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The City of Wolverhampton Council offer a number of employee benefits which can 

help employees make their salary stretch further and achieve a better work life 

balance. 

This latest version of the Buying Annual Leave scheme replaces the original version 

launched in July 2016.  The scheme is administered via a ‘salary sacrifice’ 

arrangement which allows employees to purchase additional leave which is not subject 

to tax or national insurance deductions. The scheme also reduces the Council’s 

employer contributions for National Insurance. 

For some employees, entering into a salary sacrifice scheme may have an impact on 

their pension contributions and some state benefits. This will depend on individual 

circumstances and may not be significant. The Council would advise any employee 

who is in receipt of any state benefit, such as working tax credits, child tax credits, 

Statutory Maternity, Paternity and Adoption pay calculations etc., to contact the 

Department for Work and Pensions for advice on how this scheme may affect you. 

Principles 

The scheme operates by allowing employees to buy up to 10 additional days per leave 
(pro-rata for part-time employees) directly from their salary.   
 
As this is offered through a salary sacrifice arrangement and involves altering an 
employee’s employment contract, when additional holiday leave has been agreed 
employees cannot change their mind. The changes to the employment contract and 
salary cannot be reverted before the end of the agreement/deduction period, which 
may be different to the employee’s leave year (see below for further details).  
 
An employee’s leave entitlement will revert to their normal contractual entitlement after 
the end of their leave year.   
 
The additional annual leave will be added to the employee’s contractual annual leave 
balance. In line with the Council’s Annual Leave Policy, a maximum of 5 days’ annual 
leave may be carried over at the end of the employees leave year. 
 
As additional leave could impact on service delivery, any applications will need to be 
discussed with line managers before submission.   
 
Separate requests must be made for each leave year and applications should be 
submitted no later than the end of the sixth month of the leave year.    If an 
employee fails to submit their application in time, they will have to wait until the 
following leave year.   
 
In most cases the agreement/deduction period will be 12 months’ duration.  
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When applications are submitted with sufficient notice prior to the start of an 
employee’s leave year, the 12-month agreement/deduction period will be concurrent 
with the leave year.   
 
When applications are submitted after the start of the employee’s leave year, the 12-
month agreement/deduction period will extend beyond the end of the leave year.  
Whilst payments may extend into the following leave year, all additional leave must be 
taken within the current leave year (with a maximum of 5 days’ being allowed to be 
carried over as per normal policy).  
 
Employees on fixed term contracts who apply part way through their leave year will 
have a reduced agreement/deduction period if their contract has less than 12 months 
remaining at the point of application.   
 
It is the employee’s responsibility to ensure the application form is submitted within the 

deadline. 

This scheme does not override the provisions in any other Council policy. 
 
 
Eligibility  
 
As with other salary sacrifice schemes, employees must meet the eligibility criteria.   
 
The scheme will not apply to: 
 

• Employees who are not directly employed by City of Wolverhampton Council 
i.e. agency workers, interims or consultants  

• Employees on fixed term contracts with less than 6 months remaining on their 
contract at the point of application. 

• Employees contracted to work term-time  

• Employees appointed by schools where the Governing Board exercises 
delegated employer responsibilities 

• Employees on zero hours contracts 

• Employees whose salary will be BELOW the National Minimum Wage/National 
Living Wage once the salary sacrifice has been applied 

• Those employed on teachers’ terms and conditions.  
 

Application Process 

All requests should be made using the Buying Annual Leave Application form 

(available on the HR intranet).  One application form should be completed for each 

position.  If an employee has more than one position and would like to apply for 

additional leave on all positions, they will need to complete an application form for 

each position. 

If each position has the same leave year, you are advised to submit all the applications 

forms together to ensure they are processed at the same time. 

http://hrintranet/emp/eb/Pages/EmployeeBenefits.aspx
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The steps in the application process are shown in Appendix 1 – Buying Annual Leave 

Employee Process Map. 

Pension Implications 

If you are a member of the Local Government Pension Scheme (LGPS) any additional 

annual leave purchased will be classed as a period of ‘authorised unpaid leave of 

absence’. Therefore, pension contributions by both the employee and Council will not 

automatically be paid. 

