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Annual Leave	

1. Policy Statement

1.1 East London NHS Foundation Trust (herein referred to as 'the Trust') recognises the importance of annual leave in improving an individuals' quality of working life in balancing their personal and working life. In addition, annual leave provides individuals with a chance to relax and recuperate in what can be a hard working stressful environment. All eligible staff should be given paid annual leave, the purpose of which is to provide a break from work at regular intervals throughout the year. The Trust will seek to ensure that eligible staff are able to take the paid annual leave to which they are entitled. Additionally, the good management of annual leave by the individual and the manager is essential to the health and safety of the employee and the organisation.

1.2 The aim of this policy is to provide a uniform and equitable approach to the calculation of annual leave and bank holiday entitlements, which take into account the entitlements and arrangements defined under Agenda for Change NHS Terms and Conditions. 

1.3 For the avoidance of doubt, one day is classed as 7.5 hours.

2 Compliance with Statutory Requirements

2.1 The Policy is in accordance with the Working Time Regulations (1998; Amended 2003), the Part-time Workers (Prevention of Less Favourable Treatment) Regulations (2000), Fixed Term Staff (Prevention of Less Favourable Treatment) Regulations (2002) and Agenda for Change NHS Terms and Conditions.

3 Scope of Policy

3.1 The Policy applies to all staff (except for Trust staff Bank members, Medical staff and Directors) who are employed on Agenda for Change NHS Terms and Conditions effective from 1st October 2004.

4 Exclusions

4.1 This policy is not applicable to Trust Bank Staff, Medical Staff and Executive Directors; nor is this policy applicable to staff or local Trust contracts who elect not to transfer to Agenda for Change NHS Terms and Conditions. Separate provisions apply to these groups, which may be found in the relevant terms & conditions available at the People and Culture Department.

5 Annual Leave Year

5.1 The entitlements to paid annual leave are for a pre-determined leave year. The annual leave year period applied by the Trust is from 1st April to 31st March inclusive.




6 Responsibilities

6.1 All Staff:

6.1.1 It is the responsibility of all staff to:

6.1.2 give reasonable notice to their manager in requesting annual leave. In accordance with Regulation 13 of the Working Time Regulations 1998, an employee must normally apply to take annual leave giving a minimum period of notice of not less than twice the duration of the annual leave requested. For leave requests that are three weeks or more, as much notice as possible should be given (refer to section 6.1.10). Staff must follow their local absence reporting procedure if there is one in place. 

6.1.3 ensure that annual leave is planned evenly throughout the leave year.

6.1.4 ensure that any leave requested is authorised by their manager prior to commencing or booking holidays and before annual leave is taken; do not assume that individual leave requests will be automatically approved. The Trust is not responsible for any costs incurred by employees whose annual leave plans are not authorised. 

6.1.5 inform his/her manager as soon as possible in accordance with the local sickness reporting procedure if they fall sick during their annual leave. Refer to Managing Sickness Absence Policy. 

6.1.6 other than in exceptional circumstances, following authorisation of an employee’s application to take annual leave, this will not normally be withdrawn. However, the Trust reserves the right to withdraw such authorisation should circumstances so warrant. Withdrawal of annual leave must be communicated to the affected employee with as much notice as possible and with notice no less than the duration of the period of annual leave requested. Reimbursement of reasonable costs will be borne by the organisation. 

6.1.7 any leave taken without following the local reporting procedure or not authorised in advance by the appropriate manager will be considered unauthorised absence. The Trust reserves the right to withhold payment or deduct from an employee’s salary payment for all periods of unauthorised absence. The Trust also reserves the right to take action under its Disciplinary Policy in regard to any unauthorised absence, including, if appropriate, dismissal without notice. 

6.2 Managers:

6.2.1 Managers should implement a local absence reporting procedure appropriate for their service area (contact the relevant People Relations Adviser for guidance). 


6.2.2 It is the responsibility of each manager to identify to staff the designated manager or supervisor with authority and responsibility for authorising applications for annual leave. 

