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Summary. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Staff member considers applying to purchase 
additional annual leave 

 (including financial implications) 

Have they completed one year’s 
continuous service with the Trust? Yes No 

They do not meet the 
required criteria and 

cannot apply to purchase 
additional annual leave 

under this policy 

Staff member completes 
application for purchasing 

additional annual leave 
(appendix 3) and forwards this 

to their line manager for 
consideration 

Line manager considers application taking into account: 

 staff member’s attendance level, and 
 operational feasibility (effect on staff member’s team and service delivery) 

Line manager approves request? No Yes 

Line manager responds within 14 days 

Line manager provides 
reason in writing. 

Process ends

Line manager forwards 
approved application form to 
the Payroll Department and 
places a copy on the staff 

member’s personal file

Payroll Department adjusts 
staff member’s salary and 
writes to them confirming 

amount of monthly 
deductions  

Line manager adjusts staff 
member’s annual leave 
entitlement accordingly 

Staff member requests 
annual leave subject to 

departmental arrangements 

All leave to be taken by 
31st March  

Process ends
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1. Introduction 
1.1. The Royal Cornwall Hospitals NHS Trust (the Trust) is committed to 
protecting the health and well-being of its staff and recognises the importance of 
assisting them balance their work and home life. 
 
1.2. There may be times when staff members wish to take more than their 
standard contractual entitlement to annual leave and so the Trust has 
implemented a scheme which offers the opportunity for them to purchase up to 
two weeks’ (of weekly contracted hours) additional annual leave subject to 
certain conditions (see section 3) and the effect on service provision. 

 
1.3. This version supersedes any previous versions of this document.  

2. Purpose of this Policy/Procedure  
2.1. The purpose of the annual leave purchase scheme is to provide staff with 
additional flexibility where possible, subject to operational requirements, in 
respect of planned time off work. 
 
2.2. This document sets out the policy and procedure that managers and staff 
must follow when considering an application for additional annual leave.   

3. Scope 
The policy applies to all members of staff subject to the following criteria:  
 
 completion of one full year’s continuous service with the Trust at the time of 

application 
 

 minimum attendance level (excluding annual and other Trust approved 
leave), ideally, of 96.25% in the previous year.  Note: this will be subject to 
the line manager’s discretion. 

4. Definitions / Glossary 
Operational feasibility – whether additional leave will impact on the ability 
of the service to deliver the requirements and objectives of the staff member’s 
role bearing in mind that no additional cover can be arranged through any means 
(including overtime, additional hours, Kernowflex or agency). 

5. Ownership and Responsibilities  

5.1. Role of managers 
Managers must:  
 
 assess all requests for purchasing additional annual leave by considering the 

operational feasibility of granting the request.  This will involve consideration of 
the fact that no additional cover can be arranged through any means (including 
overtime, additional hours, Kernowflex or agency) for any additional leave 
granted together with an assessment that any additional annual leave can be 
accommodated in the individual’s leave year   
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 treat all applications fairly and consistently 
 
 communicate their decision in writing within 14 calendar days of the request 

being received by returning the completed application form  
 
 place a copy of the completed application form on the staff member’s personal 

file  
 

in the case of successful applications: 
 
 forward the approved application form to the Payroll Department for processing 

 
 adjust the staff member’s annual leave entitlement accordingly  

 
 manage an individual’s leave to ensure all additional leave is taken prior to the 

end of the leave year 
 
 ensure arrangements are in place to monitor and review all aspects of 

additional annual leave purchase scheme including any impact on the service. 

5.2. Role of individual staff  
All staff members are responsible for:  
 
 making a request for additional annual leave in writing to their line manager 

using the form attached at appendix 3  
 
 ascertaining how much their monthly deduction from salary will be; ensuring 

they fully consider the financial implications for themselves of the monthly 
deduction from salary    

 
 ensuring any additional annual leave purchased is booked in accordance with 

the Trust Annual Leave Policy, and any locally agreed protocols, and is used in 
the leave year it is purchased. 

5.3. Role of Payroll Department 
The Payroll Department will, on receipt of an approved application form, adjust the 
staff member’s salary and advise them accordingly (see section 6.3). 

6. Standards and Practice 

6.1. Principles 
6.1.1. The scheme provides the opportunity to ‘buy’ up to two weeks’ 
(contracted weekly hours) additional leave in each leave year.  Applications 
must be made for complete weeks.  Individual days (equivalent hours) will 
not be considered. 
 
