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1. Introduction 

1.2. This document sets out Northern Devon Healthcare NHS Trust’s system for 
managing Annual Leave for senior medical and dental staff. 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. Conditions and principles 

2.1. The purpose of this document is to ensure adherence to good practice in the 
management of staffs statutory and contractual annual leave entitlements.  
This policy applies to all Trust Medical and Dental staff as follows: 

 Consultants and honorary consultants (who for the purposes of this 
document will be referred to as ‘consultants’).  

 Specialty Grade Doctors (which includes Associate Specialists & 
Speciality Staff Grades). 

2.2. This is regardless of the number of Programmed Activities (PA’s) or sessions 
or their actual place of work.   

2.3. This policy is for senior medical staff on both contracts i.e. the new consultant 
contract implemented in October 2004 and the old contracts for consultants 
and the new Specialty Grade contract implemented in 2008.  Activities are 
described as Programmed Activities (PA’s) for staff on the new consultant and 
SAS contracts and are equivalent to 4 hours.  

2.4. 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 each groups Terms and Conditions of Employment.  

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 leave year, which runs from the anniversary of 
their appointment to the Trust. 

Bank / Public Holidays  

3.2. In addition to the basic annual leave entitlement, employees are entitled to a 
Bank/Public Holiday allowance. There are 8 recognised Bank/Public Holidays 
in the leave year (See Section 7.3).  Entitlement to public holidays, on joining 
the Trust, will be based on the number remaining in the current year and will 
be prorated for part time staff (less than 10 PA’s).  
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Statutory days 

3.3. The leave entitlement of staff in regular appointment includes two statutory 
days that may be added to the annual leave allowance and are in addition to 
public holidays (pro-rata for part-time). Staff employed at the Trust before 
April 2002 are entitled to 3 statutory days.  

Medical certification / fit note 

3.4. 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 

3.5. 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). 

Reckonable Service 

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

4. Responsibilities 

Role of the lead clinician (or nominated deputy) 

4.1. The Lead Clinician is responsible for: 

 Ensuring that staff are made aware of this Annual Leave policy and their 
responsibility to comply with the relevant request timescales. 

 Authorising / declining annual leave requests in line with the needs of the 
service in a timely manner. 

 Informing the Divisional Director of all authorised leave requests. 
 Ensuring that staff book annual leave throughout the year and in line with 

the relevant percentages within the policy. 
 Informing the Medical Staffing  Department of all authorised periods of 

annual leave so that a central record can be maintained (or if on 
Healthroster booking this directly via Employee online). 

Role of Divisional Director (or nominated deputy) 

4.2. The Divisional Director  is responsible for: 

 In conjunction with the Lead Clinician, locally determining the maximum 
number of clinicians that may be on annual leave at any one time. 

 As required, supporting the Lead Clinician in authorising / declining annual 
leave requests in line with the needs of the service. 
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 Proactively managing requests for Locum cover, when the Lead Clinician 
has been unable to secure internal cover for an annual leave request. 

Role of Medical Staffing Department 

4.3. 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. 

 Advising the Lead Clinician of revisions to annual leave entitlements in line 
with length of service uplifts and any contractual changes (e.g. reduction 
of contractual hours, flexible working pattern (part time, condensed hours) 
etc). 

 Updating Healthroster leave thresholds and monitoring carry-over of 
annual leave from one leave year to the next.  

Role of Medical and Dental Staff 

4.4. Staff are responsible for: 

 Ensuring that the information contained on their annual leave card, 
(whether hardcopy or electronic if on Healthroster), with regards length of 
service entitlements, contracted hours and any flexible working patterns is 
correct and if not, to make their Lead Clinician and DGM 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 Lead Clinician (or nominated deputy). 

 Providing appropriate medical certification to evidence sickness during a 
period of annual leave, should they wish to reclaim the annual leave 
entitlement. 

