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SUMMARY 

The Annual Leave Policy and Procedure has been developed to ensure effective 
management of annual leave.   The policy contains information relating to the process for 
requesting annual leave, who should be notified, who authorises the forms and where they 
should be sent on completion.   

1. INTRODUCTION 

1.1 For the purpose of this document the Lead Employer Organisations shall be referred 
to as Lead Employer Teams (LETs), the Host Educational Provider as the HEP, the 
latter includes NHS Trusts, GP Practices and any other accredited training 
organisations recognised by the North Western Deanery. 

1.2 Locally agreed processes for annual leave will be communicated to Doctors in 
Training by the HEP at induction. 

1.3 There will be an agreed limit on the numbers of staff normally away at any one time.  
This will be agreed within each HEP and notified to the Doctor in Training at the HEP 
induction. 

1.4 For annual leave to be granted, six weeks notice is usually required.  This is essential 
in order to minimise disruption to patients.  However, so long as leave will not 
prejudice the service, leave may be booked at shorter notice, providing this has been 
formally authorised in advance by the nominated HEP annual leave approver. 

1.5 Failure to provide sufficient notice of planned leave may mean annual leave will not 
be approved, particularly if colleagues working on the rota have already booked 
leave. 

1.6 All doctors in training must receive approval from the HEP annual leave approver as 
communicated at induction prior to taking annual leave. 

2 SCOPE 

2.1 This policy applies to all Doctors in training employed by the Lead Employer Teams 
in the North Western Deanery.  

3 AIM 

3.1 This policy aims to ensure consistency and fairness in relation to the requesting, 
reporting, authorisation and management of annual leave. 

4 RESPONSIBILITIES 

4.1 It is the responsibility of doctors in training to ensure the appropriate processes are 
followed in relation to the reporting/requesting and authorisation of annual leave 
within the agreed six weeks timescales prior to booking/taking annual leave.  Failure 
to adhere to the appropriate processes/procedure or refusing without justifiable 
reason to assist Management in implementing the requirements of this policy may 
result in disciplinary action being taken. 

4.2 It is the responsibility of the doctor in training to arrange prospective cover 
arrangements where this applies. 

4.3 It is the responsibility of the HEP to have appropriate systems in place for managing, 
recording and monitoring annual leave. 



4.4 It is the responsibility of the relevant nominated HEP annual leave approver to 
authorise or decline all requests for annual leave as appropriate. 

4.5 It is the HEPs responsibility to ensure requests for leave are treated fairly and 
equitably. 

4.6 It is the responsibility of the HEP to issue monthly absence returns to the LET by the 
ninth day of the following month. 

4.7 LETs are responsible for recording annual leave provided by the HEP onto ESR.    

5 ANNUAL LEAVE ENTITLEMENT 

5.2 CTs, LATs, FTSTAs, STs on 0, 1st or 2nd incremental points on their pay scale are  
entitled to annual leave with full pay at the rate of 5 weeks plus 2 statutory days a 
year (pro rata for LTFTT, see Appendix One). 

5.3 CTs, LATs, FTSTAs, STs on 3rd incremental point and above on their pay scale are 
entitled to annual leave with full pay at the rate of 6 weeks plus 2 statutory days a 
year (pro rata for LTFTT, see Appendix One). 

5.4 Doctors in Training are recommended to proportion and plan their annual leave 
entitlement per placement/rotation and within the annual leave year for the purposes 
of educational and staffing needs. 

5.5 Where a doctor in training, following approval from the NW Deanery and LET, 
changes their basic contract hours per week, this will result in a recalculation of 
Annual Leave and Public Holiday entitlement, from the date of amendment (see 
Appendix One). 

5.6 Working days with non-direct clinical care commitments form part of contracted hours 
and time taken on such days must be taken as annual leave and must not be used 
as a way to extend annual leave. 

5.7 It is expected when taking annual leave, the hours contracted as worked will 
constitute 1 week (usually 5 days), pro rata for LTFTT, of annual leave entitlement.  

