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The holiday section in Enterprise has been updated so you can configure the
holiday parameters for each temp rather than relying on global settings which
may not have applied to all employees.

The following document explains why it is important that these parameters are
set correctly and clearly explains how to create new holiday schemes so all
variations of a working week are covered.

When the upgrade is run a default scheme will be generated, this will use the
parameters that you previously had set up globally in

Administration>System>Parameters>Payroll Company>Holiday

Most users had the Work days per week set to 5, which meant when booking
a days holiday if an employee did 20 hours for example the system presumed
this was spread over a 5 day week. As this isn’t always the case booking a
days holiday could be difficult if a temps day was either longer or shorter than
the global settings.

By settings a new holiday scheme for all other variations it simplifies the
process of booking holidays and ensures the correct payment is applied.

A new holiday scheme will need to be created for any other amount of
working days per week your temps regularly work.

Firstly check your holiday parameters are set correctly

Go To Administration>System>Payroll Company>Holiday
Min works hours per week for part time and full time temps

The field determines the minimum amount of hours per week your employees
need to work to get their full holiday entitlement.

If all your employees are full time then this can be set at 37.5 however as this
isn’t usually the case with temporary staff then having this field set at 0.01
would ensure that all employees have the opportunity to reach the full accrual
they are legally entitled to.

For a temp to reach their full 5.6 weeks annual holiday entitlement they need
to have the opportunity to accrue 0.603 of a day each week for the 46.4
weeks of the year that aren’t holiday, as temps do not accrue holiday when on
holiday (52 — 5.6 =46.4 * 0.603 = 28)

Having this set at an amount that’s higher than the amount of hours some of
your temps would ever work would mean they only receive a proportion of the
accrual each week which obviously isn’t acceptable
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Holiday schemes

A holiday scheme is simply the term given to a length of working week i.e. 3
days, 4 days, 5 days.

Go to Administration>System>Parameters>Payroll Company>Holiday
Schemes

Every employee is entitled to 5.6 weeks holiday, however the days this
equates to will vary depending on how many normal days work an employee
does each week,

If a temps normal working week is 5 days work then the 5.6 weeks would
equate to 28 days a year, However if an employees normal working week is 3
days then 5.6 weeks annually would work out at 16.8 days.

This is 5.6 weeks work for each but as they work a different amount of days
per week this works out at a different amount of days annually.

The formula for working this out is

Hours worked X Annual = Holiday hours per year = Holiday days

per week entittement  Hours worked per normal day per year

So for a temp who works 5 days a week 8 hours per day giving a total of 40
hours a week this would be

40 x 56 = 224 |/ 8 = 28 days peryear

For a temp that works 3 days a week, 5 hours a day giving a total of 15 hours
per week this would be

15 x5.6 =84 / 5 =16.8 days per year

To show how this is affected by the amount of days a temp works per week if
2 temps both worked 20 hours a week but 1 does 2 ten hour days and 1 did 4
five hour days the calculation would be

20 x5.6=112 / 10 =11.2 days per year
20x 5.6 =112 / 4 =28 days per year

Both get the same amount of hours per year but spread over different length
days.

Because this affects how a days holiday is booked in the system, holiday
schemes need to be set up to cover all variations of working weeks.
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To enter a new holiday scheme
Click New scheme and enter a description in Scheme description
Enter the Number of Works days per week this scheme covers

The annual holiday entitlement changed to 5.6 weeks from 01/04/2009 and
this should be given to all temps. If you have any queries regarding this
please contact the Intersoftware help desk.

Enter this figure in Holiday weeks per year and press tab, this will auto fill all
the other fields for you. Click Save.

If you have any further schemes to set up repeat the steps above for each,
Save and Close when complete

.- Parameter - Payroll - Holiday Schemes

D
General Haliday Entitlement Scheme
Bank Details >
Payrall Exceptions 4 day wesk
A 3 day week

Haliday
Haliday Sch 2 day week

oliday Schemes & day ook
Irrveoice
Timezheet
Inland Revenue
Coinage Analysis Huoliday Entitlerment S cheme Yalues
Pavrall Feparting
Exportz Scheme Description: |5 day week
Marinal Codes

Mo OFwiark Diaps Per week:

Code Generation ° ork Uiays Feries @

Emplaves [Date walues valhd till leave rHrolicla_l,l Wegks\ Holiday Daps|*work Days |Days accrued  |Holiday Pay
Emailz blank, if no cut-off date] per rear per rear Per rear per week Aocrual &
Frant Office » 5.6 28 232 0.603 12.07
MHew Delete
Haliday Entiternent Scheme Mew Scherme
company holiday scheme
2 days per wesk Delete Scheme
4
Haliday Entitlerment Scheme Y alues
eme D ezcription; |3 days per wee
ik, Days PerwWeek: |3
D ate values walid tll leave |Holiday ‘Week ’Flu:uliday Davspwfonk Days |Days accrued  |Haoliday Pay
blank. if no cut-off date] per ear F per Y'ear \E'er Year |perweek Accrual
| 3 BB 16.8 1392 0362 12.07

Once you have set up all your holiday schemes you need to go to each
employee record and customise the scheme to each employee.
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Configuring the employee record

Go to Employee record>Pen/Hol tab

Holiday section

Each field in this section needs to be checked to ensure correct holiday
accrual and payments.

