Application for Purchasing Additional Annual Leave – 2022 Annual Leave Year

If you use MyView, you should not use this form and should submit your request using the My Form on MyView.  If you have more than one post, please indicate which post you wish to purchase annual leave from.  If you wish to purchase leave for more than one of your posts please complete one form per post.  
Timescales:

· Submit form to line manager by 15 November 2021
· Line manager must scan and email form to the HR Helpdesk by 19 November 2021
	Personal Details – to be completed by employee

	Name
	

	Emp No.
	

	Job Title
	

	Service please circle
	Children’s 
	Corporate & Housing
	Development/Place
	SW Adult 

	If temporary, contract end date
	

	Post ID (for multiple post holders only)
	


	Purchase leave – to be completed by employee

	Weekly contracted hours
	

	Number of hours you wish to buy (max. one week of your contracted hours)
	

	Term Time Employees: Note the dates and number of hours you wish to purchase leave for
	


	Employee authorisation for deductions from pay – to be completed by employee

	I have read and understood the conditions of the Purchasing Annual Leave Scheme and authorise the Council to deduct the appropriate sums of money from my pay each month.  I also understand that if my pay changes, the amount of money deducted from my pay each month will be amended accordingly.  I understand that if I leave Falkirk Council employment during the year then the full amount outstanding will be deducted from my final salary.

	Employee Signature
	Date




Line Manager Authorisation

	Number of hours approved
	
	Reasons if not approved
	

	Line manager declaration
	I confirm I have considered the implications of this request and have approved/rejected as appropriate and will let the employee know the outcome.

	Line manager name (print)
	
	Line manager email address
	

	Line manager signature
	
	Date
	


	Human Resources Only

	Working Hours
	
	Post ID’s
	

	Employee Status
	
	Recorded & logged
	


Privacy Statement

· The Council processes your information in accordance with data protection legislation.

· We use this for purchasing annual leave and pay deductions and keep it for 7 years after you leave

· We also use this for monitoring and recording purposes
· You can find full details here www.falkirk.gov.uk/privacy

