
 

 

 

Holiday Pay & Entitlement Reform 
 

CleanLink Site Manager has been re-developed to facilitate being able to record holiday accruals for 

irregular hours and part-year workers as part of the holiday reform legislation 2025, whilst continuing 

to provide the same holiday functionality for regular workers.  This document provides an overview of 

the changes made to CleanLink Site Manager and includes details of how to set up the system to accrue 

and pay holidays to all types of employees. 

 

Worker Definitions as described by Gov.uk 

Regular Workers: Full and part time workers with fixed pay or a fixed rotating shift pattern. 

Irregular Hours Worker: A worker is an irregular hours worker, in relation to a leave year, if the number 

of paid hours that they will work in each pay period during the term of their contract in that year is, 

under the terms of their contract, wholly or mostly variable. 

Part-year Worker: A worker is a part-year worker, in relation to a leave year, if, under the terms of their 

contract, they are required to work only part of that year and there are periods within that year (during 

the term of the contract) of at least a week which they are not required to work and for which they 

are not paid. This includes part-year workers who may have fixed hours. 

The new legislation with regards to the calculation of entitlement for Irregular and Part-year Workers 

is the same, therefore within CleanLink Site Manager, these workers will be referred to as ‘Irregular’. 

 

Overview of changes for Irregular Hours Workers holidays 

CleanLink Site Manager has been adapted to allow all employees to accrue holidays when paid against 

Sites, regardless of whether they are Sites on which the employee has a regular job.  

 



When an employee is paid in a pay period at a Site which is not set as a regular job, the system will 

accrue both hours and a monetary value for holidays at this Site. The accrual rate will either be the 

company default or the rate set at employee level. The current statutory rate is 12.07%.  

The accruals will be displayed in a new ‘Irregular’ tab within the Staff> Holidays tab. If an employee 

works on multiple Sites within a period, they will accrue holidays at the relevant percentage rate on 

each Site. If the employee also has a regular job, they will continue to accrue holiday on this Site in the 

same way as previously accrued.  

Holidays being paid to employees against irregular Site will be done so as a monetary value only, whilst 

employees will accrue holidays in both hours and monetary values on irregular Sites, it is not possible 

for the system to pay holidays in hours. When an employee wishes to take holiday from an Irregular 

Site for which they have accrued holiday against, there will be two options for paying their accrued 

holiday.  

The first option is to pay holiday against this Site manually, using a specified pay item. This allows the 

user to choose how much holiday pay to pay to the Employee in any given pay period. Using a specified 

pay item will allow the system to record the value of holiday paid out to the employee on this irregular 

Site and give a clear picture of what monetary value has been accrued and paid. Users will be required 

to set up and allocate a specific pay item for this purpose. 

The second option is to pay Rolled Up Holidays to employees working on irregular Sites. When 

choosing this option, which can be set Site by Site, the system will calculate a value of rolled up holiday 

to pay each period when an employee is paid against the irregular Site in question. The rolled-up 

percentage can be set as a default or defined at Employee level where necessary. Users will be required 

to set up and allocate a specific pay item for this purpose of paying Rolled Up Holidays. 

Holiday absence for Irregular Sites will not be recorded using the Log Holidays screen as it is for regular 

Sites, this is due to the system being unable to determine a value to pay as the employee doesn’t have 

regular hours or pay to calculate the value from on irregular Sites.  

 

Setting Up Pay Items for Irregular Holiday Pay and Rolled Up Irregular Holidays 

In order to pay holidays to employees against irregular Sites, it is necessary to set up and specify two 

pay items for the system to use for each pay cycle, one for standard Irregular Holiday Pay and one for 

Rolled Up Irregular Holidays.   

Please Note: It will not be possible to calculate any pay cycle until the necessary two pay items have 

been created and allocated. 

Setting up a new pay item can be done by going to: 

Setups> K. Payroll Cycles> select the relevant Pay Cycle> select ‘Pay Items’ 



 

Repeat for each pay cycle you have in use within the system. Please note that you cannot use the same 

pay item for both of these purposes. 

 

Allocating Pay Items 

Once the pay items have been created you will need to allocate them to the relevant purpose. To 

allocate the pay item, go to Setups> K. Payroll Cycles> select the relevant Pay Cycle> select ‘Details’> 

in Irregular Holiday Pay Item’ field select the relevant pay item from the list. Repeat for the Irregular 

Rolled Up Holiday Pay Item. 



 

 

Changes to Layout of Setups & Defaults 

The holiday defaults used in CleanLink Site Manager when new employees are added to the system 

are found in ‘Setups’ tab> B. Setups & Defaults> ‘Holidays’ tab. 

This screen has been updated and is now split into settings which apply to all employees at the top, 

and two tabs at the bottom; one for regular employee defaults, and one for irregular employee 

defaults. 

