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1. [bookmark: _Toc89171342][bookmark: _Toc89172303]


2

2. [bookmark: _Toc89173701][bookmark: Introduction]Introduction

This policy sets out employees’ entitlements to annual leave and the rules on taking annual leave. Health Education Improvement Wales (HEIW) views annual leave as an entitlement, which is an important part of the 1998 Working Time Regulations and in achieving a healthy work life balance.  Annual Leave should be taken by all employees to assist them to achieve a balance between their work and home life.  

It is important that employees are not working for long periods of time without a meaningful break and employees are encouraged and will be supported by managers and HEIW to take leave at regular intervals.

It is also recognised that annual leave is granted subject to the business needs of the service and that annual leave requests may be declined.  In exceptional situations, an employee may be asked not to take previously agreed annual leave. 

It recognises that the effective management of annual leave by individual employees and line managers is essential to the health, safety and well-being of our employees and the ability of HEIW to continue to deliver high quality services which meet the requirement of its service users.

For staff on Agenda for Change terms and conditions of service section 13 of the NHS Terms and Conditions of Service Handbook will apply, for Medical and Dental staff the relevant terms and conditions of service handbook will apply.

3. [bookmark: _Toc89171343][bookmark: _Toc89172304][bookmark: _Toc89173702][bookmark: Purpose]Purpose

The policy aims to ensure that all staff understand their annual and bank (public) holiday leave entitlements and that these are taken in full, at regular intervals, by all employees; and that they are managed consistently throughout the organisation.

The aim of this policy is to provide guidance on how to manage annual leave and bank holiday entitlements appropriately and correctly. The policy ensures that all staff are aware of their annual leave entitlement and how it is calculated, ensuring annual leave is allocated fairly and consistently considering HEIWs service provision. It also sets out the procedure that should be followed when requesting annual leave and booking Bank Holidays. In addition, the policy describes the process to be followed when transferring or leaving the organisation, the provisions relating to the carrying over of annual leave whilst off work on maternity leave or long-term sickness absence.  

It recognises the importance of manager awareness in relation to annual leave entitlements and how to calculate them for their workforce and to ensure that business needs are considered when approving annual leave.

4. [bookmark: _Toc89171344][bookmark: _Toc89172305][bookmark: _Toc89173703]Scope

This policy provides a uniform and equitable approach to the management of annual leave and Bank Holiday entitlements for all staff employed within HEIW under Agenda for Change and Medical and Dental Terms and Conditions of Service. It also demonstrates HEIW’s commitment to fulfilling its duty of care to protect the health, safety, and well-being of its employees. It does this by establishing a clear framework for the management of annual leave entitlements.

Our staff who remain subject to Cardiff University terms and conditions of service following the TUPE transfer will continue to receive their annual leave entitlement in line with Cardiff University Terms and Conditions of Service and subject to the Cardiff University annual leave policy. Employees covered under TUPE terms and conditions should refer to their contract and the Cardiff University Annual Leave Policy to confirm the details of their annual leave entitlement.

Leave requests will be considered fairly, promptly, and consistently and every effort will be made to agree leave requests, subject to reasonable notice and operational requirements.

5. [bookmark: _Toc89171345][bookmark: _Toc89172306][bookmark: _Toc89173704]Definitions

5.1. [bookmark: _Toc89172307][bookmark: _Toc89173705]Annual Leave Year
 
The annual leave year will normally run from 1st April to 31st March for all staff groups covered by the Agenda for Change Terms and Conditions of Service.  Staff employed on Medical & Dental Terms and Conditions of Service should check their contract for confirmation of their leave year.

5.2. [bookmark: _Toc89172308][bookmark: _Toc89173706]Annual Leave Entitlements and Taking Annual Leave

Annual leave entitlement for staff on Agenda for Change terms and conditions of service will be:

	Length of Service
	Annual leave and general public (Bank) holidays

	On appointment
	28 days + 8 days

	After 5 years’ service 
	30 days + 8 days

	After 10 years’ service
	34 days + 8 days



This includes an additional day’s annual leave granted to staff in NHS Wales.

Part-time employees will be entitled to a pro-rata share of the whole-time equivalent annual leave and bank holiday entitlement.

