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COLART FLEXIBLE HOLIDAY SCHEME Q &A’s

1. What is the Colart Flexible Holiday Scheme?
All employees have the option to purchase up to 5 full days additional days holiday over and above their normal holiday entitlement. This will be pro rated for those working part-time.
2. What is the cost to buy holiday?
The cost to buy holiday will be your Annual Basic Salary divided by 260 for each day, 260 is calculated as the standard number of working days in the calendar year. This will be pro rated for those working part-time.

It will be based on your Annual Basic Salary as at 1st January of the year when the holiday is to be taken.

The cost of your holiday will be fixed at the time you buy. It will not subsequently change as a result of any increase or decrease in salary during the year.
3. How do I buy holiday?

You must complete the "Flexible Holiday" holiday form (see Appendix 1) and seek approval from your Line Manager and return your form to HR by the 18 January of the preceding holiday year. If approved, your flexible holiday request will take effect from 1 January.

You must continue to complete your holiday booking in the normal way and ensure you obtain your line manager's approval prior to any holiday being booked.

Finally, we will continue to pay benefits on your Annual Basic Salary rather than on Reduced Annual Salary. Bought holiday will be noted on your payslip as a debit of "bought hols".
4. Who is eligible?

The Flexible Holiday Scheme is open to all UK Colart employees providing any decrease in the Annual Basic Salary does not take you below the national minimum wage.

If you are a new employee, and providing you have at least 6 months continuous service and you have passed your probationary period, you will be eligible to join the scheme for the next available holiday year.

5. How will it affect my pay?
Employees who choose to buy holidays will have their Annual Basic Salary reduced effective from 1st March of the year the holiday is to be taken, divided 260 (standard number of working days in the year) for each day of holiday bought. The payment will be spread over the year in 10 monthly instalments from Mar to Dec. 
Pension, Income tax and NI contributions will be deducted from your Reduced Annual Salary.
6. What happens if my circumstances change and I can’t take all my holiday?
Employees who opt to buy holiday and subsequently do not use it will not be eligible for a refund. 
7. How is my pension affected?

Should you buy holidays, your pension during the period you are in the scheme will be based on your Reduced Annual Salary i.e. earnings less the bought holiday element. 

There may also be a very small adverse effect to your total state pension because you are reducing the amount of NI contributions for a limited period of time.
8. Can I change my mind?
By joining the scheme, you are agreeing to a change in your Annual Basic Salary over a 10 month period.
You cannot leave the scheme during that period or alter your choices. The only exception is if you leave the Company.
9. What happens to my bought holiday if I leave before the end of the holiday year?
Individuals who have opted to buy holiday and who leave part way through the holiday year, having taken more holiday than their pro-rata entitlement or have some unused holiday, will have their final salary payment adjusted accordingly.
A full credit will be made as per the outstanding holiday balance.
10. How does buying holiday impact on Maternity Pay?

Statutory Maternity Pay (SMP) is calculated on the amount of average weekly earnings during the 8 week period, fifteen weeks prior to the expected date of confinement. As SMP will be based on Reduced Annual Salary, a reduction of salary during this period will reduce entitlement. 

The enhanced company maternity pay will, however, be based on your Annual Basic Salary.
11. What is the difference between Annual Basic Salary and Reduced Annual  Salary?

Annual Basic Salary is your salary before any salary reduction associated with the Flexible Holiday Scheme.

Reduced Annual Salary is your salary after any salary reduction associated with the Flexible Holiday Scheme is made. This forms part of your revised contractual terms and conditions of employment.
12. When will the scheme commence?
The scheme will commence from 1st January 2019.
For any requests to buy holidays for the following year, this must be before 18th January of the preceding year. The payment will be spread over the year in 10 monthly instalments from Mar to Dec.
13. How many days can I carry over?

This has not changed, only a maximum of 5 annual leave days may be carried forward to the next holiday year (subject to agreement of the Line Manager as per procedure stated in the Employee Handbook). Therefore, you are expected to plan your leave accordingly.

Any additional bought holiday days must be taken in the current holiday year.
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COLART FLEXIBLE HOLIDAY SCHEME
REQUEST FORM


EMPLOYEE NAME:_______________.EMPLOYEE DEPT:___________________


Value of a Holiday: 
Full Timers Salary £ _______ divided by 260 = daily rate of £______ 

OR 

Part Timers Salary £_______ divided by 260 = daily rate of £______

Requested Flexible Holiday Request: 
Contractual Holiday Entitlement ____ plus Days Carried Over___plus Long Service________

Plus holidays to Buy __________ valued in total at £________

TOTAL HOLIDAY______________  FOR 20___

Note: Total Annual Entitlement must not be less than 20 days


I authorise the total deduction of £__________ from my salary in 10 equal monthly instalments commencing in March 20___ and ceasing in December 20___. 

I have also received a copy of the ‘COLART FLEXIBLE HOLIDAY SCHEME Q &A’s’
Factsheet.

	
Employee Signature _____________________  Date:___________________



Line Manager Approval _______________    Date:___________________

HR Acknowledgement.________________   Date:___________________
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