 Ensure they take their annual leave entitlement in the year and throughout 
the year, in line with the percentages detailed in this policy. 

5. Annual Leave Year 

5.1. The leave year for all Medical & Dental staff will normally run from the 
anniversary of the appointment.   

6. Basic entitlement provisions 

Basic provision 

6.1. The basic annual leave provisions are detailed in Table 1 below and in the 
worked examples in section 6.5.   
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Normal working week 

6.2. A week, for the purposes of annual leave entitlement, consists of whatever 
constitutes the member of staff’s normal working week.  Where it is difficult to 
account for leave in weeks it may be more straightforward to calculate leave 
on a PA basis rather than by days or weeks. 

Direct clinical care PAs and SPAs 

6.3. Direct clinical care PAs and SPAs should be taken as leave in the same 
proportions as allocated in the job plan. Bank holidays are fixed and are in 
addition to the above entitlement. 

Complicated rota’s and on-call arrangements 

6.4. It is recognised that some areas may have particularly complicated rota’s and 
on-call arrangements in operation and therefore may require additional annual 
leave guidance / calculators.  It is expected that such specific arrangements 
should be well documented and agreed with the relevant Lead Clinician and 
DGM. 

Table 1 

Grade 
On 

Commencement 
After 2 years 

After 7 or 
more years 

Statutory Days 

Pre 
April  
2002 

Post 
April 
2002 

New 
Consultant 

contract 

Six Weeks (30 
days or equivalent 

contracted 
sessions/PA’s) 

Six weeks 
Six weeks + 

2 days 
From 1.4.05 

3 2 

Specialty 
Grade 

Doctors 
(Associate 
Specialist) 

Six Weeks (30 
days or equivalent 

contracted 
sessions/PA’s) 

Six Weeks 

Six Weeks 
+2 days 

from 
01/04/17*1 

3 2 

Specialty 
Grade 

Doctors 
(Staff 

Grade) 

Five Weeks (25 
days or equivalent 

contracted 
sessions/PA’s) 

Six Weeks 

Six Weeks 
+2 days 

from 
01/04/17* 

3 2 

Specialty  Six Weeks (30    2 

                                                

1
 Following LNC negotiations in March 2017 it was agreed to bring SAS annual leave entitlement in 

line with Consultant leave entitlement after 7 years’ service in the grade.  This increase will be applied 
pro-rata from 1

st
 April 2017. 
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Grade 
On 

Commencement 
After 2 years 

After 7 or 
more years 

Statutory Days 

Pre 
April  
2002 

Post 
April 
2002 

Trainee 
ST3 and 
above) 

days)) 

Specialty  
Trainee 
(ST) or 
Core 

Trainee 
(CT) 

Five Weeks (25 
days) 

   2 

F2 
Five Weeks (25 

days) 
   2 

F1 
Five Weeks (25 

days) 
   2 

 

Worked example 

6.5. Worked example for calculation of leave entitlement based on contractual 
PA’s.  Leave should be taken based on what would have been worked had 
the member of staff not been on annual leave. 

6.6. - E.G. A Consultant (on the new contract and with less than 7 years seniority) 
is employed on an 11 PA contract and is entitled to 6 weeks annual leave + 2 
statutory days = 32 days (equivalent to 66 PA’s plus the 2 statutory days (2.2 
PA’s)).  They request to book 2 weeks leave.  The first week falls on a week 
they are rota’d to work 12 PA’s and the second week when they were due to 
work 8 PA’s.  The total annual leave entitlement to be used is therefore 12 + 8 
= 20 PA’s.  They then decide to extend their annual leave by one day, on 
which they were due to work 3 PA’s.  The total annual leave therefore used is 
20+3 = 23 PA’s. 

Part time staff entitlement 

6.7. Entitlement for part time members of staff is prorated and should be 
expressed in PA’s   (i.e. For a member of staff working 5 PA’s a week they 
would receive 6 x 5 = 30 PA’s annual leave entitlement on commencement).  

