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[bookmark: _Toc106186950]Leave Accrual & Entitlement Change Request Form
When completing this form please refer to the Guidance Notes below

	Basic Information  



	Client Name
	[bookmark: _GoBack]

	Payroll Reference Number(s)
	

	Date when change is required
	

	Please state if leave plan is fixed or accrued (Please complete applicable sections)
	



	Fixed Plans – scheme requirements   




	Please state start date of holiday year
	

	Do you wish to hold the fixed entitlement in hours / days or weeks?
	

	What starter pro-ration rule is required?
	

	What leaver pro-ration rule is required?
	

	Please state full year’s entitlement length of service plan
	Length of service
	Entitlement

	
	
	

	Please state the maximum carry forward of holiday allowed
	




	Accrual Plans – scheme requirements   



	Please state the start date for the leave entitlement to accrue
	

	Do you wish to hold entitlement in hours / days or weeks?
	


	Maximum Accrual? (Please state the number of hours / days or weeks)
	

	How should the accrued entitlement be calculated?
	


	How exactly do you calculate the entitlement for each employee?
	








	All Plans – scheme requirements   



	Include public holidays?  
	


	Default Day Hours
	


	Default Days in Week
	

	Do you have any part timers who work less than the default days in week?
	


	Do you require leave patterns to be set up and assigned to employees?
	




	Special Instructions



	









	Confirmation



	Name of the Person completing this form
	

	Contact Number
	

	E-mail Address
	

	Date on which the Form is completed
	

	Signature
	



	Costs 



Your quote will be raised within 5 working days upon receipt

	Total Costs (£) 
	

	Comments
	



	Acceptance of Cost by the Client



	Cost Accepted by (Name)
	

	Cost Accepted by (Signature)
	

	Date Accepted on
	



Please return this completed Change Request Form to tech.delivery@moorepay.co.uk
GUIDANCE NOTES
Basic Information
· Company Name
Please enter your company name as it appears on your payroll.
· Payroll Reference Number(s)
Please enter all 5 digit payroll reference code(s) you wish the scheme to be added to.
· Date when change is required
This ideally should always be the start of your scheme year for a fixed plan but can be set up at any point of the year. You will then need to either enter all holidays already taken in the current year or adjust the days taken, for each employee
· Fixed or Accrual Plan Types
Fixed – A set entitlement of days/hours/weeks is allocated to employees at the start of each Holiday Year.  This entitlement can be based on an employee’s length of service and has a fixed number of days / hours / weeks. The Statutory minimum for a full time employee is 20 days plus statutory holidays.
Accrual – Entitlement is calculated on a daily basis over the course of the year based upon the defined accrual rules. 
Fixed Plans
· Holiday Start Date
This is the date upon which the leave year will start. Select from the options below:
	Code
	Description

	B
	Birth Date

	H
	Holiday

	S
	Start Date

	U
	Contract Expires

	V
	Probation End

	W to Z
	User-defined Dates (e.g. User Date 4, User Date, 5, etc.)



Choose ‘Holiday’ if your holiday year has a fixed start (e.g. 01 Jan) and end (e.g. 31 Dec) for all employees on the plan.  If this option is selected, please also state the start date of the holiday year in 'DD/MM' (Date/Month) format. 
All other options will use individual employee data as the basis for the start of the holiday year.
· Entitlement in Hours / Days / Weeks
Please state if the fixed leave entitlement is to be held in hours, days or weeks
· Starter Pro-ration Rule – if required, specify from the options below the rule that should be used for calculating the pro-rated entitlement for any new starters: -

· Days Left in Holiday Year ('D') - Wherein the holiday entitlement is set based on a daily accrual and then multiplied by the days left in the holiday year.
· Months Left in Year ('M') - Wherein the holiday entitlement is set based on a monthly accrual and then multiplied by the months left in the holiday year.
· Months Left in Year mid-month cut off ('N') - Wherein the holiday entitlement is set based on a monthly accrual. When the Start date is the 15th or greater of the month, this will be included in the count; otherwise (i.e. Start date is before the 15th), it will not be included.
· Weeks Left in Year ('Y') - Wherein the holiday entitlement is set based on a weekly accrual and then multiplied by the weeks left in the holiday year.
Please be aware that when any of the above options are switched on, the system calculated pro-rated entitlement figure for an employee cannot be manually amended
· Leaver Pro-ration Rule – if required, specify from the options below the rule that should be used for calculating the pro-rated entitlement for any leavers:
· To Termination Date ('D') - This rule performs the exact calculation up to the termination date.
· To Termination Month ('M') - This rule gives a full month entitlement for the month an employee leaves.
· To Termination Month -1 ('N') - This rule gives entitlement to the month before the employee leaves.
· To Termination Week ('W') - This rule gives entitlement to the week the employee leaves.
· To Termination Week -1 ('X') - This rule gives entitlement to the week before an employee leaves.