Staff on Medical and Dental Contracts of Employment will be entitled to annual leave in accordance with the relevant Medical and Dental terms and conditions handbook and as detailed in their contract of employment.

Details of annual leave entitlement are contained in Appendices 1,2 & 3.

All employees are required to book and take their annual leave in hours. Their leave application must be based on the actual hours due to be worked on the day they are booking as annual leave.  Annual leave can only be booked in full or half days, based on the individual’s normal working day.

5.3. Entitlement on joining.
 
All new members of staff will be entitled to annual leave plus Bank Holidays in the year of joining the NHS, on a pro-rata basis, if joining part way through the leave year.
 
Annual leave entitlement for part years will be pro rata to the number of days remaining in the leave year they join in.

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.

5.4. Entitlement on changing contracted hours.
 
Where staff change their contracted hours, this will result in a re-calculation of their annual leave entitlement based on the number of days on the new and the old, contracted hours to give the full year entitlement.

6. Bank Holidays

Bank Holidays are also referred to as general public holidays, and there are normally 8 Bank Holidays in a normal leave year from 1st April to 31st March.

The 8 Bank Holidays in the year are:

	Christmas Day  
	Boxing Day  
	New Year’s Day  

	Good Friday  
	Easter Monday  
	May Day  

	Spring Bank Holiday 
	August Bank Holiday 
	 







Full time staff will be entitled to all 8 Bank Holidays in the leave year.  Part time staff are entitled to Bank Holidays pro rata to the full-time allowance.

To ensure consistency and equal allocation of bank holidays for all employees, HEIW converts this element of leave into hours which are then added to an employee’s overall annual leave entitlement. 

Staff scheduled to work on a Bank Holiday should deduct the number of hours they were due to work from their leave entitlement.  It is good practice to deduct leave for Bank Holidays at the start of the leave year.

Any member of staff who works on a bank holiday on a voluntary basis, may be entitled to paid overtime or time off in lieu (TOIL). They are not however, entitled to an additional day off in lieu, as this day is already added into their annual leave / bank holiday entitlement and can therefore be taken off on an alternative date.

The Bank Holiday entitlement may vary each year depending on when they fall and therefore will be calculated accordingly.  On occasions the Easter bank holiday dates may fall in the same annual leave year, resulting in one year having more bank holidays than the statutory 8 days and the next one having less.  When this happens the Bank Holiday entitlement will be adjusted to take account of the number of Bank Holidays in the leave year.

Additional Bank Holidays may be granted, and where this happens annual leave entitlements will be amended to reflect the granting of additional bank holidays.

For medical and dental staff whose annual leave year does not run from 1st April to 31st March will be entitled to the number of Bank Holidays that fall within their leave year.

[bookmark: _Toc89173724]5.1 Bank Holidays Falling on Saturday or Sunday

When any of the Christmas/New Year Bank Holidays fall on a Saturday or Sunday the Bank Holiday will take place on the next working day.

7. [bookmark: _Toc89171346][bookmark: _Toc89172310][bookmark: _Toc89173708]Roles and Responsibilities

7.1. [bookmark: _Toc89172311][bookmark: _Toc89173709]Employee Responsibilities

Employees are responsible for:

Ensuring that their annual leave is planned and taken at regular intervals throughout the leave year to ensure regular breaks from work, to support their own physical and mental wellbeing.

Ensuring that where they have irregular working patterns or have more than one post, there is not a disproportionate taking of annual leave on particular days or one of their roles.

Requesting annual, via ESR, providing a minimum of 72 hours’ notice prior to taking leave. In exceptional circumstances shorter notice periods may be approved by departmental managers.  Not all staff have access to ESR for booking annual leave and in such circumstances alternative arrangements should be made for recording annual leave.

Ensuring that, in exceptional circumstances, where the provision of notice has not been possible, ESR should be completed and authorised within 72 hours of the employee’s return to work.

Bank Holidays are included in all employee's annual leave entitlement balances. Therefore, any bank holidays not worked (that fall on an employee’s normal working day) must be booked off as leave on ESR, in the same way as annual leave.

Employees in HEIW would not normally be expected to work on Bank Holidays and any member of staff working on a Bank Holiday should only do so with the prior permission of their line manager, including agreement on how the accrued time will be taken.

