement.  The Trust recognises the growing demands placed on employees to try to achieve a work-life balance and by allowing flexibility in working arrangements, can assist with accommodating individual circumstances in line with the needs of the service.

2.
EQUALITY STATEMENT

2.1
Quality, Equality, Access and Partnership are the core values of the Trust and we are committed to ensuring that all our employees including our BAME, disabled and LGBT+ employees have safe and supportive work environments to thrive and that Equalities is at the heart of everything we do. We will do this by ensuring our Policies are clear and take account of all protected characteristics and will work in partnership with our employees, local communities, our wider equality partners and businesses to actively identify and end all forms of discrimination and gender based violence.


3.
DEFINITIONS

3.1
The scheme allows eligible employees to buy annual leave through the purchase of additional hours to increase their leave entitlement. The minimum leave that can be purchased by an employee is one day at the employee’s normal working hours. All leave must be purchased in full days (i.e. a full day for a part time worker is the total number of hours worked on any given day).  Many employees, especially those on basic annual leave entitlement, could choose to enhance their existing entitlement by applying to purchase Enhanced Leave. 
3.2
Employees can buy leave for a minimum of 1 day up to a maximum of 2 working weeks. For part time workers, 2 working weeks is pro rata to hours/days worked during this time.

4. 
GENERAL PRINCIPLES 

4.1. 
This policy applies to all employees of the Trust with the exception of term time employees. The nature of term time working is such that leave must be restricted to school holiday periods. 

4.2. 
Employees on maternity leave are able to participate fully in the scheme. Periods of maternity leave do not count as non-attendance. For further information, please contact your EAC HR Business Partner.

4.3. 
The Trust’s leave year runs from 1 January to 31 December. 

4.4. 
All approvals for Enhanced Leave under the terms of the scheme are subject to the needs of the service and will be considered by the appropriate manager within the timeframe as shown in Figure 1. This is to allow time for the manager to consider the operational impact on service delivery, taking account of workload projections and any other types of leave requests from their team. If there are multiple applications from a staff group, it may not be possible to accommodate all requests. 

4.5.
If employees wish to apply for Enhanced Leave for more than one job, they must submit an application for each contract. 

4.6. 
Employees with fixed work requirements, excluding term time employees, are able to buy leave, subject to the needs of the service, which can be used at times agreed with their line manager. 

4.7. 
Approved enhanced leave should be applied for using the E12 reason code on HR21. Enhanced Leave MUST be used first in the leave year before annual leave, with the expectation that all enhanced leave will therefore be used up normally within the first half of the year. If at the start of the leave year you are booking leave for later in the leave year (e.g. October), your normal annual leave should be used in this instance as it is expected that your enhanced leave would be utilised prior to this time. 

4.8. 
Where an employee withdraws from participating in the Enhanced Leave scheme during a leave year, they will be entitled to take pro-rata Enhanced Leave that has already been purchased, and this leave must be taken during the leave year to which it relates. There will be no option for a refund for the days leave already purchased which the employee has not used at the time of withdrawing from the scheme. At the date of withdrawal, the agreement will cease, and a recalculation of salary will be undertaken to remove any days not yet purchased and therefore being cancelled. Where an employee has taken more days than those purchased at the date of withdrawal, a deduction will be made from the employee's pay for those additional days. 

4.9. 
Should an employee’s salary change during the Enhanced Leave repayment period because of changes to hours, job, pay award or an adjustment to an allowance, a recalculation of payments will be made. Employees have a responsibility to notify Payroll if their salary circumstances change between their application being approved and when the Enhanced Leave balance has been taken. 

4.10. 
Normal rules will apply for annual leave for those who terminate their employment. For more information, please refer to the relevant Summary of Main Terms and Conditions of Employment which can be found on the intranet. 

4.11. 
Where an employee is offered a new post, the employee and the new line manager must discuss any existing Enhanced Leave arrangements, prior to appointment.

5. 
APPLICATION PROCESS 

5.1. 
Enhanced Leave applications should be made in line with the key dates as shown in Figure 1. Only in exceptional circumstances will applications received out with this period be considered, noting that reductions from salary will be made within the remainder of the current leave year. 

Figure 1 

	Requirement
	Key Dates

	Submit your application using the application form.
	Between 11 - 22 December 2025

	Manager to review all applications from their team.
	22 December 2025 - 12 January 2026

	Approved Enhanced Leave can be booked on HR21.
	From 1 January 2026


*dates are subject to review on an annual basis. 

