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	ANNUAL LEAVE POLICY

	
	
	

	For use in:
	All areas of Trust
	

	For use by:
	All staff except WSP and Medical Staff

	For use for:
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	Document Owner:
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Purpose of this Document:

To provide guidance to managers and all Staff on Agenda for Change Terms and Conditions of Employment on all aspects of Annual Leave including Bank Holidays. Please read in conjunction with PP()036 Improving Employee Health, Wellbeing and Attendance.
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1.
INTRODUCTION

It is the Trust’s aim that staff should have the opportunity to take the leave to which they are entitled, and that the Organisation manages leave in a way that ensures patient care can be delivered consistently and efficiently throughout each calendar year. In order to manage this process successfully, a pre-planning system of leave is required for all employees.

This Policy should be read in conjunction with any Departmental/Speciality Annual Leave Rules (reference paragraph 8).

2.
EXCLUSIONS

This policy is not applicable to WSP (bank) or medical staff for whom separate provisions apply.

3.
ANNUAL LEAVE YEAR

The annual leave year is from 1 April to 31 March.

4.
ANNUAL LEAVE ENTITLEMENT

The AfC terms and conditions of employment contain a provision for paid annual leave based on length of service. It is also a requirement of the Working Time Regulations that all staff take a minimum of 5.6 weeks paid leave each year (this figure can be made up of annual leave and bank holiday entitlement). This is calculated as the employee’s contractual hour’s e.g.

· Employee works 37.5 hours per week – entitled to 5.6 weeks at 37.5 hours per week
· Employee works 20 hours per week – entitled to 5.6 weeks at 20 hours per week.
4.1
Entitlement for complete years

The basic annual leave provisions under Agenda for Change are contained in Table 1 below. This entitlement includes the consolidation of two extra-statutory days, which, for some staff, have previously been separately identified.

Table 1 – Agenda for Change Annual Leave Entitlements

	Length of service
	Annual leave
	Calculated in

	
	
	Hours

	On appointment
	27 days
	202.5

	After 5 years service
	29 days
	217.5

	After 10 years service
	33 days
	247.5
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The Trust operates a system of calculating annual leave and bank holiday leave in hours not days for all staff regardless of whether the employee is full-time or part time.

The benefit of calculating annual leave in hours is that this ensures equity for all by ensuring that staff who work variable hours/shifts do not receive either more or less leave than colleagues who work a standard pattern.

The calculation of annual leave entitlements pertaining to all staff is contained in Table 2. Hours have been rounded up or down to the nearest 0.5 decimal point (ie the nearest ½ hour).

4.2
Calculation of reckonable service

An employee’s continuous previous service with a NHS employer will count as reckonable service in respect of annual leave.

In addition, aggregated NHS service, i.e. any period of time that has been worked in the NHS, regardless of whether or not there has been a break in service, will count as reckonable service for annual leave.

4.3
Service with other relevant employers

The Trust has the discretion to take into account any period or periods of employment with employers outside the NHS where these are judged to be relevant to NHS employment. Service with GP contractors (e.g. as practice nurse or receptionist) can be taken into account for calculating qualifying service for annual leave. This is based on rewarding loyalty and service to the NHS.

4.4
Determining the length of Reckonable Service

The Payroll Department can provide managers with details of an employees’ length of NHS service in order to validate information needed to determine qualifying service for annual leave.

4.5
Entitlement on joining the Trust

All new members of staff will be entitled to annual leave plus Bank Holidays in the year of joining the Trust, on a pro-rata basis.

Entitlement in the first year is dependent on the number of full complete calendar months worked after the date of joining and before the end of the annual leave year. The Trust will allow employees who commence up to the 7th calendar day in the month to receive the full annual leave entitlement in respect of that calendar month. Employees who join after the 7th calendar day in the month will not receive leave entitlement for this part month.

