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Annual Leave Policy 

Purpose 

The purpose of this policy is to implement a coordinated and uniform approach to the calculation and taking of 

Annual Leave which applies to all members of staff within the remit of their current contracts. 

Statement  

The Hospice supports the enhancement of a work-life balance for all staff where it is important to promote 

consistency and equality, ensuring that there is no discrimination or inequality which may affect one group to 

benefit less than other groups.  

Annual leave will be inclusive and pro rata of 8 bank holidays and will be accrued and taken in line with this 

policy so as to ensure that all staff whether part time or full time, flexible or non-flexible  have consistent and 

equal entitlements. 

Responsibilities 

Lines Managers must ensure that individual needs are balanced with service needs and ensure there is an agreed 

and clearly understood local process for applying and agreeing leave. Compliance will be the responsibility of all 

staff. 

1. Introduction 

1.1. The Hospice is committed to the principles of diversity, equality of treatment and equality of opportunity 

and believes that direct or indirect discrimination against any person is unacceptable. 

This policy aims to ensure that no employee receives less favourable treatment on the grounds of age, disability, 

religion or belief (or lack of religion or belief), gender, sexual orientation, marriage and civil partnership, 

transgender (gender reassignment), pregnancy and maternity or trade union membership, or is disadvantaged 

by any conditions or requirements which are not justified by the job. 

1.2. This policy covers all members of staff with the exception of medical staff who are covered under separate 

Terms and Conditions.  

1.3. The principles underlying this policy are to: 

• Support a positive and healthy work-life balance for staff 

• Promote consistency and equity across the organisation 

• To ensure that annual leave is accrued and taken in line with policy. 

• To ensure that individual needs are balanced with service needs. 

 

1.4. Staff should have the opportunity and be encouraged to take annual leave spread across the year. 

2. Annual Leave Year 

The annual leave year is 1 April to 31 March. 
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3. Taking Annual Leave 

3.1. Line Managers should ensure that staff are enabled to take their annual leave; however individuals have a 

responsibility to plan their annual leave and agree it with their manager. 

3.2 .Line Managers should ensure that all staff are aware of this policy and any departmental/service protocols 

which should clearly state in writing:- 

• who is authorised to agree annual leave (normally the line manager) 

• time-scales for requesting and agreeing annual leave 

• any operational rules that may apply to ensure adequate cover is maintained 

3.3 Departmental operational arrangements will seek to balance the needs of staff members and the needs of 

the service fairly, and will not be unduly restrictive. 

3.4 All leave must be authorised before being taken. 

     4. Cancellation of Annual Leave 

4.1. In an emergency only, managers may, in negotiation with an employee(s), cancel annual leave in the 

interests of patient care – e.g. major clinical incident according to the major disaster emergency plan 

4.2. Where this has to be done every effort will be made to minimise any inconvenience for the staff member 

and in such extreme circumstances the employee may be reimbursed for any unavoidable financial loss incurred 

in respect to reasonable holiday expenses. The annual leave will be carried over to be taken as soon as possible. 

5. Late Return from Holiday 

5.1. If for any reason an employee cannot return from annual leave on the agreed date, they must inform their 

line manager as soon as possible to provide details of the nature of the problem and the likely date of return. 

Failure to do so will mean that any extra days not worked will be classed as unauthorised absence and a breach 

of contract subject to the disciplinary procedure. Where there is a reasonable explanation then the manager 

may agree that the employee can take additional annual leave, time in lieu or unpaid leave. 

6. Contractual Entitlement 

6.1.Lindsey Lodge Annual Leave provisions are as follows:  

Length of service Annual leave + General 

Public Holidays 

Conversion to hours (Full 

Time) 

On appointment with Lindsey 

Lodge/NHS 

27 days + 8 days 202.5 hours + 60 hours 

After 5 years reckonable service 29 days + 8 days 217.5 hours + 60 hours 

After 10 years reckonable 

service 

33 days + 8 days 247.5 hours + 60 hours 
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6.2. Medical staff annual leave entitlement will be in accordance with their specific terms and Conditions. 

6.3. The Hospice’s policy is to determine annual leave entitlement in hours rather than days for all staff 

regardless of whether the employee is full-time or part time. 