7.2. [bookmark: _bookmark5][bookmark: _Toc89172312][bookmark: _Toc89173710]Managers Responsibilities

Managers are responsible for:

Ensuring that employees are effectively planning their annual leave, so that they do not run out part way through the year or have excessive leave to take towards the end of the leave year. 

Calculating the annual leave entitlement for those staff employed on part-time contracts and where staff changes require annual leave to be recalculated.

Working with employees to ensure that they appropriately manage their annual leave throughout the leave year, ensuring that they take their requested and authorised annual leave balanced across the year. This is to support their physical and mental wellbeing.

Checking that where a bank holiday(s) falls on an employee’s normal working day and they are not required to work it, that the leave has been requested and approved.

Managers must approve annual leave requests when an employee submits it through ESR. Until leave is approved on ESR it will not be deducted from the employee’s annual and bank holiday leave total, resulting in an inaccurate entitlement.  Where staff do not have access to ESR for booking annual leave putting alternative arrangements in place to record annual leave.

Ensuring that where staff have irregular working patterns or have more than one post, there is not a disproportionate taking of annual leave on particular days or one of their roles.

8. [bookmark: _Toc89172314][bookmark: _Toc89173712]Calculation of Annual Leave/Bank Holidays

Annual Leave and Bank Holiday entitlements are set out in Appendix 1. An annual Leave calculator is available All Wales guidance - calculation of Annual leave_0.pdf (nhsconfed.org)

The bank holiday annual leave entitlement for employees on NHS Terms and Conditions of Service are set out in Appendix 1 & 2.  Annual leave entitlements for staff on Medical and Dental terms and conditions of service are contained in appendix 3.

9. [bookmark: _Toc89172317][bookmark: _Toc89173715]Transferring to another post within HEIW 

Subject to agreement between both managers, when transferring to another post within HEIW, both positive and negative annual leave balances will be carried with the individual when they transfer to another post within HEIW.

10. [bookmark: _Toc89172318][bookmark: _Toc89173716]Outstanding Leave on termination from HEIW

The manager will work with the employee to ensure that all outstanding annual leave is taken before their termination date, where possible.  Outstanding annual leave may be paid in accordance with terms and conditions of service.

Where service provisions, long term sickness or maternity leave prevent the employee taking their leave, HEIW will make a payment to the employee for outstanding leave due.  Further advice is available from the People and Facilities Management Team.

11. [bookmark: _Toc89173717]Carry Over of Annual Leave 

Staff can request to carryover up to 5 days annual leave (pro rata for part time staff) between leave years.  Any requests to carryover leave between leave years will require the approval of the appropriate Executive Director.  There is no automatic right to carryover annual leave and HEIW may suspend the option to request a carryover of annual leave following consultation with Staff Side.  The People and Facilities Management Team will confirm the arrangements for requesting carryover of annual leave annually.

HEIW may implement schemes to allow additional carryover of annual leave as a one off and/or in line with agreements across NHS Wales.

Employees cannot normally carry over a negative balance to the following year.  Borrowing annual leave from the next year to make up for having taken too much leave in the current year will require the authorisation of the responsible Executive Director.

12. Long Term Sickness and Annual Leave

Where staff return from long term sickness absence, they are expected to take any outstanding leave within the current leave year.  This should be managed carefully, taking account of the needs of the service and the practicalities of the employee being able to use up all of their entitlement in that leave year.

The provisions of the All Wales Managing Attendance at Work Policy will apply.
[bookmark: _Toc89172320][bookmark: _Toc89173719]
13. Sickness Occurring during Annual Leave	

When an employee falls sick during annual leave or on a public holiday, the provisions of the All Wales Managing Attendance at Work Policy will apply.

13 [bookmark: _Toc89173720]Annual Leave and Maternity/Shared Parental and Adoption Leave

Staff taking maternity leave, shared parental leave or adoption leave should refer to the HEIW Maternity, Adoption, New Parent Support and Shared Parental Leave Policy for details on how to manage annual leave during periods of absence.  Further advice can be sought from the People and Facilities Management Team.