Annual leave entitlement for part years can be calculated using Tables 2+3 but this must be pro rata to the number of months in the leave year since joining. Annual leave is calculated based on 1/12th for each complete calendar month (subject to the terms of the paragraph above). The Bank Holiday hours entitlement will be based on the number of Bank Holidays remaining in the current leave year from the date of joining.
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Example:

A member of staff works 25 hours per week, their joining date is 24th August and they are new to the NHS:

Their annual leave entitlement for a full leave year would be 175 hours (per Tables 2+3) As they started on 24th August, they are entitled to 7 months of annual leave ie 7/12ths of 135 hours (Table 2) which is 79 hours annual leave. Bank Holiday hours must be added to this. This total will vary depending upon where the Bank Holidays fall during the calendar year but for the purposes of this example, assume that there are 4 Bank Holidays remaining in the leave year. Therefore, using Table 3, 4 Bank Holidays x 5 hours per Bank Holiday = 20 hours. So the total leave entitlement for the part leave year will be 79hrs +20hrs = 99 hours to be taken by the 31st March.

4.6
Increases in annual leave for long service

The entitlement to annual leave will increase to 29 days once an employee has 5 years NHS service, and again to 33 days when they achieve 10 years NHS service. Increases in annual leave for long service will require a pro rata calculation. If the anniversary of appointment falls within the first seven calendar days of a month, that month should be included for calculation of the increased leave allowance. If the anniversary of appointment falls after the first seven calendar days of a month, calculation of the increased leave starts from the following month.

4.7
Entitlement on changing contracted hours

Where staff change their contracted hours, this will result in a re-calculation of their annual leave entitlement based on completed months on the new and the old contracted hours to give the full year entitlement. Where staff change their contracted hours part way through a month they should not lose entitlement. Therefore, the entitlement for the first month will be calculated on the basic weekly contracted hours that they predominantly worked for that initial month.

4.8
Entitlement on leaving

Staff who leave the Trust will receive 1/12th of their annual leave entitlement for each complete calendar month worked in the current leave year, less any leave taken plus the benefit of any outstanding Bank Holiday hours for Bank Holidays that have occurred in the leave year prior to the date of leaving.

Employees and their manager may agree that any outstanding leave entitlement will be taken during the notice period. In the event that the demands of the service are such that the manager cannot authorise annual leave during the notice period, payment will be made for each calendar month worked in the year less any annual leave taken.

Where total leave taken exceeds the earned total leave entitlement an appropriate deduction will be made from the employee’s final salary.

5.
BANK HOLIDAYS
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In addition to annual leave entitlement, employees are entitled to 8 paid Bank Holidays. In the case of all part time staff this entitlement is pro rata to the full time allowance of 8.

The calculation of this entitlement is always proportional to the number of basic contracted hours worked. In this way, all employees have a fair and equitable, static entitlement rather than eligibility based solely on the normal days of work which would result in some part time employees never receiving the benefit of Bank Holidays unless they fall on their normal days of work.

Similarly, this calculation based on the number of basic weekly contracted hours removes any potential for inequity in the case of staff whose working days vary. Table 3 contains the Bank Holiday entitlement for all staff per Bank Holiday and for a full leave year.

To calculate an employee’s total leave entitlement inclusive of Bank Holidays, Tables

2 and 3 should be added together. They are shown separately so that the composition of an employee’s full entitlement is clear.

It is expected that annual leave will normally be taken in periods of not less than ½ a standard 7.5 hour day.

A Bank Holiday shall be defined as a period of normal duty that starts within the period of 24 hours from midnight to midnight.

The 8 Bank Holidays in the year are:

	Christmas Day
	Boxing Day
	New Year’s Day

	Good Friday
	Easter Monday
	May Day

	Spring Bank Holiday
	August Bank Holiday
	


There will be some years when more (or less) than 8 Bank Holidays fall within the leave year simply because Bank Holidays follow the calendar year and the Easter Bank Holidays can be in March or April. When this situation arises the appropriate hours adjustment i.e. plus or minus, will need to be made using the final column of Table 3.

