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1. Introduction 

1.1. This document sets out Northern Devon Healthcare NHS Trust’s system for 
managing Annual Leave for staff covered by Agenda for Change terms and 
conditions of service. It provides a robust framework to ensure a consistent 
approach across the whole organisation and supports our statutory duties as 
set out in the NHS Constitution. 

2. Purpose 

2.1. The purpose of this document is to ensure adherence to good practice in the 
management of statutory and contractual annual leave entitlements.  The 
policy applies to all Trust staff covered by Agenda for Change terms and 
conditions of service.  

Implementation of this policy will ensure that the Trust provides 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. 

This policy is not applicable to Bank Staff nor staff under the terms and 
conditions of the Medical and Dental Whitley Council for whom separate 
provisions apply.  

3. Definitions 

Annual Leave 

3.1. This term refers to the period(s) of paid holiday leave that employees 
are entitled to take during each financial year (1st April to 31st March).  

Bank/Public Holidays 

3.2. In addition to the basic annual leave entitlement, employees are 
entitled to a Bank/Public Holiday allowance. For full-time staff working 5 
days per week the entitlement is normally 8 paid Bank/Public holidays.  
See Section 7.4 below.  Note that separate guidance is also normally 
provided by the HR Directorate on managing Bank/Public holidays 
whenever two Easters fall within one annual leave year. 

Medical Certification/Fit Note 

3.3. This is a written statement signed by a registered practicing physician or other 
practitioner certifying to the incapacitation, examination, or treatment, or to the 
period of disability while the individual was receiving professional treatment. 

Working Time Regulations 

3.4. This refers to the annual leave provisions within the Working Time 
Regulations 1998, which allows workers 5.6 weeks paid holiday (inclusive of 
bank holidays) a year (equivalent to 28 days for a full time worker with pro 
rata entitlement for part time workers). 
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Reckonable Service  

3.5. This refers to entitlements for long service for an employee’s service within 
the NHS or determining entitlements to annual leave. 

4. Responsibilities  

Role & Responsibilities of the Chief Executive  

4.1. The Chief Executive has the overall responsibility for all matters of 
Human Resources and ensuring that all mechanisms are in place for 
the overall implementation, monitoring and revision of this Policy.  The 
Chief Executive has nominated the Director of Workforce and 
Organisational Development as lead for all Human Resources matters 

Role of Responsibilities of the Human Resources 
Directorate/HR Operations Team 

4.2. The Department is responsible for: 

 The provision of specialist advice on the interpretation and 
application of this policy. 

 Ensuring that any changes to statutory or contractual entitlements 
are incorporated into the policy as necessary and that managers 
and staff are briefed accordingly. 

Role of Line Managers 

4.3. The line manager is responsible for: 

 Ensuring that employees are made aware of the Annual Leave policy 
and their responsibly to comply with the relevant request timescales. 

 Ensuring that employees who are not on e-roster are issued annually 
with an annual leave card/record showing their entitlement for the leave 
year. 

 Calculating employees annual and bank holiday leave entitlements 
based on their contracted hours of service where necessary. 

 Authorising / declining annual leave requests in line with the needs of 
the service in a timely manner, referring to the e-roster policy where 
appropriate. 

 For the most popular holiday periods, including school holidays, service 
needs must be given priority and there should be fair and equitable 
allocation of annual leave.   

 Revising annual leave entitlements in line with length of service uplifts 
and any contractual changes (e.g. reduction of contractual hours, 
flexible working pattern such as part time, condensed hours etc. 

 To support staff to book annual leave throughout the year. 

 Ensuring that all applications for annual leave are treated fairly. 
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Role of Employees 

4.4. The employee is responsible for: 

 Ensuring that the information contained on their annual leave 
card/record with regards length of service entitlements, contracted 
hours and any flexible working patterns as well as logging leave 
requested and outstanding is correct and if not, to make their manager 
aware of their concern in a timely manner. 

 Ensuring that requests for annual leave are made with the required 
notice period and are made to the authorised manager. 

 Providing appropriate medical certification to evidence sickness during a 
period of annual leave, should they wish to reclaim the annual leave 
entitlement – refer to the Sickness Absence Management Policy. 

