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Policy Overview:
This policy, and attached guidelines, applies to all staff groups and sets out a consistent and
fair approach to the application and management of all aspects of leave paid and unpaid.
Worcestershire Acute Hospital NHS Trust is committed to transparent and fair dealings with
staff over all matters related to leave and pay, recognising the importance of this to
individuals.

The policy outlines the various types of special leave, both paid and unpaid which may
be granted. It also details how requests should be made and in what circumstances the
request may be agreed.

Key amendments to this Document:
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application of the different types of leave
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1. Introduction
This policy provides managers and employees with guidance on the application and
management of all types of leave entitlements as well as ensuring that all employees take
adequate rest away from work, in accordance with the Working Time Regulations (1998),
whilst maintaining the needs of the service.
There is no legal obligation for an employer to provide paid time off for some situations,
however, the Trust recognises that there are various forms of leave/time off necessary to
support employees in balancing their work responsibilities and personal commitments (which
are set out in Appendix 4 of this policy):














Annual Leave
Unpaid Leave
Emergency leave for urgent Domestic issues
Compassionate / Bereavement Leave
Carer Leave
Time
off
for
Routine
Doctor/Hospital/Medical/Therapy/optical/Legal/Dental
appointments
Time off for elective cosmetic surgery
Time off to attend interviews
Attendance at court as a witness
Jury Service
Leave for training with the Reserve and Cadet Forces/Territorial Army
Time off for religious festivals and spiritual observance days
Time off for civic and public duties

2. Scope of the Policy
This procedure applies to employees ONLY not agency/self-employed contractors.
This policy is aligned to the nationally agreed Agenda for Change terms and conditions of
service for staff covered by these agreements. Those staff not covered by AFC are as follows
and their annual leave is governed by the Terms and Conditions of service for:




Hospital Medical and Dental Practitioners employed on the Whitley Scale
Doctors in Public Health Medicine and the Community Health Service
Those staff whose contract of employment is deemed to fall outside of the Agenda
for Change agreement and have personally opted to retain their local contractual
terms that predated the Trust’s assimilation process. Staff within these groups
should refer to the relevant sections of their national terms and conditions
handbook for details (referenced below in Appendix 4) of their annual leave
entitlement

Please refer to Appendix 5 for Annual Leave Guidelines
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3. Definitions
See section 6 below

4. Responsibility and Duties
Overall responsibility for this Procedure rests with the Trust Board. Operational
responsibilities are delegated as follows:
4.1 Executive Directors
The lead Executive Director for this Procedure will be the Director of Human Resources and
Organisational Development. In addition, all Executive Directors will be responsible for
ensuring that:




All employees are informed of the terms of the procedures that apply to them
The procedure is implemented and operated effectively within their directorates
Managerial action is fair, equitable and reasonable in all circumstances and is
monitored effectively

4.2 Managers and Supervisors
Managers and Supervisors carry responsibility for effectively and fairly implementing and
operating this procedure within their department.
They are responsible for keeping accurate records regarding allocation of leave. In addition
all managers will be responsible for ensuring that employees are informed of this procedure
and its operation.
They should also monitor the uptake of annual leave so as to ensure that employees are
taking regular breaks from work (not just odd days) in order to ensure the health and safety
of their staff, and to enable effective cover for the department.
Line managers are responsible for ensuring that this policy is applied fairly to all in their
teams, that employees are made aware of the procedure for requesting leave within their
own department, and ensuring that each employee is aware of their own entitlement.
4.3 Employee Responsibilities
Employees are responsible for requesting annual leave in line with their workplace
procedures. This should be planned ahead in line with local arrangements.
Employees are responsible for requesting other Special Leave from their manager using the
attached form (Appendix 6)
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Employees should make sure that they utilise their annual leave entitlement in the year that it
is accrued to ensure that it is taken at regular intervals and comply with the minimum periods
of rest stated in the Working Time Regulations.
Employees should be aware that there is no automatic right to be granted leave if adequate
cover within teams is not available to meet the needs of the service.
4.4 The Role of Human Resources
The responsibility of the Human Resources Department is to ensure that the policy and
procedure is applied, maintained and updated accordingly in line with any organsational or
legislative changes; as well as provide support for managers and employees in dealing with
the management of leave.
4.5 The role of Staff Side Representatives
Staff side representatives are a source of advice and support to managers and union
members in the application of this procedure
5. Policy Detail
This policy sets out below the paid and unpaid leave that is part of the package of all
employees.
This policy is supported by a suite of supporting guidelines to provide clarity and detail
regarding specific elements of leave and pay.
6. Definitions
To help staff balance the demands of domestic and work responsibilities at times of urgent and
unforeseen needs, paid or unpaid special leave may be provided according to the circumstances
as defined below and as contained in the matrix at Appendix 4.
6.1 Annual Leave
Annual leave is an important part of work life balance. The good management of annual
leave by the employee and manager is essential for the health/wellbeing and safety of the
individual, and for the effective operation of the Trust.
Please refer to the Annual Leave Guidelines as attached at Appendix 5
6.2 Unpaid Leave
There may be circumstances when it is appropriate for a manager to allow an individual to
take unpaid leave. For example:



To enable the employee to take an extended period of unpaid leave
To help the employee deal with particular personal circumstances
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If the employee does not have enough annual leave entitlement (either because they
are new or require an extended period of leave)

Unpaid leave would normally only be approved when annual leave entitlement has been
exhausted.
Unpaid leave schemes are available as part of the Cost Improvement Programme to enable
an employee to take a period of unpaid leave but spread the cost out over the leave year.
Such schemes will be advertised through managers and the intranet and will require an
application form to be completed. Details are available from the Human Resources
Department.
6.3 Special Leave for urgent Domestic issues (See section 4 below)
The Trust recognises that there may be times when an employee may require time off to
respond to an urgent or unforeseen incident relating to the home. Examples of such
circumstances include fire, flood, burglary, or to respond to immediate carer needs.
This is meant to apply in abnormal and urgent circumstances which cannot be foreseen.
Employees may be granted up to 1 days paid leave for emergency leave for urgent domestic
issues/carers issues per rolling year.
Reasons for requesting Emergency Leave may include:






Flood, burglary, fire
The urgent care of a dependant relative/significant other i.e. unforeseen breakdown of
childcare arrangements
Unforeseen Illness of a dependant relative/significant other, and to make longer term
arrangements for their ongoing care
An incident involving the employee’s child during school hours
In most cases associated with disruption as a result of bad weather as notice is
given. Employees have the opportunity to make even limited plans. Time off in these
circumstances would be via annual leave, unpaid, time in lieu if flexibility allows.

6.4 Carer’s Leave
Many staff have responsibility for dependants. A dependant for the purposes of carer
leave for critical illness is the spouse, partner, child, parent, or person living in the same
household (other than a tenant, lodger, boarder or employee such as a live-in
housekeeper). In addition, a dependent is any person who reasonably relies on the
member of staff for primary support and care or to make arrangements for the provision
of care when that person is ill, injured or assaulted.
The circumstances in which reasonable time off may be granted are:



To assist a dependant, who falls critically ill, is injured or assaulted
To make arrangements for the long term care of a critically ill or injured
dependant
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In cases where there is a need to care for a dependant who is seriously or terminally ill,
consideration may be given as to the seriousness of the illness, the trauma of the
circumstances and the closeness of the relationship and degree of the carer’s
responsibility. Carers’ leave is very short term and is given to make arrangements to cover
the needs arising from the above circumstances. Employees may be granted up to 2 days
paid leave in any one rolling year.
This leave is not intended for normal minor illnesses. If employees are aware that they
require time off to support a dependant in terms of other appointments e.g. hospital or
dental appointment they should ask for annual leave in the usual way, which may involve
flexible working, or taking time in lieu.