14. [bookmark: _Toc89173721]Annual Leave Entitlement on Changing Contracted Hours

Where employees change their contracted hours, this will result in a re-calculation of their annual leave entitlement based on completed days on the old and new, contracted hours to give the full year entitlement. Depending on the change, the annual leave entitlement may go up or go down.  For staff on ESR the system will calculate this automatically, managers should however check the accuracy of this calculation.

If a reduction in contracted hours results in leave being overtaken, upon agreement with the individual this will either be deducted from the following years annual leave entitlement, a financial deduction made from their salary, or an agreement reached for the hours to be worked back.

15. [bookmark: _Toc89173727]Purchase of Annual Leave

HEIW operates an Annual Leave Purchase Scheme, which provides staff with the opportunity to apply to purchase additional annual leave, with the associated cost being deducted from their salary on a monthly basis, if approved.  Please refer to HEIW’s Purchase of Annual Leave Scheme.
[bookmark: _Hlk57812273]
16. [bookmark: _Toc89172321][bookmark: _Toc89173728]Implementation, monitoring, review, and distribution

This policy will be maintained and updated by the HEIW People and Facilities Management Team. HEIW will review the operation of the policy as necessary.  At a minimum, the policy will be reviewed at least every 3 years.

The policy will be available to employees via HEIW’s intranet site. Where employees do not have access to the intranet, their manager must ensure that they have access to a paper or electronic copy of this policy.

17. [bookmark: _Toc89172322][bookmark: _Toc89173729][bookmark: _Hlk54014289]Integrated Equality Impact Assessment (EqIA)

HEIW is committed to ensuring that, as far as is reasonably practicable, the way it treats its employees reflects their individual needs and does not discriminate against individuals or groups. 

HEIW has undertaken an Integrated Equality Impact Assessment (EqIA) and received feedback on this policy and the way it operates. HEIW wanted to know of any possible adverse or differential impact that this policy may have on any groups in respect of age, disability, gender identity; marriage (including same sex) or civil partnership, pregnancy and maternity issues, race, religion and or belief sexual orientation, transgender, carer, Welsh language, or other protected characteristics. 

In exploring these possible adverse or differential impacts HEIW acknowledge the intersectionality of individuals. Meaning that due regard has been given to the way in which power structures based on factors such as: age, disability, gender identity, sexuality, race, religion, belief or non-belief and religion interact with each other to create barriers of overlapping discrimination and disadvantage. 

18. [bookmark: _Toc89172323][bookmark: _Toc89173730]Getting Help

Further information and support are available from the People and Facilities Management Team.

19. [bookmark: _Toc89172324][bookmark: _Toc89173731]Related Policies 

· Purchase of Annual Leave Scheme
· All Wales Managing Attendance at Work Policy
· All Wales Special Leave Policy 
· HEIW Maternity, Adoption, New Parent Support Leave and Shared Parental Leave Policy
· NHS Terms and Conditions of Service Handbook
· Medical & Dental Terms and Conditions of Service Handbook



Appendix 1: AGENDA FOR CHANGE: ANNUAL LEAVE ENTITLEMENT FOR COMPLETE YEARS EXCLUSIVE OF HOLIDAYS

Formula: Weekly contracted hours/5 x no. of annual leave days’ entitlement. 

	WEEKLY BASIC CONTRACTED HOURS 
	ON APPOINTMENT 
	AFTER 5 YEARS’ SERVICE 
	AFTER 10 YEARS’ SERVICE 

	
	28 DAYS 
	30 DAYS 
	34 DAYS 

	HOURS 
	FTE 
	HOURS EQUIVALENT: 

