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	Company Details  




	Client Name
	

	Payroll Reference Number(s)
	

	Pay Date when change is to be applied
	



	OSP Scheme Details   




	Scheme Name (Up to 8 digits alpha numeric)
	

	Scheme Type (see guidance notes) (Please specify option number – if type 2 or 4 also provide scheme start date)
	

	Entitlement Format (Please specify if entitlement is to be held in Days or Hours 
	

	Formula (Rate Calculation) Type (The formula to be used to calculate the OSP daily/hourly rate - see applicable guidance notes) (Please specify option number)
	

	Factor Entitlement (Please specify if entitlement is to be pro-rated for part time employees)
	

	Postpone over Sickness (see guidance notes) 
	




	Linking Days (see guidance notes) (Please specify number of days)
	

	Bank Holiday Rule (Yes = bank holidays are classed as non-working days and not included in the OSP calculations)
	

	Cap OSP (OSP payment to be no more than Salary / Basic Pay e.g. 22 day months, can only be set up for employees with an annual salary)
	

	Do you wish Moorepay to load Sick history?

If yes please state the no. of employees and the no. of sick dates in total
	





	OSP Entitlement   

	OSP Entitlement - Enter the entitlement days / hours below for each service interval including waiting days if applicable – see guidance notes for an example


	Service Interval
	Sequence
	Waiting Days
	Entitlement Days / Hours
	Percentage

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Additional Details  

	



	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
If you need help completing this form, please contact us to set up a call

Please return this completed Change Request Form to application.consultancy@moorepay.co.uk
GUIDANCE NOTES
· Scheme Type - Please enter the scheme type from the following options that are available: -

1. Rolling year based on absence start date. 
2. Fixed year based on scheme year start and end date. Additional entitlement as a result of passing a service interval during the year will be added to the entitlement  
3. Fixed year based on employee start date. Additional entitlement as a result of passing a service interval during the year will be added to the entitlement  
4. Fixed year based on scheme year start and end date. Fixed entitlement based on the service interval at the start of fixed year 
5. Fixed year based on employee start date. Fixed entitlement based on the service interval at the start of fixed year

· Formula (Rate Calculation) Types – Days / Variable Schemes

1. OSP Daily Rate:	(annual salary / 52) / working days in week

Working days are calculated from the SSP working pattern on the employee’s record   

2. OSP Daily Rate:	(previous period salary x 12) / annual days      
Previous period salary is taken from the last period of history’s Salary. Annual days are a default amount e.g. 260
If no history exists for the salary code then the daily rate is annual salary / annual days     
Note: Annual days e.g. 260 are not pro-rated for part timers

3. OSP Daily Rate:	(annual salary / 52) / contracted hours x absence hours

Not used for Days type schemes

4. OSP Daily Rate:	(annual salary / 52) / contracted hours x absence hours
  
Not used for Days type Schemes

5. OSP Daily Rate:	(annual salary / 52) / absence days in week

Absence days are calculated from the leave / pay working pattern set on the employee’s record   

6. OSP Daily Rate:	Rate held on defined pay code

Bespoke rate calculation that is held as a fixed rate on a pay code. 

Please provide details including worked examples how you would like this to be calculated. 





· Formula (Rate Calculation) Types – Hours Schemes

1. OSP Hourly Rate:	(annual salary / 52) / working days in week

Working days are calculated from the SSP working pattern on the employee’s record

The hourly rate is then calculated by dividing the daily rate by the daily hours set on the absence transaction. 

2. OSP Hourly Rate:	(previous period salary x 12) / annual days      
Previous period salary is taken from the last period of history’s Salary. Annual days are a default amount e.g. 260
If no history exists for the salary code then the daily rate is annual salary / annual days     

The hourly rate is then calculated by dividing the daily rate by the daily hours set on the absence transaction. 

3. OSP Hourly Rate:	(annual salary / 52) / contracted hours x absence hours

Annual salary and contracted hours are taken from the employee’s record. Absence hours are set on each absence transaction.

If no absence hours are set on the absence transaction then the daily rate is annual salary / annual days which is set as a default on the OSP scheme     

4. OSP Hourly Rate:	(annual salary / 52) / contracted hours x absence hours
  
Annual salary and contracted hours are taken from the employee’s record. Absence hours are set on each absence transaction.

If no absence hours are set on the absence transaction then the daily rate is (annual salary / 52) / SSP working days in week

5. OSP Hourly Rate:	(annual salary / 52) / absence days in week

Absence days are calculated from the leave / pay working pattern set on the employee’s record   

Then the hourly rate is calculated by dividing the daily rate by the daily hours set on the leave / pay working pattern. 

6. OSP Hourly Rate:	Rate held on defined pay code

Bespoke rate calculation that is held as a fixed rate on a pay code. 
Please provide details including worked examples how you would like this to be calculated. 

· Postpone Over Sickness

· N = No postponement - Entitlement always updates during sickness
· E = Entitlement change, postponed over sickness - Entitlement does not update if an employee passes a service interval (e.g. 1 year service becomes 2 years’ service) whilst on sick leave. The additional entitlement is not applied until that sickness has ended, and any linking days have passed. 
a. For scheme types 1-3 the entitlement is fixed as at the start date of the first linked absence (see Link Days below), 
b. For fixed entitlement scheme types 4-5 it is fixed as at the scheme year in which the start date of the first linked absence falls in.
· Y = Yearly entitlement, postponed over sickness - An employee does not regain entitlement if they are off sick at the point a sick year passes, until the sickness has ended, and any linking days have passed. 
a. For rolling year scheme types 1, the scheme year start date will be based on the start date of the first linked absence (see Link Days below). E.g. If employee is sick on 01/04/2022 but first linked sickness start date is 01/01/2022 then entitlement is reduced based on all absences from 01/01/2021 – 01/04/2022
b. For fixed year scheme types 2-5, the scheme year is that in which the start date of the first linked absence falls in. E.g. If the current scheme year start date is 01/01/2022 and an employee has a sickness on 20/01/2022 with a linked sickness in 2021 then the entitlement is reduced based on all absences in 2021 as well as those in 2022. 
· B = Both rules E and Y are enforced 

· Linking Days
A continuous absence, covered by several absence transactions, is determined by specifying the number of working days between absences. When used in conjunction with the postpone over sickness flag, the scheme year and entitlement will be based on the start date of the first linked absence. Can be value 0-999
· Link Days = 0. No linking to previous absences. Postponement is limited to the start date of the current absence. (This should only be used with an N type postponement type)
· Link Days = 1. Absences are linked if start date of current absence is only one working day greater than end date of previous absence (E.g. end of previous absence 01/01/2022 start of next absence 02/01/2022, two separate absences keyed but employee has not been back to work)
· Link Days = 2. Absences are linked if start date of current absence is up to two working days greater then end date of previous absence (E.g. end of previous absence 01/01/2022 start of next absence 03/01/2022 employee has been back to work for one day max.)

· OSP Entitlement
Below is an example of how to complete this section. Example is an employee with less than 12 months service who receives 5 days at 100% and then a further 5 days at 50% with no waiting days. After 12 months but before 24 months this changes to 10 days at 100%. Finally anyone over 24 month’s service receives 20 days at full pay. 
You can have as many bands as required.

	Service Interval
	Sequence
	Waiting Days
	Entitlement Days / Hours
	Percentage

	12
	1
	0
	5
	100

	12
	2
	0
	5
	50

	24
	1
	0
	10
	100

	999
	1
	0
	20
	100
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