Please be aware that when any of the above options are switched on, the system calculated pro-rated entitlement figure for an employee cannot be manually amended
· Set Length of Service Plan - Each Fixed holiday accrual plan uses an employee’s length of service (i.e. in complete years) to determine the entitlement that is to be assigned on rollover into a new entitlement year. 
Length of Service Plans are defined in days but will be automatically converted into hours or weeks, as per the employee’s assigned Holiday Plan, when the Leave Rollover process is run.
Example for an starter who initially receives 20 days but their entitlement then increases by 1 day upon 1 years’ service and then by a further day on 3 years’ service.
	Length of service
	Entitlement

	Less than one years’ service
	20 days

	One year to less than three years’ service
	21 days

	Over three years’ service
	22 days



· Maximum carry forward entitlement allowed
This is the maximum amount of leave remaining that can be carried forward, when the Leave Rollover process is run, from an employee’s existing entitlement to their entitlement for the new holiday year. 
Note that the "Max Carry Over" value will not be able to go beyond the maximum accrual value 
Accrual Plans
· Leave Accrual Start Date
Please state the basis to be used for the start of the holiday year – i.e. the starting period for the accrual of entitlement. Select from the options below:




	Code
	Description

	B
	Birth Date

	H
	Holiday

	S
	Start Date

	U
	Contract Expires

	V
	Probation End

	W to Z
	User-defined Dates (e.g. User Date 4, User Date, 5, etc.)



· Entitlement in Hours / Days / Weeks
Please state if the accrued leave entitlement is to be calculated in hours, days or weeks
· Maximum Accrual
This is the maximum number of hours / days / weeks the entitlement can be when rolled forward on anniversary in order to allow for carried-forward unused hours / days / weeks. 
The value in this field should not be less than the Full Years’ Entitlement.
 
· How Should The Hours/Days/Weeks Worked Be Calculated In Order to Determine The Entitlement Accrued?
Please describe how the hours/days/weeks worked should be calculated for each employee in order to determine their accrued entitlement.
The options available for employees that are paid on an Hourly Rate basis are:
· Start Date - Calculated from Start Date using the ‘Default Day Hours’ and Default Days in Week’ defined on the plan.
· Contract - Contracted Hours as held on the employee’s record
· Timesheet - Use Worked Hours as paid via the timesheet. If selected we will need a list of applicable pay codes. 
For employees paid on a Salary basis, the Contracted Hours option must be selected.
· How exactly do you calculate the entitlement for each employee
Please indicate for every hour / day / week how much holiday is to be accrued, this can be per hour / day / week.
If worked hours is selected in the above accrual calculation it can be a percentage. Example 12.07% is the statutory minimum holiday accrual percentage
Please provide more detail if applicable in the special instructions section
 
All Plans
· Include Public Holidays
This option enables public holidays to be included as leave days when deducting leave from an employee
For example, an employee files a holiday for 1st January 2018 to 5th January 2018. The Start date falls on a Monday which is a Public Holiday in England & Wales
If yes is selected the system will deduct 5 days from the employee's leave entitlements
If no is selected the system will deduct 4 days from the employee's leave entitlements


· Default Day Hours
Enter the default day hours. This is to be used when Work Patterns are not used (i.e. for zero-hours contracts).  It is also used to calculate entitlement on Leave Roll Over when ‘Leave Taken In’ is set to Hours for Fixed plans
· Default Days in Week
Enter the value of the default days in a week. Used in association with the above default day hours. It is also used to calculate entitlement on Leave Roll Over when ‘Leave Taken In’ is set to Weeks for Fixed plans.
· Do you have any part timers who work less than the default days in week?
Separate accrual plans will need building for any employees whose working days are not the same as the default days in week. Please state if you have part time employees so we can discuss in more detail. 
· Do you require leave patterns to be set up and assigned to employees?
You can define and assign leave work patterns to employees yourself or you can ask Moorepay to set this up for you. Please indicate who you wish to set these up for you 
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