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Annual Leave Purchase Scheme (ALPS) 
Line Manager Guidance 

 
 
As a Line Manager, you are responsible for reviewing ALPS applications fairly, consistently 
and objectively.  You assessment should consider the role’s key objectives and the impact of 
additional leave on service delivery. 
 
Please note, additional leave must not result in any backfill costs.  It should not be 
covered by overtime or additional hours worked by others. 
 
Before making a decision, please ensure you have read the Annual Leave Purchase 
Scheme Policy and FAQs, paying close attention to published deadlines here. 
 
 

Application Process Overview: 
 
Step 1: Initial Discussion 

Meet with your team member to discuss their intention to apply for ALPS.  

 

Step 2: Advise on Application Submission 

Advise your team member to log into MyView and complete the Annual Leave Purchase 

Application Form.  If they need help, direct them to the guidance on the ALPS Employee 

Benefit Page. 

 

Step 3: Review Application 

You will receive an automated email when an application is ready for review in MyView. Log 

in and assess the request, considering team needs and eligibility criteria. 

 

Step 4: Action 

Approve or reject the application in MyView by 31st October. Guidance included below.  

    If rejecting the application, you are expected to contact your team member to explain your 

decision. 

 

Step 5: Conditional Approval  

Although you have approved the application, this must be reviewed by the Payroll and Reward 

Team to ensure the ALPS salary deduction does not reduce earnings below the National 

Minimum Wage. 

• If the minimum wage requirement is not met, the Payroll & Reward Team may discuss 

alternative options with your team member (e.g. reducing the number of hours 

requested). 

 

 

https://www.pkc.gov.uk/article/21994/Employment-benefits-Annual-Leave-Purchase-Scheme
https://www.pkc.gov.uk/article/21994/Employment-benefits-Annual-Leave-Purchase-Scheme
https://www.pkc.gov.uk/article/21994/Employment-benefits-Annual-Leave-Purchase-Scheme
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Step 6: Final Approval and Processing 

Once the minimum wage checked has passed, the application is fully approved.  The Payroll 

& Reward Team notify the MyView Team to allow the additional leave to be updated 

accordingly. 

Step 7: Confirmation 

Your team member will receive an email confirming that their additional leave has been added 

to their MyView Account.  

 
 
 
 
 
 
 
 
 
 

How to view, authorise and reject an Annual Leave Purchase Application 

• Log into MyView 
 

• Within the Authorisation Widget open My Forms by clicking down arrow. 
If you do not see the Authorisation widget you can authorise form through My 
People, Authorise / My Forms and click on the description of Application. 
 

 

 
 

• Click name of employee that has submitted the application 

 

 

• This will now open the submitted application the employee completed 

 

Contents (links): 

• How to view, authorise and reject an Annual Leave Purchase Application 

• How to view an authorised Annual Leave Purchase Application 

• Additional Information 
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• If you do not see the Authorisation widget you can authorise form through My 
People, Authorise / My Forms and click on description of Application. 

 

 

• You should check all the information is correct before authorising 

 

• If there is an error, you can go click on the Edit button below 

 

• Amend form and save. Be sure to have a conversation with your team member  

prior to updating the form. 

 

• If you are happy with the application click Authorise. 
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• If you need to reject the application, you will have an Authorisation / Rejection 

Notes box 

 
 

• Please use this box for notes on the rejection. This will be included in email 
back to your team member. 

 
 
How to view an authorised Annual Leave Purchase Application 
 
If you are needing to view an application that has been authorised in the past you can 
view it from Manager Form History. 
 

• My People 

• Team Selector 

• Select Employee 

 
• Manager Form History 

 
• Enter Event Filter and Status Filter. ALPS applications are MyForms. 

 
 

• Click on description of form to view the application 
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Additional Information 
 

• Deductions are taken from salary in 12 equal instalments from January to 

December. 

• Staff may apply for up to twice their contracted hours (e.g. 36 hours = max 72 

hours). 

• If a member of staff has multiple posts, they can apply separately for each post. 

• Applications are not fully authorised until the National Minimum Wage check is 

complete. 

 

 

Need Help? 
 

For queries about MyView access or leave entitlement: 

📧 Email: MyView@pkc.gov.uk 

📞 Phone: 01738 475555 (Option 5) 

 
 

For queries on ALPS salary deductions/national minimum wage check:  

📧 Email: payrollandreward@pkc.gov.uk 

📞 Phone: 01738 475555 (Option 3) 

 

•

mailto:MyView@pkc.gov.uk
mailto:payrollandreward@pkc.gov.uk