EXAMPLE 

Actual pensionable pay Sacrifice amount Pay used to calculate 
pension benefits 

£15,000 £288 £14,712 

 

• Without the sacrifice, the pension benefits would be £306.12 (£15,000 x 1/49th) 

• With the sacrifice, the pension benefits would be £300.24 (£14,712 x 1/49th) 

Employees in the LGPS can elect to buy the lost pension contributions back. If the 

employee choses to cover the period of absence for pension purposes this will be by 

paying an age-related Additional Pension Contribution (APC) to cover the amount of 

pension lost during the period of authorised unpaid leave of absence.  If you do not 

elect to buy back lost pension there will be a lasting reduction for the year the additional 

leave is bought.  If you are near retirement age and thinking of accessing your pension 

benefits, you may wish to consider taking financial advice before entering a salary 

sacrifice agreement. 

If the employee elects to pay APCs to cover the lost pension, the Council will be liable 

to pay two thirds of the costs if the election is made within 30 days of the application 

being approved. 

If the employee elects to cover the period of absence for pension purposes after 30 

days of the application being approved the Council is not obliged to pay employer 

pension contribution costs and the employee will be liable for the full amount. 

The above information only relates to members of the Local Government Pension 

Scheme.  If an employee is a member of a different pension scheme, they should 

contact them directly for information. 
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Frequently Asked Questions 

 

Can I apply for the additional leave if I am part of other salary sacrifice schemes? 

Yes, provided that your pay does not fall below the National Minimum Wage/National 
Living Wage. 

 
Is everyone eligible to purchase additional leave? 
  
No, once you submit your application, your eligibility will be assessed. As with other 
salary sacrifice schemes, employees must meet certain eligibility criteria, as listed on 
page 3.   

 
Does this scheme also mean that I can “sell” some of my annual leave, i.e. give 
up leave in return for extra pay?  
  
No. It is not possible to sell your annual leave. 

 
Can I change my mind and ‘re-sell’ the purchased leave? 
  
No.  It is a binding agreement. The changes to your employment contract and salary 
cannot be reverted before the end of the agreement/deduction period, which in most 
cases will be a 12-month period.  
 
 
Do I have to apply for a specific number of days?  
  
You can apply to take any number of days, up to the permitted maximum of 10 days 
(pro-rata for part time employees).  For payroll purposes, this leave must be specified 
in hours but can only be taken in half or whole working days i.e. in the same way as 
contractual leave is taken.  

  
Do I need to have a special reason to request extra days leave?  
  

No. It is entirely up to you how you use it, and why you want it.  It will be treated in the 
same way as your contractual leave and subject to the usual approval arrangements.  

  
Do I have to take all of the extra days at once?  
  

No, you can take days of additional annual leave any time you like, subject to the usual 
approval arrangements; just treat them as an extension to your existing leave 
entitlement. 
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How is it different from unpaid leave? 

Both are ways of accessing additional time off from the council, but unpaid leave is 
usually requested when other leave provisions are not available to cover employees’ 
leave requests. The main difference with buying additional annual leave is that the 
payment for the leave is spread over 12 months and employees have choice over 
when it is taken (subject to managerial agreement), as it is added to your annual leave 
entitlement and booked in the normal manner. Unpaid leave is deducted in full from 
the next month’s pay. 
 
Employees can apply to request unpaid leave to cover short notice and specific 
unexpected situations. Purchasing annual leave is designed to enable employees to 
plan ahead in order to take time off throughout the year, either for specific planned 
reasons, or just to increase their annual leave entitlement to use when required.  
 
 
What happens if I am sick during the leave year?  
  
The normal rules for accruing contractual annual leave during sickness will apply.   If 
an employee is unable to take their leave due to prolonged sickness, leave purchased 
through the scheme will be treated in the same way as contractual annual leave 
entitlement.  

 

What happens if I leave the Council during the leave year?  

As with existing leave, you should use any outstanding leave entitlement prior to 
leaving the Council. In exceptional circumstances, you may be entitled to payment in 
lieu of annual leave, subject to approval. 

If on leaving, the value of the salary deductions made during the relevant leave year 
are less than the value of the leave taken, the Council reserves the right (in line with 
contractual provision) to require repayment and will be entitled to deduct the 
outstanding amount from salary or other payment due to the employee. If the final 
salary is not sufficient to allow for the whole of such a deduction, the employee will be 
required to repay the outstanding amount.  
  