On each and every occasion an employee takes paid time off on a Bank Holiday as part of their basic week, the appropriate deduction of their normal basic working hours for that day will be made from their overall entitlement (ie Tables 2+3 combined) . Where operationally possible and subject to mutual agreement, an employee may change their days of working during a Bank Holiday week and therefore retain their leave entitlement in respect of the Bank Holiday. This can then be taken as time off at another time. Alternatively, and again where operationally possible and subject to mutual agreement, an employee may work an extra day at another time and retain their leave entitlement in respect of the Bank Holiday.
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Examples

Eg. Employee A is not required to work on May Bank Holiday. Their normal contracted hours of work are 18 per week. They would normally work 6 hours on a Monday and they have less than 5 years service. So, using the above principle, 6 hours will be deducted from their total entitlement of 126 hours (Tables 2+3)

Eg. Employee B works 30 hours per week. They would normally work 7.5 hours on a Monday and have over 10 years service. They are required to work on May Bank
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Holiday so their leave entitlement remains intact as this day has not been taken off as leave. They are not required to work on August Bank Holiday so 7.5 hours will be deducted from their total leave entitlement of 246 hours (Tables 2+3)

It is suggested, in the case of full and part-time employees who are never required to work on any Bank Holidays that fall on a normal working day, that at the beginning of the leave year, Managers and staff may find it helpful deduct the total number of hours require take the appropriate number of Bank Holidays from their full year inclusive total, so that the balance of leave entitlement is identified and recorded. Clearly, this deduction cannot be made if the employees’ working days vary.

6.
ROLES AND RESPONSIBILITIES

6.1
Employees

It is the responsibility of the employee to obtain written management authorisation for annual leave before committing themselves to holiday plans.

When an employee decides that they wish to take annual leave, a written application should be made to their manager. All requests should be made at the earliest reasonable opportunity.

6.2
Managers

Managers must commit to a structured plan of leave through work rotas for the effective running of their Ward/Department.

Managers must ensure that all new and existing employees are aware of the annual leave request procedure and any Annual Leave Rules for their Department.

Managers are responsible for the retention of annual leave cards, which must be kept up to date and signed by the manager and employee when leave has been authorised.

Departmental guidelines on Annual Leave Rules may be drawn up and provided to each employee for their specific area of work. (See also paragraph 8 below Department/Specialty Annual Leave Rules)

The Manager will respond to employees’ request for annual leave within 7 days of the date of the written request. Where a refusal of leave is necessary, the Manager will explain to the employee the reasons for refusal and agree a mutually acceptable compromise.

7.
WITHDRAWAL OF AGREEMENT TO TAKE LEAVE

In very rare and exceptional circumstances, the Trust reserves the right to withdraw approval, should the circumstances warrant it. Where this has to be done because of the needs of the organisation, every effort will be made to minimise any inconvenience for the employee. In such extreme circumstances, the employee will be re-imbursed for any unavoidable documented financial loss incurred in respect of their holiday expenses. The annual leave will be available to be taken in full at a later date.

8.
DEPARTMENT/SPECIALITY ANNUAL LEAVE RULES
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Each area of service may agree and publish Departmental Annual Leave Rules these may include:

· The notice period required for short term and long term holiday requests.
· Any specified period when leave cannot be taken.
· How many members of staff within the same Department may take holiday at any one time.
· The arrangements to be followed where there are conflicting holiday requirements, and the priority that will be used. Each Directorate must determine a fair and equitable method of allocation that does not discriminate against any employee.
· How many weeks holiday can be taken at any one time.
· The split of leave that is required to be taken between summer and winter leave.
· Exceptional approval arrangements for annual leave at short notice.
· The need for employees to reserve annual leave for shut down of services either during the summer or Christmas periods.
Departmental annual leave rules should be drawn up in consultation with staff representatives.