 Ensure they take their annual leave entitlement in the year and 
throughout the year. 

 Ensure that they make appropriate applications for annual leave that are 
fair to colleagues and the service. 

5. Annual Leave Year 

The annual leave year runs from 1st April to 31st March the following year. 

6. Basic Annual Leave Entitlements 

6.1. The basic annual leave provisions based on full-time hours (37.5 per 
week) are detailed in the table below. 

Length of Service Annual Leave Public Holidays 

On Appointment 202.5 hours 60 hours 

After 5 years service 217.5 hours 60 hours 

After 10 years service 247.5 hours 60 hours 

 

6.2. Entitlement for every member of staff should be calculated in hours. 

6.3. The figures above detail the complete year entitlements for full-time 
staff. The entitlements for part-time staff are pro-rata. This provides 
equity for all by ensuring that staff do not either lose out or gain in 
comparison to colleagues through the effects of rounding up or down. 
Appendix A details the basic annual leave entitlements in hours. 
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6.4. The calculation of annual leave entitlements pertaining to all staff is in 
Appendix A. Hours have been rolled up or down to the nearest 0.5 
decimal point (i.e. the nearest half hour). 

7. Bank Holiday Entitlements 

7.1. In addition to the basic annual leave entitlement, employees are 
entitled to a Bank/Public Holiday allowance.  

7.2. Part-time staff (and full-time staff who work their hours over less than 
5 days) are entitled to a pro-rata Bank/Public holiday allowance. As 
for basic annual leave, this allowance is calculated in hours to provide 
equity for all by ensuring that staff do not either lose out or gain in 
comparison to colleagues through the effects of rounding up or down. 
Appendix B contains the Bank/Public holiday entitlement in hours per 
Bank/Public holiday and for a full year. 

7.3. The eight recognised Bank/Public holidays are as follows:- 

 Easter Good Friday 

 Easter Monday 

 May Day  

 Spring Bank Holiday (late May) 

 August Bank Holiday 

 Christmas Day* 

 Boxing Day* 

 New Years Day* 

* If these dates fall on a weekend (Sat &/or Sun) the official Bank/Public 
holiday days will be the following Monday (and Tuesday in the case of both 
Christmas Day and Boxing Day falling at the weekend) 

7.4. Where Easter falls in March, the Bank/Public holidays will be deemed 
to be part of the following leave year’s entitlement. Thus regardless of 
where Bank Holidays physically fall, each leave year will be treated as 
having 8 (60 hours pro-rata) Bank/Public holidays. 

7.5. The Bank/Public holiday period is defined as the 24 hour period from 
the midnight leading in to the Bank/Public holiday to midnight on the 
day of the Bank/Public holiday. 

7.6. Staff required to work on a general public/bank holiday are entitled to 
equivalent time off in lieu at plain time rates in addition to the 
appropriate payment for the duties undertaken. 

7.7. If an employee who has exhausted their Bank/Public holiday provision 
wishes or is required to take leave on a further Bank/Public holiday, 
the time taken will be deducted from the basic annual leave 
entitlement (see also Total Leave). 
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7.8. Where a service or department does not operate on a Bank/Public 
holiday but a part-time employee does not wish to use leave 
entitlement, if operationally possible, consideration should be given to 
allowing them to change their working days during that week in which 
the Bank/Public holiday falls e.g. if the employee normally works 
Monday, Tuesday and Wednesday allowing them to switch to 
Tuesday, Wednesday and Thursday that week. Alternatively and 
again if operationally possible, an employee may be able to increase 
their working hours on the other days they work in the week to 
compensate for the amount they should have worked on the 
Bank/Public holiday. 

7.9. In some circumstances where a service or department does not 
operate on a Bank/Public holiday, it may be possible for an employee 
who does not wish to take leave on the Bank/Public holiday to 
undertake their duties or work in another part of the same service that 
does operate on Bank/Public holidays.  This will be entirely at the 
discretion of the department/service concerned. It also needs to be 
made clear to the employee that if this option can be facilitated for 
them, it will not class as ‘out of hours’ working for the computation of 
any unsocial hours supplement or any other premia payment. Equally 
there will be no entitlement to a day off in lieu for working a Bank 
Holiday. The position will simply be that no leave is deducted from the 
employees Bank, Annual or Total leave entitlements.  

