
 

 
 
 

 
 
 
     
 
 

Buying and Selling Annual Leave 
 
Guidance for Managers and 
Employees 
 

  



 

1.0   Introduction 
 
All employees receive paid annual leave as set out in their contract of employment.   This 
scheme allows employees the flexibility to alter that entitlement, either by buying some 
additional leave or by selling some of their current entitlement 
 
Once an application has been processed to buy or sell annual leave for the year, employees 
would not normally be able to cancel at this point, however, in exceptional, unforeseen 
circumstances, this may be appropriate, for example, where planned holidays are cancelled 
due to circumstances beyond the employee’s control.   
 
 
2.0 Eligibility 

 
The scheme is open to all employees of Herts Valleys CCG (HVCCG), West Essex CCG 
(WECCG) and East & North Herts CCGs (ENHCCG) (referred to hereafter as the CCG), 
including people on fixed term contracts (FTCs) (providing the FTC is for 12 months or 
longer) but is discretionary as it is not a contractual right to buy or sell annual. Any 
applications for annual leave should be agreed with the line manager; however the final 
decision will be made by the Head of Department/Service Area. 
 
 
3.0 Roles and Responsibilities 
 
Employee Responsibilities 
 

 To read and fully understand the scheme guidance prior to submitting an application. 

 To ensure that all relevant fields of the application form are completed correctly, missing 
fields may result in applications being returned thereby missing the deadline. 

 
Line Managers Responsibilities 
 

 To check application forms (completed by the employee) for accuracy and 
completeness.  

 To complete appropriate sections of the application form, indicating whether or not they 
support the employee’s application, taking into account the considerations relating to 
departmental cover. 

 To act reasonably and fairly, taking into account all the circumstances. 

 Communicate in a timely manner the decision that has been made and the rationale for 
any declined requests.  

 To ensure that the Change of Circumstances Form (HVCCG and ENHCCG) or P3 
Change Form (WECCG) is completed and sent to HR along with the a copy of the 
approved application form so that ESR can be updated. Any leaver’s mid-year are 
flagged to HR using a Change of Circumstance Form or P3 Change Form which must be 
signed by finance prior to forwarding to HR for processing.   

 
 HR Department Responsibilities  
 

 To promote, communicate and raise awareness of the scheme.  

 To update ESR. 

 To provide payroll with the Change forms in order for the appropriate adjustments to be 
made to an employee’s salary. 

 
    



 

4.0 Buying Annual Leave  
 
The principle around buying annual leave is as follows:- 
 

 The opportunity to buy additional annual leave will only arise once a year with only 
one application per employee. 
 

 Employees are able to buy up to an equivalent of one of their working weeks in 
annual leave (if they are part-time it would normally be the hours they work for 
a single week)  

 

 When an employee buys annual leave their salary will be reduced by the additional 
number of hours purchased, this figure will be calculated on the employees’ 
individual basic salary by payroll.   The salary amendment will take effect from the 
date requested to the end of the annual leave year (31 March).  It should be noted 
that the later in the leave year that a request is made and processed, the greater the 
impact on the remaining year’s salary. 
 

 If an employee has bought additional holiday and cannot use them before the end of 
the leave year, they can carry over up to 5 days to the new leave year at the 
discretion of their manager but would not normally be able to sell them back.  
However, in exceptional, unforeseen circumstances, this may be appropriate, for 
example, where planned holidays are cancelled due to circumstances beyond the 
employee’s control. 
 

Any additional annual leave bought will be authorised and managed on the same basis as 
the CCGs Annual Leave Policy, ie approved by the manager prior to leave being taken and a 
carry forward of up to 5 days subject to approval.   
 
 
5.0 Selling Annual Leave 
 
Employees need to be aware that under the Working Time Regulations employers are 
required by law to ensure that adequate time off is taken by individuals.  It is important 
therefore that employees do not deprive themselves of annual leave, which would result in a 
detrimental impact on health.  Managers will be responsible for monitoring annual leave and 
sickness levels to ensure that these do not increase.   
 
The principles for selling annual leave are: 
 

 The opportunity to sell annual leave will only arise once a year with only one 
application per employee.  

 

 Employees are able to sell upto an equivalent of one of their working weeks in 
annual leave (if they are part-time it would normally be the hours they work for 
a single week)  

 

 A week relates to the exact amount of hours they are contracted to work per week. 
 

 When an employee sells annual leave, their salary will be increased by the number of 
hours sold, this figure will be calculated on the employees’ basic salary.  The 
additional salary will be subject to tax and NI in the normal way.  The salary 
amendment will take effect from the date requested to the end of the annual leave 



 

year (31 March).  It should be noted that the later in the leave year that a request is 
made and processed, the greater the impact on the remaining year’s salary. 

 
 

 Although authorised/approved by the Line Manager/Head of Service, no request will 
be finalised until all payroll checks have been completed.  These will take 
into account any other salary sacrifices an employee may have. The employee 
should not be left with less than the National Minimum Wage, nor less holiday than is 
statutorily required under the Working Time Regulations.  

 
 
6.0 Process for Buying & Selling Annual Leave 
 
The opportunity to buy and sell annual leave will only arise once a year.   
 
To apply to buy or sell annual leave the following process must be followed:- 
 

 Discuss the desired option with your line manager.  
 

 There is one request to buy and one request to sell annual leave per employee each 
year. 
 

 Complete the “Buying and Selling Annual Leave Application Form ”Appendix 1”. 
 