9.
EMPLOYEES WHO ARE SICK DURING ANNUAL LEAVE

If an employee is sick during annual leave it may be possible to claim back that period of leave. To qualify the employee must produce a Fit Note to cover the leave period and must also have contacted their manager on the first day of the sickness to inform that they are unfit for work.

The purpose of this benefit is to allow an employee who due to sickness/accident has not been able enjoy the benefit of their annual leave i.e. hospitalisation/incapacitation.

Reallocation of annual leave will not apply where an employee has had the benefit of their annual leave, or cannot produce a Fit Note and did not notify their manager of the absence.

Employees who are on long term sick should be allowed to carry over unused accrued annual leave into a new holiday year to take as holiday (maximum 5.6 weeks or pro rata for part time staff).

In accordance with Agenda for Change Terms and Conditions employees will not be entitled to an additional day off if sick on a Bank Holiday that they would otherwise have been required to work as part of their basic week.

10. CARRY OVER OF ANNUAL LEAVE

The Trust expects that within the annual leave year staff should be provided with the opportunity to take all their annual leave. Subject to the needs of the service and the discretion of the manager up to one week of basic contracted hours (for that employee) may be carried over to the following year.

Source: HR & Communications Directorate



Status: Approved



Document Ref: PP(16)165

Issue date: August 2016



Review date: August 2019



Page 7 of 17

Where the balance of annual leave is greater, the amount in excess of one week’s basic contracted hours is forfeited.

10.1
Carry over of more than one week’s basic contracted hours

There are only two situations whereby staff may be allowed to carry more than one week’s basic contracted hours into the following year:

· An employee is prevented by the Trust from taking the full annual leave entitlement in the course of the leave year.
· An employee is allocated leave on dates not of their own choosing and is then unable to enjoy all or some of that leave because they are sick.
“Dates not of their own choosing” include leave allocated on a rota or leave allocated in the last three months of the leave year, notwithstanding that they might have a choice of dates within a limited prescribed period.

10.2
Carry over of Annual Leave following long term Sickness Absence

In cases of long term sickness, employees should be allowed to carry

over outstanding accrued annual leave (maximum of 5.6 weeks or pro rata for part time staff) from the previous holiday year, and be allowed to take this as holiday.

10.3
Carry over of Annual Leave not permitted

Carry over of annual leave cannot be authorised in the following examples:

· To allow someone to take a long holiday in the following leave year to visit relatives.
· To cope with domestic circumstances (expected or unexpected).
· The employee decides they were “too busy” or “did not want to take it”.
· The employee was on maternity leave.
Any requests not falling within the above guidelines should be supported by the appropriate Manager and forwarded to the Executive Director of Workforce and Communications for approval.

The Trust have a number of policies that may apply to the above situations, see Section 14.

11.
LATE RETURN FROM HOLIDAY

If, for any reason, an employee cannot return from annual leave on the agreed date, they must make immediate contact with their manager to inform their manager of the nature of the problem and the likely date of return. Failure to do so may result in disciplinary action against the employee for unauthorised absence.

In exceptional circumstances, e.g. flight cancellations due to industrial action overseas, the employee must make every reasonable effort to inform their manager of the situation. If this is not possible, a retrospective validation of the delayed departure will be required from the transport company concerned.

12.
NEW EMPLOYEES WITH PRE-EXISTING HOLIDAY COMMITMENTS

Source: HR & Communications Directorate
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Managers will make efforts to meet the needs of new employees in respect of commitments to holidays already made. Discussion about holiday commitments will be held during the recruitment and selection process. Where the annual leave required exceeds the holiday entitlement, unpaid leave will be granted up to the maximum of the normal annual leave entitlement.

