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New Annual Leave Entitlements from 1 December 2004

New Leave entitlements

New annual leave entitlements for staff covered by Agenda for Change (AfC) took effect on 1 October 2004, but cannot be taken until the implementation date of 1 December 2004.  Therefore, anyone with an increase in annual leave a as result of AfC will be able to take half (i.e. six months worth) of any additional entitlement in the current leave year.  

	Length of NHS service 
	Annual leave + general public holidays

(including statutory days)

	On appointment
	27 days + 8 days

	After 5 years service
	29 days + 8 days

	After 10 years service
	33 days + 8 days


All previous NHS service is counted towards length of service.  The Payroll Department is notifying budget holders of their staff’s length of NHS service to validate information held by Wards/Departments about qualifying service.   Payroll will send information to budget holders as soon as it is available.  Managers and staff are asked NOT to contact the Payroll Department to request the information. 

How to calculate leave entitlements

Managers continue to be responsible for calculating their staff’s annual leave and Personnel staff can only help in exceptional circumstances e.g. where a member of staff is returning from maternity leave or has an annual hours contract.

Leave will be calculated in hours for all staff.  This approach means everyone gets a fair share of annual leave and bank holidays regardless of whether they work full time, part time or on irregular shifts.  This will not be a new approach for many staff as the annual leave of part-time staff has been calculated in hours since 2002.  

Under the new arrangements general public holiday (Bank Holiday) entitlements will be included in the calculation of leave for all staff.  The leave entitlements of nurses, midwives, nursing assistants and part-time staff already include Bank Holidays.

Under Agenda for Change all leave calculations are based on a standard working week of 37.5 hours over 5 days of 7.5 hours each.  Leave entitlements are calculated against this standard.

	BOX 1 CALCULATING LEAVE ENTITLEMENTS IN HOURS

The formula for calculating leave in hours is: Contracted weekly hours ( 5 X leave entitlement in days = annual entitlement in hours

The figure resulting from ‘contracted weekly hours ( 5’ is the daily hourly entitlement to leave (i.e. 7.5 in the example below).




	BOX 1 CALCULATING LEAVE ENTITLEMENTS IN HOURS (CONTINUED)

Example 1: Staff working 37.5 hours a week

A member of staff with less than 5 years NHS service has an entitlement to 27 days annual leave and 8 days public holidays.  S/he works 37.5 hours a week.  Therefore:

37.5 ( 5 = 7.5 x 27 = 202.5 = Annual Leave entitlement in hours

37.5 ( 5 = 7.5 x 8   =   60    = Bank Holiday entitlement in hours

                                = 262.5 hours for annual leave and bank holidays

This is their entitlement regardless of their pattern of work.  If they work two 9 hour days and three 6.5 hour days they have the same entitlement as someone who works five 7.5 hour days. 

Actual hours that would have been worked on the day must be booked for annual leave.

For example: Someone who works 7.5 hours Monday to Thursday and 7 hours on a Friday, should deduct 7.5 hours from their entitlement if they take leave Monday to Thursday, and only 7 hours if they take leave on a Friday.  One week’s leave will, therefore, equate to 37 hours.

Example 2: Staff working less than 37.5 hours a week

Staff working less than 37.5 hours a week are entitled to annual leave and general public holidays on a pro rata basis.  For example, someone who works 22.5 hours a week is working 3/5th or 60% of a standard week and their pro rata allocation of leave is based on this.

For a member of staff who works 22.5 hours a week who has more than 10 years NHS service and, therefore, will have an entitlement to 33 days annual leave and 8 days public holidays this means:

22.5 ( 5 = 4.5 X 33 = 148.5 – Annual Leave entitlement in hours

22.5 ( 5 = 4.5 X   8 =   36    - Bank Holiday entitlement in hours

                                = 184.5 hours for annual leave and 8 bank holidays

This is their entitlement regardless of their pattern of work.  If they work three days a week for 7.5 hours a day or five days a week for 4.5 hours a day.  Actual hours that would have been worked on the day must be booked for annual leave. 