	37.5 
	1.00 
	210.0 
	225 
	255.0 

	37.0 
	0.99 
	207.0 
	222 
	251.5 

	36.5 
	0.97 
	205.5 
	219 
	248.0 

	36.0 
	0.96 
	201.5 
	216 
	245.0 

	35.5 
	0.95 
	199.0 
	213 
	241.5 

	35.0 
	0.93 
	196.0 
	210 
	238.0 

	34.5 
	0.92 
	193.0 
	207 
	234.5 

	34.0 
	0.91 
	190.5 
	204 
	231.0 

	33.5 
	0.89 
	187.5 
	201 
	228.0 

	33.0 
	0.88 
	185.0 
	198 
	224.5 

	32.5 
	0.87 
	182.0 
	195 
	221.0 

	32.0 
	0.85 
	179.0 
	192 
	217.5 

	31.5 
	0.84 
	176.5 
	189 
	214.0 

	31.0 
	0.83 
	173.5 
	186 
	211.0 

	30.5 
	0.81 
	171.0 
	183 
	207.5 

	30.0 
	0.80 
	168.0 
	180 
	204.0 

	29.5 
	0.79 
	165.0 
	177 
	200.5 

	29.0 
	0.77 
	162.5 
	174 
	197.0 

	28.5 
	0.76 
	159.5 
	171 
	194.0 

	28.0 
	0.75 
	157.0 
	168 
	190.5 

	27.5 
	0.73 
	154.0 
	165 
	187.0 

	27.0 
	0.72 
	151.0 
	162 
	183.5 

	26.5 
	0.71 
	148.5 
	159 
	180.0 

	26.0 
	0.69 
	145.5 
	156 
	177.0 

	25.5 
	0.68 
	143.0 
	153 
	173.5 

	25.0 
	0.67 
	140.0 
	150 
	170.0 

	24.5 
	0.65 
	137.0 
	147 
	166.5 

	24.0 
	0.64 
	134.5 
	144 
	163.0 

	23.5 
	0.63 
	131.5 
	141 
	160.0 

	23.0 
	0.61 
	129.0 
	138 
	156.5 

	22.5 
	0.60 
	126.0 
	135 
	153.0 

	22.0 
	0.59 
	123.0 
	132 
	149.5 

	21.5 
	0.57 
	120.5 
	129 
	146.0 

	21.0 
	0.56 
	117.5 
	126 
	143.0 

	20.5 
	0.55 
	115.0 
	123 
	139.5 

	20.0 
	0.53 
	112.0 
	120 
	136.0 

	19.5 
	0.52 
	109.0 
	117 
	132.5 

	19.0 
	0.51 
	106.5 
	114 
	129.0 

	18.75 
	0.50 
	105.0 
	112.5 
	127.5 

	18.5 
	0.49 
	103.5 
	111 
	126.0 

	18.0 
	0.48 
	101.0 
	108 
	122.5 

	17.5 
	0.47 
	98.0 
	105 
	119.0 

	17.0 
	0.45 
	95.0 
	102 
	115.5 

	16.5 
	0.44 
	92.5 
	99 
	112.0 

	16.0 
	0.43 
	89.5 
	96 
	109.0 

	15.5 
	0.41 
	87.0 
	93 
	105.5 

	15.0 
	0.40 
	84.0 
	90 
	102.0 

	14.5 
	0.39 
	81.0 
	87 
	98.5 

	14.0 
	0.37 
	78.5 
	84 
	95.0 

	13.5 
	0.36 
	75.5 
	81 
	92.0 

	13.0 
	0.35 
	73.0 
	78 
	88.5 

	12.5 
	0.33 
	70.0 
	75 
	85.0 

	12.0 
	0.32 
	67.0 
	72 
	81.5 

	11.5 
	0.31 
	64.5 
	69 
	78.0 

	11.0 
	0.29 
	61.5 
	66 
	74.5 

	10.5 
	0.28 
	59.0 
	63 
	71.5 

	10.0 
	0.27 
	56.0 
	60 
	68.0 

	9.5 
	0.25 
	53.0 
	57 
	64.5 

	9.0 
	0.24 
	50.5 
	54 
	61.0 

	8.5 
	0.23 
	47.5 
	51 
	58.0 

	8.0 
	0.21 
	45.0 
	48 
	54.5 

	7.5 
	0.20 
	42.0 
	45 
	51.0 

	7.0 
	0.19 
	39.0 
	42 
	47.5 

	6.5 
	0.17 
	36.5 
	39 
	44.0 

	6.0 
	0.16 
	33.5 
	36 
	41.0 

	5.5 
	0.15 
	31.0 
	33 
	37.5 

	5.0 
	0.13 
	28.0 
	30 
	34.0 

	4.5 
	0.12 
	25.0 
	27 
	30.5 

	4.0 
	0.11 
	22.5 
	24 
	27.0 

	3.5 
	0.09 
	19.5 
	21 
	24.0 

	3.0 
	0.08 
	17.0 
	18 
	20.5 

	2.5 
	0.07 
	14.0 
	15 
	17.0 

	2.0 
	0.05 
	11.0 
	12 
	13.5 

	1.5 
	0.04 
	8.5 
	9 
	10 

	1.0 
	0.03 
	5.5 
	6 
	7.0 

	0.5 
	0.01 
	3.0 
	3 
	3.5 






Appendix 2 – Agenda for Change Bank Holiday Entitlement

AGENDA FOR CHANGE: CALCULATION OF BANK HOLIDAY ENTITLEMENT – (FOR 8 BANK HOLIDAYS IN A YEAR) Formula: Weekly contracted hours/5 x no. of Bank holidays

	WEEKLY BASIC CONTRACTED HOURS 
	HOURLY ENTITLEMENT FOR FULL LEAVE YEAR 
	HOURLY ENTITLEMENT ON 
EACH BANK HOLIDAY AS IT OCCURS 

	HOURS 
	FTE 
	(8 BANK HOLIDAYS) 