13.
UNPAID LEAVE

Applications for unpaid leave must be made to the employee’s manager. The amount of unpaid leave granted will depend on the individual circumstances, service requirements, and the amount of annual leave available to the individual. In most circumstances unpaid leave should not be approved where there is annual leave entitlement unused. It should be noted that for periods of unpaid leave, employees will not accrue annual leave or sick leave benefits. However, superannuation contributions remain payable.

14. SPECIAL LEAVE FOR DOMESTIC, PERSONAL AND FAMILY MATTERS (POLICY PP()066)

The Employment Rights Act 1999 introduced new statutory rights for employees to take parental and emergency leave where care of dependants is involved. The objective of such leave is to help staff balance the demands of domestic and work responsibilities. Therefore, the application of this policy takes account of the particular needs and circumstances of the individual.

Discretion should be used and leave must be requested and authorised at the earliest opportunity or in accordance with the time limit for parental leave applications. Leave granted under these arrangements is not intended for very long-term domestic and family needs.

See policy PP()066 for full details of eligibility and application process.

15. PERSONALISED ANNUAL LEAVE POLICY PP()104

The Trust recognises the benefits of flexible working practices within the organisation to improve the working lives of the employees. Personalised Annual Leave will allow employees to 'buy' or 'sell' annual leave subject to minimum and maximum ceilings with a commensurate adjustment to their salary.

15.1
Minimum and maximum annual leave ceilings

The minimum amount of annual leave to be taken by all employees is the equivalent of 5.6 weeks per year (Working Time Directive) before any leave can be sold, and the maximum amount per year is the equivalent in hours of 40 of their working days. Both minimum and maximum amounts EXCLUDE general public holidays.

Employees will be able to 'sell' up to a maximum of the equivalent of one week’s basic contracted hours or 'buy' up to a maximum of 40 days at the beginning of each holiday year.

15.2
Salary adjustments

Source: HR & Communications Directorate
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When a member of staff 'buys' annual leave his/her salary is reduced by the additional number of hours purchased, this figure will be calculated on the employees' individual salary.

When a member of staff 'sells' annual leave his/her salary is increased by the number of days sold, this figure will be calculated on the employee's individual salary. All salary related benefits would be consequently affected. Salary enhancements will be paid as a non-pensionable supplement.

15.3
Personalised Annual Leave Process

HR will advise a deadline date before the new holiday year. All applications must be authorised and received in the HR Department by the given date. The employee must discuss and agree their holiday arrangements with their Line Manager before the beginning of the holiday year, except in exceptional circumstances.

At the end of the holiday year the employee’s holiday entitlement will revert back to the normal amount, unless another Personalised Annual Holiday Form is received for the new holiday year.

15.4
Personalised Annual Leave – Miscellaneous Points

Personalised annual leave relates to Annual Leave only and does not include Bank Holidays. All Annual Leave must be authorised by the Line Manager, taking into consideration the needs of the service, the individual and cover arrangements. The normal rules regarding carry over of annual holiday into the next holiday year remain. Staff who have purchased additional holiday and then do not use it cannot resell the holiday, or carry over more than the equivalent of one week’s basic contracted hours.

16. TIME OFF FOR RELOCATION

Managers will have the discretion to allow up to three days special leave for relocation purposes, see policy PP()079 Removal, Accommodation and Associated Expenses.

17. REVIEW AND MONITORING

This policy will be monitored and will be subject to a three year review by the Executive Director of Workforce and Communications in consultation with Trust Council.

Source: HR & Communications Directorate
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18. DOCUMENT CONFIGURATION
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	accurate annual leave records are kept.
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Appendix 1

Table 2

AGENDA FOR CHANGE: ANNUAL LEAVE ENTITLEMENT FOR COMPLETE

YEARS EXCLUSIVE OF BANK HOLIDAYS

	WEEKLY BASIC
	ON
	AFTER 5
	AFTER 10

	CONTRACTED
	APPOINTMENT
	YEARS
	YEARS

	HOURS
	
	SERVICE
	SERVICE

	
	27 DAYS
	29 DAYS
	33 DAYS

	
	
