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APPENDIX  

Employee discusses buying 

additional leave with Line 

Manager, accesses the P&MM site 

to download and complete 

application form and forwards to 

the Manager 

Application considered by 

Manager / Head of School 

Application approved Application declined 

Staff member 

provided with 

explanation by Line 

Manager and 

advised of appeal 

process 

Completed 

application form 

submitted to HR (by 

1st August or 1st Feb 

cut-off date) Copy of 

form retained by staff 

member 

Application processed by HR, 

Payroll informed and monthly 

salary deductions commence  

End of leave year: additional 

bought leave ends, salary reverts 

back and deductions cease 


