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Holiday Request Form
Accrued holiday’s paid on request up to 2 weeks notice required
NB: In line with Agency Workers Regulations we are required to issue Holiday pay, only if holidays are taken or at the end of your assignment and we are processing you as a leaver. This is to ensure for Health and Safety reasons that temporary workers take holidays/rest periods through the working year. Any queries with regard to Holiday Pay should addressed ONLY to theresa@alchemyrecruitment.co.uk
Date​​​​​​​​​​​​​​​​​​​​​​​​​​​:  _____________________ Name: _____________________________________________

Payroll No. _______________________________________ (You will find this on your payslip)
Start Date:  ____________________________________________________________________  

Return Date:
__________________________________________________________________

No of days requested: 
____________________________________________________________

OR

I am a leaver. Please process all days accrued and process p45 & cancel pension payments

Payment date required ___________________________________________________________

Contact Number: _______________________________________________________________
Signed: _______________________________________
As per terms of Engagement you are entitled to 5.6 weeks per holiday year. This is based on the average weekly hours. i.e. if you work on average 20 hours per week you are entitled to 5.6 weeks at 20hrs per week. That means if you request 1 week holiday you will receive 20hrs for that week, if you have accrued enough in monetary terms to cover that period. 

For office use only:  
Received:  ____/____/ 2021
꙱ RDB 
꙱ Email __/__/__
  ꙱ ______________ 
Payment Date/wk #______________________________________________________________

Approval Granted: ______________________________________________________________
Details of payment: _____________________________________________________________

______________________________________________________________________________

______________________________________________________________________________