	HOURS EQUIVALENT:
	

	37.5
	202.5
	217.5
	247.5

	37.0
	200.0
	214.5
	244.0

	36.5
	197.0
	211.5
	241.0

	36.0
	194.5
	209.0
	237.5

	35.5
	191.5
	206.0
	234.5

	35.0
	189.0
	203.0
	231.0

	34.5
	186.5
	200.0
	227.5

	34.0
	183.5
	197.0
	224.5

	33.5
	181.0
	194.5
	221.0

	33.0
	178.0
	191.5
	218.0

	32.5
	175.5
	188.5
	214.5

	32.0
	173.0
	185.5
	211.0

	31.5
	170.0
	182.5
	208.0

	31.0
	167.5
	180.0
	204.5

	30.5
	164.5
	177.0
	201.5

	30.0
	162.0
	174.0
	198.0

	29.5
	159.5
	171.0
	194.5

	29.0
	156.5
	168.0
	191.5

	28.5
	154.0
	165.5
	188.0

	28.0
	151.0
	162.5
	185.0

	27.5
	148.5
	159.5
	181.5

	27.0
	146.0
	156.5
	178.0

	26.5
	143.0
	153.5
	175.0

	26.0
	140.5
	151.0
	171.5

	25.5
	137.5
	148.0
	168.5

	25.0
	135.0
	145.0
	165.0

	24.5
	132.5
	142.0
	161.5

	24.0
	129.5
	139.0
	158.5

	23.5
	127.0
	136.5
	155.0

	23.0
	124.0
	133.5
	152.0

	22.5
	121.5
	130.5
	148.5

	22.0
	119.0
	127.5
	145.0

	21.5
	116.0
	124.5
	142.0

	21.0
	113.5
	122.0
	138.5

	20.5
	110.5
	119.0
	135.5

	20.0
	108.0
	116.0
	132.0

	19.5
	105.5
	113.0
	128.5


	Formula is
	Weekly Contracted Hrs  X No. of Days Entitlement
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Table 2 (Continued)

AGENDA FOR CHANGE: ANNUAL LEAVE ENTITLEMENT FOR COMPLETE

YEARS EXCLUSIVE OF BANK HOLIDAYS

	WEEKLY BASIC
	ON
	
	AFTER 5
	
	AFTER 10

	CONTRACTED
	APPOINTMENT
	YEARS
	
	YEARS

	HOURS
	
	
	SERVICE
	
	SERVICE

	
	27 DAYS
	
	29 DAYS
	
	33 DAYS

	
	
	
	HOURS EQUIVALENT:
	
	

	
	
	
	
	

