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Holiday Pay Policy
Version 1.0 – Reviewed October 2025 – Umbrella Ready Limited

This policy forms part of Furle Limited’s compliance framework and should be read alongside the Employee Handbook and Contract of Employment.

Policy Statement
Furle Limited is committed to ensuring all employees receive their full statutory entitlement to paid annual leave in accordance with the Working Time Regulations 1998.
This policy outlines how holiday pay is calculated, accrued, recorded, and paid, ensuring transparency, fairness, and compliance with both employment law and umbrella sector best practice.

Purpose
The purpose of this policy is to:
· Ensure every employee understands their entitlement to annual leave and holiday pay.
· Explain how holiday pay is calculated and managed under an umbrella employment model.
· Set out the process for requesting and taking holiday.
· Ensure compliance with relevant legislation and industry standards, including FCSA and SafeRec expectations for transparent worker communication.

Scope
This policy applies to all employees engaged by Furle Limited under an employment contract, including those on temporary, fixed-term, or flexible assignments through recruitment agencies or end clients.

Responsibilities
The Company is responsible for:
· Accurately calculating and paying statutory holiday entitlement.
· Clearly communicating holiday pay options and balances to employees.
· Encouraging employees to take their annual leave for health, safety, and wellbeing purposes.
· Maintaining accurate records of holiday accrual and payments.
Employees are responsible for:
· Requesting annual leave in line with the procedure below.
· Checking their payslips to confirm how holiday pay is shown and recorded.
· Taking reasonable steps to plan holidays to avoid disruption to assignments.
Agencies and End Clients are expected to:
· Cooperate with Furle Limited in scheduling time off requests.
· Ensure assignment schedules are updated when leave is taken.

Procedure / Process
1. Entitlement
· All employees are entitled to a statutory minimum of 5.6 weeks’ paid annual leave per leave year.
· This entitlement includes bank holidays, unless otherwise stated in the contract of employment.
· For part-time or irregular hours workers, entitlement is calculated on a pro-rata basis.

2. Holiday Pay Calculation
· Holiday pay accrues at a rate of 12.07% of hours worked.
· This rate is derived from 5.6 weeks’ leave divided by 46.4 working weeks (52 weeks minus 5.6 weeks of leave).
· The calculation is reviewed periodically to ensure ongoing compliance with legislative changes and case law.


3. Payment Options
Employees can choose how their holiday pay is managed:
a. Rolled-Up Holiday Pay
· Holiday pay is paid in advance with each payment.
· It will appear as a separate line on the payslip for transparency.
· Employees are still encouraged to take time off work even if they receive rolled-up holiday pay.
b. Accrued Holiday Pay
· Holiday pay is retained by Furle Limited and paid to the employee when they take leave or at the end of employment.
· Balances will be visible on payslips or holiday statements upon request.
Employees must confirm their preferred method during onboarding or when notified of a change.

4. Requesting Holiday
· Employees must submit a holiday request to Furle Limited in writing or via the approved online system.
· Requests should be made with as much notice as possible, typically at least one week per week of leave requested.
· Holiday will be authorised subject to reasonable business needs and the requirements of the current assignment.

5. Carrying Over Leave
· All statutory annual leave should be taken within the same holiday year.
· Accrued but unused leave will not normally be carried over, unless prevented by sickness or statutory leave (e.g. maternity/paternity).
· Any accrued but untaken holiday will be paid in lieu upon termination of employment.


6. Record Keeping and Transparency
· All holiday pay and entitlement information is recorded and retained in line with company policy and HMRC requirements.
· Payslips or separate statements will clearly show any holiday pay paid or accrued.
· Employees may request confirmation of their current holiday balance at any time.
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