Bank Holidays are included pro rata within this total entitlement for all staff. The benefit for all  employees in 

calculating entitlement in hours is that this ensures equity for all by ensuring that staff who work variable 

hours/shifts do not receive either more or less leave than colleagues who work a more standard pattern. It is 

the manager’s responsibility to ensure that annual leave is calculated correctly and action any changes based 

upon an increase in the length of service or change in hours by utilising the annual leave calculator accessible 

on the L Drive (Human Resources/Information for staff/Annual leave Calculator.  

The chart of annual leave entitlements pertaining to all staff is attached, as appendix 1. Hours should be rounded 

up or down to the nearest 0.5 decimal point. (i.e. the nearest 1/2 hour)  

6.4. When a member of staff reaches five or ten years’ reckonable service, their increased leave entitlement 

will start immediately from the anniversary date and is calculated on a pro rata basis for the remainder of that 

leave year. 

7. Bank Holidays 

7.1. A Bank Holiday day is defined as a period of normal duty that starts within the period of 24 hours from 

midnight to midnight on the following days:- 

 Christmas Day 

Boxing Day 

 New Year’s Day 

Good Friday 

Easter Monday 

May Day & May Spring Bank Holiday 

August Bank Holiday 

7.2. All employees will be entitled to 8 paid Bank Holidays in the leave year which will be calculated (on a pro 

rata basis for part-time employees) in hours using the “5 day” formula which determines average hours per day 

over a working week (see example below). This will then be added to the individual’s basic annual leave 

entitlement to give the total inclusive annual leave entitlement as per the chart (Appendix 1). There will be 

some annual leave years where more or fewer than eight Bank Holidays fall within the leave year because the 

Easter holidays can be in March or April. Annual Leave for this reason only can be carried over or taken from 

the next year’s entitlement in order to accommodate this. 

7.3. Staff who start or leave part-way through a leave year will still be entitled to pro rata of the bank holidays 

regardless of whether or not they fall within their period of employment. 

Where an employee is not rostered as part of their weekly pattern to work a Public Holiday, then no deduction 

needs to be made from the individual’s total leave entitlement when there is Public Holiday. 
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7.4. If an employee normally works a day on which a Public Holiday falls but is not required to work e.g. a 

department is closed then they must deduct the hours they would normally work on this day from their leave 

entitlement. It is important that any differences between hours rostered and hours deducted for public 

holidays are clearly identified on the timesheets. In these circumstances the employee should use the 

Workforce Information System ‘staffcare’ to record the public holiday so that it can be deducted from the 

overall entitlement (which includes public/bank holidays). It is important that individuals plan their leave going 

forwards to avoid an excessive accrual of annual leave at the end of the next financial year, and to support 

both individual wellbeing and to enable appropriate cover to meet service needs. 

 

8. Calculation of Reckonable Service 

8.1. Previous NHS service is recognised by the Hospice in respect of the calculation of annual leave entitlement. 

All verified previous period(s) of NHS service employed under agenda for change terms and conditions, will be 

aggregated i.e. any period of time that has been worked in the NHS, regardless of whether or not there has 

been a break in service, will count as reckonable service for annual leave. 

8.2. Non-reckonable service: 

Locum agency, temporary agency service and any other non-agenda for change service will not count as 
reckonable service. Time spent on an agreed career break will not count as reckonable service in respect of 
annual leave. 

9.  Verification of Reckonable Service 

9.1. The Hospice will verify previous NHS service; for example information may be sought from previous NHS 

employers including previous verified reckonable service and / or previous annual leave entitlement. 

9.2. Where it is not possible for the organisation to confirm previous NHS service (e.g. a previous NHS employer 

no longer exists) the individual will need to provide satisfactory documentary evidence of that period of 

employment. Staff will need to provide satisfactory evidence of any non-NHS reckonable service. 

Evidence may include the following: 

Staff Transfer form 

Inter Authority Transfer 

Employment contract and/or payslips 

Pension records 

P60s 

P45s 

Reference from previous line manager 

9.3. The evidence must be verified before the reckonable service can be confirmed and additional annual leave 

granted. 
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10. Entitlement on Joining 

10.1. Under Section 7 of the Working Time Regulations 1998, an employee accumulates annual leave from the 

first day of their employment. Joiners commencing part way through a leave year will therefore receive a pro 

rata entitlement based on the proportion of the leave year they work. 