5.8 Where the start date with the LET is between the 1st to the 16th, the month will be 
credited when calculating entitlement.  Where the start date with the LET is the 17th 
or later, that month will be excluded from the annual leave entitlement. 

6 ANNUAL LEAVE YEAR 

6.1 The annual leave year for Doctors in Training in the NWD is from 1st August to 31st 

July. 

6.2 The LETs expect within the annual leave year HEPs to provide Doctors in Training 
with the opportunity to take all their annual leave. Doctors in Training have a 
responsibility to ensure they take their entitlement to leave within the annual leave 
year.            

6.3 Doctors in Training are required to notify the HEP as soon as possible where it 
becomes apparent it is difficult to take annual leave due to staffing or service issues. 

6.4 Any leave not taken within the relevant leave year will not be routinely carried over 
into the subsequent leave year. The HEP in consultation with the LET will only agree 
the carryover of a maximum of five days annual leave inclusive of days in lieu of 
public holidays worked in very exceptional circumstances. 



6.5 Where annual leave requests overlap a period of rotation between two HEPs the 
Doctor in Training must ensure prior permission is authorised by representatives of 
both HEPs. 

7 PUBLIC HOLIDAYS 

7.1 The 8 public holidays (pro rata for LTFTTs, see Appendix One) within the year are: 

 New Year’s Day, Good Friday, Easter Monday, May Day, Late Spring Bank Holiday, 
August Bank Holiday, Christmas Day and Boxing Day. 

7.1.1 Depending upon whether the Easter Public Holiday falls within March or April, there 
can be a variation in the number of public holidays that fall within a financial leave 
year:  For example if 2 Easter Public Holidays fall within the same financial year, an 
entitlement of 10 public holidays will be applicable.  Subsequently, public holiday 
entitlement will be 6 days in the following annual leave year. 

7.1.2 When Christmas and New Year Holidays are at weekends, there are three cases 
which shall be treated as follows: 

a)  When 25th December and 1st January fall on a Saturday.  In this case 25th 
December and 1st January shall be treated as normal Saturdays and 26th December 
shall be treated as a normal Sunday.  Monday 27th December and Monday 3rd 
January shall be treated as paid public holidays instead of 25th December and 1st 
January respectively.  Tuesday 28th December shall be treated as a paid public 
holiday instead of Sunday 26th December. 
 
b)  When 25th December and 1st January fall on a Sunday.  In this case 25th 
December and 1st January shall be treated as normal Sundays.  Tuesday 27th 
December and Monday 2nd January shall be treated as paid public holidays instead 
on Sunday 25th December and Sunday 1st January respectively. 
 
c)  When 26th December falls on a Saturday.  In this case 26th December shall be 
treated as a normal Saturday.  Monday 28th December shall be treated as a paid 
public holiday instead of 26th December. 

7.2 If timetabled to work, undertake emergency duty on-call or on standby on a public 
holiday you will receive a day off in lieu. 

7.3 If in the course of duty you are required to be present at a training placement 
between the hours of midnight and 9.00 am on a public holiday then you will receive 
a day off in lieu. 

7.4 A day off in lieu of a worked public holiday must be taken at the earliest opportunity 
available and in most circumstances should be done so within four weeks of the 
original public holiday worked.  In exceptional circumstances it may prove impossible 
to take a day off in lieu of a worked public holiday as described above when a doctor 
is scheduled to rotate to a new placement within four weeks after the public holiday.  
In this situation, bearing in mind the needs of the service, a request can be made to 
the HEP to take a day off in lieu of a public holiday up to four weeks prior to working 
the public holiday.  Subsequently, should the rota change or the Doctor in Training be 
unable to work the public holiday for whatever reason, then, the day taken in lieu will 
be converted to an annual leave day and deducted from the annual leave 
entitlement.  If annual leave entitlement has been exhausted for the leave year, the 
HEP will contact the LET to deduct a day’s pay from salary.    



   7.5 Time off in lieu of worked public holiday can be added to an annual leave request to 
form a single block of leave in line with HEP approval.  