6.2.3 Thereafter, on notification of a request for annual leave, it is the responsibility of the manager to:

6.2.4 attempt to ensure that annual leave is managed equitably, balancing the needs of the service and the needs of individual staff, especially over holiday periods;

6.2.5 Managers should be responsible for encouraging staff to take their annual leave throughout the year (see section 11.2 of the ELFT Roster Policy for more information)

6.2.5 	consider the following before granting a request for annual leave:
· whether the request for leave is compliant with the local leave reporting procedure;
· whether appropriate cover arrangements are available to cover service needs; and
· whether granting the annual leave would leave the service vulnerable.

6.2.6	confirm and authorise annual leave entitlements with the member of staff, as appropriate;

6.2.7	respond to all annual leave requests at the earliest opportunity, generally this 		should be no later than a week after receipt of the request; 

6.2.8	implement a system whereby staff may set out their requests for leave in good 		time for popular national and cultural holiday/festival times e.g. Christmas, 		ensuring that leave is distributed equitably;  

6.2.9	Managers should not normally approve a period of leave of more than three 		weeks (inclusive of days off). Any longer period of leave must be approved by the 	Matron/Service Manager/Head of Service or equivalent;

6.2.10	give clear reasons to the member of staff if their leave request is declined;

6.2.11	record and monitor annual leave of staff so as to ensure that the appropriate 		annual leave is taken each leave year and that annual leave carried over or	 	'banked' is recorded;

6.2.12	monitor and ensure that there are appropriate cover arrangements to meet 		service needs;

6.2.13	calculate (and re-calculate as appropriate) annual leave entitlements for their staff including part-time and fixed-term staff, and staff whose annual leave entitlement has increased due to length of service or increased deceased due to a change in hours; and (Refer to Appendix 1 – add calculator)

6.2.14	record sickness if the member of staff reports sickness during the granted annual 	leave period. Refer to Managing Sickness Absence Policy for further information.

7 		Entitlement

7.1	Entitlement for complete years

7.1.1 The basic annual leave provisions under Agenda for Change NHS Terms and Conditions are contained in Table 1 below.

7.1.2 This entitlement includes the consolidation of extra-statutory days, which for some staff have previously been separately identified.

7.1.3 Annual leave entitlement for full-time employees, according to length of service is as follows:

7.1.4 Table 1: Annual Leave Entitlement

	Length of service
	Annual Leave Entitlement + General Public Holidays per annum

	On appointment
	27 days (202.5 hours) + all bank holidays during specific leave year

	After 5 years service
	29 days (217.5 hours) + all bank holidays during specific leave year

	After 10 years service
	33 days (247.5 hours) + all bank holidays during specific leave year



7.1.5 Any employee of the Trust who works part time shall receive a pro-rata amount of paid annual leave and statutory bank holidays in accordance with the number of hours worked (see Appendix 1 for link to annual leave calculator). Annual leave for all staff should be recorded and calculated in hours and not days (as per section 8).


8	Entitlement on joining

8.1	The Trust will make every effort to meet the needs of new employees in respect of commitments to holidays made prior to the commencement of employment. Prospective/new employees should notify their manager at the earliest opportunity and giving the required notice periods of any pre-booked holidays in order to seek early authorisation of their leave request.

8.2	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.

8.3	Entitlement in the first year is dependent on the number of full complete calendar months worked after the date of joining and before the end of the annual leave year. The Trust will allow staff who commence up to the 7th calendar day in the month to receive the full annual leave entitlement in respect of that calendar month. Staff who join after the 7th calendar day in the month will not receive leave entitlement for this part month, unless the reason for starting after this date was as a result of a Bank Holiday on the first Monday of the month (resulting in a later start date due to need to coincide with the Trust Corporate Induction).

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


9	Entitlement on changing contracted hours

9.1	Where staff change their contracted hours, this will result in a re-calculation of their annual leave entitlement. This will be based on completed months on the new and the old contracted hours to give the full year entitlement.

9.2	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.

10	Entitlement on Leaving

10.1	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.

10.2	Payment will be made for any annual leave entitlement owing LESS any annual leave taken.

10.3	Where total leave taken exceeds the earned total leave entitlement an appropriate deduction will be made from the final salary payment.

[bookmark: _MON_1415180088]
11 Calculation of Reckonable Service

11.1 Any previous service with an NHS employer will count as reckonable service in respect of annual leave regardless of whether or not there has been a break.