The figure in Work hours in Complete Week will have filtered through from
the figure that was previously set in payroll parameters and was originally a
global setting, this now needs to be set as an individual figure.

Overtype this with what you know to be this employees normal working hours
per week. This mustn’t include overtime, as holidays aren’t usually accrued on
overtime rates.

The Daily Holiday Pay Rate also needs to be checked at this point and can
be overtyped with what you know to be a normal days pay if the figure that
was previously here doesn’t seem to be correct.

Entering this correctly will ensure that when holiday days are taken the correct
rate is paid.

Gerneral 1 ] ngera|2| Payroll 1 ] F'a_l,Jrcn_II2| F'gp] HateSl_dIIs] Job F!eq.] .-’-‘mal_lgsisl Ngtes]

Pension
Fenzion Scheme: |N0 Pengion ﬂ Drate Started: @ I FPenzionable Salany: |0
B Ees Contribution: |0 Lowser Limnit: |0
Erribution: 0 Upper Limit; |0
[~ AWE Amount; 1]
Huoliday
. ) Draily Holiday Pay Haoliday Accrual in Calculate Halida
Holiday Pay Start Date: |03/ 2/2008 @ Pay Rate: 100.00 the wiaek it was incured I ennl Y
ik, Howrs in Complete
Wwieek: =
; ] ) Mo of Wwork Days
Hualiday Entitlerment Scheme: |2 days per week j Per Wlaek:

Date values walid till [leave |Holiday \Weeks|Haliday Days|'wiork Days |Days accrued |Haoliday Pay
blank. if no cut-off date] et r'ear per ear Pervear | per week Accrual %

4 5.6 11.2 328 0241 1207
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Select the correct holiday scheme

Example 1 if this employee works 20 hours per week, over 2 ten hour days,
then enter 20 in Work Hours In Complete Week and

Select 2 days per week from the Holiday Entitlement Scheme drop down.

This tells the system that the employee works 2 ten hour days and will then
calculate his pay correctly when entering days holiday in Payments and
Deductions.

Haliday
) ) Daily Holiday Pay Holiday Accrual in Calculate Haliday
Holiday Pay Start Date: (084122008 @ Pay Rate: 100.00 the Wweek it was incured I Aol v
v ork Howrs in Complete a0
week:
' . Mo af Waork D l—
Holiday Entitlement S cheme: w j F'BDI?NEET:: ays
D ate values valid till [leave [Holiday “Weeks{Holiday Dayzpinfork Dayz [Days accrued |Holiday Pay
blank. if no cut-off date] per v'ear f per rear }JBr ear | per week Accrual Z
[ 3 56 11.2 928 024 1207

Example 2 If an employee works 20 hours per week but over 5 days then this
would be entered as below.

Haliday

Holiday Pay Start Date:  [08/12/2008 Bg| b2l Helday gy Flay Holiday Accualin - - Calculate Holiday 5

Fay Fate: the Week it was incurred Accrual

Haliday Ertiflerent Scheme: @ ﬂ E;%‘-‘;\;ﬂk Days l—

Date values valid till [leave |Holiday ‘Weel T:Iolida_l,l D@s\ Work Daps |Dayz accrued  [Holiday Pay
blank, if o cut-off dake) per v'ear pel Vear Pervear  |per week Accrual &
| 2 5.6 28 232 0.603 12.07

Note how the days holiday per year changes even though they both work the
same hours per week, it is the days per weeks that’s important if holiday days
per year are to be accrued correctly.

The hours per week indicates how long a working day is so when a days
holiday is taken the system knows what rate is to be given.
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Taking holidays

Go to Employee Record>Payments and Deductions

Now the system knows exactly what length a days holiday is for each
employee a part or full days holiday rate will be calculated correctly.

Please note holidays should be entered as days taken not a monetary
amount as the system will correctly calculate the rate but if this is entered as a
value the days will not be correctly deducted which will result in an imbalance
between days and pay accrued.

For example 1, if an employee works a 10 hour day, and took half a days
holiday whilst being paid at £10 per hour

Holiday Pay l Statutory F'a_l,lments] Other F'a_l,lments] Deductions

oliday Days: 0.5

Daily Holiday Pap Bate: [100.00
[iday Pay Amont; |5EI.EIEI

Mumber of Payroll Periods Covered by this Payment: |1

Example 2, if an employee works a 4 hour day and took half a days holiday
whilst being paid £10 per hour

Holiday Pay | Statutary F'aymentsl Other Payrnents nguctinns]

oliday Drays:; MHumber of Payroll Periods Covered by this Payment: |1
D aily Holiday Pay Bate:

iday Pay Amount;
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