8. Total Holiday Entitlements 

Annual leave and bank/public holiday 

8.1. Whilst basic annual leave and Bank/Public holiday entitlements have 
been shown separately for clarity of entitlement, it may be easier for 
many staff to record their annual entitlement as a total leave 
entitlement. To do this, simply add together the respective 
entitlements from Appendix A and Appendix B. Alternatively use the 
automated annual leave and public holiday entitlement calculator 
contained on the Trust intranet, BOB. Then whenever the employee 
takes leave whether it be annual leave or a Bank Holiday, the time 
taken is deducted from the total leave entitlement. 

Leave Card 

8.2. Where staff are not on e-roster, employees will be issued with an 
annual leave card at the start of each new leave year. This card may 
be paper based, or electronic.  On receipt of their leave card the 
employee is responsible for checking the leave entitlements their 
Manager has recorded on the card.  Any queries should be raised on 
receipt of the card if the employee disagrees, or is unsure of, the 
amount recorded. 
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9. Calculation of Reckonable Service 

9.1. For the purposes of determining entitlements to long service annual 
leave an employee’s total aggregated NHS service is used. This 
essentially means that if an employee has broken periods of service 
all the periods of service are added together to give a total. Thus for 
example if somebody worked in the NHS for 5 years, left for 2 years 
and rejoined 3 years ago, their total service for annual leave purposes 
would be 8 years and not 10 years (except in cases where the 
provisions of Section 9.3. were to apply. 

9.2. Appendix C lists examples of organisations recognised as NHS 
employers. 

9.3. The Trust has the discretion to take into account any period or periods 
of employment with employers outside the NHS where these are 
judged to be relevant to NHS employment. 

9.4. If employees want service considered outside of the NHS they will 
have to seek agreement from the HR department. 

10. Entitlement on Joining 

10.1. 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. 

10.2. Entitlement in the first year is calculated in relation to the number of 
complete calendar months worked after the date of joining and before 
the end of the annual leave year. Employees who commence up to 
the 7th calendar day in the month will receive the whole leave 
entitlement for that calendar month. Employees who join after the 7th 
calendar day in the month will not receive entitlement for this part 
month. 

10.3. Leave entitlement for part years can be calculated using Appendix A 
& Appendix B,  but this must be pro-rata to the number of months left 
in the leave year from joining i.e. divide the leave for the whole year 
by 12 and multiply by the number of months remaining in the leave 
year from the date of joining.  

Note: The Bank/Public holiday entitlement will also be pro-rata to the 
number of months left in the leave year from joining. 

Example: A member of staff works 25 hours per week, their joining 
date is 5th September and they are new to the NHS. 
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Their annual leave entitlement for a full year would be 135 hours (see 
Appendix A). As they started on 5th September, they are entitled to 7 
months of annual leave i.e. 7/12ths of 135 hours which is 79 hours of 
annual leave.  Their bank holiday entitlement for a full year would be 
40 hours (see Appendix B). As they started on 5th September, their 
entitlement would be based on the number of bank holidays 
remaining in the leave year.  E.g. assuming only Christmas Day, 
Boxing Day and New Years day were left to occur in the leave year 
they would be entitled to 40/8 = 5 x 3 = 15 hrs.  So the total leave 
entitlement for this part leave year will be 79hrs + 15hrs = 94 hours to 
be taken by the 31st March. 

11. Entitlement on Leaving 

11.1. Staff who leave the Trust will receive 1/12th of their annual leave 
entitlement per Appendix A for each calendar month worked up to 
seven days before the end of their last month, less any annual leave 
taken plus the benefit of any outstanding Bank Holiday hours that 
have occurred in the leave year prior to the date of leaving (see 
Appendix B). 

11.2. Where the leave due to an employee exceeds what they have taken, 
payment will be made for the balance in the final pay run. 

11.3. Where the total leave taken exceeds the total leave earned, a 
deduction for the balance will be made in the final pay run. 