  
What happens if I am made redundant or take maternity/paternity leave during 
the leave year? 
  
An employee who is part of the scheme and who is made redundant or takes maternity 
or paternity leave will be refunded the cost of any additional leave that has been 
purchased but not taken. 
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Will purchasing annual leave through a salary sacrifice arrangement affect my 
redundancy payment, if the situation arises? 
  
In the event of redundancy, your payment would be calculated and based on your 
gross salary prior to any salary sacrifice arrangement. 

 
What happens if my hours of work change during the leave year? 
  
If there is an alteration to an employee’s hours partway through the leave year, there 
will be no effect on payments or deduction.  Only in exceptional circumstances, such 
as the reduction of hours from full-time to part-time, may entitlement and deductions 
be amended during the leave year if the leave is too great to maintain service delivery. 
These cases will be treated on an individual basis and employees and their line 
manager should contact the HR Support Desk via The Hub Customer Portal (HR) or 
email HR.Supportdesk@wolverhampton.gov.uk  
  
  
What happens if my grade changes during the leave year?  

If an employee receives a salary increase or decrease partway through the leave year, 
there will be no effect on payments or deductions. Any deductions from salary to pay 
for the additional leave will be calculated at the employee’s rate of pay as at the date 
that their first deduction is taken.  
  
 
What happens if I move to a school based role and cannot take the extra leave? 
 
If your purchased leave can no longer be honoured in your new role, you will be 
required to take any outstanding purchased leave prior to starting your new role.  
Under exceptional circumstances, if this cannot be achieved you may be entitled to 
payment in lieu of annual leave, subject to approval. 

 
What happens to my salary and leave entitlement after the leave year? 
  
Your employment contract and salary will revert to what it was originally at the end of 
the agreement/deduction period, which may or may not be the same as your leave 
year (as set out under ‘Principles’ on page 2). 
 
Your leave entitlement will revert to your normal contractual leave entitlement after the 
end of the leave year.   
 
 
When will my first salary deduction be taken?  

For applications which are submitted well in advance of the start of your personal leave 

year, you should normally expect the first deduction to be taken in the same month as 

your personal leave year starts. 

http://portal/sites/hub/Pages/pl.aspx
mailto:HR.Supportdesk@wolverhampton.gov.uk
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For applications which are submitted after the start of your personal leave year, 

consideration will be given to the published payroll cut off dates and 

processing/administration time in order to determine when the first deduction will be 

made.  Ordinarily this should not be more than 2 months after your application was 

submitted. 

The earliest a deduction will be taken is the first month of your leave year.  Deductions 

will not be taken in advance of the start of the leave year that the application refers to. 

 
Do I need to submit a new application for each leave year? 
 
Yes, you will need to submit an application for each leave year you wish to purchase 
additional leave.   
 
If you make an application in two or more consecutive years, you may have two 
overlapping agreement/deduction periods, depending on the timing of your 
applications.  See worked example below: 
 
Employee’s leave year is 1 January to 31 December. 
 
First application is made in early May 2017 for the 2017 leave year i.e. 1 January – 31 
December 2017.  The 12-month agreement/deduction period for this application is 
likely* to be 1 June 2017 – 31 May 2018. 
 
Second application is made in early December 2017 for the 2018 leave year i.e. 1 
January to 31 December 2018.  The agreement/deduction period for this application 
is likely to be 1 January to 31 December 2018. 

 
In this worked example, the employee will have an overlapping period of 5 months (1 
June 2017 – 31 December 2017) when two deductions will be made for the two 
different applications covering their 2017 and 2018 leave years. 
 
*subject to payroll cut off dates and processing time. 
 
 
Will purchasing annual leave through a salary sacrifice scheme affect my 
pension? 
 
This scheme affects your pension contributions as your pensionable pay is reduced, 
which may impact on your future pension entitlement.  You can elect to buy back this 
lost pension through age-related Additional Pension Contributions (APCs). 
  
If you are in the Local Government Pension Scheme and would like to know more 
about APCs and how a salary sacrifice scheme could impact on your pension, we 
recommend you contact West Midlands Pension Fund to discuss your individual 
circumstances on 0300 111 1665 or http://www.wmpfonline.com/article/4737/APCs. 
 