5.2. 
Applications should be made using the Enhance Leave application form as shown in Appendix 1. 

5.3. 
Where the manager is unable to grant the request, the line manager should discuss the reason(s) for refusal with the employee. The employee has the right of appeal against the decision and any appeal should be made in writing to the Chief Officer within 14 days of notification of the decision. The Chief Officer, or other nominated Officer, will hear the appeal and respond within 14 days. The procedure will end at that stage and there will be no further right of appeal.

6.
ATTENDANCE FOR BUYING ANNUAL LEAVE 

6.1
Employees participating in the scheme are expected to demonstrate a good level of attendance. To ensure consistency across the Trust, the level of attendance is set at 96% for the last 12 months. Managers are expected to review each case on an individual basis and take into consideration previous records of attendance and the reasons for any absence, including those related to a disability or pregnancy/maternity. For example, a manager may authorise an application from an employee whose attendance has fallen below 96%, who in the previous 2 years has demonstrated a consistently good level of attendance. 
6.2
Employees who enter the scheme and subsequently fail to achieve an acceptable attendance record will have their case reviewed.  Depending on the circumstances of the case, an employee’s participation in future years may be withdrawn.

7. 
CONSIDERATIONS FOR MANAGERS 

7.1. 
If there is a possibility that multiple applications for Enhanced Leave within a staff group cannot be accommodated, it is important that managers communicate this to employees prior to the application period commencing to manage expectations. 

7.2. 
On receiving an application for Enhanced Leave, it is important managers consider the following:

· The amount of leave the employee has asked to buy (maximum two working weeks). 
· The amount of leave the employee has carried forward from previous years’ entitlement. For example, if an employee is carrying forward 5 days and applies for 10 days Enhanced Leave, can the service accommodate three weeks leave on in addition to the employee’s standard annual leave entitlement for that year? 
· The reason for the leave request, for example are there extenuating circumstances? 
· If the total requested leave cannot be approved, can a proportion be agreed as a compromise? For example, if an application for 5 days cannot be granted, could the service agree to 3 days Enhanced Leave? Alternatively, if an application for 10 days cannot be granted, could the service agree to 5 days Enhanced Leave? 
· What other leave requests have been made within the team/service? 
· Has the employee benefitted from Enhanced Leave in previous years? If the service receives multiple requests and cannot grant them all due to operational reasons, consideration may be given to approving a request from an employee who has not previously benefitted from the scheme; or offering a reduced number of days to each employee who has applied. 
· Are there cover costs required if the application is approved? If so, will these costs exceed the saving? 
· For a service that usually requires cover if an employee is absent, are there quieter periods in the year that cover would not be required? If so, could an Enhanced Leave request be granted on the basis that the days are taken during a quieter period for the service.
· Can the service delivery requirements still be maintained if the leave is agreed?

8.
BUYING ANNUAL LEAVE AND HOW IT IS CALCULATED

8.1
Payroll will make deductions direct from an employee’s salary over the leave year (unless the employee opts to pay in a one off payment in their next available salary).  Payments may be adjusted in line with any changes in salary e.g. pay award.

8.2
The deductions taken from an employee’s salary will commence in February of the leave year until January of the following year. The deductions are calculated as follows:
Number of hours requested x hourly rate
8.3
Employees must assess the impact of deductions on their salary before making an application to buy leave. It is important to note any contractual allowances, such as shift allowance, contractual overtime or market forces payment, will be impacted as part of the salary deduction.
8.4  
When buying annual leave, the maximum number of hours that can be purchased cannot exceed an employee’s normal contracted working hours (i.e the days part time employees request cannot amount to more than their contracted hours for 2 weeks).
8.5
Working Examples (please note these calculations are based on the 2025 pay scales and are based on gross earnings and do not take account of any deductions):

Employee 1


Grade B, Spinal Point 4, 35 hours per week, paid monthly

Weekly Salary - £496.30

Request to buy 1 week additional annual leave = £496.30

£496.30/12 = £41.36 to be deducted from each monthly salary
Employee 2


Grade 10, Spinal Point 40, 35 hours per week, paid monthly

Weekly Salary - £882.35

Request to buy 2 weeks additional annual leave - £1764.70

£1764.70/12 = £147.06 to be deducted from each monthly salary
Employee 3


Grade C, Spinal Point 8, 17.5 hours per week, paid 4 monthly

Weekly Salary - £271.78

Request to buy 1 week additional annual leave - £271.78

£271.78/12 = £22.65 to be deducted from each monthly salary
9. 
PENSION

9.1 
Employees who participate in the Enhanced Leave Scheme will continue to pay contributions on the pay they would have received prior to the enhanced leave reduction.  Therefore, no further action or contributions are required to cover leave.
10.
REVIEW

10.1
The Policy and Procedures will be subject to an annual desktop review to assess whether a more detailed review is required. The desktop review will take account of operational experience or impending legislative changes. 
Record of Change

	Date Reviewed

	Dec 2025


APPENDIX 1
SCHEME OF ENHANCED LEAVE – APPLICATION FORM

Before completing this form, please refer to the Notes of Guidance (Appendix 2).

