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Holiday Pay and Annual Leave Records Policy
Version 1 | Date: 6 April 2026 | Review Date: April 2027 or earlier in line with legislative updates 
Policy Owner: Quality and curriculum
Purpose and scope
This policy sets out how Floorskills manages, records, and monitors annual leave and holiday pay in compliance with UK employment law, supporting effective governance, staff wellbeing, and expectations for leadership and management.
It ensures that all employees receive their correct holiday entitlement and pay, and that accurate records are maintained in line with statutory requirements.

This policy applies to all employees, including full-time, part-time, fixed-term, and apprentice staff.

Legislative and Regulatory Framework
This policy is aligned with: 

· Working Time Regulations 1998 (as amended) 

· Employment Rights Act 2025 
· April 2026 statutory updates relating to annual leave and holiday pay record-keeping 
· UK GDPR and Data Protection Act 2018 

Leave Year
The annual leave year runs from 1 January to 31 December each year unless otherwise stated in employment contracts.
Holiday Entitlement
All workers are entitled to statutory annual leave in line with current legislation (currently 5.6 weeks per year, pro rata where applicable).

Annual leave entitlement accrues from the first day of employment and is calculated on a pro rata basis where applicable.
Where workers have irregular hours or variable pay, records must clearly demonstrate how holiday entitlement and holiday pay calculations have been derived.
Entitlement includes:

· Annual leave allowance 

· Treatment of bank holidays (as defined in employment contracts) 

Holiday Pay
Holiday pay will be calculated in accordance with statutory requirements and will reflect a worker’s normal remuneration, including:
· Basic pay 

· Regular overtime (where applicable) 

· Bonuses or commission where contractually required or regularly earned
Where applicable, holiday pay will be calculated using a 52-week reference period in line with statutory requirements.
Holiday pay calculations will be based on applicable statutory reference periods where required.
Employees will be provided with clear breakdowns of how their holiday pay has been calculated where required.
Carry Over of Leave 
Carry-over of statutory leave will only be permitted in line with legal requirements, including where a worker has been unable to take leave due to: 
· Sickness absence 

· Family related leave (e.g. maternity, paternity, adoption leave)   
· Employer failure to provide adequate opportunity to take leave                                                                                                                                                    
Record Keeping Requirements (From 6 April 2026)
Floorskills will maintain adequate, accurate and auditable records of the following:
· Holiday taken (dates and duration) 

· Holiday entitlement accrued and used 

· Holiday carried over from previous leave years (including reason) 

· Holiday pay calculations, including elements included (e.g. commission, bonuses) 

· Payments in lieu of holiday (e.g. on termination of employment) 
Records will be sufficiently detailed and adequate to demonstrate compliance with statutory holiday entitlement and holiday pay obligations. Periodic audits may include cross-checking payroll, leave requests, and leave balances.
Retention Period
All holiday and pay records will be retained for a minimum of 6 years from the date they were created.
 Record Format and Systems
Holiday records will be maintained using appropriate and secure systems, which may include:

· HR or payroll systems 

· Learning management systems (where relevant for apprentices) 

· Secure spreadsheets or digital tracking tools 

The organisation will ensure that:

· Records are accurate, up to date, and auditable 

· Systems capture all legally required information 

· Data can be retrieved promptly for inspection or audit 

Data Protection (UK GDPR Compliance)
All records will be stored and processed in accordance with UK GDPR principles:

· Lawful, fair, and transparent processing 

· Data minimisation and accuracy 

· Secure storage with restricted access 

· Retention only for the required period 

Processing of employee data under this policy is carried out under the lawful basis of legal obligation and legitimate interests.

Employees have the right to request access to their personal data in line with subject access request procedures.

Roles and Responsibilities

Employer Responsibilities
· Maintain accurate and compliant records 

· Ensure holiday pay is correctly calculated 

· Provide transparency on pay calculations 

· Retain records for the required period 

· Ensure systems are fit for purpose and auditable 
Employee Responsibilities
· Request and record annual leave in line with procedures 

· Raise any discrepancies or concerns promptly 

· Follow organisational processes for booking leave 

Monitoring and Quality Assurance
The organisation will:

· Conduct periodic audits of holiday and pay records 

· Ensure consistency between HR, payroll, and operational systems 

· Review compliance as part of internal quality assurance processes 

· Address discrepancies promptly 

This policy supports staff wellbeing, workload management, and effective organisational governance aligning with expectations for leadership and management.

Raising Concerns and Grievances
If an employee believes records are inaccurate or not maintained:

1. Concerns should be raised informally with a line manager or HR 

2. If unresolved, a formal grievance may be submitted in line with company procedures 

Enforcement and Compliance
Failure to maintain adequate statutory records may result in:
· Financial penalties 

· Repayment of underpaid holiday pay 

· Enforcement action by regulatory bodies (such as HMRC or the Fair Work Agency where applicable.)

Floorskills is committed to full compliance and will take all necessary steps to meet statutory requirements.