Tables 4 and 5 in this guidance (pages 5 to 8) contain conversion tables from days to hours for annual leave and bank holidays under Agenda for Change for all weekly working hours.  These tables are also in the Trust’s new draft Annual Leave Policy (available on the intranet). 


What happens this year?

During the first year of these arrangements the new leave entitlements don’t start at the beginning of the financial year, so a pro rata approach will be taken.  This year’s annual leave entitlement is half the old leave entitlement plus half the new Agenda for Change entitlement.  
	BOX 2 CALCULATING 2004/05 LEAVE ENTITLEMENTS

	Step 1:  Calculate annual leave entitlement from 1 April 2004 to 30 September 2004 in hours if not already worked out in this way. 

Use the formula:  Contracted weekly hours ( 5 X leave entitlement = annual entitlement in hours. Halve the number of hours to give 6 months worth.



	For example: Someone working 37 hours a week with an entitlement of 22 days annual leave now and 27 days under Agenda for Change

37 ( 5 = 7.4 X 22 = 162.8 hours for 12 months. 

Halved to give 6 months worth = 81.4 hours



	Step 2: Calculate Agenda for Change entitlement from 1 October 2004 to 31 March 2005 in hours using Tables 2 and 3 (pages 5 to 8 of this guide). To do this take full year entitlement to leave based on weekly hours and divide by 2.



	For example: Someone working 37 hours a week with an entitlement of 22 days annual leave now and 27 days under Agenda for Change

200 hours annual leave for 12 months (from Table 4) +

  59 hours bank holidays for 12 months based on 8 Bank Holidays (from Table 5) + 

  14.8 hours for 2 more Bank Holidays (i.e. 10 in 2004/05 from Table 5)

 = 273.8 hours for 12 months

Halved to give 6 months worth = 136.9 hours



	Step 3: Add the two six month entitlements together.  This is the new full year’s annual leave entitlement under Agenda for Change INCLUDING the remaining 5 Bank Holidays in 2004/05 



	For example: Someone working 37 hours a week with an entitlement of 22 days annual leave now and 27 days under Agenda for Change

     81.4 hours + 136.9 hours = 218.3 hours leave entitlement in 2004/05

	Step 4: Deduct leave already taken from this total

	For example: Someone working 37 hours a week with an entitlement of 22 days annual leave now and 27 days under Agenda for Change has already taken 18 days leave.

7.4 hours (daily hourly entitlement to leave) X 18 days = 133.2 hours already taken

218.3  – 133.2 = 85.1 hours entitlement for annual leave and the remaining five 2004/05 Bank Holidays


What if my Agenda for Change entitlement is LESS than I receive now?

Where the new entitlement is less than the existing entitlement, the existing rate of annual leave will be protected for up to 5 years from 1 October 2004  (i.e. until 1 October 2009), or until the new entitlement exceeds the old, or until you change jobs, whichever is shorter.  

What if I started working for the Trust after 1st April 2004?

If you joined the Trust after 1st April 2004 and before 1.10.04 your annual leave for the first half of the year will be calculated pro rata.  

	BOX 3 CALCULATING LEAVE ENTITLEMENTS FOR STAFF WHO JOINED THE TRUST AFTER 1 APRIL 2004

For example:

A member of staff who works 30 hours a week and has 37 days leave a year started working for the Trust on 1st June will work for the Trust for 10 months of the annual leave year.  Therefore, s/he will be have 4/12 (i.e. for June, July, August and September) of the current leave entitlement and 6/12 of the Agenda for Change entitlement (October to March).

Replace Step 1 in Box 2 with the following calculation:

30 hours ( 5 = 6 x 37 days  = 222 hours leave ( 12 months = 18.5 hours entitlement per month x 4 months = 74 hours entitlement 1 June to 30 September 2004.