This is calculated using the annual leave calculator and inserting number of days remaining in Financial Year. 

11.  Entitlement on Changing Contracted Hours 

11.1. Annual leave entitlement will be calculated on a pro-rata basis as above i.e. based on completed time on 

the new and the old contracted hours added together to give the full year entitlement. Managers should ensure 

that a change form is completed in relation to any change in hours. Where employees transfer between 

departments it is the line manager’s responsibility to inform the new manager of how much leave has been 

taken and any that has already been approved and ensure the new manager receives the annual leave record 

card. 

12. Entitlement on Leaving 

12.1. When an employee leaves the organisation, they are entitled to be paid for any annual leave accrued and 

not taken. This is calculated pro rata according to the proportion of the leave year which has already expired as 

at the termination date 

12.2. Where leave is owed to the employee, the last working day will be recorded but the termination date 

extended to pay any leave days owing, unless the excess leave can be taken before. This is important as these 

days are taken into account for pension reckoning and NI payments. 

12.3. Where a leaver has taken more annual leave than their entitlement on leaving, all monies owing to the 

organisation will be deducted from their final salary. If the final salary is not enough to cover monies owing, the 

employee will be required to repay these monies. 

12.4. The line-manager must ensure that the annual leave calculations are correct and clearly stated on the 

termination form to show whether or not too much leave has been taken. 

Entitlement on leaving is calculated using the annual leave calculator and inserting the number of days worked 

in the Financial Year and deducting leave taken from this amount. 

13. Carry Over of Leave 

13.1. The Hospice expects that within the annual leave year staff should be provided with the opportunity to 

take all their entitlement of annual leave. In exceptional circumstances, and with the express pre-agreement of 

the Manager, up to one week only (equivalent to pro rata working days) of basic contracted hours may be 

carried over to the following annual leave year. 
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13.2. Where carry-over of annual leave has been agreed as above, arrangements must be made for this annual 

leave to be taken within the first 3 months of the annual leave year i.e. before 30 June. 

 

14. Sickness Occurring During Annual Leave 

14.1. If an employee falls sick whilst on annual leave then the Sickness Notification and process as outlined in 

the Wellbeing and Sickness Absence Management Policy and any local departmental procedures should be 

followed. In this case the period covered will be treated as sickness absence and the employee will be able to 

take the annual leave another time. Self-certification or a doctor’s certificate will be required in line with any 

other period of sickness before annual leave is reimbursed. 

 

15. Annual Leave accrual during Absences 

15.1. Sickness absence - Where a member of staff is absent due to sickness during part of the holiday year they 

will continue to accrue all their contractual holiday entitlement for any periods of absence regardless of whether 

they are receiving full, half pay or no pay. During any periods of long term sickness absence, annual leave will 

be accrued in line with the statutory entitlement. 

15.2. Where any employee is unable to take all of their statutory leave entitlement (28 days/5.6 weeks including 

bank holidays, and pro rata for part time staff) due to sickness absence, they are entitled to carry this leave 

forward into the next leave year where there is not sufficient numbers of working days remaining in the current 

leave year. 

15.3. When calculating the amount of statutory annual leave an employee has taken, account should be taken 

of all annual leave days and bank holidays days taken. 

15.4. Maternity/Adoption/Paternity Leave/Parental Leave - Annual leave entitlement will continue to accrue at 

the contractual level during maternity, adoption leave, paternity and parental leave, whether paid or unpaid. It 

should be noted that the carry-over of leave into the next leave year will be in accordance with Section 13. For 

employees whose leave will take them into the next holiday year arrangements should be made for them to 

take leave for the current year before they start their maternity /adoption / paternity leave or parental leave 

period. Where this is not possible due to service need, amount of annual leave to be carried over, should be 

discussed and agreed between the manager and employee at an early stage and confirmed in writing. 

15.5. Annual leave during suspension / disciplinary proceedings - During a period of suspension annual leave 

will continue to accrue at the contractual level. 

15.6. If an employee is dismissed following a disciplinary hearing any period of suspension should be counted 

for the purpose of calculating annual leave entitlement. 