 

12. Change of Entitlement During Leave Year 

12.1. Staff whose entitlement changes part way through a leave year by 
reaching a long service threshold (5 or 10 years) will have their annual 
leave entitlement calculated based on the number of completed 
months worked in the leave year prior to reaching the long service 
threshold together with the number of months worked in the leave 
year after reaching the threshold to give a total annual leave 
entitlement for the year. The policy of the health community is that 
where entitlements change part way through a month the employee 
should not lose out significantly.  

12.2. In this respect the entitlement for the month where the change occurs 
will be based on how much of the month is left after the date of 
change. If more days of the month fall after the date of gaining the 
higher entitlement, that month will be counted as a full month at the 
higher entitlement. Conversely if more days of the month fall before 
the change of entitlement, that month will be counted as a full month 
at the lower rate of entitlement. 
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Example: A member of staff works 30 hours per week achieves 5 
years of reckonable NHS service on 10th July. From Appendix A their 
annual leave for less than 5 years service is 162 hours per annum 
and rises to 174 hours per annum after 5 years service. Thus as the 
majority of July falls in the higher entitlement the employee has three 
months at the lower rate plus 9 months at the higher rate. Therefore 
their overall annual leave entitlement for this year is 3/12ths of 162hrs 
+ 9/12ths of 174 hours=171 hours. 

13. Entitlement on Changing Contract Hours 

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

13.2. The re-calculated annual leave for the entirety of the annual leave 
year must be noted on the Change of Circumstances form and on the 
employee’s annual leave form; wherever relevant e-roster records 
must also be updated.  The number of annual leave hours the 
employee is still entitled to take against the re-calculated total 
entitlement for the leave year should be confirmed by the line 
manager to the employee. 

13.3. Example: A member of staff with less than 5 years service increases 
their contract hours from 20 to 25 on 11th October. From Appendix A 
their annual leave for 20 hours per week is 108 hours per annum and 
rises to 135 hours per for a 25 hour week. Thus as the majority of 
October falls in the higher entitlement the employee has six months at 
the lower rate plus 6 months at the higher rate. Therefore their overall 
annual leave entitlement for this year is 6/12ths of 108hrs + 6/12ths of 
135 hours = 121.5 hours. 

14. Carry Over of Leave 

Exceptional Circumstances  

14.1. The Trust expects that within the leave year, staff should be provided 
with the opportunity to take all their annual leave. In exceptional 
circumstances, up to one week of basic contracted hours may be 
carried over to the following leave year, with the agreement of the 
Manager. 



Annual Leave Policy (Agenda for Change)   
   

Page 12 of 21 
Human Resources 

Long Term Sickness Absence  

14.2. Where, due to long term sickness absence, staff in receipt of full/half 
pay have been unable to use their working time regulations annual 
leave entitlement within a financial year, advice should be sought from 
HR to ensure they receive their pro rata statutory entitlement. 

14.3. Where a member of staff is medically signed off work sick they are to 
follow the Trust’s Sickness Absence Management Policy guidance 
around annual leave. 

15. Sickness Occurring During Annual Leave or Bank 
Holidays 

15.1. If an employee falls sick prior to annual leave and then commences a 
period of annual leave it will be assumed that they were fit during their 
annual leave unless appropriate certification is provided on their 
return to work.  Therefore the employee’s sickness absence will be 
ended on ESR and they will be logged as being on holiday.  Should 
they then be sick on return from annual leave that will be registered 
as a further episode of sickness. 

15.2. If an employee falls sick whilst on annual leave, then in accordance 
with the Sickness Absence Management Policy, the period covered 
will be treated as sick leave, allowing the employee to take the annual 
leave at another time. A medical certificate will be required in order for 
this to happen, along with the employee notifying their manager on 
the first day of sickness. 

15.3. Employees will not be entitled to an additional day off if sick on a 
Bank/Public holiday that they would otherwise have been required to 
work as part of their basic week. 

16. Sickness and Pregnancy / Maternity / Paternity / 
Adoption Leave 

16.1. Employees should refer to the Trust’s Sickness Absence 
Management Policy and Family Leave Policy for guidance around 
sickness and pregnancy/maternity/paternity and adoption leave. 