Statutory days 

6.8. The leave entitlement of staff in regular appointment includes two statutory 
days that may be added to the annual leave allowance and are in addition to 
public holidays (pro-rata for part-time). Staff employed at the Trust before 
April 2002 are entitled to 3 statutory days.  
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Proportional impact of leave 

6.9. Consultants and specialty grade doctors should aim to take their leave to 
impact proportionately on their DCC and SPA activities. 

7. Bank Holiday Entitlements 

Bank/Public holiday entitlement 

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

Pro-rata for less than 5 days 

7.2. Part-time staff and staff who work their hours over less than 5 days are 
entitled to a pro-rata Bank/Public holiday allowance.  

Recognised Bank/Public holidays 

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* 

7.4. * 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). 

Bank/Public holidays per leave year 

7.5. 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 
Bank/Public holidays. 

Time off in lieu 

7.6. Staff that, in the course of their duties, are required to be present in the 
hospital or other place of work between the hours of midnight and 9am on the 
statutory or public holiday should receive a day off in lieu.  The taking of time 
off in lieu must follow normal approval and recording processes.   
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On call duty remuneration 

7.7. On call duties are remunerated separately and are therefore excluded from 
the above arrangement. 

8. Total holiday entitlements 

8.1. The Medical Staffing department will confirm annual leave entitlement on 
appointment and this will be managed through Healthroster.  The employee is 
responsible for checking the leave entitlements recorded for them.  Any 
queries should be raised immediately if the employee disagrees, or is unsure 
of, the amount recorded. 

9. Calculation of reckonable service 

9.1. For the purposes of determining entitlements to long service annual leave a 
member of staffs total aggregated NHS service is used. This essentially 
means that if a member of staff 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 3 years, left for 2 years and re-joined 3 years ago, their 
total service for annual leave purposes would be 6 years and not 8 years. 

10. Entitlement on joining 

Annual leave entitlement 

10.1. All new members of staff will be entitled to annual leave in the year of joining 
the Trust, on a pro-rata basis. 

Bank Holiday entitlement 

10.2. Bank Holiday entitlement will be prorated based on the number of Bank 
Holidays remaining in the leave year (i.e. if only Christmas Day, Boxing Day 
and New Year’s Eve remaining they would receive 3/8ths of their bank holiday 
entitlement). 

Calculating annual leave entitlement 

10.3. 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. Staff 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. 

10.4. Staff annual leave entitlements must reflect their normal working week.  
Where it is difficult to account for leave in weeks it may be more 
straightforward to calculate leave on a Programmed Activities (PA) basis 
rather than by days or weeks. 
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Proportional effect of taking leave 

10.5. Annual leave periods should reflect the proportion of direct clinical care, 
supporting programmed activities or other commitments within the doctor’s job 
plan.  Particular care should be taken when leave is taken in single days to 
ensure that there is not a disproportionate effect on any one activity e.g. 
infrequent clinics, theatre lists or meetings  

11. Entitlement on leaving 

11.1. Staff who leave the Trust will receive 1/12th of their annual leave entitlement 
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. 

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 packet. 

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

12. Staff who change entitlement part year 

12.1. Staff whose entitlement changes part way through a leave year by reaching a 
long service threshold (2 or 7 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.  

12.2. The policy of the Trust is that where entitlements change part way through a 
month the employee should not lose out significantly. 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. 

13. Entitlement on Changing Contracted Sessions / PA’s 

13.1. Where staff change their contracted sessions/PA’s this will result in a re-
calculation of their annual leave entitlement based on completed months on 
the new and the old contracted sessions/PA’s to give the full year entitlement 
effective from the date of change in circumstance.  
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14. Carry Over of Leave 

14.1. It is good practice for the well-being of the doctor and the needs of service 
that annual leave is spread throughout the leave year. Therefore medical and 
dental staff are normally expected to use their full annual leave entitlement 
within their leave year.  