15.7. Annual leave during career breaks - All accrued annual leave must be taken before commencement of the 

career break. No payment in lieu off outstanding leave will be made nor any carry-over of leave allowed. Annual 

leave will not be accrued during a career break. 



 

Page 9 

 

16. Extended Period of Annual Leave and Unpaid Leave 

16.1. The maximum length of annual leave to be taken consecutively will normally be 2 weeks, however 

occasions may arise when an employee wishes or needs to take an extended period of annual leave i.e. all or 

most of their entitlement at once. Managers should give consideration to any such requests and not refuse 

them unreasonably but must consider the health and well-being of employees and seek to ensure that the 

employee has regular planned annual leave/ time off throughout the rest of the year. Managers will need to 

clarify the local expectations and procedure in relation to the needs of the service, the amount of notice 

required and handover issues. 

16.2. There may be circumstances when it is appropriate for a manager to allow an individual to take unpaid 

leave in addition to annual leave. Examples include where an employee has just joined the organisation and has 

a pre-booked holiday for which they would not have enough annual leave entitlement, or to enable an 

employee to take an extended period of annual leave. The employee’s paid annual leave entitlement should be 

used up first. 

17. Working during annual leave 

17.1. Annual leave provides employees with a chance to recuperate and the Hospice actively promotes health 

and wellbeing with staff taking all of their annual leave entitlement within the leave year. Employees should not 

work during this time, either for the Hospice, an alternative employer or in self-employment (this includes bank 

shifts).  

18. Death during Service 

18.1. Where an employee dies in service their annual leave entitlement will be calculated as set out in Section 

12 - Entitlement on Leaving. 

18.2. Where there are monies owing to the deceased for outstanding annual leave not taken the monies will be 

payable to their estate. 

18.3. Where the deceased has taken too much annual leave, the hospice will not seek to recoup this amount. 

19. Requesting and Recording annual leave 

19.1 Individual employees are responsible for submitting leave requests through the workforce system, 

‘Staffcare’ with the employee using their personal staffcare account to request leave. This will enable ‘pending’ 

leave requests to be considered and authorised by line manager who will confirm approval or otherwise using 

the staffcare system. An individual’s total leave balance is shown on the leave tab on the system and the balance 

remaining automatically updates as leave is booked. The balance refers to all leave taken and booked ahead in 

the full leave year. Any carry-over of leave at the end of financial year (which will require authorisation by the 

line manager and will not be more than the 37.5 hours or equivalent) will be added to the balance following a 

rollover exercise which will be completed by the workforce department by the end of April. All leave must be 

requested and recorded using the system in order that accurate records are maintained.  Any queries regarding 

booking and authorisation of leave can be raised with the workforce team. 
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20. Accrual of Annual leave for Bank staff 

Individual employees who regularly undertake bank shifts will accrue 1 hour’s annual leave for every 9 hours 

worked. This should be claimed by the individual completing a timesheet and obtaining authorisation from the 

line manager on a quarterly basis. Accrued annual leave for bank staff should be claimed within the annual leave 

year. 

21. Associated Policies and Documents 
 

Wellbeing and Sickness Absence Management policy 

 

APPENDIX 1 Inclusive Annual Leave Chart  

The two tables below outline the amount of hours inclusive annual leave you are entitled to being fully 

inclusive of the current eight Bank Holidays. 

Hours should be rounded up or down to the nearest 0.5 decimal point (i.e. the nearest 1/2 hour). 



 

 



 

 

APPENDIX 2 Special Leave Policy 

 

Lindsey Lodge Hospice recognises that on occasion employees may need to take time off to deal with 

unforeseen circumstances and the following therefore sets out the framework and principals to be 

applied in such situations.   Whilst it is recognised that all employees are entitled to take reasonable 

time off in order to deal with family/domestic emergencies, employees have however no contractual 

or statutory right to be paid for absences relating to these circumstances. Any payment of salary 

during the time off is made at the discretion of the Hospice.  

1. Absence for time off to support dependants 
 

The right to take time off enables an employee to deal with an unexpected or sudden problem and 

make any necessary longer-term arrangements:  

• If a dependant falls ill or has been involved in an accident  

• To make longer-term care arrangements for a dependant who is ill or injured to deal with the 

death of a dependant, for example, making funeral arrangements  

• To deal with an unexpected disruption or breakdown in care arrangements for a dependant, for 

example, when a childminder fails to turn up  

• To deal with an incident involving their child whilst they are at school.  