7.6 Payment for a day off in lieu of a worked public holiday will only be approved and 
paid by the HEP in very exceptional circumstances. 

7.7 Where a zero hours day falls on a public holiday. The public holiday is to be taken 
and the zero hours day is to be taken at a mutually agreeable time within the rota 
cycle as agreed by the HEP and the Doctor in Training. This is to ensure that the 
doctor's rota remains compliant with Working Time Regulations and the New Deal.  

7.7.1  If it is not possible for a zero hours day to be taken at a mutually agreeable 
time within the rota then the issue should be escalated to the LET by either 
the HEP or the doctor in training. 

7.7.2  If, despite escalation, a mutually agreeable time cannot be found then the 
doctor may raise a grievance with the LET (as per section 11.1). 

7.8 Provisions for the carryover of a day off in lieu of a worked public holiday from one 
leave year to the next leave year are detailed in section 6.4 of this policy.  

8 REQUESTING AND TAKING ANNUAL LEAVE 

 Needs of the Service 

8.1 The right to request and take annual leave at any particular time is to be balanced 
against the needs of the service and patient safety.  The timing of annual leave 
needs to be carefully planned to ensure continuity of care for patients and will only be 
granted if there is adequate staffing levels for the service in question.  HEPs must 
ensure there are sufficient numbers of medical staff at all grades to maintain the 
effective review and management of patients. 

 Timing of Requests for Annual Leave 

8.2 Annual Leave requests must be submitted using the local/departmental/HEP agreed 
annual leave request form. Annual leave requests must be submitted wherever 
possible at least six weeks prior to the planned commencement of leave. 

8.3 Where annual leave requests are for two days or less then, subject to the needs of 
the service, a minimum of one week notice may suffice. 

8.4 Where the leave is for more than two weeks, a notice period of 2 months is typically 
required, to ensure service needs are met.  It is recognised in some instances this 
may not be possible; therefore notice of less than 2 months will be considered on 
individual merit and service requirement. 

8.5 Unless in exceptional circumstances, no more than three consecutive weeks can be 
taken at any one time.  Requests to take more than three consecutive weeks will be 
subjected to review by the relevant Divisional and Clinical Director or nominated HEP 
Manager before approval can be given. 

8.6 Once annual leave has been confirmed and duly authorised, planned leave will 
stand.  Re-arrangement will require mutual agreement. 

8.7 Doctors in Training should not be prevented from submitting annual leave requests to 
HEPs prior to their commencement of training with the HEP, where the future rotation 
for the Doctor in Training is known. 





APPENDIX ONE 

ANNUAL LEAVE ENTITLEMENT FOR FULL TIME AND LESS THAN FULL TIME 
DOCTORS IN TRAINING EMPLOYED UNDER THE LEAD EMPLOYER ARRANGEMENT 
WITH THE NORTH WESTERN DEANERY 

Annual Leave calculated in DAYS based on salary points min – 02 

 Annual Leave 
Entitlement 
inclusive of 
statutory days  

6 Banks 
Holidays 
Whole Year 

8 Bank Holidays 
Whole Year 

10 Bank 
Holidays 
Whole Year 

24 hours 16 days 3 ½ days 5 days 6 days 

28 hours 19 days 4 days 5 ½ days 7 days 

32 hours 22 days 4 ½ days 6 days 8 days 

36 hours 24 days 5 days 7 days 9 days 

40 hours 27 days 6 days 8 days 10 days 

 

Annual Leave calculated in DAYS based on salary points 03 and above 

 Annual Leave 
Entitlement 
inclusive of 
statutory days  

6 Banks 
Holidays 
Whole Year 

8 Bank Holidays 
Whole Year 

10 Bank 
Holidays 
Whole Year 

24 hours 19 days 3 ½ days 5 days 6 days 

28 hours 22 days 4 days 5 ½ days 7 days 

32 hours 26 days 4 ½ days 6 days 8 days 

36 hours 29 days 5 days 7 days 9 days 

40 hours 32 days 6 days 8 days 10 days 

 




