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HOLIDAY ENTITLEMENT

Under the Working Time Regulations 1998, the right to Paid Leave accrues when the Temporary Worker has commenced work through the employment agency.  For the purpose of calculating entitlement to leave, the leave year commences on the date the Temporary Worker starts an assignment or series of assignments and Holiday Entitlement must be taken within the Holiday Leave Year in question, failing which, it will be forfeited.

From the 1st April 2009 Temporary Employee’s are entitled to 28 days paid leave per year, holidays are accrued at 0.12 of your hours /days worked each week.  The amount of payment to which the Temporary Employee is entitled in respect of such leave is calculated in accordance with, and in proportion to the number of standard hours/days that he/she works on assignment(s).  

Payment in respect of the entitlement to paid leave shall be made as part of the Temporary Employee’s hourly/day rate.  Entitlement to leave accrues in proportion to the amount of time worked continuously by the Temporary Employee on assignment(s) during the leave year.  As you are already aware the Payroll Department must receive your Timesheet by 12noon each Tuesday this is because Holiday Entitlement accumulates each week as it is calculated on the average of the previous 12 weeks time worked and Gross Pay.

NOTE:-  
Hours worked that attract any premium overtime rates of pay are NOT used in this calculation.  

            
You CANNOT claim Holiday Pay and work for the same period of time.

Accrued Holiday Entitlement must be taken within the Holiday Leave Year in question (12 months from the date you start), failing which it will be forfeited.  

The Temporary Employee must confirm in advance with the Client that are working for, that they can take the time off from the assignment.  The Temporary Employee must give notice at all times, using a Carlton Resource Solutions Holiday Pay Request Form submitted to the Payroll Department of their intention to take any holidays, clearly detailing whether they are paid or unpaid.  This is to ensure we are aware you are not working and we don’t chase you up for outstanding timesheets unnecessarily.

DO NOT WRITE ANYTHING ON YOUR TIMESHEET AGAINST ANY DAYS TAKEN AS PAID or UNPAID HOLIDAYS
Details of Annual Holiday Leave that you have accrued accumulates each week and is shown on your payslip, details of Holiday Leave taken is also shown on your payslip.  

Holiday Entitlement is equivalent to:-  
0.20 =
1 day            






0.40 = 
2 days
             







0.60 =
3 days          






0.80 = 
4 days






1.00 = 
1 week

Example (as shown on Payslip)

Annual Leave Due (Weeks)   0.20              


         Annual Leave Taken (Weeks)   1.00

The above shows the entitlement is a total of 1.20 weeks, of which 1 week has already been taken as Paid Holidays therefore leaves 0.20 weeks to take.  When employment is completed and P45 is to be issued to the Temporary Employee, the Temporary Employee will receive payment of all outstanding holiday entitlement.

We hope this explains things for you, however should you have any queries regarding holiday pay please contact the Payroll Department at Carlton Resource Solutions on 650500.   Please email your holiday request form to payroll@carltonrs.com 
THE PAYROLL DEPARTMENT MUST RECEIVE A COMPLETED HOLIDAY REQUEST FORM EACH TIME YOU WISH TO BE PAID FOR TIME OFF YOUR WORK OTHERWISE IT WILL BE TREATED AS UNPAID HOLIDAYS
HOLIDAY REQUEST FORM

	TEMPORARY EMPLOYEE’S NAME
	 

	COMPANY WHERE EMPLOYED
	

	DATE COMPLETED FORM - TODAY
	

	ALL THE DATES YOU WILL BE ABSENT FROM WORK & ARE REQUESTING PAID HOLIDAYS FOR 
	

	For Carlton Office Use                   
	     

	W/E Date           
	  No Days Requested       
	Fraction of Time Paid 
	Hours/ Days Paid 
	£ Amount Paid 
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