For these purposes, a “dependant” is the employee’s spouse, partner, child, parent, or someone who 

lives with them as part of their family.  It does not include tenants, boarders, or employees living in 

their family home.  In cases of illness, injury or where care arrangements break down, a dependant 

may also be someone who reasonably relies on the employee for assistance.  This may be where they 

are the primary carer or the only person who can help in an emergency.   

In the event of a family emergency occurring while an employee is at work, they must immediately 

inform their line manager of the nature of the emergency and seek their express permission to leave 

work early.   

In the event of a family emergency occurring outside an employee’s normal hours of work which will 

prevent them from reporting to work at their normal start time, they must contact the Hospice and 

speak to their line manager at the earliest possible opportunity and as close to the normal start time 

as possible.  If unable to speak to their line manager personally, they should speak to another 

manager.   

The employee should give details of the nature of the emergency, the reason for their absence and 

how long they expect to be absent from work.  Where the emergency is ongoing, they must report 

to their line manager on a daily basis and always at least one hour before their normal start time.  

The employee must update their line manager on the reason for the on-going absence and how long 

they expect it to continue.   

They must inform their line manager as soon as possible of any change in the date of their anticipated 

return to work.  
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Lindsey Lodge envisages that the amount of leave taken will, in most cases, be one or two days at 

most.  The leave to which an employee is entitled is enough to help them cope with the immediate 

crisis.  They should actively seek alternative longer-term care arrangements for the care of a 

dependant within one day of the emergency occurring. 

Should it not be possible to make such arrangements, they must contact their line manager and 

explain why further absence is required.  Authorisation of such continued absence will be at the 

discretion of the line manager.   

The right to time off under these rules is intended to cover unforeseen family emergencies.  If an 

employee knows in advance that they are going to need time off, then they should speak to their line 

manager about the possibility of taking such time as part of their annual leave entitlement.  

2. Absence for urgent domestic reasons  

  

Lindsey Lodge recognises that employees will occasionally experience unforeseen emergencies at 

home, such as burst pipes, the failure of a heating system, a fire or a burglary.  This policy is intended 

to allow those who experience genuine domestic emergencies to take a reasonable amount of unpaid 

time off during normal hours of work, at the Hospice’s discretion, in order to deal with that 

emergency.   

  

This policy does not, however, apply to dealing with planned domestic issues, such as routine house 

or appliance repairs, house refurbishment, the installation of new appliances, the delivery of 

furniture or other goods, house valuations etc.  

In the event of a domestic emergency occurring while an employee is at work, they must immediately 

inform their line manager of the nature of the emergency and seek their express permission to leave 

work early.  

In the event of a domestic emergency occurring outside an employee’s normal hours of work, they 

must contact the Hospice and speak to their line manager at the earliest possible opportunity and as 

close to their normal start time as possible.   

The employee should give details of the nature of the domestic emergency, the reason for their 

absence and how long they think they will need to be absent from work. The line manager will 

exercise its discretion to grant sufficient time off to help the employee resolve the immediate crisis.   

In many cases, this may be less than one day.  Once the immediate crisis has been taken care of, an 

employee is expected to return to work.  

If an employee requires further time off, they should speak to their line manager about the possibility 

of taking such time as part of their annual leave entitlement.  

Employees have no contractual right to be paid for approved absences relating to domestic 

emergencies.   
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3. Compassionate leave 
  
Subject to an employee’s statutory right to time off to deal with a family emergency (see the section 

on Time Off for Dependents), if an individual suffers a bereavement or serious illness in their family 

or in a close relationship, compassionate leave should be approved by the employee’s line manager. 

Clearly individual circumstances vary widely in respect of compassionate leave and as such all 

requests for compassionate leave will be considered on an individual basis taking into account the 

particular situation and managed sensitively.   It is anticipated that paid leave will be up to 5 days for 

immediate family members and up to 3 for others.  It is anticipated that any remaining days would 

either be TOIL or annual leave but this is subject to consideration of the particular individual 

circumstances. 
 