11.2  For purposes of aggregated service, time spent in a highly relevant role in organisations other than the NHS, may be counted as aggregated service (see section 14). Locum agency service will not count towards calculating annual leave.
11.3 An employee is required to complete the application form on appendix 2 and provide documentary evidence of reckonable service before this can be recognised for annual leave purposes. 

Determining 'highly relevant' roles in counting non-NHS organisation service when calculating annual leave

11.4 In order to determine whether previous non-NHS organisation service is 'highly relevant' so as to count towards calculating annual leave, the manager should ensure that each of the following criteria is met:

· equivalent responsibility, and using equivalent knowledge and skills required for the role to which appointed; and
· same profession or transferable skills.
· Locum and agency does not apply.

11.5 In order to ensure consistency of these criteria, individuals are permitted to apply to the line manager and People and Culture Department for consideration and approval of 'highly relevant' non-NHS organisation service when calculating annual leave. Individuals are required to complete the proforma in Appendix 2, with signed agreement of their line manager in support of the application from their manager as well as approval from the People Business Partner.

11.6 In support of their application, individuals are required to provide formal documentary evidence of any relevant reckonable service (for example, employment contract, official letters of confirmation of periods of relevant service, references, payslips, job descriptions etc. Please note this list is not exhaustive. On occasion, the People and Culture Department may request further information from the individual, or manager making the application.

11.7 The People and Culture Department will confirm whether or not the application has been approved. 

11.8 If approved, the reckonable service will count towards the length of service for purposes of determining annual leave entitlement only. This will not change any other entitlements. 


12.	Annual leave to be calculated in hours

12.1	Annual leave and bank holiday entitlement should be calculated on an hourly basis for all staff, regardless of whether staff work full-time or part-time. 

12.2 The calculation of annual leave entitlements pertaining to all staff is available using the annual leave calculator (appendix 1). Hours have been rounded up to the nearest 0.5 decimal point (that is, to the nearest 1/2 hour). 

12.3 On each and every occasion an employee takes paid time off as annual leave or on a bank holiday as part of their basic week, the appropriate deduction of their normal working hours for that day will be made from their overall entitlement. 

12.4 Where an employee’s annual leave entitlement increases partway through a leave year, due to length of NHS service, their new entitlement is calculated on a pro-rata basis for the rest of the leave year. This new entitlement will become effective from the first of the month following the date of the increased entitlement. 



13 General Public Holidays (Bank Holidays')

13.1 The arrangements for general and public holidays are set out in the Agenda for Change Terms and Conditions Handbook.

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

13.3 Staff will be entitled to all paid General Public Holidays (Bank Holidays) in the leave Year. All part time staff are entitled to the Bank Holidays pro rata to the full time allowance. Appendix 1 – annual leave calculator will automatically calculate this pro rata entitlement. 

13.4 The Bank Holidays are counted from 1st April to 31st March. Refer to Appendix 1 - Annual Leave Calculator for bank holiday dates. 

13.5 If a Bank holiday were to fall on a day that an employee would normally work, then the appropriate deduction of their normal working hours for that day will be made from their overall entitlement.

13.6 If a Bank holiday were to fall on a day that an employee would not normally work, they are entitled to use the pro-rata bank holiday allowance for this specific day on a different date, in agreement with the manager.


14 Annual Leave guidelines for staff using the Health Roster System


14.1 	Please refer to section 11.2 of the Trust’s Heath Roster Policy. 


15 Minimum annual leave not to be worked

15.1 The Trust actively encourages individuals to take all their annual leave entitlement. However, in recognising that individuals may wish to work during their annual leave to acquire extra money (for example on the Bank system) the Trust would not wish to stop this practice totally. However, in complying with Working Time Regulations 1998, individuals should ensure that they take a minimum of 28 days (inclusive of annual leave/bank holidays) strictly for annual leave/rest purposes and should not undertake any bank/agency work or duties within all localities of the Trust or elsewhere during this time. 1 day is classed as 7.5 hours.

16 Carrying over of annual leave
16.1 It is expected that within the annual leave year staff should be provided with the opportunity to take all their annual leave. Subject to the requirements of the service, up to five days annual leave (pro-rata for part time staff) may be carried forward (one day is classed as 7.5 hours). Staff must have used statutory annual leave of 28 days or 210 hours (pro rata for part time staff) before they can carry over annual leave. Any carry over would have to be agreed by the Manager and failure to comply with this requirement may result in the loss of any untaken annual leave. 

