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End of Year Employee Self Service / Manager Self Service Processes 
Annual Leave and Flexi

Annual Leave

Balances that do not equal an exact working week 
As we approach the end of the leave year, employees may find that they are left with a balance that does not exactly equal a full day or week of leave. For example:
A 35 hour employee may have 34.5 hours left which falls short of a full week by 30 minutes. If the employee wishes to take a full week of leave, they could still request this which would take them into a
- 0.5 balance for 2024, which would automatically be deducted from their 2025 balance. 
Employees who do not work the same amount of hours each day will more than likely find that they experience this scenario. 

POSITIVE leave balances at the end of the year
Any unused leave, up to a maximum of 35 hours (pro-rated for part time), will automatically carry forward to next year.
If a request to carry over additional leave is approved, the manager must make a manual adjustment for any balance over the 35 hours (pro-rated for part time). This adjustment must be made between 01/01/2025 and 31/01/2025 and the notes section must be used to record the adjustment reason.

NEGATIVE leave balances at the end of the year
If an employee has taken more leave than they were entitled in 2025, their negative balance will automatically be deducted from their 2025 entitlement. 
Managers and employees must manage leave balances appropriately and ensure that negative leave balances only occur where an employee has requested to borrow leave from the following year.

Booking leave for 2025
Employees can now submit annual leave requests for 2025. You can view your 2025 entitlement by clicking on the “hours available” counter on your ESS homepage.
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Purchased annual leave
HR Direct will process requests to purchase annual leave once they receive confirmation from the manager. HR Direct will adjust the employee’s entitlement for 2025 and pass the information to payroll for process of payment. If no adjustment has been made, please contact HR Direct quoting the employee number and provide a copy of the approved request. 

Incorrect balance for 2025
Managers cannot make adjustments to 2025 balances until January, therefore employees should wait until the end of January to raise any concerns regarding incorrect balances. If the issues are not resolved by the end of January, employees should speak to their line manager in the first instance. 
If an employee’s annual leave entitlement has not increased in line with their service (see entitlement table, section 2 of the Annual Leave & Public Holiday Guidance) they should contact leaveenquiries@eastrenfrewshire.gov.uk, quoting their employee number. 

Public Holidays
The public holidays for 2025 have been added to the system. As per 2024, public holiday entitlement has been rolled up with annual leave. This means that for the majority of employees, public holidays will automatically be deducted when they fall on a scheduled working day. 
Please note: There are some groups of employees who have public holidays deducted from their leave entitlements manually by the service as required. This mostly affects services where staff can be required to work a public holiday due to operational requirements. 

Flexi

Flexi periods
Two flexi periods occur over the festive period and employees are reminded to ensure their flexi records up to date prior to commencing any annual leave. Please remember, retrospective flexi recordings cannot be made once a new period begins. The flexi periods are as below:
	Flexi period start
	Flexi period end

	Monday 4 November
	Friday 29 November

	Monday 2 December
	Friday 27 December

	Monday 30 December
	Friday 24 January



Early finishes – December festive arrangements
Employees who use the flexi will be aware that there are 2 methods to record flexi:
1. Using the clock in and clock out buttons
2. Using the ‘Time record’ button (at the end of the day)
Neither option allows employees to clock out at a future time. However, this will be amended for the “Time record” option only to accommodate for the early finishes on 24 and 31 December. 
For employees working on these days, credit will be given when they leave after 14:00 until their normal finishing time. When recording flexi, employees must: 

	
1. Use the “Time record” option on Employee Self Service 

2. Manually enter their normal start time

3. Manually enter the break they would have normally been expected to take (this will be different depending on work pattern)
· e.g. for a 35 hour standard work pattern this will be 50 minutes
· Please note: Employees are not expected to take their break as they will be finishing early and working less than 6 hours, however it must still be entered otherwise flexi will not accrue. 

4. When finishing at 14:00, manually enter their normal end time (this will be different depending on your work pattern)
· e.g. for a 35 hour standard work pattern this would be 16:45




Examples of different work patterns have been provided overleaf.

Please note: 
· Where employees provide a front-line service to the public, these arrangements will be subject to the needs of the service. 
· The flexi period ends on Friday 27 December. Therefore, if flexi is not recorded correctly on 24 December and the employee does not fix this before 27 December, they will need to request that their manager makes a manual adjustment on MSS as they will not be able to on ESS. 
· Any employee wishing to be on leave for the full day must use one full day of annual leave or flexi leave. 
· It is not possible to take a half day of annual leave or flexi leave in the morning and then come into work until 14:00.
· Any employee wishing to take a half day of annual leave or flexi in the afternoon can do so, however no additional credit in respect of the early closure will be given.
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Examples of recording flexi on 24 and 31 December

Employee working a standard 35 hour work pattern 
Monday to Thursday 08:45 – 16:45, Friday 08:45 – 15:55 (50 min break each day)
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Employee working a part time work pattern 
Tuesday and Wednesday 09:00 – 17:00 (60 min break) and Thursday 09:00 – 12:30 (no break)
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Employee working 35 hours per week on a compressed work pattern
Tuesday to Friday 08:45 – 18:00 (30 min break)
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