6.5 Compassionate and Bereavement Leave
The aim of this leave is to provide a compassionate response to an employee relating to the
death of a close family member/relative/significant other. Depending upon the
circumstances, between 1 - 3 working days with normal pay will be granted in the case of
a death of a close relative such as Husband or wife, partner (irrespective of sexual
orientation) child, parent, parent in law, grandparent, brother or sister and any relative living
with the employee. A significant other i.e. any other person, whether related or not to the
employee and who has a sufficiently close relationship with the employee.
When considering a request for bereavement leave, the following factors will be considered:






The relationship between the employee and deceased
Responsibility for the affairs of the deceased. This may include direct involvement in
funeral arrangements, sorting out the will, letters of administration etc. Account will be
taken as to whether this is a sole responsibility of the employee or is shared with other
family members.
If relevant, the location of the funeral/deceased’s solicitor.
Other special circumstances, for example, the sudden death of a partner may result in a
need to make child care arrangements.

6.6 Dealing with Grief
The Trust is aware that grief can affect employees in different ways, and therefore managers
need to be aware of this. Where there is a clear medical reaction to grief, resulting absences
will be treated as sick leave and not special leave. Appropriate medical certificates must
support absences. If appropriate, employees may be encouraged to visit their GP, the
Occupational Health Department and/or use any counselling services, which are provided by
the Trust.
6.7 Additional Leave
The Trust understands that an employee in relation to any of the circumstances in the
sphere of this policy may require additional leave. If additional leave is required by the
employee, the following options should be considered in the order below:
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•

Flexible working

•

Time in lieu

•

Annual leave

•
Unpaid leave may be granted (If a substantial amount of annual leave remains
untaken, the manager may require some/or all to be taken before granting unpaid leave).
-

Agreement to unpaid leave in special cases is discretionary and will not usually
exceed the standard working week of the employee.

6.8 Requests for Annual Leave
Managers will lay down procedures for the booking and recording of annual leave locally. All
other provisions relating to annual leave are included in Appendix 5 – Annual Leave
Guidelines.
6.9 Requests for Special Leave
Employees requesting Special/Carer’s Leave under the sphere of this policy must consult
their manager and complete an ‘Application for Special/Carer Leave’ form (Appendix 6). The
Trust is aware that for unforeseen and urgent requests, the form may be completed on
return to work, provided that earlier agreement has been reached i.e. telephone
conversation with the manager. In an emergency and where it is not possible to speak with
the manager, an employee must speak to the designated line manager on duty.
Authorisation for Special/Carer Leave must be given by the appropriate Manager/Head of
Department on the ‘Application for Special/Carer Leave’ form.
6.10 Appeals
Given the potential urgent nature of the need to take Special /Carer leave, if an employee
feels aggrieved by any decision relating to the request to take leave, he/she can request that
the line manager’s decision be reconsidered by the next in line manager. The next in line
manager must give an immediate decision to the employee. Advice may be sought from the
Human Resources Department if necessary. If the employee remains aggrieved with the
decision, he/she has the right to progress a grievance through the Trust’s Grievance
Procedure.
6.11 Confidentiality
The Trust is aware that details of a personal nature may be disclosed by an employee in
requesting Special/Carer Leave within the sphere of this policy. Confidentiality regarding any
information will be respected and maintained.

WAHT-HR-008

Leave and Pay Policy
Page 10 of 50

Version 2.7

Trust Policy
7. Implementation
7.1 Plan for implementation
The policy will be implemented immediately upon approval
7.2 Dissemination
The policy will be placed in the Trust’s HR Document library on the Intranet and will be
publicised through Trust Daily Update, policy update briefings for managers and notified to
the Trust Board by HR the Workforce and Organisational Development Group. Committee
7.3Training and awareness
Awareness of this Policy will be raised throughout the Trust. It will be included in all Induction
training and will also form an integral part of all Management Development training.
Specific training and awareness sessions will be provided as part of the implementation of
the Policy to enable all managers and staff-side representatives to understand what is
expected of them.

8. Monitoring and compliance
Monitoring
Requirements
Monitoring Method

Monitoring Prepared by
Monitoring Presented to
Frequency of Reporting

a) the application of the policy
b) the number of staff who apply for and receive
various leave entitlements
c) effectiveness of the policy
Annual report from e-rostering, EsR and other
systems to monitor the allocation of leave amongst
Trust staff and the fairness of leave allocation across
departments/directorates, by staff group, gender,
ethnicity, age, nationality, race.
HR Officer
Workforce and OD Group
Annually

9. Policy Review
This policy will be reviewed in two years, or earlier in the light of any relevant legislative
changes. The Human Resources Department will monitor the effectiveness of this policy.

10. References
Code:
New Consultant Contract Version 7
Agenda for Change terms and conditions of service handbook
Terms and conditions of service for associate specialists – England April 2008
Version 1
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National Health Service, Hospital Medical and Dental Staff and Doctors in Public
Health Medicine and the Community Health Service (England and Wales) – Terms
and Conditions of Service September 2008
Terms and conditions of service for speciality doctors – England April 2008 Version 1
ACAS advice and guidance – time off/ parents and carers

11. Background

11.1 Consultation
This policy has been developed in consultation with staff side and management
representatives.
11.2 Approval process
The policy has been developed by a sub-group of the Joint Negotiating and Consultative
Committee and has been subject to consultation with staff representatives. The policy has
been approved by the Joint Negotiating and Consultative Committee.

11.3 Equality requirements
An Equality Impact Assessment has been undertaken in accordance with Trust policy and
attached as Supporting Document 2.

11.4 Financial risk assessment
The financial risk assessment associated with Family Leave is attached as Supporting
Document 3. There are no direct financial risks associated with this Policy.

WAHT-HR-008

Leave and Pay Policy
Page 12 of 50

Version 2.7

Trust Policy
APPENDIX 1 Supporting Document 1 – Checklist for review and approval of
key documents
This checklist is designed to be completed whilst a key document is being developed /
reviewed.
A completed checklist will need to be returned with the document before it can be published
on the intranet.
For documents that are being reviewed and reissued without change, this checklist will still
need to be completed, to ensure that the document is in the correct format, has any new
documentation included.
1
Type of document
HR Policy
2
Title of document
Leave and Pay Policy
Is this a new document?
4

Yes
___________________
Yes as existing policies have been amalgamated
into one policy

For existing documents, have
you included and completed the
key amendments box?
5
Owning department
Human Resources
6
Clinical lead/s
N/A
7
Pharmacist name (required if
n/A
medication is involved)
8
Has all mandatory content been Yes
included (see relevant
document template)
9
For policies and strategies,
Yes
does the document have a
completed Equality Impact
Assessment included?
10 Please describe the
JNCC and POLICY WORKING GROUP
consultation that has been
carried out for this document
11 Please state how you want the
LEAVE AND PAY POLICY
title of this document to appear
on the intranet, for search
purposes and which specialty
this document relates to.
Once the document has been developed and is ready for approval, send to the Clinical
Governance Department, along with this partially completed checklist, for them to check
format, mandatory content etc. Once checked, the document and checklist will be submitted
to relevant committee for approval.
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Implementation
Briefly describe the steps that will be taken to ensure that this key document is implemented
Action

Person responsible

Policy will become effective immediately upon
approval
All existing Policies will be deleted on intranet under
HR Document Library

Julia Cross

Timescale

Julia Cross

Plan for dissemination
Disseminated to

Date

All Staff
Publication on HR Document Library
Through report to Workforce and OD Group
On-going
Briefings to staff applying for Family leave

1

Step 1 To be completed by
Clinical Governance
Department
Is the document in the correct
format?

Yes

No

Yes

No

Has all mandatory content been
included?

2

3
4

Date form returned
_____/_____/_____
Name of the approving body
(person or committee/s)
Step 2 To be completed by
Committee Chair/ Accountable
Director
Approved by (Name of Chair/
Accountable Director):
Approval date
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Please return an electronic version of the approved document and completed checklist to the
Clinical
Governance Department, and ensure that a copy of the committee minutes is also provided.
Office use only

Reference Number

Date form received

Date document
published

Version No.

APPENDIX 2 Supporting Document 2 - Equality Impact Assessment Tool
To be completed by the key document author and attached to key document when submitted
to the appropriate committee for consideration and approval.
Yes/No
1.

Comments

Does the policy/guidance affect one
group less or more favourably than
another on the basis of:


Race

No



Ethnic origins (including gypsies and
travellers)

No



Nationality

No



Gender

No



Culture

No



Religion or belief

No



Sexual orientation including lesbian,
gay and bisexual people

No



Age

No



Disability

No

2.

Is there any evidence that some groups
are affected differently?

No

3.

If you have identified potential
discrimination, are any exceptions
valid, legal and/or justifiable?

n/a

4.

Is the impact of the policy/guidance
likely to be negative?

No

5.

If so can the impact be avoided?

n/a

6.

What alternatives are there to achieving
the policy/guidance without the impact?

n/a

7.

Can we reduce the impact by taking
different action?

No
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APPENDIX 3
Supporting Document 3 – Financial Impact Assessment
To be completed by the key document author and attached to key document when submitted
to the appropriate committee for consideration and approval.
Yes/No

Title of document:
1.

Does the implementation of this document require any
additional Capital resources

No

2.

Does the implementation of this document require
additional revenue

No

3.

Does the implementation of this document require
additional manpower

No

4.

Does the implementation of this document release any
manpower costs through a change in practice

No

5.

Are there additional staff training costs associated with
implementing this document which cannot be delivered
through current training programmes or allocated training
times for staff

No

Other comments:

Costs of paying for
leave provisions will
be within departmental
budget

If the response to any of the above is yes, please complete a business case and which is
signed by your Finance Manager and Directorate Manager for consideration by the
Accountable Director before progressing to the relevant committee for approval
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Type of Leave

Appendix 4 - Summary of Leave Entitlements and Associated Guidance

Leave/Entitlements
Paid
Unpaid

Annual Leave (AFC Full-time staff. This will
only)
be pro rata for part-time
staff

Guidance

The above entitlements are the full time entitlements and are based
on 7.5 hour days.
The Annual leave ready reckoner sets out the hourly calculations for
use by part –time staff and for those working varied shift lengths or
flexible working patterns.
For Medical and dental staff see relevant handbook sections.
Refer to the annual leave guidelines Appendix 2 for further details on
the application of leave.

27 days + 8 days bank
holiday - On
appointment

N/A

29 days + 8 days bank
holidays - After 5 years
NHS service
33 days + 8 days bank
holidays - After 10
years NHS service

N/A

The usual allocation of bank holidays is 8 in each leave year
however this is adjusted in some years, for example if Easter is
early, and an additional ready reckoner will be made available as
required.

N/A
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Refer to the annual leave guidelines for further details on the application of leave.
Consultants
The national Terms and Conditions (T&Cs) of the Consultants (England) 2003 Contract determine the annual leave entitlement for consultants,
as follows:
Consultants are entitled to annual leave at the following rates per year, exclusive of public holidays and extra statutory days: Pro rata for part time
staff

Until 31 March 2004
1 April 2004 – 31 March
2005
From 1 April 2005

Number of Years of Completed Service
as a
Consultant
Up to Seven
Seven Or More Years
Years
Six weeks
Six weeks
Six weeks

Six weeks + one day

Six weeks

Six weeks + two days

All Consultants on the old contract are entitled to 6 weeks annual leave (30 days).
The leave entitlements of consultants in regular appointment are additional to eight public holidays and two statutory holidays or days in lieu
thereof. The two statutory days , by local agreement, may be converted to a period of annual leave. In addition, a consultant who in the course of
his or her duty is required to be present in hospital or other place of work between the hours of midnight and 9am on statutory or public holidays
will receive appropriate time off in lieu. Time off in lieu of Bank Holidays worked should be requested in the same way as Annual Leave and the
same periods of notice should be given. Time off in lieu of Bank Holidays worked should be taken within the Annual Leave year in which they fall
and not carried forward into a new leave year.
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Doctors in Training annual leave is determined by grade as follows:
 Foundation Doctors
5 weeks (25 days) per annum pro rata for part-time staff


Speciality Registrar (StRs), Speciality Registrar Fixed Term (StR (FTs)), Specialty Registrar Core Trainees (StR CTs), Specialist
Registrar (SpRs) (on the minimum, 1st or 2nd incremental points of their payscale) 5 weeks (25 days) per annum

 Speciality Registrar (StRs), Speciality Registrar Fixed Term (StR (FTs)), Specialty Registrar Core Trainees (StR CTs),Specialist
Registrar (SpRs) (on the 3rd or higher incremental points of their payscale) 6 weeks (30 days) per annum
 Speciality Doctors 5 or 6 weeks dependant on service
 Associate Specialists (2008) 6 weeks per annum
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TYPE OF LEAVE
Emergency leave for
urgent Domestic
issues

PAID
Up to one day in a
rolling 12 month period
This should normally be
a few hours but a whole
day may be provided
dependent on the
nature of the
emergency and in
discussion with the line
manager.

UNPAID
If alternative provisions
cannot be applied then
time will be unpaid or
annual leave allocated

 Making arrangements following a theft at your home or of your
vehicle
 Making arrangements for repairs to your home following
accidental damage from a fire, flood or storm
 The urgent care of a dependant relative/significant other i.e.
unforeseen breakdown of childcare arrangements
 Unforeseen Illness of a dependant relative/significant other, and
to make longer term arrangements for their ongoing care
 An incident involving the employee’s child during school hours

If this entitlement has
already been
exhausted then
alternative provisions
may apply such as the
use of annual leave,
work from home, time
to make up.

Carer’s Leave

Up to a maximum of 2
days in a rolling 12
month period

GUIDANCE
Leave for extreme, urgent and unforeseen crises and emergencies
which require immediate attention and to enable staff to resolve the
situation or make temporary arrangements, for example:

In order to qualify for the right to take emergency leave, an employee
is required to request the leave from their manager as soon as
reasonably practicable of the reason for their absence.
Where an emergency situation would not require a whole days’ leave
then there would be an expectation that the employee would return
to work
Only in exceptional
circumstances if annual
leave has been
exhausted
then
alternative provisions
can be applied – e.g.
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For staff who may have responsibilities for dependants and on
occasion may need time off to respond to a critical illness. This is
applicable on the day the issue arises and in cases of emergency
and urgent circumstances only.
 A dependent is defined as a spouse, civil partner, parent, child
(under 14 years of age, under 18 years of age if the child is
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annual leave, work
from home, time to
be made up
If alternatives
provisions cannot be
applied time will be
unpaid

disabled) or disabled adult dependant on the member of staff, or
someone who lives in the household as part of the family or is
someone who relies soley on the employee
 Employees must contact line manager as soon as reasonably
practicable to request the time off, the absence reason
Carers leave may apply where:
 A dependant falls critically ill, has been in an accident or
unexpected incident
 There is a need to make longer-term arrangements for a
dependant who is ill or injured

In order to qualify for the right to take emergency leave, an employee
is required to request the leave from their manager as soon as
reasonably practicable of the reason for their absence.
Compassionate and
bereavement Leave

Up to a maximum of 3
days paid leave to
arrange and attend
Funeral (depending on
circumstances)

Only in exceptional
circumstances if annual
leave has been
exhausted then
alternative provisions
can be applied – e.g.
annual leave, work
from home, time to
be made up
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 Applies in the case of bereavement following the death of a
dependant or close relative. Where no blood or marriage
relationship exists, the manager should use their discretion in
determining whether compassionate leave should apply.
 Time off is to help facilitate arrangements and to attend the
funeral of a spouse, dependant, partner or close relative (if there
are no other relatives available to make the necessary
arrangements).
Managers should use their discretion when allocating time and to
contact HR if further advice is required.
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TYPE OF LEAVE
Routine
Doctor/Hospital/
Medical/Therapy/
optical/Legal/Dental
appointments

PAID
Routine appointments
should be made
outside working hours
wherever possible. If
this is not possible then
time off may be granted
if flexibility with working
hours is possible.

UNPAID
If flexibility is not
possible then time will
be unpaid or taking
annual leave.

More than a few hours
would need to be
requested as annual
leave.

Time off for elective Time of for elective Yes may be requested
cosmetic surgery
cosmetic surgery would as unpaid leave
need to be requested
as annual leave. unpaid
leave.
Employment
scheme

break

N/A

Minimum 3 months maximum 2 years

WAHT-HR-008

GUIDANCE
 Wherever possible every effort should be made to arrange these
appointments outside of normal core working hours or where
this is not possible, either at the beginning or end of the
day/shift.
 For one off appointments, leave will be granted with normal pay
for the hours the member of staff is absent from work but the
time will be paid back.
 The manager should be as flexible as possible offering the
employee the ability to take annual leave, use time owed in lieu
or make up the time as appropriate.
 When receiving on-going medical/therapeutic treatment which
lasts for more than 12 weeks, annual leave/Time off in
lieu/unpaid leave should be utilised.
 When employees have an ongoing regular commitment to
attend off site appointments (excluding antenatal which are
covered within the Maternity, Paternity and Adoption Leave
Policy) thereby affecting the provision of services, as much
notice as possible should be given. It may be necessary to
review the arrangement by, for example, adjusting working
hours or requiring the employee to take unpaid time off, annual
leave or make-up the hours lost.
Where surgery has been medically recommended by a medical
practitioner, normal sick pay provisions will apply. Time off for
elective cosmetic surgery would need to be requested as annual
leave or unpaid leave.
 Minimum of one year’s NHS service to be eligible
 Application should be submitted to manager in writing 3
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Attendance at court Paid time off will be
as a witness
afforded for jury service
upon production of
evidence of the
requirement to attend
on Trust business

If unrelated to Trust
business – time is
unpaid or annual leave
or time to be made up.

Jury Service

If a valid request to
defer is declined by the
employee without just
cause.

Paid time off will be
granted for attendance
at court for jury service
upon production of
evidence of the
requirement to attend.

WAHT-HR-008

months prior to start of proposed employment break
Can be for between 3 months and 2 years and taken as a
single period or as more than one period
The length of any break should balance the needs of the
applicant and the needs of the service.
Paid work overseas or charitable work will need prior written
authority from Trust prior to being accepted by employee.
Requires written agreement between the Manager and the
Employee
Please refer to Appendix 5 for more information.

 Requests to attend court as a witness should be reported to the
line manager in the first instance as early as possible.
 Paid leave will be only be granted to employees who attend
court on Trust business as a witness, or on a Subpoena or
witness summons or as a legal obligation.
 Paid leave will not be granted if the member of staff is
accompanying another individual, is the subject of the case, has
personally initiated the case or is the person on trial.
 The Trust acknowledges that when summoned, an employee
must attend jury service.
 In exceptional business circumstances an employee may be
asked to defer their jury service, for example if their absence
from work is likely to cause substantial injury to the business.
 There is an expectation that the employee will return to work on
days of half-days they are not required at court.
 The employee will reimburse the Trust with any court fees
received.
 Special duty payments should be claimed from the court.
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Leave for training
with the Reserve and
Cadet
Forces/Territorial
Army

N/A

Yes

Reservists receive a
payment for
undertaking reservist
duties/training from the
Ministry of Defence. In
addition, employees
also receive an annual
tax-free payment from
the Ministry of Defence.

 Documentary proof of any such instruction will be required from
the armed forces.
 Requests for leave will only be refused if there is serious harm
incurred by the Trust due to employee’s absence.
 Reservists have the right to return to their former jobs on terms
and conditions
 There is no statutory right for volunteer reservists to have time
off work for military training. However, wherever possible the
Trust will afford time off away from work to perform such
training/duties.
 Employees are however required to utilise their annual leave
entitlement or request a period of unpaid leave, or a combination
of the two for reservist duties/training.
5.12.2 Mobilisation
Employees in the Territorial Army or other reserve forces have
certain protections under employment law if they’re called up for
service.
The Government now has the legal authority to mobilise reservists
on a compulsory basis.
The Trust is legally obliged to grant unpaid leave to an employee
who has been called out and must continue granting time off for a
period of up to six months after the end of the call-out duty. The
employee has the right to return to employment within the Trust.
Continuity of service continues throughout periods of leave due to
mobilisation of reservists providing that the employee returns to the

WAHT-HR-008

Leave and Pay Policy
Page 24 of 50

Version 2.7

Trust Policy
Trust for employment within six months of the end of the full time
military service.
The Ministry of Defence provides for certain financial assistance
packages to employers for employees who have been mobilised.
Managers should contact the Human Resources for advice.
TYPE OF LEAVE

PAID

UNPAID

Time off for religious Employee can request
festivals and spiritual this time as annual
observance days
leave in line with local
departmental policies

GUIDANCE
 There may be employees who request time off or for a
temporary change to their working hours for a particular religious
or cultural occasion.
 All employees who need time off for religious or cultural
observance will be entitled to request the following, subject to
the needs of the service:
• General flexibility in arrangement of working hours; and/or,
• Annual Leave, time off in lieu or unpaid leave.
 All managers should be sympathetic to requests and should
accommodate them wherever it is reasonably practicable to do
so.
 If reasonable notice for such requests is not given the manager
may have no choice but to refuse time off to ensure the service
is covered.

 There is no guarantee that annual leave will be approved but the

WAHT-HR-008
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manager will give priority to those staff who observe the religious
ceremony, and allocate time off in a fair manner.
Time off due to bad Not paid – Employees
weather/disruption
are expected to attend
for work and if unable
to attend for work on
any site must use
annual leave, work
from home (only if the
role allows and the
manager agrees) or the
time is to be paid back
or accrued time in lieu
may be used
Time off for Civic and Whilst there is no legal
Public duties
requirement to pay for
leave for civic/public
duties up to a
maximum of 8 working
days per annum will be
granted for this
purpose, at the
discretion of the line
manager after the
application has been
considered. Further
unpaid leave may be
granted at the

If the alternatives of
annual leave etc. are
not available, time taken
will be unpaid

For guidance refer to the separate guidelines on the Intranet
Attending Work at Times of Disruption.

Unpaid leave may be
granted at the discretion
of the manager to
supplement the paid
time off granted.

Under the Employment Rights Act 1996, employees are entitled to
reasonable time off to perform public and civic duties, such as
attending meetings or duties associated with membership of a public
office/ body.

WAHT-HR-008

Examples are as follows:
 Justice of the peace
 A member of a local authority
 A member of any statutory tribunal
 Certain educational and health bodies
 The environment agency
 Membership of the prison independent monitoring boards

Any employee intending to become involved in public duties
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discretion of the
manager.

which will require leave, must obtain the agreement of their line
manager before they agree to accept the position. Some roles will
require more time than other and individual agreements must be
reached before making any commitments. Where the employee is
already undertaking such duties on commencement with the
Trust, they should make this clear prior to taking up the post so
the commitment can be agreed in advance.
When requesting time off for undertaking public duties the
employee must provide their manager with an outline of their
expected involvement and agree and plan their leave without
disruption to the service.
Leave approval for civic and public duties must be obtained at using
the special /carers leave form at appendix 6.
When deciding whether to grant paid leave for public or civic duties
the following should be taken into consideration;
1. How much time off is required overall to perform the duties,
including any training required to undertake the role?
2. How much time is required to perform the particular duty in
question?
3. How much time has been permitted for this purpose?
4. What individual development opportunities will be gained from
this duty?

Where paid leave has been granted and a daily fee is paid for
carrying out a public duty, the fee should be remitted to the Trust

WAHT-HR-008
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1. Introduction
Annual leave is an important part of work life balance; equally the good management
of annual leave by the individual and the manager is essential to the health and
safety of the employee and the Trust.
2. Responsibilities
Individual Responsibility
It is up to the individual to ensure that their annual leave is planned and taken at
regular intervals throughout the leave year.
Line Manager’s Responsibility
It is up to the Line Manager to:



Monitor and ensure that individuals are taking their annual leave at regular
intervals.
To provide a departmental protocol on the taking of annual leave. See
example Appendix 1.

These guidelines cover all staff employed by the Trust; however Doctors and
Dentists employed on Whitley Terms and Conditions should refer to the relevant
sections of the handbook for details of entitlement, and any other guidance.
3

Leave Year

The leave year is from 1st April to 31st March. The exception to this is some medical
and dental staff.
4

Annual Leave Entitlement

4.1

Overall Entitlement

Annual Leave entitlement is provided for in the New Terms & Conditions Handbook –
the details are outlined below.
ANNUAL LEAVE ENTITLEMENT
Length of service
On appointment to NHS
After 5 years NHS service
After 10 years NHS service

Annual leave + General Public
Holidays
27 days + 8 days
29 days + 8 days
33 days + 8 days
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Where staff trigger additional leave entitlement part way through a leave year they
will receive pro rata additional leave for the remainder of the year.
For more guidance on General Public Holidays see section 5.
The above is based on staff working shifts of 7½ hours, excluding meal breaks.
Where staff work standard shifts other than 7½ hours, excluding meal breaks, annual
leave entitlements should be calculated on an hourly basis to prevent staff on these
shifts receiving more or less leave than colleagues on standard shifts as set out in
Appendix 2.
All part time staff should have their annual leave (and general public holidays)
entitlement calculated in hours, on a pro-rata basis. Appendix 2 provides a ‘ready
reckoner’ on how to pro-rata hours.

4.2

Calculation of NHS Service

For the purpose of calculating annual leave entitlement, all NHS Service can be
aggregated together to make a total.
The Trust will verify as much previous NHS service via the inter- authority process. In
circumstances where it is not possible for the Trust to confirm all NHS service (i.e.
previous NHS employer no longer exists) the individual will need to provide some
evidence of that period of employment.

4.3

Entitlement on Joining

Full time Staff
Entitlement in the first year will be pro-rata based on the number of complete months
worked after the date of joining and before the end of the annual leave year.
Full time staff (working regularly 7 ½ days/shifts), calculate their leave in days. The
ready reckoner is set out in Appendix 3.
Part time staff (staff working shifts other than 7 ½ hours in length) calculate their
leave in hours – use the ready reckoner Appendix 2.

4.4

Entitlement on Leaving

Staff who leave the Trust will be entitled to the pro rate of their annual leave
entitlement for each complete month worked in the current year.
Payment will be made for any outstanding annual leave.
Where annual leave taken exceeds the entitlement an appropriate deduction will be
made from the final monies paid to the employee.
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Death during Service
Where an employee dies in service, an allowance equivalent to the balance of the
annual leave entitlement on the date of death, calculated on a proportionate basis
shall be paid to the employee’s personal representative. No deduction from the final
salary payment should be made in respect of annual leave taken in excess of
entitlement on the date of death.
4.5

Entitlement for employees with term time only contracts

Term Time only contracts operate as follows:



The salary for this type of contract is based on the number of weeks actually
worked.
Annual leave and general public holiday entitlement is calculated pro rata to
the weeks worked.

This salary will be paid in 12 equal payments.
Although a payment is made for pro-rata annual leave and general public holidays, it
is assumed to be allocated during the non-term time period. Exceptions to this need
to be agreed with the line manager.
Some bank holidays fall with the term time. Term time only employees will be
expected to work these days, or make up the hours at another time – to be agreed by
Line Managers.
The formula for calculating the salary for term time is given at Appendix 5.
For further information on term time working see Flexible Working Opportunities
Policy
4.6

Annualised Hours

The annual leave entitlement for employees on annualised hours forms part of the
total number of contracted hours. (As in Appendix 2 hours per annum).
The employee will therefore book annual leave on the basis of either an average
working week or average working day for further guidance see Flexible Working
Policy.
5
5.1

General Public Holidays (“Bank Holidays”)
Designated Days

There are usually 8 General Public Holidays in the leave Year as follows:
New Year’s Day
May Day
Christmas Day

Good Friday
Spring Bank Holiday
Boxing Day

Easter Monday
Late Summer Bank Holiday

Annual Leave Guidelines
Page 32 of 50

Version 2.7

Trust Policy
NB This figure varies in some years dependant on when the Easter holiday
falls.
When a General Public Holiday falls on a Saturday or Sunday, the following Monday
or Tuesday is designated as a General Public Holiday for leave purposes.
Staff required to work or to be on-call on a general public holiday are entitled to
equivalent time to be taken off in lieu at plain time rates in addition to the appropriate
payment for the duties undertaken.
5.2

Part Time Staff

All part time staff are entitled to the General Public Holidays pro rata to the full time
allowance of 8 General Public Holidays which will be added to the pro rata annual
leave entitlement. (Appendix 5)
NB In some years the bank holidays may be less/more than 8 depending where
Easter falls and reference should be made to the appropriate an individual calculation
will need to be made to the revised “ready reckoner” which is produced where the
bank holidays are varied. This is available on the intranet)
An existing part time worker who, prior to 1st October 2004, was in receipt of a Bank
Holiday entitlement in excess of pro-rata to a full time worker, will no longer be
entitled to protected of this additional leave entitlement.
5.3

Flexible Working

Under AFC part time staff are entitled to a proportion of bank holidays.
Taking Bank Holidays
In the main, staff should take the general public holidays as they occur or, where they
have been rostered to work on the general public holiday, at the earliest opportunity,
and book time taken against their allocated entitlement. However, flexible working
practices should be promoted and services that are not 365 days per year should
consider whether or not it is possible for those staff who may have a preference to
work on general public holidays could do so. Example;


Outpatients departments running clinic sessions



Allocating the member of staff to support operational departments



Home working



Offices opening rather than ‘close down’

Where an employee chooses to work flexibly and work on a general public holiday,
with the agreement of their line manager, this will be counted as a normal days work.
Such arrangements should be agreed in advance.
6

Sickness Occurring During Annual Leave

If an employee falls sick whilst on annual leave, and where a self certificate or Med 3
certificate is provided in accordance with Section 6.1 of the Trust’s Sickness Absence
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Policy (see below), the period covered will be treated as sick leave, allowing the
employee to take the annual leave another time.




All absences of 4-7 calendar days’ duration (including weekends/days off)
should be supported by a Trust Self Certification Form, completed on the
employee’s return to work or by the employee on notification of more than 7
days’ absence.
All absences of more than 7 calendar days (including weekends/days off)
must be supported by a doctor’s note/certificate (Med 3).

Employees on long-term sick leave for all or part of the annual leave year are also
entitled to any untaken statutory annual leave when they return to work, which might be
in the next leave year. However there is no carry - over of leave from one leave year to
the next except on these circumstances.
7

Extended Period of Annual Leave

There are occasions when an employee may wish to or need to take extended
periods of annual leave. Such requests should not be unreasonably refused by the
manager. However, the manager should seek to ensure that the individual has
regular planned annual leave/time out throughout the rest of the annual leave year.
The manager and the individual must ensure that the individual does not get ‘over
tired’ whilst saving up their leave entitlement. This may mean that there is an
agreement that the individual will take part of the extended leave as unpaid leave.
Any such agreement will depend on the individual and their circumstances.

8

Rehabilitation/Staged Return to Work following sick leave

Where on the advice of Occupational Health an individual requires a gradual return to
work, outstanding annual leave may be used, however the manager and the
individual must ensure that there is sufficient leave held for the remainder of the
leave year to allow for planned annual leave/time off – refer to the Sickness Absence
Management Guidance.
9

Unpaid Leave

There may be circumstances when it is appropriate for a manager to allow an
individual to take unpaid leave. For example;



To enable the employee to take an extended period of annual leave
If an employee has just started with the Trust, and has a pre-booked holiday
for which they would not have enough annual leave entitlement.

Managers and employees should also make reference to the following Policies:
Leave and Pay Policy, Family Leave Policy and Flexible Working Opportunities
Policies.
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APPENDIX 1

Departmental Protocol on Annual Leave
1. In order to ensure the appropriate cover arrangements, there will be no more
than (x number) of people on leave at any one time.
2. The following pairing arrangements should be used:
Employees X & Y
Employees Z & W
Employees M, N, O & P

Only one of the pair should be on leave at any one time. Any exception to
this should be agreed with (line manager) in order to ensure smooth
running
and planning of work load.
3. Annual leave should be booked at least (time period i.e. one month) in
advance.

Clearly there will be exceptions however the granting of such requests will depend on
whether or not appropriate arrangement can be made to cover service needs. The
form in Appendix 4 should be used when requesting annual leave.

Annual Leave Guidelines
Page 35 of 50

Version 2.7

Trust Policy
APPENDIX 2
PRO-RATA ANNUAL LEAVE & GENERAL PUBLIC HOLIDAYS ENTITLEMENT
FOR COMPLETE YEARS
“Ready Reckoner”
NB THIS IS FOR 8 BANK HOLIDAYS. ADDITIONAL CALCULATIONS ARE
PROVIDED FOR EACH YEAR WHEN THE NUMBER OF BANK HOLIDAYS
CHANGE SUCH AS FOR EASTER
HOURS WORKED

Weekly
37 ½
37
36 ½
36
35 ½
35
34 ½
34
33 ½
33
32 ½
32
31 ½
31
30 ½
30
29 ½
29
28 ½
28
27 ½
27
26 ½
26
25 ½
25
24 ½
24
23 ½
23
22 ½
22

Per
Annum
1950
1924
1898
1872
1846
1820
1794
1768
1742
1716
1690
1664
1638
1612
1586
1560
1534
1508
1482
1456
1430
1404
1378
1352
1326
1300
1274
1248
1222
1196
1170
1144

PRO-RATA ENTITLEMENT IN HOURS (TO NEAREST ½ HOUR)

27 day A/L 27 day A/L
+ 8 GPH
+ 8 GPH
annual
monthly
entitlement entitlement
22
262 ½
21 ½
259
255 ½
21 ½
252
21
20 ½
248 ½
20 ½
245
20
241 ½
20
238
19 ½
234 ½
19 ½
231
19
227 ½
18 ½
224
18 ½
220 ½
18
217
18
213 ½
17 ½
210
17
206 ½
17
203
16 ½
199 ½
16 ½
196
16
192 ½
16
189
15 ½
185 ½
15
182
15
178 ½
14 ½
175
14 ½
171 ½
14
168
13 ½
164 ½
13 ½
161
13
157 ½
13
154

29 day A/L 29 day A/L
+ 8 GPH
+ 8 GPH
annual
monthly
entitlement entitlement
23
277 ½
23
274
270
22 ½
266 ½
22
22
262 ½
21 ½
259
21 ½
255 ½
21
251 ½
20 ½
248
20 ½
244
20
240 ½
19 ½
237
19 ½
233
19
229 ½
19
225 ½
18 ½
222
18
218 ½
18
214 ½
17 ½
211
17 ½
207
17
203 ½
16 ½
200
16 ½
196
16
192 ½
15 ½
188 ½
15 ½
185
15
181 ½
15
177 ½
14 ½
174
14
170
14
166 ½
13 ½
163
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33 day A/L 33 day A/L
+ 8 GPH
+ 8 GPH
annual
monthly
entitlement entitlement
25 ½
307 ½
25 ½
303 ½
299 ½
25
295
24 ½
24 ½
291
24
287
23 ½
283
23
279
23
274 ½
22 ½
270 ½
22
266 ½
22
262 ½
21 ½
258 ½
21
254
21
250
20 ½
246
20
242
20
238
19 ½
233 ½
19
229 ½
19
225 ½
18 ½
221 ½
18
217 ½
18
213
17 ½
209
17
205
16 ½
201
16 ½
197
16
192 ½
15 ½
188 ½
15 ½
184 ½
15
180 ½
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1118
21 ½
1092
21
1066
20 ½
1040
20
1014
19 ½
988
19
HOURS WORKED

Weekly
18 ½
18
17 ½
17
16 ½
16
15 ½
15
14 ½
14
13 ½
13
12 ½
12
11 ½
11
10 ½
10
9½
9
8½
8
7½
7
6½
6
5½
5
4½
4
3½
3
2½
2
1½
1

Per
Annum
962
936
910
884
858
832
806
780
754
728
702
676
650
624
598
572
546
520
494
468
442
416
390
364
338
312
286
260
234
208
182
156
130
104
78
52

12 ½
13 ½
14 ½
150 ½
159
176 ½
12 ½
13
14 ½
147
155 ½
172
12
12 ½
14
143 ½
151 ½
168
11 ½
12 ½
13 ½
140
148
164
11 ½
12
13 ½
136 ½
144 ½
160
11
11 ½
13
133
140 ½
156
PRO-RATA ENTITLEMENT IN HOURS (TO NEAREST ½ HOUR)

27 day A/L 27 day A/L
+ 8 GPH
+ 8 GPH
annual
monthly
entitlement entitlement
11
129 ½
10 ½
126
10
122 ½
10
119
9½
115 ½
9½
112
9
108 ½
9
105
8½
101 ½
8
98
8
94 ½
7½
91
7½
87 ½
7
84
6½
80 ½
6½
77
6
73 ½
6
70
5½
66 ½
5½
63
5
59 ½
4½
56
4½
52 ½
4
49
4
45 ½
3½
42
3
38 ½
3
35
2½
31 ½
2½
28
2
24 ½
2
21
1½
17 ½
1
14
1
10 ½
½
7

29 day A/L 29 day A/L
+ 8 GPH
+ 8 GPH
annual
monthly
entitlement entitlement
11 ½
137
11
133
11
129 ½
10 ½
126
10
122
10
118 ½
9½
114 ½
9½
111
9
107 ½
8½
103 ½
8½
100
8
96
7½
92 ½
7½
89
7
85
7
81 ½
6½
77 ½
6
74
6
70 ½
5½
66 ½
5
63
5
59
4½
55 ½
4½
52
4
48
3½
44 ½
3½
40 ½
3
37
3
33 ½
2½
29 ½
2
26
2
22
1½
18 ½
1
15
1
11
½
7½
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33 day A/L 33 day A/L
+ 8 GPH
+ 8 GPH
annual
monthly
entitlement entitlement
12 ½
151 ½
12 ½
147 ½
12
143 ½
11 ½
139 ½
11 ½
135 ½
11
131
10 ½
127
10 ½
123
10
119
9½
115
9
110 ½
9
106 ½
8½
102 ½
8
98 ½
8
94 ½
7½
90
7
86
7
82
6½
78
6
74
6
69 ½
5½
65 ½
5
61 ½
5
57 ½
4½
53 ½
4
49
4
45
3½
41
3
37
2½
33
2½
28 ½
2
24 ½
1½
20 ½
1½
16 ½
1
12 ½
½
8
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APPENDIX 3
ANNUAL LEAVE ENTITLEMENT CALCULATION FOR PART YEAR
SERVICE DURING CURRENT
ANNUAL LEAVE YEAR
1 calendar month
2 calendar months
3 calendar months
4 calendar months
5 calendar months
6 calendar months
7 calendar months
8 calendar months
9 calendar months
10 calendar months
11 calendar months
12 calendar months

27 DAY

29 DAY

33 DAY

2¼
4½
6¾
9
11 ¼
13 ½
15 ¾
18
20 ¼
22 ½
24 ¾
27

2½
5
7½
10
12 ½
15
17 ½
20
22 ½
25
27 ½
29

2¾
5½
8¼
11
13 ¾
16 ½
19 ¼
22
24 ¾
27 ½
30 ¼
33
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APPENDIX 4

ANNUAL LEAVE RECORD
Name: …………………….………..

Leave Year: ………………………….

Annual Leave Entitlement: …….…
Annual Leave Carried Forward: ……….
Total: ……………………………………….
From

To

No of Days
Or Hours

No of Days
or Hours
Left
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APPENDIX 5
TO CALCULATE WHOLE TIME EQUIVALENT (WTE) FOR TERM TIME ONLY
STAFF
To be able to calculate the WTE the following information is required:




Contracted weekly hours (A)
Number of actual weeks worked (B)
Full time annual leave entitlement depending on length of service (C)
I. 1950 – ((27 + 8) x 7 ½)
II. 1950 – ((29 + 8) x 7 ½)
III. 1950 – ((33 + 8) x 7 ½)

Under 5 years
service
After 5 years service
After 10 years
service

This information should then be put into the following formula:
Hours worked per
week (A)

x

37 ½

Full time hours worked (37 ½) x Number of
weeks worked (B) (e.g. 40)
Total number of hours available to work (52
weeks x 37 ½) – (Annual leave + general
public holidays in hours (C))

This gives a working formula as follows:
(A)
37 ½

X

37 ½ x (B)
1687 ½ (C) I

Under 5
years service
After 5 years
service
Under 5
years service

1672½ (C) ii.
1642½ (C) iii.

The salary paid to holders of term time only contracts includes a payment for:
1. Hours worked across the defined number of term time weeks
2. Annual leave as appropriate for length of service
3. 8 days general public holidays (pro rata)
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APPENDIX 5 contd.

Form to record Term Time Only contract details
In order to ensure that the correct payment is made to staff on a Term Time Only
contract for hours worked, annual leave and general public holidays please supply
the following information:
Complete the form below and return it with the commencement form or changes
form when a member of staff is put onto a Term Time Only contract:


Name of member of staff

……………………………………………



Post Title

……………………………………………



Starting in post



Department/Location

……………………………………………



Contracted weekly hours =

……………………………………………



Number of actual weeks worked = …………………………………...



Full time annual leave entitlement based on length of service =

……………………………………………

……………………………………………
Signature of Employee ……………………………Date: ……………………….
Managers Signature ……………………………………….
Managers Name……………………………………………………………………
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Appendix 6
APPLICATION FOR SPECIAL/CARER LEAVE
PART I

To be completed by the Employee

Name………………………………………………… Dr/Mr/ Mrs/ Miss/Ms………………
Job title……………………………………………… Personal No……………….……...
Department……………………………………………Site…………………………….……
Reason for this request

(Bereavement /Carer/Domestic Incident)

………………………………………………………………………………………………….
Period(s) of leave: From………………………………To…………………………... (Inc)
Number of days/hours requested…………………….
Paid

Unpaid

How many days of Special/Carer leave have been taken in the last year? …………....
Signature………………………………………………….Date………………………………
PART II

To be completed by the Manager/Head of Dept

Application

Agreed

Refused

Number of days Special/Carer approved (including dates)……………………………….
…………………………………………………………………………………………………..
Details of any additional leave approved (lieu time, annual/unpaid leave)……………...
…………………………………………………………………………………………………..
Managers name……………………………………………………………………………….
Department…………………………………………………………………………….………
If refused, reason for refusal…………………………………………………………………
…………………………………………………………………………………………………..
Signature………………………………………………...Date……………………………….
The Special/Carer Leave application form should be retained on the employee’s personal file and a
copy given to the employee.
Instances of paid Special/Carer Leave should be recorded via the weekly absence return and sent to
the Payroll Department. In the event of an employee taking unpaid leave, managers should notify the
Payroll Department i.e. a memo, as soon as the employee takes the leave.
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APPENDIX 7
Procedures for requesting leave for Dependents/ Carer’s Leave/
Compassionate Leave
The purpose of this document is to provide guidance to members of staff and
managers in relation to the process for requesting compassionate leave

Employee contact manager to inform them of the circumstances that prevent them
from attending for work due and and discuss the request to take time off

Estimated leave duration is discussed, the above form is submitted and an
agreement made between employee and manager

Employee contacts manager if agreed time off need to be extended up the maximum
or if other leave is required

Upon returning to work manager or employee records time taken on ERS/ Erostering
systems as appropriate

If further time off using alternative leave arrangements such as annual leave/ unpaid
this would be recorded as above.
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APPENDIX 8
Procedures for requesting an Employment Break
The purpose of this document is to provide guidance to members of staff and
managers in relation to the process for requesting an employment break

Employee submits a written request to take an employment break to the manager 3
months prior to the start of the proposed employment break

Within 14 days of receiving request the manager formally write to employee to
confirm that employment break has been agreed
OR
Within 14 days of receiving request manager formally writes to employee to organise
a meeting. Employee has the right to be accompanied by a trade union
representative, or a work colleague acting in an unofficial capacity

Within 14 days of formal meeting manager notifies employee of decision in writing

If employment break request is declined employee has the right to appeal in
accordance with the Trust’s Grievance and Disputes Policy

WAHT-HR-008

Leave and Pay Policy
Page 44 of 50

Version 2.7

Trust Policy
APPENDIX 8
EMPLOYMENT BREAK SCHEME - GUIDELINES

Employment Breaks enable staff to take an agreed and specified period of
unpaid leave from their employment with the Trust, with a view to returning at
a later date.
Breaks may be taken for the purposes of:


Childcare



Care of elderly or other dependent relatives



Pursuing a course of study/training



Study leave or work abroad



Any other developmental activity acceptable to the Trust

The Trust may consider other reasons for a request to take an Employment
Break and such requests will be considered on their individual merits.
Staff on Employment Breaks will not normally be permitted to take up paid
employment with another employer except where, for example, work overseas
or charitable work could broaden experience. In such circumstances, written
authority from the manager is necessary.

1. Eligibility
The scheme is open to all staff with at least 12 months continuous service
with the Trust.
2. Length of Break
The scheme offers extended unpaid leave of absence for a minimum period of
3 months up to a maximum of 2 years
Breaks may be taken either as a single period of time or as more than one
period. The length of break should balance the needs of the employee with
the needs of the service.
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3. Requesting an Employment Break
An application to take an Employment Break must be made in writing to the
line manager 3 months prior to the start of the proposed Break.
Within 14 days of receiving the request, the line manager must:


write to the employee confirming the request has been agreed and the
terms of the Employment Break (see paragraph 6.), or



write to the employee to organise a meeting to discuss the request.
The employee may be accompanied by a work colleague or staff side
representative at that meeting. The employee should be advised of the
outcome of their request within 14 days of that meeting taking place

4. Returning to Work
The notice period required to be given by the employee before the return to
work or to extend the period of the Employment Break is:


2 months if the break is for less than 1 year and



6 months if the break is for more than 1 year.

The employee will return to work at the equivalent salary level, reflecting
increases awarded during the period of the break.
5. NHS Pension Arrangements
Employees who are members of the NHS Pension Scheme may choose to
remain pensionable during the Employment Break.
For a period of up to 6 months, the Trust must ensure that employer and
employee contributions are paid continuously, and will make arrangements to
collect the employee contribution before the break begins. Arrears cannot
accumulate and payments made on returning to the Scheme. Employee
contributions will be based on pensionable pay immediately prior to the break
starting.
Where a Pension Scheme member has paid contributions continuously during
the first six months, this can be continued for a further period of up to 18
months. The employee is responsible for both the employee and employer
pension contribution during this additional period. If pension contributions are
not paid for the first 6 months, there is no option to continue to be pensionable
for the further period of up to 18 months.
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Employees may decide not to pay pension contributions at all during the
break, and in these circumstances the last day of Scheme membership will be
recorded as the day before the Employment Break commences.
These provisions apply equally to the 1995 and 2008 sections of the Scheme.
6. General Conditions
The period of the Employment Break will count towards continuous
employment for statutory purposes.
Other provisions depending upon length of service i.e. pensions, contractual
redundancy payments, leave entitlements etc should be suspended for the
period of the break (see also Section 12 of NHS Terms and Conditions of
Service Handbook).
All Employment Breaks must be subject to a written agreement between the
manager and the employee before the Employment Break begins, detailing
both of their responsibilities.
This agreement will confirm the period that has been agreed for the
Employment Break and will also cover:


The effect of the break on various entitlements related to length of
service



A guarantee that, if the employee returns to work within 1 year, the
same job will be available, as far as is reasonably practicable.



If the break is for longer than 1 year, the employee may return to as
similar a job as possible



Employee will return to work at the equivalent salary level, reflecting
increases awarded during the period of the break.

Employee’s Responsibilities:


The requirement to give appropriate notice period of return/extension



To participate fully in maintaining links with their Department during the
break/arrangements for keeping in touch



Requirement to keep up to date with their relevant professional
registration needs, including attendance at specified training
courses/mandatory training days
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For breaks of over 6 months’ duration, to return to work for an agreed
number of days per annum and to be paid according to the post being
covered.

Manager’s Responsibilities:


The identification of a ‘link’ person, from within the employee’s work
team who will ensure that good communications are maintained.



A regular information pack is sent to the employee, which contains
appropriate communication for example, newsletters, minutes of
departmental meetings, etc.



Supporting the employee in the requirement to keep up to date
professionally



Arrangements are in place for the re-induction of the employee into the
workplace.

7. Appeals
Appeals against any decision not to support an Employment Break request
should be made in accordance with the Trust’s Grievance Policy and
Procedure
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APPENDIX 9
Definitions:
Additional Leave (including post international travel quarantine leave)
& Requests for Annual Leave
Post International Travel Quarantine Leave
Where a post travel international quarantine period is required, it should be covered
by using one or a combination of the following options:
-

-

special leave (paid/unpaid)
additional paid annual leave (from the staff members usual leave allowance)
unpaid authorised leave.
working from home or place of quarantine where possible
where unable to work from home or place of quarantine whether temporary
reassignment of appropriate work would be possible so the staff member
could do so
making up some or all of the 10 days’ leave over a period of time through
working additional hours/shifts over their normal contracted hours
taking previously accrued time off in lieu (TOIL).

Line Managers are encouraged to give sympathetic consideration to employees who
are required to quarantine for unavoidable or extenuating circumstances, but who
cannot work from home/place of quarantine. This may include:
- a staff members who has extenuating circumstances such as a family funeral
abroad
- who has had a long period of separation from their family abroad due to the
pandemic
- pre-booked holidays that cannot be cancelled without incurring financial cost
(for example, insurers will not reimburse cost) that were arranged before
quarantine could have been envisaged
- pre-booked holidays that the tour operator has not cancelled but has instead
rescheduled on fixed dates which, if cancelled by the customer, would be at
financial cost to them.
- sudden changes to government regulations on quarantine
Requests for Annual Leave
As a result of any quarantine requirements, it remains imperative that when a staff
member submits a request for leave that involves travelling abroad, they are
reminded of the government's advice.
Where staff travel abroad, they will be doing so fully aware of the requirements to reenter the Country. Where applicable, they should be advised of the requirement to
quarantine on their return and, travel should not be booked before this has been
agreed and the duration of the leave required with your line manager to ensure the
staff member can comply with the quarantine measures on their return.
Staff should also be reminded that government advice can change with little or no
notice, as stated on Gov.uk, which may require an unanticipated quarantine period
on returning to England. Staff who find themselves in this position should contact
their Line Manager as soon as practicable to inform them they will need to
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quarantine. Line Managers should consider the leave and pay options for quarantine
periods as set out above.
Carry Over of Annual Leave
All staff are expected to take their full entitlement of annual leave within their leave
year, however the Trust recognises that staff may occasionally wish to have more
annual leave in one year than another, or circumstances may have prevented them
from booking their leave. As such staff may request to carry over up to one working
week. This is at the discretion of the Line Manager, and staff are encouraged to
discuss their request with their Line Manager as early as possible.
Where the carry forward of annual eave is not approved by the Line Manager, and to
ensure we have a fair and equitable approach across the Trust, the staff member can
escalate their request (informally) to their Managers Manager for further
consideration.
In extenuating circumstances, eg when an employee has been asked to cancel
leave at short notice to support operational pressures then they can request to
carry over more than one working week, this will need approval by an
Executive Director.

*************************************************************************
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