16.2 Where staff have, exceptionally, been prevented from taking their leave before the end of the leave year due to service demands then they shall be allowed to make up the deficiency during the ensuing leave year at a time to be mutually agreed with their manager.

16.3 Staff moving internally between team/directorates will carry forward their remaining annual leave allowance for that holiday year.

17 Buying Annual Leave

17.1 All staff (including medical staff) who have at least 6 months continuous service with the Trust can buy a maximum of 37.5 hours (pro rata for part time staff) additional annual leave entitlement in any given year (April to March). 



17.2 Buying of annual leave calculations will be based on basic salary, please refer to the Buying Annual Leave procedure, Appendix 3 for more details.

 
18 'Holiday of a Lifetime Scheme'

18.1 The 'Holiday of a Lifetime Scheme' has closed from 1/4/2025.  

18.2 All leave already ‘banked’ in the scheme must be used by 31/3/2030

18.3 Giving notice of intention to use the accumulated leave

18.3.1 Any member of staff wishing to use the 'banked' holiday should notify their manager at least six months in advance of the date they wish the leave to commence.

18.3.2 While every effort should be made to accommodate the request, there may be circumstances where a manager is not able to agree to the dates requested due to the needs of the service. Where the request is declined, reasons for the refusal should be clearly stated to the member of staff in writing.

18.3.3 In the event that a staff member transfers to another Ward/Department within the Trust before taking their banked leave, the value of the leave carried over may be proportionately recovered from the previous Ward/Department when the leave is actually taken. In order to arrange this, the manager granting the banked leave to be taken should complete and send a change form to the People and Culture Department confirming the banked annual leave to be taken. The People and Culture team will notify the Finance Department by the end of each financial year of all those staff who have taken banked annual leave as part of the 'Holiday of a Lifetime Scheme'. The Finance Department will then ensure that the value of the leave will be proportionately recovered from the previous Ward/Department. 

18.3.4 Recognising that all additional banked leave must be taken by 31/3/2030, if notice is not given by 1/4/2029 the Trust cannot guarantee that you will be able to take your extended leave and your entitlement may be lost. There will be no financial compensation for any additional leave not taken by the 31/3/2030

18.3.5 The scheme will be administered by the manager and advised by the People and Culture Department.


19 Annual Leave and Sickness 

19.1	Please refer to the Managing Sickness Absence Policy for further information.  


20	Annual leave accrual during maternity leave

20.1 Please refer to section 13 of the Trust’s Maternity & Adoption Leave Policy.


21 Annual leave whilst on suspension

21.1	In the event that a member of staff is suspended from duty, the Annual Leave Policy herein continues to apply in full, inclusive of carrying over annual leave as per section 16 above and applying to take annual leave as per section 6 above.

22 Unpaid Leave

22.1 There may be circumstances when it is appropriate for a manager to allow an individual to take unpaid leave in addition to annual leave to enable a member of staff to take an extended period of leave. Staff need to have exhausted annual leave before requesting unpaid leave.  

22.2 (For further guidance on unpaid leave, please see the Trust's Work-Life Balance Policy.)
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Link to Annual Leave Calculator (will automatically work out bank holiday entitlements and annual leave entitlements for full-time and part time staff. 

https://www.elft.nhs.uk/intranet/all-about-me/annual-leave


Appendix 2


ANNUAL LEAVE POLICY 
APPLICATION FOR RECOGNITION OF 'HIGHLY RELEVANT' NON-NHS SERVICE

This form is to be completed by staff who wish their previous Non-NHS organisation service to count towards their annual leave entitlement.

Name.		
Signature. 	
Post.	
Band.	
Start date.	

In order to determine whether previous non-NHS organisation service is 'highly relevant' so as to count towards calculating annual leave, you should ensure that each of the following criteria is met:

ESSENTIAL CRITERIA
· Equivalent responsibility, and using equivalent knowledge and skills required for the role to which appointed; and
· Same profession or transferable skills.

Please attach formal documentary evidence of any relevant, reckonable service — as per Section 11 of the Annual Leave Policy).