	37.5 
	1.00 
	60.0 
	7.5 

	37.0 
	0.99 
	59.0 
	7.4 

	36.5 
	0.97 
	58.5 
	7.3 

	36.0 
	0.96 
	57.5 
	7.2 

	35.5 
	0.95 
	57.0 
	7.1 

	35.0 
	0.93 
	56.0 
	7.0 

	34.5 
	0.92 
	55.0 
	6.9 

	34.0 
	0.91 
	54.5 
	6.8 

	33.5 
	0.89 
	53.5 
	6.7 

	33.0 
	0.88 
	53.0 
	6.6 

	32.5 
	0.87 
	52.0 
	6.5 

	32.0 
	0.85 
	51.0 
	6.4 

	31.5 
	0.84 
	50.5 
	6.3 

	31.0 
	0.83 
	49.5 
	6.2 

	30.5 
	0.81 
	49.0 
	6.1 

	30.0 
	0.80 
	48.0 
	6.0 

	29.5 
	0.79 
	47.0 
	5.9 

	29.0 
	0.77 
	46.5 
	5.8 

	28.5 
	0.76 
	45.5 
	5.7 

	28.0 
	0.75 
	45.0 
	5.6 

	27.5 
	0.73 
	44.0 
	5.5 

	27.0 
	0.72 
	43.0 
	5.4 

	26.5 
	0.71 
	42.5 
	5.3 

	26.0 
	0.69 
	41.5 
	5.2 

	25.5 
	0.68 
	41.0 
	5.1 

	25.0 
	0.67 
	40.0 
	5.0 

	24.5 
	0.65 
	39.0 
	4.9 

	24.0 
	0.64 
	38.5 
	4.8 

	23.5 
	0.63 
	37.5 
	4.7 

	23.0 
	0.61 
	37.0 
	4.6 

	22.5 
	0.60 
	36.0 
	4.5 

	22.0 
	0.59 
	35.0 
	4.4 

	21.5 
	0.57 
	34.5 
	4.3 

	21.0 
	0.56 
	33.5 
	4.2 

	20.5 
	0.55 
	33.0 
	4.1 

	20.0 
	0.53 
	32.0 
	4.0 

	19.5 
	0.52 
	31.0 
	3.9 

	19.0 
	0.51 
	30.5 
	3.8 

	18.75 
	0.50 
	30.0 
	3.75 

	18.5 
	0.49 
	29.5 
	3.7 

	18.0 
	0.48 
	29.0 
	3.6 

	17.5 
	0.47 
	28.0 
	3.5 

	17.0 
	0.45 
	27.0 
	3.4 

	16.5 
	0.44 
	26.5 
	3.3 

	16.0 
	0.43 
	25.5 
	3.2 

	15.5 
	0.41 
	25.0 
	3.1 

	15.0 
	0.40 
	24.0 
	3.0 

	14.5 
	0.39 
	23.0 
	2.9 

	14.0 
	0.37 
	22.5 
	2.8 

	13.5 
	0.36 
	21.5 
	2.7 

	13.0 
	0.35 
	21.0 
	2.6 

	12.5 
	0.33 
	20.0 
	2.5 

	12.0 
	0.32 
	19.0 
	2.4 

	11.5 
	0.31 
	18.5 
	2.3 

	11.0 
	0.29 
	17.5 
	2.2 

	10.5 
	0.28 
	17.0 
	2.1 

	10.0 
	0.27 
	16.0 
	2.0 

	9.5 
	0.25 
	15.0 
	1.9 

	9.0 
	0.24 
	14.5 
	1.8 

	8.5 
	0.23 
	13.5 
	1.7 

	8.0 
	0.21 
	13.0 
	1.6 

	7.5 
	0.20 
	12.0 
	1.5 

	7.0 
	0.19 
	11.0 
	1.4 

	6.5 
	0.17 
	10.5 
	1.3 

	6.0 
	0.16 
	9.5 
	1.2 

	5.5 
	0.15 
	9.0 
	1.1 

	5.0 
	0.13 
	8.0 
	1.0 

	4.5 
	0.12 
	7.0 
	0.9 

	4.0 
	0.11 
	6.5 
	0.8 

	3.5 
	0.09 
	5.5 
	0.7 

	3.0 
	0.08 
	5.0 
	0.6 

	2.5 
	0.07 
	4.0 
	0.5 

	2.0 
	0.05 
	3.0 
	0.4 

	1.5 
	0.04 
	2.5 
	0.3 

	1.0 
	0.03 
	1.5 
	0.2 

	0.5 
	0.01 
	1.0 
	0.1 






2

[bookmark: _Toc89171348][bookmark: _Toc89172325][bookmark: _Toc89173732][bookmark: _Hlk104370443]Appendix 3 – Medical & Dental Annual Leave Entitlement

	Grade
	Annual leave entitlement
	Notes

	Consultant (pre-2003 contract)
	6 weeks
	

	Consultant (2003 contract)
