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My employee’s annual leave hours remain incorrect after any errors have been removed/ there
were no errors on the employee’s record to begin with, what should I do next?

If any errors have been corrected or no errors existed on the employee’s record to begin with you should
check that the three elements driving the annual leave calculation are correct:

• Contract type
• Grade code
• Service years (in the case of employees where their annual leave entitlement is related to
completed service years)

Your local HR department will be able to assist with accessing this information if you do not have access
to SAP.

If changes are required, as the line manager you will need to complete a HR102 Change to Employee
Terms and Conditions form and return to your local HR or National Personnel Administration (NPA),
where they are providing your area with a shared service. These changes will then be updated on your
record on the system.

Your employee’s annual leave hours should update on HR & Payroll Self Service the day after the 
update.

https://assets.hse.ie/media/documents/hr-102-change-to-employee-terms-and-conditions.pdf
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Can you retrospectively approve annual leave?

Leave should be approved in advance and within current leave year (retrospective leave adjustments 
to the previous year would impact on c/f balance if already approved).
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I want to carry forward one day of Annual Leave, how do I calculate this?

You will have to divide your weekly contracted hours by five in order to calculate the hours for the single 
day. If you want to carry forward a half day, divide the answer by two. 

https://healthservice.hse.ie/staff/benefits-and-services/hr-forms/
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I made a mistake on my Carry Forward leave request, can this be corrected?

You can correct it if your manager has not approved it yet. Contact your line manager as they will  be 
able to reject the request, so that you can correct and resubmit on the Carry Forward Leave tile. 

If the leave has been approved by your manager and you want to amend the hours you can select the 
CF/AL tile, enter the hours and then submit.
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I want to carry forward one day of Annual Leave, how do I calculate this?

You will have to divide your weekly contracted hours by five in order to calculate the hours for the single 
day. If you want to carry forward a half day, divide the answer by two. 

Can my manager change the end date of the Carry Forward Leave?

Yes, if your manager is in agreement there is an option to extend the date passed 30.09 by using the 
Change Date. Instructions on how to do this here.
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