 Completed forms need to be with HR before the normal payroll cut-off date (normally 
the first week of the month) late applications will be processed in the next payroll. 
The Head of Dept/Service will make the final decision on whether to accept or reject 
an application.  Decisions will be based on the criteria set out in this guidance and 
with consideration given as to whether the service can accommodate the request 
without it having a detrimental impact on the service. 
 

 It is the responsibility of the line manager to inform the employee of the outcome of 
their application.  Individuals will not be notified by the HR/Payroll Department. 

 

 Following the end of the leave year (ie the next 1 April) the employees’ holiday 
entitlement will revert back to the normal contractual amount. 
 

 
7.0 Criteria and Considerations for Buying & Selling Annual Leave 
 
All requests for buying and/or selling annual leave will be given full consideration by the line 
manager. The aim is to allow employees as much flexibility as possible whilst operating 
within the needs of the CCGs.   However, in making a decision, the following factors must 
be taken into account: 
 
 
8.0 Buying Leave  
 

 There should be no additional cost implications for the CCG. 
 

 If cover is needed for the employee – ensure this can be managed appropriately. 

 Assess if employees selling leave can offset any of the costs incurred in 
employees buying leave 

 



 

 There should be no detriment to service provision.  Considerations are detailed below: 
 

 Ensure there is no loss to patient care. 

 Ensure there will be no detriment to work objectives and meeting key targets 
 

 Unless there are exceptional circumstances employees should not be able to buy extra 
leave if they have already carried over leave from the previous year.   However, if the 
employee has carried over less than one working week, they can buy the difference up 
to a working week.  

 
 

 If a manager does not feel that they can support an employees’ full request then they 
may consider a proportion they feel they would be able to accommodate. For example if 
two employees request to buy 37.5 hours each, but the service could only accommodate 
a maximum combined total of 37.5 hours additional leave, the manager may suggest 
that each receives 18.75 hours. The final decision regarding whether any requests (or a 
proportion of these) are approved or declined sits with the Line Manager.  

 
  

9.0 Selling Leave  
 

 There should be no additional cost implications for the Department/CCG.  
Considerations are detailed below:- 
 

 Assess if there is sufficient funding  

 Assess if there is a balance of employees buying annual leave which can 
offset the costs 

 Assess if the cost can be offset by reduced temporary staff spend (eg 
overtime, agency) and/or increased productivity 

 

 If a manager does not feel that they can support an employees’ full request then they 
may consider suggesting a proportion they would feel able to accommodate. For 
example if two employees request to sell 37.5 hours each, but the service could only 
accommodate the purchase of a maximum combined total of 37.5 hours, the manager 
may suggest that each employee is able to sell 18.75 hours. The final decision regarding  
whether any requests (or a proportion of these) are approved or declined sits with the 
Line Manager.  

 
 
10.0 Calculating the Value of a Day’s Holiday 
 
If an employee is selling holiday then the employee will receive additional pay for the 
additional holidays. If the employee is buying holiday then the employee will lose pay for the 
additional holidays bought. The calculation of a day’s leave is detailed below:-  
 
Annual salary ÷ 52.143 ÷ contracted hours per week = hourly rate 
 
Hourly rate x normal hours per day = days’ pay    
 
  



 

 
11.0 Appeals  Process 
 
Should the application for Buying/Selling Annual Leave be denied, there is a right to appeal.  
Any appeal must be submitted in writing within 10 working days of the date of the decision 
being made known, to the appropriate next level manager. 

 
An Appeal Hearing will be arranged as soon as practicable, (normally within 10 working 
days). 
 
An Appeal Hearing Panel will consist of the next level manager and a Human Resources 
representative, neither of whom will have previously been involved in the case. 

 
The Appeal Panel will consider the grounds that are put forward by the employee and 
assess whether or not the outcome by the line manager was appropriate. 

 
Following the Appeal Hearing, the employee will be informed of the outcome in writing within 
10 working days. 

 
The decision of the Appeal Panel is final. An appeal cannot be referred beyond the Appeal 
Hearing decision. 

 
 
Please contact the HR advisory service at ccg.hradvisory@nhs.net, if you wish to 
discuss further.  
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Section 1: For completion by employee: All information to be completed. 

Full Name   

Job title  

Work base / 
Department 

 

Email  

Assignment 
number 

 Payroll number   

 

 
Buying leave  

 

 
I would like to request to buy………………hours annual leave with 
effect from ……………. [DATE] (NB: the later in the leave year, the 
greater the impact on your salary for the rest of the year). 

On approval of request to buy annual leave. I authorise a variation in my contract of employment in 
that there will be a reduction in my gross annual salary in return for a non-cash benefit of additional 
annual leave and that the deduction will be made throughout the remaining months of the leave year it 
was agreed. 

 

Selling leave 
 

I would like to request to sell………… hours of my annual leave 
entitlement with effect from [DATE].  

On approval I will forgo this amount of leave from my annual leave entitlement and that the CCG will 
make payment in consideration of the loss of leave. This payment will be made over the remaining 
months of the leave year in which it was agreed. 

It may not be possible for the full amount requested to be authorised, however a proportion may be 
authorised. E.g. requested 37.5 hours leave approved 18.75 hours given.  
 
Please tick this box if you would not wish to accept a lesser proportion of you request, the request 
would then be declined.  

Employee Full name  

Employee signature  Date  

Manager Full name   

Manager Signature  Date  

Head of Department Signature  Date  

 

Checked by HR   Date  

Checked by Payroll  Date  

This form should be completed in accordance with the annual leave buying 
and selling guidance for managers and employees. 

 

APPLICATION FOR BUYING AND SELLING ANNUAL LEAVE  