If you are a member of any other pension scheme, we recommend you contact them 
directly to discuss further. 

http://www.wmpfonline.com/article/4737/APCs
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How will the scheme affect me if I am in the NHS pension? 

Currently there is no provision within the NHS Pension Scheme to allow employees to 
purchase Additional Contributions to offset the reduction in pensionable pay. For 
members of the 2015 Scheme, a reduction in gross pensionable pay will have a 
negative effect on the amount of pension built up in that year. The overall effect from 
participating in any salary sacrifice scheme would reduce the amount of final benefits 
earned.  

For members of the 2008 Section, if salary sacrifice is carried out within the last 10 
years of pensionable membership before retirement, this could affect the calculation 
of your pension.  

For members of the 1995 Section, if salary sacrifice is carried out within the last three 
years of pensionable membership before retirement, this could affect the calculation 
of your pension. 
 
 
Will purchasing annual leave through a salary sacrifice scheme affect my state 
benefits? 
 
A salary sacrifice arrangement may affect your entitlement to state benefits and tax 
credits and you should carefully consider the possible effects before you decide to go 
ahead. Please seek advice from HMRC’s Tax Credit Helpline on 0345 300 3900 or 
visit www.gov.uk/benefits-credits/tax-credits 
  

Will purchasing annual leave through a salary sacrifice arrangement affect my 
student loan repayments? 

Yes, student loan repayments are calculated on your earnings. As your gross salary 
is being reduced, so will your student loan payments, and this may increase your 
repayment period. For more information please visit Gov.uk website 
www.gov.uk/repaying-your-student-loan and the Student Loans Company website, 
www.slc.co.uk 

 

How can I work out roughly how much it will cost? 

The Buying Annual Leave Application Form will calculate the gross total cost to buy 

leave based on your hourly rate of pay and the amount of leave requested. If you 

decide to proceed with your application, you will receive a written statement detailing 

the exact cost of the additional leave, the monthly instalments and the impact it will 

have on your pension contributions (if applicable). 

Deductions are made in equal monthly instalments. Where the total cost of leave is 

not equally divisible by the number of deductions, the amount of the monthly deduction 

will be rounded down as shown in the example below: 

http://www.gov.uk/benefits-credits/tax-credits
http://www.gov.uk/repaying-your-student-loan
http://www.slc.co.uk/
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Total cost of requested leave = £752.58 (based on an hourly rate of pay of £20.34 and 

a request to buy 37 hours) 

Monthly deduction = £62.715 (based on £752.58 divided by 12 monthly instalments)  

Actual monthly deduction = £62.71 (rounded down) 

 

How do I apply? 

You will need to complete the Buying Annual Leave Application Form and discuss this 
with your line manager.  Once you have signed the form, the application form should 
then be submitted by raising a request on The Hub (HR) portal or emailed to 
HR.Supportdesk@wolverhampton.gov.uk.  This should be submitted no later than the 
end of the sixth month of your current leave year. 

If you submit your application from your council email address you do not need to 
physically sign the application as recognition of your council email address is deemed 
just as secure as a signature.  If you do not have a council email address and use a 
proxy, you will need to print and sign the application and then scan the signed form. 
You should then submit the application via your proxy. 

Guidance on how to raise a call on The Hub (HR) portal can be accessed at 
http://portal/sites/hub/Documents/HubGuide.pdf. 

 

What happens if I have missed my application deadline? 

You will have to wait until your next leave year to buy additional leave. If additional 
leave is required after your application deadline, you may want to refer to the unpaid 
leave policy.  

 
Can my line manager refuse my request to purchase extra leave? 
  
No, your manager cannot refuse your application. However, you and your line 
manager need to discuss your request for additional leave as you will still need your 
manager’s agreement as to when you can take it, as per the normal process when 
submitting leave requests.  Your signature on the application form is to confirm that 
this discussion has taken place.  If you experience any problems with this, you should 
contact the HR Support Desk via The Hub Customer Portal (HR) or email 
HR.Supportdesk@wolverhampton.gov.uk.   
  
  
What happens if I have more than one position? 
 