Follow Steps 2, 3 and 4 as described in Box 2



Trust Annual Leave Policy Agenda for Change (Non Medical Staff)

Full details of leave arrangements for non-medical staff are provided in the Draft Annual Leave Policy – Agenda for Change (Non Medical Staff), which has been sent to managers and is available on the intranet under Agenda for Change.

TABLE 4

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

	WEEKLY BASIC
	ON
	AFTER  5
	AFTER  10

	CONTRACTED
	 APPOINTMENT
	YEARS 
	YEARS 

	HOURS
	 
	SERVICE
	SERVICE

	 
	27 DAYS
	29 DAYS
	33 DAYS

	 
	HOURS EQUIVALENT: 

	37.5
	202.5
	217.5
	247.5

	37.0
	200.0
	214.5
	244.0

	36.5
	197.0
	211.5
	241.0

	36.0
	194.5
	209.0
	237.5

	35.5
	191.5
	206.0
	234.5

	35.0
	189.0
	203.0
	231.0

	34.5
	186.5
	200.0
	227.5

	34.0
	183.5
	197.0
	224.5

	33.5
	181.0
	194.5
	221.0

	33.0
	178.0
	191.5
	218.0

	32.5
	175.5
	188.5
	214.5

	32.0
	173.0
	185.5
	211.0

	31.5
	170.0
	182.5
	208.0

	31.0
	167.5
	180.0
	204.5

	30.5
	164.5
	177.0
	201.5

	30.0
	162.0
	174.0
	198.0

	29.5
	159.5
	171.0
	194.5

	29.0
	156.5
	168.0
	191.5

	28.5
	154.0
	165.5
	188.0

	28.0
	151.0
	162.5
	185.0

	27.5
	148.5
	159.5
	181.5

	27.0
	146.0
	156.5
	178.0

	26.5
	143.0
	153.5
	175.0

	26.0
	140.5
	151.0
	171.5

	25.5
	137.5
	148.0
	168.5

	25.0
	135.0
	145.0
	165.0

	24.5
	132.5
	142.0
	161.5

	24.0
	129.5
	139.0
	158.5

	23.5
	127.0
	136.5
	155.0

	23.0
	124.0
	133.5
	152.0

	22.5
	121.5
	130.5
	148.5

	22.0
	119.0
	127.5
	145.0

	21.5
	116.0
	124.5
	142.0

	21.0
	113.5
	122.0
	138.5

	20.5
	110.5
	119.0
	135.5

	20.0
	108.0
	116.0
	132.0

	19.5
	105.5
	113.0
	128.5


TABLE 4 (Continued)

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

	WEEKLY BASIC
	ON
	AFTER  5
	AFTER  10

	CONTRACTED
	 APPOINTMENT
	YEARS 
	YEARS 

	HOURS
	 
	SERVICE
	SERVICE

	 
	27 DAYS
	29 DAYS
	33 DAYS

	 
	HOURS EQUIVALENT: 