	6 weeks (+ 4 days in Wales)
	+ 2 extra days after 7 years in the grade in England and Northern Ireland

	Associate specialist (2008 contract)
	6 weeks (+ 4 days in Wales)
	Local agreements can be made for 2 extra days after 7 years in the grade

	Specialist (2021 contract)
	6 weeks
	In England and Northern Ireland, + 2 days which were previously counted separately as statutory days + 1 extra day after 7 years in the grade (unless local agreement for more is in place)

	Staff grade
	5 weeks for first 2 years; 6 weeks in subsequent years (both + 4 days in Wales)
	A newly appointed staff grade may be entitled to 6 weeks leave immediately if previous post carried 6 weeks entitlement

	Specialty doctor (2008 contract)
	5 weeks for first 2 years, except where the immediate previous post had 6 weeks entitlement, in which case 6 weeks applies. 6 weeks in subsequent years (all +4 days in Wales).
	In England and Northern Ireland, local agreement can be made for 2 extra days after 7 years in the grade. 6 weeks after 2 years in Wales.

	Specialty doctor (2021 contract)
	5 weeks for first 2 years, except where the immediate previous post had 6 weeks entitlement, in which case 6 weeks applies. 6 weeks in subsequent years (all +4 days in Wales).
	In England and Northern Ireland, + 2 days which were previously counted separately as statutory days + 1 extra day after 7 years in the grade (unless local agreement for more is in place)

	Junior doctors (2002 contract): StRs, StR(FT)s and SpRs on the 3rd or higher points of the payscale
	6 weeks (+3 days in Wales)
	Systems should be in place to monitor leave on an annual basis, rather than by each rotation only. Check with local employers how this is managed

	Foundation year 1, Foundation year 2  and StRs, StR(FT)s and SpRs on the minimum, 1st or 2nd points of the payscale
	5 weeks (+3 days in Wales)
	

	Junior doctors (2016 contract): on first appointment to the NHS
	27 days
	

	Junior doctors (2016 contract): after five years’ NHS service
	32 days
	

	Junior doctors (2016 contract): senior and clinical medical officers, hospital practitioners
	6 weeks
	



Medical and Dental Staff should check their contract of employment for their individual entitlement.

Annual leave should be converted into hours.

Title Policy		
Version xx xx/xx/2020 
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