You can apply for leave on all positions and you will need to complete an application 
form for each position.  If your different positions share the same personal leave year, 
you are advised to submit all your applications at the same time on the same request. 
 

http://portal/sites/hub/Pages/hr.aspx
mailto:HR.Supportdesk@wolverhampton.gov.uk
http://portal/sites/hub/Pages/hr.aspx
http://portal/sites/hub/Documents/HubGuide.pdf
http://portal/sites/hub/Pages/pl.aspx
mailto:HR.Supportdesk@wolverhampton.gov.uk
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How will I know if my application is unsuccessful? 
 
You will be sent a notification email, usually within ten working days of your submitted 
application, advising that you have not met the eligibility criteria. 
  
 
How will I know if my application is successful? 
  
If you have successfully met the criteria, you will receive a written statement within 4 
weeks of your submission.  You are also able to track the progress of your application 
via the Hub Customer Portal (HR), using the reference number assigned to you when 
you first submitted your form.   
  
 
What are the stages in the process? 
 
Once you have submitted your application and have successfully met the eligibility 
criteria, Payroll will carry out the necessary calculations. You will then receive a written 
statement detailing the exact cost of the leave, the monthly instalments and the impact 
on your pension (if applicable). If you are a member of the West Midlands Pension 
Fund, you can choose to buy back the pension lost during the period of additional 
leave. The information on this written statement should be used to buy back any 
Additional Pension Contributions (APCs).  
 
Once you have reviewed this written statement and decided to go ahead/not go ahead 
with the scheme, you will need to sign the statement and re-attach it to your request 
reference. Unlike the application form, the written statement will need to be printed off, 
signed and scanned back in – typed signatures will not be accepted. 
 
Once processed, you will receive notification from the HR Support Desk that your 
annual leave entitlement for the year has been credited with your purchased leave.  
You should then submit your holiday requests to your line manager in the normal way.  
 
The steps in the application process are shown in Appendix 1 – Buying Annual Leave 

Employee Process Map. 

 
Contact Details 
 
If you have any further questions regarding the scheme please contact HR Support 
Desk via The Hub Customer Portal (HR), email 
HR.Supportdesk@wolverhampton.gov.uk or call 01902 552345 (option 1) 

If you have any further questions regarding payroll deductions or pensions please 
contact Payroll Services via The Hub Customer Portal (Payroll), email 
Payroll.Services@wolverhampton.gov.uk or call 01902 552345 (option 2) 

 

 

http://portal/sites/hub/Pages/pl.aspx
mailto:HR.Supportdesk@wolverhampton.gov.uk
http://portal/sites/hub/Pages/pl.aspx
mailto:HR.Supportdesk@wolverhampton.gov.uk
http://portal/sites/hub/Pages/pl.aspx
mailto:Payroll.Services@wolverhampton.gov.uk
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Appendix 1 – Buying Annual Leave Employee Process Map 

 

If yes, employee must manually sign the statement 

and return it via the open request in The Hub (HR) 

Portal or via e-mail to 

HR.Supportdesk@wolverhampton.gov.uk 

 

 

Employee completes buying annual leave 

application form and discusses with their 

line manager. 

Employee’s eligibility is assessed 

against the scheme criteria. 

scheme. 

Employee submits the application form via 

The Hub (HR) Portal or via e-mail to 

HR.Supportdesk@wolverhampton.gov.uk 

no later than the end of month 6 of their 

personal leave year. 

 

If ineligible, employee 

receives notification.  

This will be the end of 

the process. 

If eligible, employee receives a written 

statement confirming the cost of the leave 

and how to buy back lost pension (if 

applicable). 

 

 
Employee confirms if they wish to 

proceed with their application. 
If no, employee 

confirms by return of e-

mail.  This will be the 

end of the process. 

Employee receives a notification from the HR Support desk 

advising of their new entitlement.  At the end of the leave year, the 

employee’s leave entitlement reverts to the contractual amount. 

Employee pays for the leave from their salary over the agreed 

deduction period, which will normally be 12 months. 

mailto:HR.Supportdesk@wolverhampton.gov.uk
http://portal/sites/hub/Pages/hr.aspx
mailto:HR.Supportdesk@wolverhampton.gov.uk