	19.0
	102.5
	110.0
	125.5

	18.5
	100.0
	107.5
	122.0

	18.0
	97.0
	104.5
	119.0

	17.5
	94.5
	101.5
	115.5

	17.0
	92.0
	98.5
	112.0

	16.5
	89.0
	95.5
	109.0

	16.0
	86.5
	93.0
	105.5

	15.5
	83.5
	90.0
	102.5

	15.0
	81.0
	87.0
	99.0

	14.5
	78.5
	84.0
	95.5

	14.0
	75.5
	81.0
	92.5

	13.5
	73.0
	78.5
	89.0

	13.0
	70.0
	75.5
	86.0

	12.5
	67.5
	72.5
	82.5

	12.0
	65.0
	69.5
	79.0

	11.5
	62.0
	66.5
	76.0

	11.0
	59.5
	64.0
	72.5

	10.5
	56.5
	61.0
	69.5

	10.0
	54.0
	58.0
	66.0

	9.5
	51.5
	55.0
	62.5

	9.0
	48.5
	52.0
	59.5

	8.5
	46.0
	49.5
	56.0

	8.0
	43.0
	46.5
	53.0

	7.5
	40.5
	43.5
	49.5

	7.0
	38.0
	40.5
	46.0

	6.5
	35.0
	37.5
	43.0

	6.0
	32.5
	35.0
	39.5

	5.5
	29.5
	32.0
	36.5

	5.0
	27.0
	29.0
	33.0

	4.5
	24.5
	26.0
	29.5

	4.0
	21.5
	23.0
	26.5

	3.5
	19.0
	20.5
	23.0

	3.0
	16.0
	17.5
	20.0

	2.5
	13.5
	14.5
	16.5

	2.0
	11.0
	11.5
	13.0

	1.5
	8.0
	8.5
	10.0

	1.0
	5.5
	6.0
	6.5

	0.5
	2.5
	3.0
	3.5


TABLE 5

AGENDA FOR CHANGE:

CALCULATION OF BANK HOLIDAYENTITLEMENT

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

	 
	(8 BANK HOLIDAYS)
	 

	37.5
	60.0
	7.5

	37.0
	59.0
	7.4

	36.5
	58.5
	7.3

	36.0
	57.5
	7.2

	35.5
	57.0
	7.1

	35.0
	56.0
	7.0

	34.5
	55.0
	6.9

	34.0
	54.5
	6.8

	33.5
	53.5
	6.7

	33.0
	53.0
	6.6

	32.5
	52.0
	6.5

	32.0
	51.0
	6.4

	31.5
	50.5
	6.3

	31.0
	49.5
	6.2

	30.5
	49.0
	6.1

	30.0
	48.0
	6.0

	29.5
	47.0
	5.9

	29.0
	46.5
	5.8

	28.5
	45.5
	5.7

	28.0
	45.0
	5.6

	27.5
	44.0
	5.5

	27.0
	43.0
	5.4

	26.5
	42.5
	5.3

	26.0
	41.5
	5.2

	25.5
	41.0
	5.1

	25.0
	40.0
	5.0

	24.5
	39.0
	4.9

	24.0
	38.5
	4.8

	23.5
	37.5
	4.7

	23.0
	37.0
	4.6

	22.5
	36.0
	4.5

	22.0
	35.0
	4.4

	21.5
	34.5
	4.3

	21.0
	33.5
	4.2

	20.5
	33.0
	4.1

	20.0
	32.0
	4.0

	19.5
	31.0
	3.9


TABLE 3 (Continued)

AGENDA FOR CHANGE: CALCULATION OF BANK HOLIDAY ENTITLEMENT

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

	 
	(8 BANK HOLIDAYS)
	 

	19.0
	30.5
	3.8

	18.5
	29.5
	3.7

	18.0
	29.0
	3.6

	17.5
	28.0
	3.5

	17.0
	27.0
	3.4

	16.5
	26.5
	3.3

	16.0
	25.5
	3.2

	15.5
	25.0
	3.1

	15.0
	24.0
	3.0

	14.5
	23.0
	2.9

	14.0
	22.5
	2.8

	13.5
	21.5
	2.7

	13.0
	21.0
	2.6

	12.5
	20.0
	2.5

	12.0
	19.0
	2.4

	11.5
	18.5
	2.3

	11.0
	17.5
	2.2

	10.5
	17.0
	2.1

	10.0
	16.0
	2.0

	9.5
	15.0
	1.9

	9.0
	14.5
	1.8

	8.5
	13.5
	1.7

	8.0
	13.0
	1.6

	7.5
	12.0
	1.5

	7.0
	11.0
	1.4

	6.5
	10.5
	1.3

	6.0
	9.5
	1.2

	5.5
	9.0
	1.1

	5.0
	8.0
	1.0

	4.5
	7.0
	0.9

	4.0
	6.5
	0.8

	3.5
	5.5
	0.7

	3.0
	5.0
	0.6

	2.5
	4.0
	0.5

	2.0
	3.0
	0.4

	1.5
	2.5
	0.3

	1.0
	1.5
	0.2

	0.5
	1.0
	0.1
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