	19.0
	102.5
	
	110.0
	
	125.5

	18.5
	100.0
	
	107.5
	
	122.0

	18.0
	97.0
	
	104.5
	
	119.0

	17.5
	94.5
	
	101.5
	
	115.5

	17.0
	92.0
	
	98.5
	
	112.0

	16.5
	89.0
	
	95.5
	
	109.0

	16.0
	86.5
	
	93.0
	
	105.5

	15.5
	83.5
	
	90.0
	
	102.5

	15.0
	81.0
	
	87.0
	
	99.0

	14.5
	78.5
	
	84.0
	
	95.5

	14.0
	75.5
	
	81.0
	
	92.5

	13.5
	73.0
	
	78.5
	
	89.0

	13.0
	70.0
	
	75.5
	
	86.0

	12.5
	67.5
	
	72.5
	
	82.5

	12.0
	65.0
	
	69.5
	
	79.0

	11.5
	62.0
	
	66.5
	
	76.0

	11.0
	59.5
	
	64.0
	
	72.5

	10.5
	56.5
	
	61.0
	
	69.5

	10.0
	54.0
	
	58.0
	
	66.0

	9.5
	51.5
	
	55.0
	
	62.5

	9.0
	48.5
	
	52.0
	
	59.5

	8.5
	46.0
	
	49.5
	
	56.0

	8.0
	43.0
	
	46.5
	
	53.0

	7.5
	40.5
	
	43.5
	
	49.5

	7.0
	38.0
	
	40.5
	
	46.0

	6.5
	35.0
	
	37.5
	
	43.0

	6.0
	32.5
	
	35.0
	
	39.5

	5.5
	29.5
	
	32.0
	
	36.5

	5.0
	27.0
	
	29.0
	
	33.0

	4.5
	24.5
	
	26.0
	
	29.5

	4.0
	21.5
	
	23.0
	
	26.5

	3.5
	19.0
	
	20.5
	
	23.0

	3.0
	16.0
	
	17.5
	
	20.0

	2.5
	13.5
	
	14.5
	
	16.5

	2.0
	11.0
	
	11.5
	
	13.0

	1.5
	8.0
	
	8.5
	
	10.0

	1.0
	5.5
	
	6.0
	
	6.5

	0.5
	2.5
	
	3.0
	
	3.5
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Formula is
Weekly Contracted Hrs  X No. of Days Entitlement

Appendix 2

Table 3

AGENDA FOR CHANGE:

CALCULATION OF BANK HOLIDAY ENTITLEMENT

	WEEKLY BASIC
	HOURLY ENTITLEMENT FOR
	
	HOURLY ENTITLEMENT ON
	

	
	
	
	EACH BANK HOLIDAY AS IT
	

	CONTRACTED HOURS
	FULL LEAVE YEAR
	
	
	

	
	
	
	OCCURS
	

	
	
	
	
	
	

	
	
	
	
	

	
	(8 BANK HOLIDAYS)
	
	
	

	37.5
	
	60.0
	
	7.5
	

	37.0
	
	59.0
	
	7.4
	

	36.5
	
	58.5
	
	7.3
	

	36.0
	
	57.5
	
	7.2
	

	35.5
	
	57.0
	
	7.1
	

	35.0
	
	56.0
	
	7.0
	

	34.5
	
	55.0
	
	6.9
	

	34.0
	
	54.5
	
	6.8
	

	33.5
	
	53.5
	
	6.7
	

	33.0
	
	53.0
	
	6.6
	

	32.5
	
	52.0
	
	6.5
	

	32.0
	
	51.0
	
	6.4
	

	31.5
	
	50.5
	
	6.3
	

	31.0
	
	49.5
	
	6.2
	

	30.5
	
	49.0
	
	6.1
	

	30.0
	
	48.0
	
	6.0
	

	29.5
	
	47.0
	
	5.9
	

	29.0
	
	46.5
	
	5.8
	

	28.5
	
	45.5
	
	5.7
	

	28.0
	
	45.0
	
	5.6
	

	27.5
	
	44.0
	
	5.5
	

	27.0
	
	43.0
	
	5.4
	

	26.5
	
	42.5
	
	5.3
	

	26.0
	
	41.5
	
	5.2
	

	25.5
	
	41.0
	
	5.1
	

	25.0
	
	40.0
	
	5.0
	

	24.5
	
	39.0
	
	4.9
	

	24.0
	
	38.5
	
	4.8
	

	23.5
	
	37.5
	
	4.7
	

	23.0
	
	37.0
	
	4.6
	

	22.5
	
	36.0
	
	4.5
	

	22.0
	
	35.0
	
	4.4
	

	21.5
	
	34.5
	
	4.3
	

	21.0
	
	33.5
	
	4.2
	

	20.5
	
	33.0
	
	4.1
	

	20.0
	
	32.0
	
	4.0
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	19.5
	
	31.0
	
	3.9

	Formula is
	Weekly Contracted Hrs  X No. of Days Entitlement
	

	
	
	
	
	
	


Table 3 (Continued)

AGENDA FOR CHANGE: CALCULATION OF BANK HOLIDAY ENTITLEMENT

	WEEKLY BASIC
	HOURLY ENTITLEMENT FOR
	HOURLY ENTITLEMENT ON

	
	
