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Adding Annual Leave Entitlem

Adding annual leave entitlements are for NEW members of staff only.

ents

To update a person’s existing entitlement see ‘Changing Annual Leave Entitlement Guide’ on page 3.

1. Calculate the person’s leave entitlement

Using the Annual Leave Calculator work out the person’s entitlement for a full year AND for the remainder of the current year.

2. In HeathRoster select Personnel > Person Search and find the employee

[Rosters | Unapproved Rosters | Person Search | Add Roster from Template |  Unit Summary

Person Search

Stafr El 1 & NI 1Records O Find Summary | Work Contracts | Unavailabilities | Sickness

. Click on the ‘Entitlements’ tab

View Date: |16/01/2015 |[™]

Entitlements. Skills

Contacts Restrictions Patterns Notes
- Hours Accounts Rules Skill Shortfalls
Unit: | Any ;1 Staff Group: | Any =]
= - {3 Person: ASC Dummy, Person 1 (Band 1 ASC) o Grade: Band 1 ASC
Team: |Any (=] GradeType: |any H.| = &= unie Multiple £ Bank:  No
Sumame: | dummy Grade:  Any = =
Staff No: I
— [~ | [Annual Leave 3 From: |01/04/2014 |[7] To: [31/03/2017 [ | Fina |
<] —_— ]
Surname Forenames Staff Number Grade
By 3 N ST Coverage Period Entitlement Remaining
. ‘ . ’
3. Click ‘Create Person Entitlement
\ Planned:
\ Requested:
Entitlement Taken Per Quarter
N Qtr 2: Qtr 3: Qtr 4 Total:

1* |

@) Create Person Entitlement {3} Create Posting Entitiement




4. In ‘Base Hours’ enter
the entitlement for next
year (full year) in decimal
format.

NB: You do not need to use

the ‘Continuous Service

Hours’ section. However, if
you wish to you would need
to ensure the base hours are

less any continuous service
entitlement.

73Cmul’erson£ntlﬂement =

Entitlement Basis: Annual Rate .

Entitlement Type: Annual Leave -

Entitlement Units: Hours And Days b
al Period Start: | 1 E] April -
Base Hours Per Yeef: 202.50 Base Days Per Year: 27.00

Continuous Service Hours: 0.00 Continuous Service Days: 0.00

Agreed Carry Forward Hours: 0.00 Agreed Carry Forward Days: 0.00
Lieu Hours: 0.00 Lieu Days: 0.00
Total Hours Per Year: 202.50 Total Days Per Year: 27.00

Effective From: | 04/07/2016 |[7]

5. In the ‘Initial
Balance’ box enter
the leave for the

Initial Balance: | 165:00 <

Note: The carry forward and lieu time entered will only apply to the first entitiement period created.
To add further entries, please open the individual entitlement once created.

[, )| Coment]

current part year.

6. Click OK

7. These are your visibility dates. You will only see leave periods between these dates. Therefore, to check the leave you have input ensure
the from and to dates cover two or three years, eg: from 01/04/2016 to 31/03/2018. Click ‘Find’

Entitlements

) I/

EI From: | 03/04/2016 |[7] To: |31/03/2018 [ | Find

Annual Leave

Coverage Period Entitlement Remaining
Person Entitiement 15/08/2016 - 31/03/2017 0.00 Days (0.00 Hrs) 0.00 Days (0.00 Hrs)
Person Entitlement 01/04/2017 - 31/03/2018 = 27.00 Days (202.50 Hrs) 27.00 Days (202.50 Hrs)




Changing Annual Leave Entitlements

Use this option when a member of staff carries leave over, buys additional leave or reaches an
NHS service threshold

1. Find the employee - In Personnel > Person Search. Then select the ‘Entitlements’ tab

2. Annual Leave from and to view dates - Check the from date shows the start of the (or previous) leave year. Change the To
date to 31/03/2018. Click ‘Find’

Entitiements 2 Find
Annual Leave (v| From: [oyo4/2016 [ To: (31032018 |[7] [ Find
3. Highlight the leave period you wish to change. —— e re——— v
Person Entitlement 01/04/2016 - 31/03/2017 33.00 Days (247.50 Hrs) 33.00 Days (247.50 Hrs)
Person Entitiement 01/04/2017 - 31/03/2018 33.00 Days (247.50 Hrs) 33.00 Days (247.50 Hrs)

