Request for holiday pay
Under the working time regulations of 2007, temporary workers are entitled to up to 28 days paid leave per year, (full time hours, part time are pro rata). All entitlement to leave must be taken during the course of the leave year in which it is accrued. I.e. your first day of work with Mayday Employment is the first day of your holiday year. All holidays must be requested in advance on this form and submitted to Mayday’s payroll department in advance. One days notice for one day and one weeks notice for one weeks pay. This must also be in agreement with the client that you will be currently working for.
We calculate your holiday as follows. Take 5.6 weeks (maximum leave entitlement) and divide this by 52 (this gives you your weekly entitlement) = 0.10769 (of a week). 0.10769 x number of weeks either worked, in the previous period that you are claiming for. I.e. if you work 15 hours a week for a period and then change client and work 40 hours for a period your holiday pay will be calculated on the ACTUAL hours that you have completed. If you have also been paid different rates of pay again you will be paid an average for the period that you are claiming for.
For example, Joe Bloggs works 15 hours per week at £7 per hour for 3 weeks, and then claims a days holiday the day will be calculated at 3 hours per day x £7 = £21 holiday pay. If Joe then either moves to another client or works extra hours and is now working 40 hours a week at £6 per hour for the next period then these hours will be reflected and the next days holiday will be 8 hours per day x £6 = £48 holiday pay.

Please remember that as a temporary worker you may work different hours and at different rates of pay, so an average entitlement will be calculated. You only accrue holiday pay on ACTUAL hours, so holiday entitlement is not accrued whilst you are away from work for any reason. You start accruing holiday pay from the first day that you work but you are only entitled to take holiday after you have completed 4 weeks. We hope this is clear but if you need this explained further, please come into the office where a member of staff can explain your personal circumstance.
Name…………………………………………………………………………………………….
Signature……………………………………………………..Date……………………………..
Dates of time off:

Date you intend to return to work:

Date to be paid:

-----------------------------------------------------------------------------------------------------------------
Office use only

Consultant signature:

    Client advised   Y / N        Temp card updated   Y / N

Paid up to week inc.

Average hours to be paid:

Average hourly rate to be paid:

Total pay:

Date actually paid:
