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1.0 Introduction

1.1

Arising out of the Quality of Working Life staff surveys and Improving Working Lives initiatives within the Trust, it has been agreed that with effect from 1st April 2003 staff will be granted up to two days leave of absence (pro-rata for part time staff) or flat cash payment for exceptional and near exceptional work attendance, to be known as Exceptional Work Attendance Days.  

1.2 The Trust does not in any way wish to imply or infer that staff are being encouraged to come into work when they are sick. However, exceptional and near exceptional work attendance days are a gesture and token of appreciation and recognition by the Trust to individual members of staff that 100% work attendance is highly valued. Taking unpaid leave during this reward period does not constitute as 100% work attendance, therefore the reward will not be granted. 
1.3 This policy details the responsibilities of managers and employees to ensure that sickness absence is recorded appropriately.

1.5
There is a separate procedure at Section 10.0 of this Policy for Specialty Registrars/ST’s who are employed on a Rotational Training Scheme. On account of this, under this policy, it is the Trusts intention to reward Specialty Registrars/ST’s who have demonstrated exceptional or near exceptional work attendance either on an annual basis or, if applicable, a pro rata six monthly basis rather than annual attendance. All other terms and conditions of this policy are applicable to all staff, including Specialty Registrars/ST’s.

1.6
There is a separate procedure at Section 11.0 of this Policy for Occupational Therapists (OTs) who are employed on a rotation scheme.  The scheme operates on a rotating six-month placement basis and includes placements at other Trusts within the North East London sector.  On account of this, under this policy, it is the Trusts intention to reward OTs who have demonstrated exceptional or near exceptional work attendance on a pro rata six monthly basis rather than annual attendance. 

1.7
Managers should communicate this policy to all staff at every level of the service
1.8
Staff entering the Trust on a Tupe transfer after the start of a new the financial year will not be entitled to this reward.

1.9
The Trust will ensure that all employees are dealt with fairly and consistently in accordance with the Trust's Equal Opportunities Policy in respect of this policy.

2.0
Scope of the Policy

2.1
This policy covers all substantive employees of East London NHS Foundation Trust irrespective of the employee’s grade, or whether the post is full-time or part-time. This policy also covers employees who are employed on a fixed term/secondment basis for at least one year.
2.2
Staff must have worked for the Trust for the whole of the previous leave year (from 1st April to 31st March) to be eligible to apply
.

3.0
What are the Benefits of exceptional and near-exceptional work attendance days?
The benefits are:-
· To acknowledge and reward staff contribution to the delivery of Trust services;

· To contribute to the Trust’s key objective of being an employer of excellence;

· To improve motivation and ultimately reduce sickness absence.

4.0
What are exceptional and near-exceptional work attendance days?
4.1 
They are locally agreed arrangements within the Trust but are not necessarily transferable or recognised by another employer.

4.2 
Exceptional and near-exceptional work attendance days are additional to annual leave but they are not annual leave days.  They are non-cumulative and non-recurring.    

5.0 Qualifying Periods


5.1 
All Staff (except Specialty Registrars/ST’s (see Section 5.2), OT’s on rotation (see Section 5.3) and staff who have been employed on a fixed term for part of the leave year (see Section 5.4)

5.1.1
They are awarded on a year-to-year basis.  They are earned in the leave year 1 April to 31 March (or the designated leave year period for any staff group if different from this (as in the case of consultant staff).  


5.1.2
If in the qualifying leave year period, a member of staff takes no 

sick leave they shall be awarded two (2) days leave (or pro-rata if part-time) to be taken in the immediately succeeding leave year.



5.1.3
If in the qualifying leave year period, a member of staff takes only 


one day’s sick leave, they shall be awarded one (1) days leave (or pro-rata if part-time) to be taken in the immediately succeeding leave year.

5.1.4
If the additional days awarded are not taken in that succeeding year they cannot be carried over to a third leave year period but will be forfeited.

5.1.5
At the discretion of the employee these days may be exchanged for a cash payment of £75.60 (gross) per day (pro rata if part-time).

5.1.6
Time off applies to any one day which falls when the member of staff would normally work and is pro-rated for part-time staff.  Time off for staff who work permanent nights will be converted to the length of day shift (i.e. 7.5 hours).


5.1.7
Exceptional and near-exceptional work attendance days are not 

transferable, cumulative or retrospective.

5.2 
Specialty Registrars/ST’s employed on the Trust Rotation Scheme

5.2.1
Specialty Registrar/ST are employed by the Trust on Rotational Schemes which run for varying periods of time (i.e. 6 months/I year) For the purpose of this procedure the qualifying period will be 6 months regardless of the length of the placement.  The qualifying period will commence from the start date of the placement (i.e. 1 August)
5.2.2 If, in the qualifying 6 month period, a Specialty Registrar/ST takes no sick leave then they shall be awarded one days leave (pro rata if working part time) to be taken within the next 6 months, , if they are still at East London NHS Foundation Trust.

5.2.3 
If, in the qualifying 6 month period, a member of staff takes only one day’s sick leave, they shall be awarded half a day  (0.5) leave (pro rata if working part time) to be taken within the next 6 months, , if they are still at East London NHS Foundation Trust.

5.2.4
If the additional days awarded are not taken within the following 6 month period within the Trust then they cannot be carried over to a third period and will be forfeited.

5.2.5 If a Specialty Registrar/ST believes they are eligible for the award of additional leave, then they may receive a cash payment of £75.60 (gross) per day (pro rata) as agreed with the respective Consultant (see Section 10.0).

5.2.6
Time off applies to any one day, which falls when the Specialty Registrar/ST would normally work and is pro-rated for part-time staff.
5.2.7
Exceptional and near-exceptional work attendance days are not transferable, cumulative or retrospective.

5.3 Occupational Therapists (OTs) on the Rotation Scheme

5.3.1
OT’s on the rotation scheme have six month placements with the Trust.  For the purpose of this procedure, each six-month placement will form the qualifying period of attendance for OT’s employed on the scheme.

5.3.5 If, in the qualifying leave period, an OT takes no sick leave then they shall be awarded one (1) days leave (pro-rata) to be taken in the proceeding placement, if the proceeding placement is within East London NHS Foundation Trust.

5.3.3 
If, in the qualifying leave year period, a member of staff takes only one day’s sick leave, they shall be awarded half (0.5) a days leave  (or pro-rata) to be taken in the proceeding placement, if the proceeding placement is within East London NHS Foundation Trust.

5.3.4
If the additional days awarded are not taken in that succeeding placement within the Trust then they cannot be carried over to a third placement and will be forfeited.

5.3.5
At the discretion of the OT, these days may be exchanged for a cash payment of £75.60 (gross) per day (pro rata).

5.3.6 If an OT believes they are eligible for the award of additional leave but have been placed within another Trust following the qualifying period, then they may receive a cash payment of £75.60 (gross) per day (pro rata) as agreed with the Head of Therapies (see Section 11.0).

5.3.7
Time off applies to any one day, which falls when the OT would normally work and is pro-rated for part-time staff.
6.0
Pregnant Employees and Employees on Maternity Leave

6.1
Any sickness absence that is related to a pregnancy, either whilst an employee is still at work or on maternity leave, will not be taken into account when determining entitlement to the additional leave under this policy.

6.2
If an employee has no sickness absence whilst on maternity leave, other than that related to her pregnancy as in 5.1 above, this period will be taken into account when determining entitlement to the additional leave under this policy. 
6.3
If an employee is on maternity leave during the application submission period then a manager can complete the application on their behalf. This should be discussed with the manager prior to commencement of maternity leave.   

7.0
Sickness Absence Related to a Disability

7.1
If a member of staff has a disability, which is either permanent or of a long term nature in line with the Equality Act 2010, then they may be entitled to the additional leave under this policy if all sickness absence taken relates to their disability.   Advice should be sought from your local People Relations Advisor  

8.0
Sickness Absence Related to an Injury Occurring Whilst at Work

8.1
If a member of staff is injured, through no fault of their own, whilst at work, they may be entitled to the additional leave under this policy if all sickness absence taken relates to their injury.  Advice should be sought from the Human Resources Department.

9.0
Procedure for Applying for Exceptional and Near-Exceptional Work Attendance Days
9.1
When an employee believes that they are eligible for the additional day/s, they should check their absence record within My Learning Zone, to check that they are disclosing the correct information (this will be verified by HR once requested). Employees can find an ‘Absence Summary’ on the left-hand side of My Learning Zone.
9.2 
The employee should also consult this policy prior to applying for this reward, to understand which reward they are eligible to request (if an employee requests a reward they are not eligible for, this will be rejected).
9.3 
Employees can only submit the online application form between 1st April and 30th April  in order to know their sickness record up to 31st March. Forms submitted early will not be accepted.
9.4
Once an employee has submitted their form via the Intranet, it will go to HR for approval. It is the employee’s responsibility to submit their request form by the 30th April deadline. A manager can submit an application on your behalf in special circumstances only i.e. you are on leave at the time of application submission.  The employee can check the progress of their application form by clicking on the URL link provided after they have submitted the online form. Any applications made after this date will not be accepted.
9.5 
People& Culture will be processing forms across April and May so please allow time for us to go through these before asking for an update – you will likely receive an automated approval email during this time which is confirmation that your request has been successful.
9.6
If the form is approved and closed by people & Culture, an automated approval email is the employee’s notification that their request has been successful and they will receive your reward: 
9.7
If the employee requested additional leave, they must organise this locally with their line manager after showing them the approval email.
9.8
If the employee requested additional pay, this will automatically be paid in the June payroll.
9.9
If there is an issue with the application form, it will either be queried or rejected by People & Culture, which means the employee is not eligible for the reward. If this is the case People & Culture will contact both the employee and the line manager to disclose the reason.
9.10
If an employee has any questions, they can send an email to:  elft.exceptionalreward@nhs.net stating their assignment/payroll number or online form reference number.

10.0
Procedure for Applying for Exceptional and Near-Exceptional Work Attendance Days - Specialty Registrars/ST’s
10.1 Specialty Registrars/ST’s who believe that they are eligible for the additional day/s should write to their Consultant on the placement stating that this is the case within 1 month of the end of any 6 month qualifying period.
10.2
The responsibility for assessing eligibility for exceptional and near-exceptional work attendance days will rest with the Consultant. Once a Specialty Registrars/ST’s has written to the respective Consultant, the Consultant should respond within two weeks, confirming in writing whether the member of staff is eligible for an additional days leave. Staff who wish to convert the day(s) to cash should inform their line manager who will inform the People & Culture team .
10.3 
The employee should arrange to take their exceptional and near-exceptional work attendance days with their line manager before a locally agreed time and this should take into account local service needs in the usual way.

10.4 Exceptional and near-exceptional work attendance days should be documented on the individual’s leave record.

10.5 If there are any queries the Manager should consult with the People & Culture team.

11.0
Procedure for Applying for Exceptional and Near-Exceptional Work Attendance Days (Occupatioanl Therapists (OTs) only)
11.1
After each six-month placement, OTs who believe that they are eligible for the additional day/s should write to the Head of Therapies at the end of their placement.
11.2
The responsibility for assessing eligibility for exceptional and near-exceptional work attendance days will rest with the Head of Therapies. Once an OT has written to the Head of Therapies, the Head of Therapies should respond within two weeks, confirming in writing whether the member of staff is eligible for an additional days leave. Staff who wish to convert the day(s) to cash should inform the Head of Therapies who will inform the people & Culture team.
11.3
The employee should arrange to take their exceptional and near-exceptional work attendance days with the Head of Therapies before a locally agreed time and this should take into account local service needs in the usual way.

11.4
Exceptional and near-exceptional work attendance days should be documented on the individual’s leave record.

11.5 If there are any queries the Head of Therapies should consult with the People & Culture team.

12.0
Responsibility of Employees and Managers of the Trust

12.1
It is the responsibility of all employees of the Trust to report any sickness absence to their line manager, following locally agreed sickness reporting procedures.

12.2 
It is the responsibility of line managers to ensure that all sickness absence is reported using the appropriate documentation.

13.0 
Appeals Procedure

13.1 
Any appeals regarding the application or process of this policy will be dealt with through the appropriate Grievance Procedure.

14.0
Agreement

14.1
This Policy has been jointly agreed by Management and Trade Unions. 

15.0
Policy Review

15.1
The Associate Director of People & Culture will monitor and review the policy and present any necessary changes to the Workforce Committee and Joint Staff Policy Sub-Committee (JSC). 

� A whole leave year will be classed as a member of staff starting work at any time before 5th April.
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