	Employer
	Date Start
	Date End
	Position
	Comment (Please provide detail)

	



	
	
	
	



	



	
	
	
	



	



	
	
	
	



	



	
	
	
	



	



	
	
	
	








Before forwarding the application to Human Resources, please ensure that your application is agreed with your line-manager.

Line-Manager: 	 Tel.	

Signature.	 Date……………

	HR USE ONLY1

	Approved [    ] / Not Approved [    ] 
Reason for non-approval:_______________________________
___________________________________________________________________________
Name:……………………………………… Signature:…………….…………….. Date:…………………

































Appendix 3


Buying of Annual Leave
This policy allows employees to buy up to 37.5 hours (pro rata for part time staff) additional annual leave entitlement in any given year (April to March). The purpose is to give employees the option to purchase additional annual leave to take more time off.
2) Eligibility: All full time and part time employees are eligible to buy annual leave once they have completed at least six months of continuous employment with the Trust. 
3) Procedure:  
1. Employees interested in purchasing additional annual leave must submit a request to their manager at least 12 weeks in advance of the leave period. The request should include the number of additional hours leave the employee wishes to purchase up to a maximum of 37.5 hours.
2. The manager will review the request and determine if it is feasible to grant the requests based on the needs of the team and service. If the leave is approved, the employee will be required to pay the cost of additional annual leave (see 4.0 below)
3. Employees must use the leave that is bought within the same leave year. This leave cannot be carried over. 
4.0Buying annual leave:
	Definition 
	A temporary arrangement which enables employees to ‘buy’ annual leave for a particular annual leave year subject to management agreement. The employee’s salary is adjusted via a change form and the value of the annual leave is deducted in equal monthly instalments over the remainder of the annual leave year. 

Employees can buy leave across the annual leave year but must provide 12 weeks notice. Only one request per annual leave year is allowed. 


	Calculation to establish cost 
	1. Calculation for buying annual leave: 

Example of calculation for buying leave: 

Employee works 27 hours per week and earns a part time salary of £20,000 per year and they want to buy 15 hours annual leave. 

£20,000 x (37.5 / 27) = £27,777 (full time basic salary) 

If the full time gross annual salary is £27,777 and the employee requests to purchase 15 hours annual leave, the cost of the leave will be: 

£27,777/(223* x7.5) x 15 = £249.19 for buying 15 hours 


The rate of pay will be calculated on the staff member's basic salary for those on Agenda for Change, and on standard contractual pay for medical and dental staff (in accordance with their rota template/job plan. Click the link below to access the latest payscales for AfC and Doctors: 

http://www.nhsemployers.org/TrainingArea/oldpages/Pages/PayCirculars.aspx  

	Points  managers need to consider - request to buy AL 
	Can the service accommodate the postholder being absent for a longer period? 

Will the employee have a realistic prospect of taking more time off than their current entitlement, within the course of a financial year? 

Will the additional time off need to be covered, and if so, how? 

If there is an increased cost to the department, can you afford it? 

	Points employees need to consider 
	
· All salary related benefits will be affected by buying annual leave. 
· The cost of purchasing annual leave will be deducted from salary prior to tax or NI deductions in equal instalments over the number of months left in that financial year. 
· Buying annual leave results in a temporary change to your contractual annual leave entitlement for that leave year and your contract will be varied for that year accordingly. 
· The annual salary used to calculate the cost of leave is the full time annual salary for your pay step point as of the date that the change takes place. 
· If you leave the Trust part way through a financial year and owe the Trust money then this will be recovered in total from your final salary. If we owe you money this will be paid to you in your final salary. 


	Process for buying annual leave 
	
· Employees can buy leave across the annual leave year but must provide 12 weeks notice. Any annual leave that is bought must be used within the same annual leave year, the leave cannot be carried over.
· Manager considers request and gets sign off from Senior Manager within the service 
· Manager notifies employee of outcome 
· If yes, the change will need to be undertaken via a change form. 
· Payroll calculate the cost of buying annual leave and deduct the monies in equal instalments over the remaining months left in the annual leave year. 
· Healthroster should be updated to reflect the new leave entitlement for that year.











15

image1.png
INHS

East London
NHS Foundation Trust