14.2. Subject to the needs of the service up to one working week of annual leave     
may be carried forward on application to the Lead Clinician and General 
Manager and taken in the next leave year.  This may only be exceeded in 
exceptional circumstances.  

15. Long Term Sickness Absence  

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

15.2. 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. 

16. Sickness Occurring During Annual Leave or Bank 
Holidays 

16.1. 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. 

16.2. 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 
medial certificate will be required in order for this to happen, along with the 
employee notifying their Lead Clinician and/or DGM on the first day of 
sickness. 

16.3. 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 
normal working week. 

17. Sickness and Maternity Leave 

17.1. Staff should refer to the Trust’s Maternity leave and Pay policy for guidance 
around sickness and maternity leave. 

http://ndht.ndevon.swest.nhs.uk/policies/?p=2089
http://ndht.ndevon.swest.nhs.uk/policies/?p=2089
http://ndht.ndevon.swest.nhs.uk/policies/?p=2029
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18. Planning Annual Leave 

18.1. It is recommended that staff plan their annual leave and have taken a 
percentage of their annual leave by certain parts of the leave year, as follows; 

 

19. Cover Arrangements 

19.1. Individual staff are responsible for ensuring that there are adequate 
arrangements to cover emergency duties in their absence.  This includes the 
handing over of seriously ill patients or those who have undergone surgery 
whose changing condition may require clinical intervention. 

19.2. Where practicable, staff are expected to cover for the absence of their 
colleagues. In practice this will mean for the majority of areas, staff providing 
prospective cover for annual leave and short-term sickness. This may require 
staff to swap their on-call duties with those of colleagues when they wish to 
take annual leave.  

20. Requesting Annual Leave 

20.1. Staff should not book or commit to travel arrangements before their leave is 
authorised.  

20.2. In no circumstances would the Trust be responsible for any losses, direct or 
consequential, should a member of staff fail to comply with this requirement if 
annual leave has not been authorised. 

20.3. The Trust reserves the right to require that leave is organised by mutual 
agreement by medical and dental staff at periods of high demand, such as 
school and religious holidays. 

20.4. Where possible, dates for annual leave should be discussed at the annual Job 
Plan review with arrangements for work to be done in his or her absence 
incorporated into the job plan. Alternatively, annual leave should be 
requested, negotiated and approved in advance to avoid disruption to 
patients, in accordance with the table below:- 

 

Time through the leave year Annual leave to be taken 

By six months into the leave year (50%) 40% 

By nine months through the leave year (75%) 75% 

By the end of the leave year (100%) 100% 
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Grade Required notice period 

New Consultant contract Eight weeks 

Specialty Grades (Associate 
Specialist & Staff Grades) 

Six Weeks 

Junior Doctors Six Weeks 

 

20.5. If a request for annual leave is made with less than the specified notice 
period, this must be made directly to the Lead Clinician and General Manager.  
Requests will only be approved in exceptional circumstances as short notice 
cancellations of clinical commitments adversely affect patients and impact 
upon supporting staff resources. 

20.6. The process for requesting, approving and recording annual leave is outlined 
on the flowchart in Appendix A and a Leave Request Form, which 
departments will need to adopt, can be found in Appendix B. 

20.7. In reaching a decision on whether absence can be granted all parties will take 
into consideration the ability to provide and maintain safe and essential 
services as well as the health and well-being of the employee. 

20.8. A local agreement will be made between the Lead Clinician, General Manager 
and the Department on the maximum number of senior medical staff away on 
annual leave at any one time in order to manage the safe and efficient 
delivery of the service. 