17. Planning Annual Leave 

17.1. Employees are recommended to plan their annual leave and have 
taken a percentage of their annual leave by certain parts of the year, 
as follows; 

By the 30th June 25% of annual leave to be taken 

By the  30th September 50% of annual leave to be taken 
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By the 31st December 75% of annual leave to be taken 

By the 31st March 100% of annual leave to be taken 

 

18. Requesting Annual Leave 

18.1. Employees should not book or commit to travel arrangements before 
their leave is authorised.   

18.2. The date(s) of actual leave are subject to mutual agreement, and 
ordinarily employees will be required to give 6 weeks’ notice of their 
intention to take leave.  However, it is recognised that it may not 
always be possible to give such notice, and in these circumstances 
agreement will not be unreasonably withheld, having due regard to 
the needs of the service.   

18.3. In no circumstances will the Trust be responsible for any losses, direct 
or consequential, should a member of staff fail to comply with the 
requirement to obtain authorisation prior to booking or committing to 
travel arrangements, and chooses to incur costs prior to annual leave 
being authorised. 

18.4. Where employees wish to request a period of extended annual leave, 
which would last for 3 weeks or more (e.g. to visit relatives overseas), 
then they should do so by completing the Extended Annual Leave 
Request Form and submit this with their annual leave card to their line 
manager.  See Appendix D. 

 

19. Equality Impact Assessment  

19.1. The Trust aims to design and implement services, policies and 
measures that meet the diverse needs of our service, population and 
workforce, ensuring that none are placed at a disadvantage over 
others.  An Equality Impact Assessment Screening has been 
undertaken and there are no adverse impacts, but five positive 
impacts. 

Group 
Positive 
Impact 

Negative 
Impact 

No 
Impact 

Comment 

Age X   Staff with more 
NHS service 
receive more 
annual leave 
entitlement 

Disability X   The Policy details 
annual leave 
entitlement for staff 
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on long term 
sickness and allows 
for staff to carry 
over accrued 
annual leave from 
one leave year to 
the next, if they 
have been unable 
to take it due to 
long term sickness 
absence.  This is 
expected to 
positively impact on 
staff with disabilities 
who may, as a 
result of their 
disability, 
experience periods 
of long term 
sickness absence 

Gender   X  

Gender Reassignment   X  

Human Rights (rights 
to privacy, dignity, 
liberty and non-
degrading treatment) 

  X  

Marriage and civil 
partnership 

  X  

Pregnancy, Maternity 
and Breastfeeding 

X   The policy refers to 
the Maternity Policy 
to ensure staff who 
are on maternity 
leave accrue 
annual leave 

Race (ethnic origin) X   The policy allows 
for employees to 
request a period of 
extended annual 
leave, which would 
last for 3 weeks or 
more (e.g. to visit 
relatives overseas).  
This is expected to 
positively impact on 
staff who have 
family overseas 

Religion (or belief) X   The policy allows 
for employees to 
request a period of 
extended annual 
leave, which would 
last for 3 weeks or 
more (e.g. to visit 
relatives overseas).  



Annual Leave Policy (Agenda for Change)   
   

Page 15 of 21 
Human Resources 

This is expected to 
positively impact on 
staff who require 
particular time off 
for religious 
holidays /events 

Sexual Orientation   X  

20. Monitoring Compliance with and the Effectiveness of 
the Policy 

Standards/ Key Performance Indicators 

20.1. Key performance indicators comprise: 

 Staff compliance with the Annual leave Policy 

Process for Implementation and Monitoring Compliance and 
Effectiveness 

20.2. Monitoring compliance with this policy will be the responsibility of the 
Human Resources Team and reviewed in line with any legislation 
changes or changes to terms and conditions of employment.   

20.3. Detail here the monitoring process:  

 What process will be used for monitoring the compliance.   
 Who will be undertaking the monitoring?  
 What group is used for reporting any non-compliance to?   
 How often will the processes be audited / monitored and how will 

improvements be implemented?   
 What action will be taken if anyone is found not to be following the 

policy? 