	1. EMPLOYEE/POST DETAILS - To be completed by the employee.

	Name:

	Employee Number:    

	Job Title:       
	Service:

	Work Location:
	Contracted Weekly Hours:

	Email Address:
	Do you have more than 1 contract with the Trust?        Yes           No

If yes please complete a separate form for each post.

	Are you carrying over annual leave from 2025?

Yes               No  

If yes please state how many days: __________

This MUST be used prior to any Enhanced Leave



	I confirm that I have read and understand the Trust’s guidance on Enhanced Leave and I agree that effective from my first available salary date, my salary will be reduced and I will be provided with an additional annual leave entitlement as detailed above. I agree that this arrangement will continue for a period of 12 months and that I can only amend this agreement before the end of that period if I have a change in circumstances.

If I leave the Trust or my contract is terminated before the end of the 12 month salary period, I understand that I will need to pay any outstanding balance from my final salary and use any additional annual leave before my employment with the Trust has ended.

Any deductions for buying additional annual leave will pensionable.



	Signature:


	
	Date:
	


	2.  BUYING LEAVE

	
Please state the number of days leave you wish to buy: 

(Please note this cannot exceed 2 x your contracted weekly hours)


Please state your weekly contracted hours: 

Please state how you wish to have the leave deducted:


One off payment


Equal instalments over 1 year



	3.  EMPLOYEES AUTHORISATION FOR DEDUCTIONS FROM PAY

	I have read and understood the conditions of the scheme of enhanced leave and authorise the Trust and EAC Payroll to deduct the appropriate sums of money from my pay, each period.  I understand that if my pay changes, the amount of money deducted from my pay will be amended accordingly.

EMPLOYEE - SIGNATURE: _________________________________________________

EMPLOYEE – PRINT NAME: __________________________    DATE: ______________



	4. COVER ARRANGEMENTS - completed by the employee’s Line Manager

	Is there a requirement to cover the period of approved enhanced leave?

              Yes                                        No   
If yes, please indicate the type of cover, for example overtime, bank etc.

Please confirm that there is budget available to support this cover

              Yes                                        No   


	5. AUTHORISATION FOR ENHANCED LEAVE – completed by the employee’s Line Manager

	Enhanced Leave Application:

Approved                                   Not Approved  
If not approved, please provide reason:



	LINE MANAGER – SIGNATURE: _____________________________________________

LINE MANAGER – PRINT NAME: _______________________  DATE: ______________

Enhanced leave details entered on Chris21

Passed to Payroll  

Please note Absence recorders must input Enhanced Leave details onto Chris 21 before approved forms are sent to payroll

	All completed forms MUST be returned electronically to: EALeisureHR@ayrshire360.com by 12 January 2026.  Forms received after this date will not be processed.




APPENDIX 2

SCHEME OF ENHANCED LEAVE

Notes for Completion

Please ensure you read these notes carefully before completing the application form.

	1. PERSONAL DETAILS


Please ensure that ALL details are completed i.e. your full name, employee number, job title, service, work location, weekly contractual hours and your chosen correspondence address.  Please note that you will find your employee number detailed on your pay slip.

	2. BUYING LEAVE


You must clearly state the number of days you wish to buy.  The maximum amount of leave you can buy can be no greater than 2 x your weekly contractual hours.  Please note that you cannot carry forward the bought leave into the next leave year.
Shift workers must define number of days they wish to buy each week.

	3. DEDUCTIONS FROM PAY


You must sign the form to authorise payroll to make deductions from your pay.  If this form is not signed, it will automatically be returned for you to sign which may cause a delay in the commencement of payroll deductions.

	4. MANAGERS AUTHORISATION


Your manager must approve or reject the application for enhanced leave.  The form must be signed and dated by your line manager. Once approved, the information will be passed on to the relevant absence recorder within your service for your leave entitlement to be added to your Chris 21 record and then passed to payroll.
	5. PAYROLL


It is the responsibility of your line manager to ensure this form is forwarded to the Corporate Team who will make arrangements for a copy of this form to be retained in your personal file, and for payroll to make the appropriate deductions from your pay. 
	Note:

· Please print clearly and use black ink to complete the form.

· If you require assistance in completing this form, please contact the people Team at EALeisureHR@ayrshire360.com 
· Before completing this form, please ensure you have read and understood the Scheme of Enhanced Leave.
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