4. Click ‘Change Entitlement’

%’@dwm&ﬂﬂanmt 4@ Create Person Entitlement ) Create Posting Entitlement < Delete Entitlement

j Add Note _, Delete Note

E Annual Leave Entitlement for Payroll Admin X

Period: 01/04/2016 - 31/03/2017 . . "
5. Make your changes as appropriate (use decimal format only). The ‘Lieu

Entitl t Basis: A | Rat: .
o e Hours’ box can be used for bought leave. The ‘Total Hours Per Year’ will

Entitlement Units: | Hours And Days ZI show the total entitlement for that period. Click OK
Base Hours Per Year: | 247.50 Base Days Per Year:  33.00
Continuous Service Hours:  |0.00 Continuous Service Days: 0.0 6. Add a record/reason of the change — click ‘Add Notes’. Ensure you have
omeibgionmniiions: [ etbngiansites 3 highlighted the appropriate period first. Notes will only be visible for
. that leave period.
Lieu Hours: | 37.50| Lieu Days: 5.00
Total Hours Per Year:  288.00 Total Days Per Year: 38.40

Details Episodes Notes Audit Trail

Effective From: | 01/04/2016
D Added by: Albericci, Helen 19/08/2016 12:32

Apr 2016 purchased 37.5 hours leave and carried over 3 hours
Note: The carry forward and lieu time entered will only apply to this entitlement period. @ Change Entitiement @ Create Person Entitlement @ Create Posting Entitlement x Delete Entitlement

Ca | i Add Note | Delete Note




NB. You will note that the subsequent years will remain as the ‘Base Hours’ from the previous year.

Annual Leave zl From:  01/04/2016 |[7] To: 31/03/2019 |[7) | Find |

Coverage Period Entitlement Remaining
Person Entitlement 01/04/2016 - 31/03/2017  38.40 Days (288.00 Hrs)  38.40 Days (288.00 Hrs)
Person Entitlement 01/04/2017 - 31/03/2018  33.00 Days (247.50 Hrs)  33.00 Days (247.50 Hrs)
Person Entitlement 01/04/2018 - 31/03/2019  33.00 Days (247.50 Hrs)  33.00 Days (247.50 Hrs)

T —
Person Entitlement
Period: 01/04/2017 - 31/03/2018
Entitlement: 247.50 Hours 33.00 Days
Remaining: 247.50 Hours 33.00 Days
Breakdown
Taken: -  Hours Days
Planned: - Hours - Days
Requested: - Hours Days
Entitlement Taken Per Quarter
Qri: - Qtr2: - Qr3: - Qr4: - Total: N/A

) Change Entitlement 7} Create Person Entitiement
T Create Posting Entitlement < Delete Entitlement | 4. Add Note

L Polebe Rinkas

When an entitlement is selected the ‘Details’ tab displays the new ‘Entitlement Breakdown’ section only if Continuous Service,

Carry Forward or Lieu are entered.

Entitlements
Annual Leave | From: [owos2016 [ To: [3y/03/2019 |[*] | Fina
Coverage Period Entitlement Remaining
Person Entitlement 01/04/2016 - 31/03/2017 38.40 Days (288.00 Hrs) 38.40 Days (288.00 Hrs)
Person Entitlement 01/04/2017 - 31/03/2018 33.00 Days (247.50 Hrs) 33.00 Days (247.50 Hrs)
Person Entitlement 01/04/2018 - 31/03/2019 33.00 Days (247.50 Hrs) 33.00 Days (247.50 Hrs)

¥ Annual Leave Account

Person Entitlement
Period: 01/04/2016 - 31/03/2017
Entitlement: 288.00 Hours 38.40 Days
Remaining: 288.00 Hours 38.40 Days
Entitlement Breakdown
Base: 247.50 Hours 33.00 Days
Carry Forward: 3.00 Hours 0.40 Days
Lieu: 37.50 Hours 5.00 Days
Breakdown
Taken: - Hours Days
Planned: - Hours Days
) Change Entitiement [} Create Person Entitlement
@ Create Posting Entitlement < Delete Entitlement | 4« Add Note
| [ Delete Note




Employee Online

Entitlement:
Remaining-
Taken :
Planned :
Requested

Full day(s)

From

233 hrs ©

AOA tomm

Base 247.S hrs
Carry Forward 3 hrs
In Lieu 37.5 hrs

Continuous Service 0 hrs

® Partial day

19 Aug 2016

Number of days

End date

\

Employee Online also displays the corresponding carry forward/lieu hours.

In the Rostering > Annual Leave section, scroll down to the ‘Request Leave’
section where you can view the ‘Entitlement Balance’ breakdown.

Click on the blue ‘I icon and a pop up shows the breakdown detail.