21. References 

 Working Time Regulations, 1998 
 Agenda for Change Handbook  

22. Associated Documentation  

 Family Leave and Pay Policy  
 Sickness Absence Management Policy 
 Special Leave Policy 

 

 

 

http://ndht.ndevon.swest.nhs.uk/policies/?p=2029
http://ndht.ndevon.swest.nhs.uk/policies/?p=2089
http://ndht.ndevon.swest.nhs.uk/policies/?p=2094
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Appendix A – Agenda for Change: Annual Leave 
Entitlement For Complete Years Exclusive of Bank 

Holidays 

Weekly Basic 
Contracted Hours 

Annual Leave On 
Appointment  

(27 days) 

Annual Leave After 
5 Years Service 

(29 days) 

Annual Leave After 
10 Years Service 

(33 days) 

 Hours Equivalent 

37.5 202.5 217.5 247.5 

37.0 200.0 214.5 244.0 

36.5 197.0 211.5 241.5 

36.0 194.5 209.0 237.5 

35.5 191.5 206.0 234.5 

35.0 189.0 203.0 231.0 

34.5 186.5 200.0 227.5 

34.0 183.5 197.0 224.5 

33.5 181.0 194.5 221.0 

33.0 178.0 191.5 218.0 

32.5 175.5 188.5 214.5 

32.0 173.0  185.5 211.0 

31.5 170.0 182.5 208.0 

31.0 167.5 180.0 204.5 

30.5 164.5 177.0 201.5 

30.0 162.0 174.0 198.0 

29.5 159.5 171.0 194.5 

29.0 156.5 168.0 191.5 

28.5 154.0 165.5 188.0 

28.0 151.0 162.5 185.0 

27.5 148.5 159.5 181.5 

27.0 146.0 156.5 178.0 

26.5 143.0 153.5 175.0 

26.0 140.5 151.0 171.5 

25.5 137.5 148.0 168.5 

25.0 135.0 145.0 165.0 

24.5 132.5 142.0 161.5 

24.0 129.5 139.0 158.5 

23.5 127.0 136.5 155.0 

23.0 124.0 133.5 152.0 

22.5 121.5 130.5 148.5 

22.0 119.0 127.5 145.0 

21.5 116.0 124.5 142.0 

21.0 113.5 122.0 138.5 

20.5 110.5 119.0 135.5 

20.0 108.0 116.0 132.0 

19.5 105.5 113.0 128.5 

 
Annual Leave in Hours  = Weekly Contracted Hrs x No. of Days Entitlement 

5 
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Appendix A (continued) Agenda for Change: Annual Leave 
Entitlement For Complete Years Exclusive of Bank 

Holidays  
 

Weekly Basic Contracted 
Hours 

Annual Leave On 
Appointment  

(27 days) 

Annual Leave After 5 
Years Service 

(29 days) 

Annual Leave After 10 
Years Service 

(33 days) 

 Hours Equivalent 

19.0 102.5 110.0 125.5 

18.5 100.0 107.5 122.0 

18.0 97.0 104.5 119.0 

17.5 94.5 101.5 115.5 

17.0 92.0 98.5 112.0 

16.5 89.0 95.5 109.0 

16.0 86.5 93.0 105.5 

15.5 83.5 90.0 102.5 

15.0 81.0 87.0 99.0 

14.5 78.5 84.0 95.5 

14.0 75.5 81.0 92.5 

13.5 73.0 78.5 89.0 

13.0 70.0 75.5 86.0 

12.5 67.5 72.5 82.5 

12.0 65.0 69.5 79.0 

11.5 62.0 66.5 76.0 

11.0 59.5 64.0 72.5 

10.5 56.5 61.0 69.5 

10.0 54.0 58.0 66.0 

9.5 51.5 55.0 62.5 

9.0 48.5 52.0 59.5 

8.5 46.0 49.5 56.0 

8.0 43.0 46.5 53.0 

7.5 40.5 43.5 49.5 

7.0 38.0 40.5 46.0 

6.5 35.0 37.5 43.0 

6.0 32.5 35.0 39.5 

5.5 29.5 32.0 36.5 

5.0 27.0 29.0 33.0 

4.5 24.5 26.0 29.5 

4.0 21.5 23.0 26.5 

3.5 19.0 20.5 23.0 

3.0 16.0 17.5 20.0 

2.5 13.5 14.5 16.5 

2.0 11.0 11.5 13.0 

1.5 8.0 8.5 10.0 

1.0 5.5 6.0 6.5 

0.5 2.5 3.0 3.5 

Annual Leave in Hours  = Weekly Contracted Hrs x No. of Days Entitlement 
5 
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Appendix B - Agenda For Change: Calculation of Bank 
Holiday Entitlement 