6.1.2. Employment will not be broken during the periods of additional 
annual leave and continuous service will be maintained. 
 
6.1.3. The Trust reserves the right to refuse a staff member’s application to 
purchase additional annual leave for operational or technical reasons related to 
a staff member’s role and service needs.  If approval is not given, managers 
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must provide the reason in writing within 14 calendar days and explore if there 
are any alternative options available, eg: granting one week’s leave where two 
have been requested.  Care must be taken to avoid unfairness in the application 
of the scheme. 

 
6.1.4. The application and authorisation of requests are treated individually 
and will only be valid for a year.  A further application must be made each year 
the scheme is in operation. 

 
6.1.5. Approval of any additional annual leave purchased must be recorded 
on the staff member’s annual leave record.  Booking of additional annual leave 
will be subject to normal departmental annual leave arrangements and in 
accordance with any locally agreed protocols.  Approved leave must be taken in 
the leave year in which it is purchased. The annual leave year runs from 1 April 
to 31 March. 

 
6.1.6. The cost of any approved additional annual leave will be deducted 
from a staff member’s salary over a 12-month period (or less if requested by the 
staff member).  The staff member will thereby continue to receive a monthly 
salary but at a reduced rate. 

 
6.1.7. The purchase of additional annual leave must be repaid in full within 
12 months (or less if requested by staff member). 

 
6.1.8. The scheme will ensure pension entitlements are not affected as 
pension contributions will be made prior to deduction from salary. 

 
6.1.9. If a member of staff either increases or reduces their contractual hours 
during the leave year, the situation will be reviewed and the amount to be 
deducted from salary re-calculated. 

 
6.1.10. If, having purchased additional annual leave, the member of staff fails 
to take it before the end of the relevant year, the leave will be lost.  Only in 
exceptional circumstances can arrangements be made for the carry forward of 
the additional leave and agreement for this can only be given by their 
Associate/Clinical Director or Head of Service. 

 
6.1.11. Any staff member or manager wishing to withdraw from the 
arrangement must give at least three months’ notice of any withdrawal.  Salary 
deductions will continue in respect of any purchased leave already taken. 

 
6.1.12. Members of staff leaving the Trust will be reimbursed if the salary 
deductions on leaving amount to more than the leave taken.  Payments will be 
recovered prior to leaving if the value of the salary deductions is less than the 
value of the leave taken.  If the final salary is insufficient to allow for the whole 
of such a deduction, the staff member will be required to repay the outstanding 
amount within one month of the date of the termination of their employment with 
the Trust. 

6.2. Procedure 
6.2.1. Staff wishing to apply for additional annual leave should do so by 
completing the application form contained at appendix 3 and submitting this 
to their line manager. 
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6.2.2. The line manager will consider the request and confirm their decision 
to the staff member, with clear reasons if approval is not given, within 14 
calendar days of the request being received. 

 
6.2.3. There is no automatic right to additional annual leave.  However, 
every application will be fully considered on the basis of the staff member’s 
role and the effect their additional leave could have on other members of 
their team and service delivery. 

 
6.2.4. Once approval has been given, the signed form must be 
forwarded by the line manager to the Payroll Department in order for 
adjustments to be made to the staff member’s annual salary. 

 
6.2.5. The cost of any approved leave will be deducted in monthly 
instalments over a 12-month period (or less if requested by staff member).  
Deductions will commence in the next available pay period following receipt of 
the application form by the Payroll Department. 

6.3. Adjustments to pay 
6.3.1. Members of staff should note that, by completing and submitting 
the application form for additional annual leave, the form will also act as 
their consent to the applicable salary adjustment if the leave is approved. 
 
6.3.2. Example calculations illustrating the cost of purchasing additional 
annual leave are given at appendix 4. 

 
6.3.3. It is the staff member’s responsibility to ascertain how much the 
monthly deduction from their salary will be. 

 
6.3.4. The Payroll Department will confirm the amount of the monthly 
deductions in writing prior to commencement of the first payment. 

6.4. Medical staff 
6.4.1. If consultants and senior medical staff wish to pursue this option they 
should discuss this with their specialty or clinical director in the first instance.  
They will need to provide assurance that purchasing additional annual leave will 
not impact on their colleagues or service commitments. 
 
6.4.2. Where possible, it would be advisable for the manager to explore 
alternatives with the staff member such as job plan review, flexible working with 
annualisation of clinical sessions or swapping of additional sessions for annual 
leave. 

