HOLIDAY BUY BACK - GUIDANCE AND APPLICATION PROCESS
What is it?

Holiday Buy Back provides the employee with the opportunity to ‘buy’ additional holidays.  For each additional weeks holiday the employee will forfeit a week’s salary. Holidays can only be bought by contractual weeks, not in additional days.
This option can be applied for on a temporary basis, only where the employee has a contract in place for the full holiday year for which they are applying. 
How does it work?

Timing

· Applications to buy additional holidays for a particular year must be completed no later than 30 November.  
· Holiday Buy Back arrangements will normally apply from January to December each year.  Therefore, arrangements must be finalised and notified to HR by 30th November so that salary payments from January onwards are correct.
· In exceptional circumstances, for example, compassionate grounds, holiday buy back may take place mid-year.  In this situation, the recovery of the salary sacrificed will be within the leave year (i.e. by December) and so will be over fewer than 12 months. 
· Where a request for Holiday Buy Back is made out with these timescales it will not be accepted for the current year and will only be considered for implementation the following annual leave year (unless it falls into the exceptional category above). 
Assessment of Applications
· The Head of Service, will assess whether the request can be accommodated. An increase in holidays impacts on working time available to the service and managers will have to take account of all applications received and the cumulative effect on the service as well as the particular merits of each case.  This will include consideration of whether: 

· the time needs to be replaced by another employee 

· work can be absorbed within existing resources.

· There is an impact on the current or future demands of the service
there are any other financial, operational or customer impacts 
What Happens to Pay?
· For each additional week’s holiday awarded the employee will give up a week’s salary. This additional holiday is added to the annual leave entitlement and agreement on the timing of leave may be required in advance dependant on the needs of the service. The employee’s salary is reduced to reflect the holiday buy back arrangement.  This does not affect the employee’s entitlement to Public Holidays.

· The employee’s annual salary will be amended by the number of weeks awarded for holiday buy back.  So, someone who earns £240 per week would reduce their salary by £240 for each additional week of holidays they buy back.  Normal deductions such as tax and national insurance would slightly reduce to reflect the reduction in salary.
· There may be an impact on welfare benefits as your net pay will slightly decrease. Some benefits are based on net pay and therefore your eligibility for welfare benefits may increase dependent on your personal circumstances. Additionally, consideration should also be given to statutory payments i.e. employees have to earn a certain minimum weekly pay prior to being eligible for payment of some statutory provisions e.g. Statutory Sick Pay. These minimum rates can be found on www.directgov.uk
· Adherence to the timescales for processing applications is essential so as to reduce the financial impact on the employee.  The intention is that the reduction of salary is made over the 12 month salary payment period and any delay in notification could mean the deductions being spread over fewer months. In these circumstances the first deduction is higher to reflect the later start date of the holiday buy back i.e. if started in June 6/12ths of the deduction will be deducted in June and then 1/12th for the remaining months
· Holiday buy back does not impact on pension contributions or entitlements. Holiday Buy Back is non-pensionable and you would continue to pay contributions on your full salary. 
Notification of Outcome

· Once the Head of Service has assessed the application, and where this is being approved, the signed application will be submitted by your line manager /HOS by  emailing HR hr@moray.gov.uk to confirm the arrangement, attaching the relevant application form.  

· Holiday buy back is temporary amendment to your contract of employment and a letter will be issued to the employee by HR to confirm the change to terms and conditions of employment
October 2026
HOLIDAY BUY BACK APPLICATION FLOW CHART

Employee submits Holiday Buy Back Application to Line Manager for discussion and assessment with Head of Service (HOS)
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Head of Service assesses the application in line with the Flexible Working Policy


 Application Accepted





Application Declined
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Line Manager/HOS verbally confirms outcome
Line Manager/ HOS confirms to employee via letter of decision and files for reference
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Line Manager/ HOS sends notification to HR to confirm 
approval and parameters of Holiday Buy Back          
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HR issue temporary amendment to contract to employee

and inform payroll.
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THE MORAY COUNCIL

APPLICATION FOR HOLIDAY BUY BACK 
Name:
          


Employee Number: ………………………………………………………………………..
Department:
           ………………………………………………………………………..
Job role 



Holiday Buy Back application details:

Weeks requested:    1 week             (
(Please tick)

                                   2 Weeks          (
Year:                                    ……………………………………………………………….

Employee’s Signature:


Date submitted:                .………………………………………………………………...
 ___________________________________________________________________

For management use only: Application for Holiday Buy Back *Approved/Not Approved
(If not approved: reason: ……………………………………………………………………)
Effective date: ……………………………………
Head of Service:  

Date:  


Line Manager/HOS to send approved applications to HR for processing via email hr@moray.gov.uk
_1542713402