Weekly basic 
contracted hours 

Hourly bank holiday entitlement for 
full leave year (8 Bank Holidays) 

37.5 60.0 

37.0 59.0 

36.5 58.5 

36.0 57.5 

35.5 57.0 

35.0 56.0 

34.5 55.0 

34.0 54.5 

33.5 53.5 

33.0 53.0 

32.5 52.0 

32.0 51.0 

31.5 50.5 

31.0 49.5 

30.5 49.0 

30.0 48.0 

29.5 47.0 

29.0 46.5 

28.5 45.5 

28.0 45.0 

27.5 44.0 

27.0 43.0 

26.5 42.5 

26.0 41.5 

25.5 41.0 

25.0 40.0 

24.5 39.0 

24.0 38.5 

23.5 37.5 

23.0 37.0 

22.5 36.0 

22.0 35.0 

21.5 34.5 

21.0 33.5 

20.5 33.0 

20.0 32.0 

19.5 31.0 

Bank Holiday Leave in Hours  = Weekly Contracted Hrs x No. of Days Entitlement 
5 
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Appendix B – Agenda For Change (Continued): Calculation 
of Bank Holiday Entitlement 

Weekly basic 
contracted hours 

Hourly bank holiday entitlement for full 
leave year (8 Bank Holidays) 

19.0 30.5 

18.5 29.5 

18.0 29.0 

17.5 28.0 

17.0 27.0 

16.5 26.5 

16.0 25.5 

15.5 25.0 

15.0 24.0 

14.5 23.0 

14.0 22.5 

13.5 21.5 

13.0 21.0 

12.5 20.0 

12.0 19.0 

11.5 18.5 

11.0 17.5 

10.5 17.0 

10.0 16.0 

9.5 15.0 

9.0 14.5 

8.5 13.5 

8.0 13.0 

7.5 12.0 

7.0 11.0 

6.5 10.5 

6.0 9.5 

5.5 9.0 

5.0 8.0 

4.5 7.0 

4.0 6.5 

3.5 5.5 

3.0 5.0 

2.5 4.0 

2.0 3.0 

1.5 2.5 

1.0 1.5 

0.5 1.0 

Bank Holiday Leave in Hours  = Weekly Contracted Hrs x No. of Days Entitlement 
5 
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Appendix C – Indicative Recognised NHS Employers List 

NOTE:  This list is not exhaustive 

NHS Employers 

England 

 All Special Health Authorities  

 NHS England 

 Health Development Agency 

 National Institute for Health & Clinical Excellence 

 National Treatment Agency 

 NHS Foundation Trusts 

 NHS Trusts 

 Clinical Commissioning Groups 

 

Northern Ireland 

 Agencies 

 Health Boards 

 HSS Trusts 

 

Scotland 

 Health Boards 

 NHS 24 

 NHS Education for Scotland 

 NHS Trusts 

 Primary Care Trusts 

 Special Health Boards 

 

Wales 

 Local Health Boards 

 NHS Trusts 
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Appendix D - Extended Annual Leave Request Form 

 

Extended Annual Leave Request Form 

(For use when leave is requested for three weeks or more) 

 

Name ………………………………………………………………………………… 

Dept ……………………………………………Date ………………………………. 

 

I wish to request a period of extended annual leave for ……. days from  

…………………………………. to ……………………………… (insert dates). 

The reason for my request  is………………………………………………........ 

............................................................................................................................ 

............................................................................................................................ 

............................................................................................................................ 

Line Manager: 

Request for extended annual leave agreed / declined (delete as appropriate) 

Reason for refusal: …………………………………………………………………………… 

…………………………………………………………………………………………….......... 

…………………………………………………………………………………………………... 

…………………………………………………………………………………………………... 

…………………………………………………………………………………………………... 

Date:                                                   Signed: 

Retain on Employee’s Personnel File. 

 