6.5. Doctors in training 
Doctors in training grades will need to discuss their proposal with their 
supervisor and Director of Medical Education and will need to evidence that 
Health Education South West Peninsula Postgraduate Education (formerly 
known as the Deanery), the Training Programme Director or Post-Graduate 
Dean’s Office (as appropriate) confirms that any additional absence will not 
have an adverse impact on their training progress. 
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6.6. Queries 
Any queries or concerns arising from the operation of the scheme in the first 
instance should be addressed to the staff member’s line manager/divisional HR 
Practitioner Team. 

7. Dissemination and Implementation 
7.1. A copy of the policy will be stored electronically in the HR section of the 
Trust’s document library on the internet/intranet site. 

 
7.2. A copy of the policy will be circulated to the Payroll and Pensions 
departments and HR Teams to enable them to support the implementation of the 
policy. 

 
7.3. A clear communication will be sent to senior managers to make them aware 
that the revised policy has been issued and that they are responsible for 
cascading the information to the staff members they are responsible for including 
those who do not have regular access to e-mail. 

 
7.4. The Trust’s Directors and Chairs of both Staff-Side Committees (JCNC and 
JLNC) will be advised of the issue of the new policy. 

8. Monitoring compliance and effectiveness  
Element to be 
monitored 

Effectiveness of policy – number of additional annual leave 
applications granted 

 

Lead Deputy Director of Human Resources and Organisational 
Development (HR and OD) 

 
Tool ESR/E-Roster and departmental records (detailed and accessible 

records should be retained within each department to assist in the 
generation of reports required on the number of applications 
received, granted and/or refused). 

Frequency As required - at least annually 
Reporting 
arrangements 

The policy will be monitored and reviewed on a regular basis to 
ensure it remains fit for purpose. Subsequently the data will be 
used to inform and improve the policy as well as provide 
recommendations for improving working practices.    

Acting on 
recommendations  
and Lead(s) 

The Deputy Director of HR and OD will ensure any subsequent 
recommendations are undertaken. 

Change in 
practice and 
lessons to be 
shared 

Any policy/system improvements will be actioned in partnership 
with Staff-Side within six months. 
 
Any revision to policy will be communicated to staff. 
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9. Updating and Review 
The policy will be reviewed after three years or earlier in view of developments 
which may include legislative changes, national policy instruction (NHS or 
Department of Health), Trust Board decision or request from Staff-Side or 
Management. 

10. Equality and Diversity  
10.1 Royal Cornwall Hospitals NHS Trust is committed to a policy of equal 
opportunities in employment.  The aim of this policy is to ensure that no job applicant 
or employee receives less favourable treatment because of their race, colour, 
nationality, ethnic or national origin, or on the grounds of their age, gender, gender 
reassignment, marital status, domestic circumstances, disability, HIV status, sexual 
orientation, religion, belief, political affiliation or trade union membership, social or 
employment status or is disadvantaged by conditions or requirements which are not 
justified by the job to be done.  This policy concerns all aspects of employment for 
existing staff and potential employees. 
 
10.2 The Initial Equality Impact Assessment Screening Form is at Appendix 2. 
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Appendix 1. Governance Information 
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V4.0 
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Date Valid From: 2 October 2018 

Date Valid To: 2 October 2021 

Directorate / Department 
responsible (author/owner): 

Helen Strickland, Human Resources 

Contact details: 01872 252649 

Brief summary of contents 
The policy sets out the procedure that managers 
and staff members must follow in respect of an 
application to purchase additional annual leave.   

Suggested Keywords: 
Additional holiday, additional time off, additional 
leave 

Target Audience 
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Executive Director responsible 
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Director of Human Resources and 
Organisational Development  
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This document replaces (exact 
title of previous version): 
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Divisional Manager confirming 
approval processes 
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Chair or nominated deputy 
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Publication Location (refer to 
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Document Library Folder/Sub 
Folder 

Human Resources 

Links to key external standards  

Related Documents: 

 Fixed Term Staff (Prevention of Less 
Favourable Treatment) Regulations 2002 

 Part-Time Workers (Prevention of Less 
Favourable Treatment) Regulations 2000 
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 Working Time Regulations 1998 (as 
amended) 

Training Need Identified? No 
 

Version Control Table  
 

Date 
Version 

No 
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Changes Made by 
(Name and Job Title)

20.09.10 V1.0 New policy 
Paul Sylvester 
SIP 

08.11.11 V2.0 
Re-format to comply with Trust ‘Policy on 
Policies’ document 

Helen Strickland, 
HR Business Partner 

16.10.13 V2.1 
Amendment to Payroll Department’s address 
on application form 

Helen Strickland 
HR Business Partner 

April 2015 V3.0 
Reviewed and re-formatted to comply with 
latest Trust ‘Policy on Policies’ document 

Helen Strickland 
HR Business Partner 

Sept 2018 V4.0 

Reviewed and re-formatted to comply with 
latest Trust policy template, including: 
 
 addition of summary page 
 addition of duties for managers - section 

5.1. 
 