	EACH BANK HOLIDAY AS IT

	CONTRACTED HOURS
	FULL LEAVE YEAR
	

	
	
	OCCURS

	
	
	

	
	(8 BANK HOLIDAYS)
	

	19.0
	30.5
	3.8

	18.5
	29.5
	3.7

	18.0
	29.0
	3.6

	17.5
	28.0
	3.5

	17.0
	27.0
	3.4

	16.5
	26.5
	3.3

	16.0
	25.5
	3.2

	15.5
	25.0
	3.1

	15.0
	24.0
	3.0

	14.5
	23.0
	2.9

	14.0
	22.5
	2.8

	13.5
	21.5
	2.7

	13.0
	21.0
	2.6

	12.5
	20.0
	2.5

	12.0
	19.0
	2.4

	11.5
	18.5
	2.3

	11.0
	17.5
	2.2

	10.5
	17.0
	2.1

	10.0
	16.0
	2.0

	9.5
	15.0
	1.9

	9.0
	14.5
	1.8

	8.5
	13.5
	1.7

	8.0
	13.0
	1.6

	7.5
	12.0
	1.5

	7.0
	11.0
	1.4

	6.5
	10.5
	1.3

	6.0
	9.5
	1.2

	5.5
	9.0
	1.1

	5.0
	8.0
	1.0

	4.5
	7.0
	0.9

	4.0
	6.5
	0.8

	3.5
	5.5
	0.7

	3.0
	5.0
	0.6

	2.5
	4.0
	0.5

	2.0
	3.0
	0.4

	1.5
	2.5
	0.3

	1.0
	1.5
	0.2

	0.5
	1.0
	0.1
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Appendix 3
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	LEAVE RECORD FORM
	
	
	
	
	LEAVE YEAR

	______
	
	
	
	
	
	
	
	
	

	Name
	
	
	
	
	
	
	
	
	

	Post title
	
	
	
	
	
	
	
	
	

	Ward/Department/Directorate
	
	
	
	

	Agenda
	for
	Change
	Leave
	
	
	
	

	entitlement
	(annual
	leave
	
	
	
	

	and general public holidays)
	Leave in Hours (Pro rata for part-time staff):

	Delete as applicable
	
	
	
	
	

	27 + 8*
	29 + 8*
	33 + 8*
	
	
	
	

	Long  service  entitlement  -
	Start date with Trust:
	

	awarded and or date(s) due
	
	
	
	

	
	
	
	
	
	
	5 years –  Yes/No or date due ……………

	
	
	
	
	
	
	10 years – Yes/No or date due …………..

	
	
	DATES
	
	
	NUMBER OF
	REMAINING
	APPROVED

	
	
	
	
	
	
	
	HOURS
	ENTITLEMENT
	YES/NO

	From
	
	
	
	To
	
	
	
	(Hours)
	(Manager’s Signature and

	
	
	
	
	
	
	
	
	
	date)
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* There are 8 Bank Holidays in most leave years, but this can increase or decrease depending on when Easter falls.

Annual Leave bookings should be made at the earliest reasonable opportunity.

Source: HR & Communications Directorate
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You should also see any ‘Holiday Rules’ for your area of work.

Appendix 4

PERSONALISED ANNUAL LEAVE

REQUEST FORM

Name:

Job Title:

Area:

---------------------------------------------------------------------------------

Holiday year:

Normal Entitlement in Hours:

Buy _______ Hours

Sell _______ Hours

---------------------------------------------------------------------------------

Employee Signature: …………………………………………….

Date:

………………………………………………………………..

Manager's Signature …………………………………………….

Date:

………………………………………………………………..

--------------------------------------------------------------------------------- For HR Use only

Copy placed on employees file

Source: HR & Communications Directorate
Status: Approved
Document Ref: PP(16)165
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