Lindsey Lodge recognises that this is a very personal and sensitive area and will look at each case on 

an individual basis. An event of this kind may have an adverse effect on an employee’s health and an 

individual should take sick leave if they are genuinely unfit to work in such circumstances in 

accordance with the provisions set out in the hospice’s Wellbeing and Sickness Absence Management 

policy.  

4. Attendance at Funerals  
 

Where there are incidents not covered by compassionate leave above, for example, non-family 
funerals, then staff can use annual leave or TOIL in the first instance.  
 

Where this is not possible, and subject to prior authorisation, paid/unpaid leave may be granted.  

5. Jury Service and Witness Attendance 
  

Should an employee be called up for jury service or required to attend court to give evidence as a 

witness, they must notify their line manager as soon as reasonably practicable. Time off work will 

normally be granted in these circumstances. The employee will be required to provide a copy of the 

court summons to support their request for time off work.  

Employees have no contractual or statutory right to be paid for time not worked due to jury service 

or witness attendance.  Any payment of salary by Hospice during this period is done so in its absolute 

discretion and will be subject to the deduction of any monies received from the court in respect of 

loss of earnings.  Employees must therefore submit a claim to the court for loss of earnings and claim 

the full allowance available to them.    

If on any day on which the employee attends court they are told that their services are not required, 

they should then return to work and report to their line manager before starting work.  

6. Other Public Duties  
 

Employees who are justices of the peace have a statutory right to take a reasonable amount of unpaid 

time off work for the purpose of performing any of the duties of the office.    
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Employees who are members of one of the following bodies also have a statutory right to take a 

reasonable amount of unpaid time off work for the purpose of attendance at meetings of the body, 

or any of its committees, or undertaking other duties approved by the body for the purpose of 

discharging the body’s functions:  

 a local authority 

 a statutory tribunal 

 a police authority  

 an independent monitoring board for a prison or a prison visiting committee 

 a relevant health body (e.g. an NHS trust, an NHS foundation trust, a Strategic Health Authority or 

a Primary Care Trust) 

 a relevant education body (e.g. a managing or governing body of an educational establishment 
maintained by a local education authority, a governing body of a further or higher education 
corporation or the General Teaching Council for England or Wales)    
  

Employees have no contractual or statutory right to be paid for time not worked due to performing 
public duties.   

7. Membership of the Reserved Armed Forces  
 

Employees who are members of the reserved armed forces may use their paid annual leave 

entitlement to carry out their duties, provided they comply with the provisions relating to paid annual 

leave set out in their contract of employment and in the section on “Annual Leave.”   The Hospice 

expects employees to use paid annual leave first before applying for further time off.  

Otherwise, any further time off relating to membership of the reserved armed forces will only be 

granted at the discretion of Lindsey Lodge and employees have no contractual or statutory right to 

be paid for this leave.  Any payment of salary made by in such circumstances is done so in its absolute 

discretion. If an employee wishes to apply for this type of leave, they should apply in writing to their 

Line Manager stating the period of leave requested and the reasons for it.  

8. Special Unpaid Leave 
 

Lindsey Lodge may, in certain circumstances, consider requests for special unpaid leave, for example, 

for the purposes of education, family responsibilities or for important personal reasons.   

If an employee wishes to apply for special leave, they should do so in writing to their Line Manager 

stating the period of leave requested and the reasons for it.   

Requests for special leave will be assessed on their individual merits and circumstances. Special leave 

is operated at the discretion of Lindsey Lodge.   Individuals will have the right of appeal to an 

appropriate senior manager in respect of any refusal to agree a request for special leave. 

9. Application of the policy 
 

Line managers and individual employees should seek advice as required from the Workforce 

department on the application of special leave policy provision.  
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21. Consultation 

Consultation has taken place with Team Leaders/Senior Managers. 

22. Approval and Ratification 

The Policy and Procedure for the Annual Leave/Special leave Policy has been approved by the 

Workforce Committee of the Hospice Board. 

23. Review and Revision 

The Policy and Procedure for the Annual Leave/Special Leave Policy will be reviewed on a three yearly 

basis or earlier, in the event of changes to the national policy.  It will be subject to the Document control 

process in place in the Hospice.  

24. Dissemination 

This document will be kept in electronic form on the L – Drive Policies & Guidelines 
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