No changes have been made to the default settings in the top half of the screen. 



 

 

The new ‘Regular’ tab includes the same defaults that were previously visible within Setups & Defaults, 

with the only difference being that the majority of the ‘Rolled Up Holiday’ settings are now only 

available within the Irregular tab, as this type of holiday is not relevant for regular employees anymore. 

(See notes below on Rolled Up Holiday Percentage field) 

 

 



 

 

 

The new ‘Irregular’ tab includes the defaults that are applicable to irregular or part year workers, 

these defaults will apply to any employee who is paid on Sites which are not Regular Sites 

The system will use the percentage found in the ‘Calculation Method’ field to accrue both hours and 

a monetary value each period on Sites which are not regular Sites.  

Please note: The calculation percentage can also be set at employee level if necessary. 



 

‘Enable rolled up holidays’ must be ticked if you want to use this function on any irregular 

employees but will only be used as a default for new staff if the ‘Use as default’ box is ticked. Please 

contact the Support Team if you would like to set all existing staff to use rolled up holidays.  

When rolled up holidays are enabled for irregular or part -year workers, the system will pay rolled up 

holiday at the same percentage rate as the accruals each period.  

For Example: An employee’s calculation method percentage rate is 12.07%. When paid £100.00 on 

an irregular Site in a pay period, they will accrue £12.07 in holidays. If rolled up holidays are enabled 

for this employee on this irregular Site, the system will pay £12.07 in Rolled-Up Holiday at the point 

of calculating the pay cycle. 

 

Changes to Layout of the Staff Holidays tab 

A new ‘Irregular’ tab has been added to the Staff> Holidays screen to keep the irregular accruals 

separate from the existing regular set up. This details the sites at which the employee has irregular 

holiday accruals and what has been paid out to them. Unlike regular holidays, irregular sites will accrue 

in hours as well as a monetary value, not days.  

In order for the system to pay rolled-up holiday to irregular workers, the ‘Pay Rolled Up Holiday’ flag 

will need to be ticked for each relevant Site. 



 

 

Staff Defaults 

This area sets the defaults for the employee that will be applied to new sites when the worker is first 

paid there. For irregular holidays it is the bottom two fields that are relevant. 

 

 

History 

This option provides a log of what was accrued and paid out in each pay period for this employee at 

the selected site. 



 

 

Processing Irregular Pay in the Pay Cycle 

There is no change to the way that employees are added to sites within the pay cycle so you should 

continue to use your current method of importing or amending data for the hours worked at sites. 

However, new processes have been introduced to allow you to pay out irregular holiday that has 

been accrued either manually or by using Rolled Up Holidays. The option to add Leavers Holiday to 

an employee has also been extended to cover irregular staff. 

As mentioned previously, holidays being paid to employees against irregular Site will be done so as a 

monetary value only, whilst employees will accrue holidays in both hours and monetary values on 

irregular Sites, it is not possible for the system to pay holidays in hours.  

 

Manually Paying Irregular Holidays 

In this example the employee has built up irregular accruals at a Site and wants to take £50 of this in 

the current period. Their Staff> Holiday> Irregular record shows the below. 

 



In the pay cycle, add the employee to the site as normal. 

 

 

 

 

 



Rolled Up Irregular Holidays 

As mentioned previously, in order for the system to pay rolled-up holiday to irregular workers, the ‘Pay 

Rolled Up Holiday’ flag will need to be ticked for each relevant Site. 

When an employee is set to receive rolled up irregular holiday pay this will be calculated and added 

to their pay under the relevant as part of the calculation process. When the cycle is closed the record 

will be updated for both the amount accrued and amount paid.  

 

 

 

The amount of the Rolled-Up Holiday will be based on the total of the other pay items which are 

marked as “Use to calculate holiday pay” in the pay item setups (see the section above on “Setting 

Up Pay Items for Irregular Holiday Pay and Rolled Up Irregular Holidays”). 



 

 

Leavers Holiday Pay for Irregular Workers 

The existing program for paying out leavers holiday pay has been expanded to include irregular 

holiday pay that has been accrued but not yet paid out at the point of leaving. This can be processed 

using the steps below. 

Please Note: In order to pay leavers holiday against an irregular Site, the employee must be visible 

against this Site (even with zero pay) in the pay period in which they are being processed as a leaver.  



 

 

 

 



 

 

 

 

Note: It will not be necessary to pay leavers holiday against sites where the employee has rolled up 

holiday as the amount for that period will be calculated automatically. 

 

Staff Accruals Report 

The Staff Accruals Report (Pay> G. Payroll Reports> O. Staff Accruals Report) has been adapted to 

show either regular or irregular accruals or both. If you select “All” pay types then only the monetary 

amounts will be reported as regular accruals are in days whilst irregular holidays accrue in hours. 



 


