
Join from 14th February –  30th March 2024
The annual leave purchase scheme is an opportunity for you to buy additional annual leave on top of your usual holiday entitlement - subject to your Line Manager's approval.

1. Check the eligibility criteria stated in the FAQs

2. Decide how much additional holiday you would like to apply for, you can buy up to two extra working weeks i.e. 72 hours (based on your normal working week) of annual leave which will be added to your current entitlement. The amount purchased cannot exceed 72 hours per annum (this must include any carried over leave) and will be pro-rated for those employees on part-time contracts. For example if you are carry over 43.2 hours as a full time employee. You can only purchase 28.8 hours. Once you have made your application, if the number of hours  you have applied for plus the number of hours you plan to carry over exceeds 36 hours you will forfeit the hours carried over.
3. Your first deduction will commence in April 2024 and a one-time £25* administrative fee will be deducted from your net salary in April 2024. 
4. To apply for additional annual leave please visit  HYPERLINK "http://"  Croydon.salarydeductplatform.com, or call 01908 303 498.
5. Please ensure you have a copy of your latest payslip handy or you know the following information: 

· Your contact details 

· Your National Insurance number

· Your Payroll number

· Your salary figure: the salary taken should be the basic spinal figure quoted on the left side of your salary 
slip. This is the figure before tax and NI and any other salary sacrifice deductions. You then need to add any contractual payments you get on a regular monthly basis e.g. compulsory car allowance, shift allowance, nights enhancements, market supplement, additional duties allowance etc. Incorrect details will delay the approvals
· How often you are paid (e.g. monthly/weekly)

· The number of hours that you are contracted to work each week

· Your Line Manager's name

· The number of hours that you wish to purchase

·  Please fill in all the details as instructed, choosing the number of hours you wish to buy. 
· You can find a full breakdown on how much money you can save on the website detailed above. Leave is purchased in hours for all employees 
· Please note that under the pensions regulations published in April 2014, your pension will be affected. To find out the impact please contact read the FAQs or contact pensions@croydon.gov.uk
· For detailed Frequently Asked Questions about the scheme please click here. 
· Once your application is complete you will need to print off your amendment to contract (if you are not able to print the form your manager can email the form saying approved); two parts of the agreement will be printed – please complete as follows:

· Contract 1st copy – Please retain for your records.
· Contract 2nd copy – You, your line manager and the Head of Service need to sign this
· Please then return the 2nd copy by email only to: bina.patel@croydon.gov.uk 
You must return your signed application form by email to  bina.patel@croydon.gov.uk by 30th March 2024 at the latest.
6. If you get all the necessary approvals and then decide to withdraw from the scheme you must do so before 30th March 2024, in order to avoid a deduction taken from your salary. Please do this by emailingbina.patel@croydon.gov.uk . You must also inform your line manager.
7. The purchased hours will be added to your leave entitlement by the myresources team after the 5th of April. [image: image1.jpg]
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