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Heart of England NHS Foundation Trust
1. Introduction

The purpose of this document is to clarify the annual leave entitlements for Medical and Dental staff in the Trust and to introduce clear procedures that will enable leave to be managed within available resources whilst ensuring continuity of care.

2. Scope of Policy

This policy applies to all Medical and Dental staff  in accordance with the Medical and Dental terms and conditions of employment.

3. Roles and Responsibilities

Individual

Submit applications for leave to the Clinical Director or nominated clinical lead within directorate 6 weeks prior to commencement of leave.

Ensue appropriate cover is arranged.

Obtain approval from Clinical Director/supervising consultant (for doctors in training).

Clinical Director/Supervising Consultant

To ensure the policy is applied fairly and consistently.

Confirm minimum staffing levels of cover are in place to meet the needs of the service.

Calculate leave entitlements, pro rata for periods of less than 12 months and for part time staff.

Agree the leave request if appropriate and sign the form.

Maintain records of annual leave.

Ensure leave is recorded on the turn around document .

Ensure individual leave records are updated and maintained.

 HR Consultancy Department

The HR Consultancy Department will assist Clinical Directors/Supervising Consultants where necessary in the calculation of annual leave and in issues arising from the implementation of this policy.

4. Leave Entitlements

The annual leave entitlements for Medical and Dental staff are as the national terms and conditions of employment detailed below:

	Category of staff
	Annual Leave Entitlements


	Consultants (new Contract) with up to 7 years seniority
	32 working days per annum (pro rata for periods of less than 12 months includes 2 statutory days)

	Consultants (new Contract  with 7 years  or more seniority
	34 working days per annum (pro rata for periods of less than 12 months includes 2 statutory days

	Consultants old contract
	33 working days per annum (pro rata for periods less than 12 months includes 2 statutory days)

	Associate Specialists
	30 working days per annum (pro rata for periods less than 12 months includes 2 statutory days) rising to 33 days after 2 years service

	Staff Grades/Speciality Doctors who do not fall into the above category
	28 working days per annum (pro rata for periods less than 12 months includes 2 statutory days) rising to 33 after 2 years service

	Specialist Register’s on or above 3rd incremental point
	28 working days per annum (pro rata for periods less than 12 months includes 2 statutory days) rising to 33 after reaching point 02

	FY1, FY2, SHO, Trust Grade and Specialist Registrars
	28working days per annum (pro rata for periods less than 12 months includes 2 statutory days)


Foundation Doctors undertaking 3 * 4 month rotations in different specialities have a notional entitlement to a split of 10, 9 and 9 days during the three rotations.  Every effort must be made to ensure that the full leave entitlement is taken during each rotation.  Request to take in excess of 9 days in each rotation must be agreed with the current and future speciality.  No payment will be made for any annual leave not taken during the relevant part of the rotation, therefore, all doctors should ensure annual leave is taken.  In exceptional circumstances, where due to the needs of the service, educational purposes or unforeseen personal/emergency situations, annual leave can not be taken, the carry over of leave into the next rotation must be agreed in advance.
Medical staff will be entitled to 8 days Bank Holiday per annum, pro rata for part time appointments. The statutory Bank Holidays are:

New Years Day

Good Friday

Easter Monday

May Day

Whitsun (Monday)

August Bank Holiday (Monday)

Christmas Day

Boxing Day

Consideration of all annual leave requests will be dependant upon the needs of the service.
5. Requesting Annual Leave

The annual leave year will run from April to March.

Annual Leave request forms should be submitted to the Clinical Director/Supervising consultant at least 6 weeks prior to the commencement of leave. For periods less than 5 days,1 weeks notice is required if patients do not require re-scheduling .  Where annual leave of less than 5 days is required at short notice and fixed clinical commitments need to be reschedule a discussion must take place between the Clinical Director/Supervising Consultant and doctor to determine whether the annual leave can be authorised.
It is essential that all leave requests and proposed cover arrangements are agreed with colleagues before submitting the leave request form and the name of the colleague (s) who are providing cover during the period of absence should be clearly stated on the form.  Each directorate must ensure that they have clear guidelines on minimum staffing levels to ensure that the needs of the service is maintained at all times.

The maximum amount of leave taken at any one time should not normally exceed 2 weeks.  Requests of leave for more than two weeks must be discussed with the Clinical Director.
Should an individual work on a bank holiday, appropriate time off in lieu should be given.  Time off in lieu should be requested in line with the annual leave requirements.

Annual leave for Consultants, Associate Specialists, Staff Grades, Speciality Doctors should be discussed as part of the annual job plan review.

Locum cover will not be provided to cover period of annual leave.

6
Establishing Reckonable Service
A member of staff’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 purposes. 

In order to have previous service regarded as reckonable service, staff will need to provide formal documentary evidence of this.

7.
 Entitlement On Joining

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 completed months.

8.
 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. The Trust policy is that where staff change their contracted hours part way through a month they should not lose entitlement. Therefore, in these cases the entitlement for the first month will be calculated on the basic weekly contracted hours that they predominantly worked for that initial month.

9.  
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 annual 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. 
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 final wage or salary payment.

10. Carry Over Of Leave
The Trust expects that within the annual leave year staff should be provided with the opportunity to take all their annual leave. In exceptional circumstances up to one week of basic contracted hours may be carried over to the following year, with the agreement of the appropriate designated manager within the service area.
11.
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 business, every effort will be made to minimise any inconvenience for the member of staff.  In such extreme circumstances, the member of staff will be reimbursed for any unavoidable documented financial loss incurred in respect of their holiday expenses.
 The annual leave will be able to be taken in full at a later date.

12. 
Sickness Occurring During Annual Leave Or Bank Holidays
If a member of staff falls sick whilst on annual leave, then subject to appropriate notification in accordance with the Sickness Notification and Certification Policy of the Trust and the production of a medical certificate, the period covered will be treated as sick leave, allowing the member of staff to take the annual leave another time. 
13.
Late Return From Holiday

If, for any reason, a member of staff cannot return from annual leave on the agreed date, they must make immediate contact with their Manager to inform their Clinical Director/Supervising Consultant of the nature of the problem and the likely date of return.  Failure to do so may result in Disciplinary action against the member of staff for unauthorised absence.

In exceptional circumstances, e.g. flight cancellations due to industrial action overseas, the member of staff must make every reasonable effort to inform their Clinical Director/Supervising Consultant of the situation.  If this is not possible, a retrospective validation of the delayed departure will be required from the Transport Company concerned.   

14.
New Members of Staff

Clinical Directors/Supervising Consultants will make efforts to meet the needs of new members of staff 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.  

15. 
Departmental Leave  Rules

Each area of service will develop departmental holiday rules which will include

· 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.  

· 
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 where 


less than 6 weeks notice is impossible.

· 
The need for members of staff to reserve annual leave for shut down of 



services either during the summer or Christmas periods.

16 
Review of Policy
This policy will be reviewed by the Head of HR Consultancy via JLNC as per the policy review date on the front of this document.
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