20.9. Where staff 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 C. 

21. References 

 Working Time Regulations, 1998 
 Terms and Conditions Consultants (England) (pre 2003) 
 Terms and Conditions Consultant (England) (2003) 

 

22. Associated documentation 

 Formal review procedure (Grievance / Dispute) 
 Maternity leave and Pay Policy 
 Sickness Absence Management Policy 
 Special Leave Policy 

 

http://ndht.ndevon.swest.nhs.uk/policies/?p=1997
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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23. Equality Impact Assessment  

23.1. The author must include the Equality Impact Assessment Table and identify 
whether the policy has a positive or negative impact on any of the groups 
listed.  The Author must make comment on how the policy makes this impact.  

Table 1: Equality impact Assessment 

Group 
Positive 
Impact 

Negative 
Impact 

No 
Impact 

Comment 

Age   x  

Disability   x  

Gender   x  

Gender Reassignment   x  

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

  x  

Pregnancy   x  

Maternity and 
Breastfeeding 

  x  

Race (ethnic origin)   x  

Religion (or belief)   x  

Sexual Orientation   x  
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Appendix A: Medical Staff Annual Leave Approval and Recording Control Process 
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Annual Leave Notification Requirements 

 For consultants on the new consultant contract, 8 weeks notice must be given. 

 For consultants on the old consultant contract, 6 weeks notice must be given. 

 For all other medical staff, 6 weeks notice must be given. 

Request for Annual Leave completed and submitted to Lead Clinician via hardcopy Annual Leave Card 
or Healthroster employee online.  A sample Leave Request Form is also contained within Appendix B 

which departments may wish to adopt. 

Lead Clinician (or nominated deputy) to assess annual leave request and 

approve / turn-down within 1 week. 

Request not approved. 
(The reason for leave not approved 

must be given). 

Request approved 

Lead clinician to assess whether the leave can be covered internally? 

Yes 

 

Lead clinician to confirm internal 
cover arrangements 

Lead clinician to notify DGM and 
HR of confirmed leave 

HR to keep central record of all 

annual leave booked* 

HR to email notification cascade 

NOTE: Requests for short notice compassionate / special leave should be submitted to the 
Lead Clinician as soon as is reasonably practicable. The cover and notification to Divisional 

Director / HR processes remain as above 

* A central record is held by HR on Healthroster  and can be referred to by the Lead Clinician / 
Divisional Director as required.  As Specialities move onto Healthroster this information will be 

maintained electronically within this system as the central record 

No 

 

Locum request submitted to DGM for 
approval 

Locum request approved? 

No Yes 

Approved Locum request sent to Medical 
HR 

Locum booked 
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Appendix B: Annual Leave Form 

(For use when less than three weeks annual leave is requested) 
 
Annual Leave Request Form for Medical Staff 
 

A. Summary 

Name  

Dates of annual leave From  To  

Number of leave days 
requested 

 
Leave 
balance 

 

Date form completed  
 
 

B. Activities which will be affected 
Week 1 

 Mon Tues Weds Thurs Fri Sat Sun 

Date*        

AM*        

Cover?**        

PM*        

Cover?**        

On Call*        

Cover?**        

 
Week 2 

 Mon Tues Weds Thurs Fri Sat Sun 

Date*        

AM*        

Cover?**        

PM*        

Cover?**        

On Call*        

Cover?**        

* The doctor requesting leave should enter clinic code, theatre or admin for each day of planned leave 
** The timetabling team are responsible for completing these boxes with the initials of the doctor 
covering activity or CANCEL or REDUCE if activity is to be cancelled or reduced 

 
C. Resource implications (To be completed by Timetabling Team) 

NAMES OF OTHER STAFF ON LEAVE 
AT SAME TIME? 

 

 
OUTCOME (Circle as appropriate) 

 
Approved 

 
Declined 

Deferred to lead 
clinician/clinical director 

Authorising Signature (Clinical 
Director/Lead Clinician and/or directorate 
general management) 
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Appendix C: 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………………………………………………........ 

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

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

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

Clinical Lead: 

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

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

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

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

Date:                                                   Signed: 

Divisional Director: (agreed/declined) 

Date:                                                   Signed: 

 

Please retain on employees Personnel File 
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