 

Helen Strickland, 
HR Business Partner 

 

 
 
 

All or part of this document can be released under the Freedom of Information 
Act 2000 

 

This document is to be retained for 10 years from the date of expiry. 
This document is only valid on the day of printing 

 
Controlled Document 

This document has been created following the Royal Cornwall Hospitals NHS Trust 
Policy for the Development and Management of Knowledge, Procedural and Web 

Documents (The Policy on Policies). It should not be altered in any way without the 
express permission of the author or their Line Manager. 
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Appendix 2. Initial Equality Impact Assessment Form 
 

 

Name of the strategy / policy /proposal / service function to be assessed  
Additional Annual Leave Purchase Scheme Policy V4.0 
Directorate and service area: 
Human Resources 

Is this a new or existing Policy? 
Existing 

Name of individual completing assessment:  
Helen Strickland 

Telephone: 
01872 252649 

 1. Policy Aim* 
 
Who is the strategy / 
policy / proposal / 
service function aimed 
at? 

To provide guidance to managers and staff on the procedure for the 
purchase of additional annual leave. 

2. Policy Objectives* 
 

To ensure managers comply with the policy and effectively manage 
the scheme by adopting a flexible, fair and understanding approach to 
its application. 

3. Policy – intended 
Outcomes* 
 

Each application will be considered on its individual merits and 
decisions will be based on the overall impact on service delivery 
ensuring a consistent and fair approach has been used. 

4. *How will you 
measure the 
outcome? 

HR, in conjunction with Payroll and the Finance Department, will 
monitor the operation of the policy on an annual basis to assess 
overall effectiveness. 

5. Who is intended to 
benefit from the 
policy? 

All staff. 

6a Who did you 
consult with 
 
 
b). Please identify the 
groups who have 
been consulted about 
this procedure. 

Workforce  Patients  Local 
groups 

External 
organisations 

Other  

     

Please record specific names of groups 
 
JCNC 

What was the 
outcome of the 
consultation? 

Policy agreed. 
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Are there concerns that the policy could have differential impact on: 
Equality Strands: Yes No Unsure Rationale for Assessment / Existing Evidence 
Age     

Sex (male, 
female, trans-gender / 
gender reassignment) 

    

Race / Ethnic 
communities 
/groups 

    

Disability - 
Learning disability, 
physical 
impairment, sensory 
impairment, mental 
health conditions and 
some long term health 
conditions. 

    

Religion / 
other beliefs 

    

Marriage and 
Civil partnership 

    

Pregnancy and 
maternity 

    

Sexual 
Orientation, 
Bisexual, Gay, 
heterosexual, Lesbian 

    

You will need to continue to a full Equality Impact Assessment if the following have 
been highlighted: 

 You have ticked “Yes” in any column above and 

 No consultation or evidence of there being consultation- this excludes any policies which have 
been identified as not requiring consultation.  or 

 Major this relates to service redesign or development 

 
8. Please indicate if a full equality analysis is recommended. Yes   No 

 
 
 

9. If you are not recommending a Full Impact assessment please explain why. 
 
No issues of concern identified regarding staff from protected characteristic groups. 
 
 
 
 
  

7. The Impact 
Please complete the following table.  
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Signature of policy developer / lead manager / director 
Helen Strickland 

Date of completion and submission 
September 2018 

Names and signatures of 
members carrying out the 
Screening Assessment  

1. Helen Strickland 
2. Human Rights, Equality & Inclusion Lead 
 

 

 
 

 
Keep one copy and send a copy to the Human Rights, Equality and Inclusion Lead  
c/o Royal Cornwall Hospitals NHS Trust, Human Resources Department, Knowledge Spa, 
Truro, Cornwall, TR1 3HD     
 
A summary of the results will be published on the Trust’s web site.  
 
 
Signed __Helen Strickland_____________ 
 
Date ____September 2018____________ 
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Appendix 3. Application for purchasing additional annual leave 

 

 

Section 1: To be completed by the staff member 
 
Name:   
 

 
Payroll No: 

 
Job title: 
 

 
Hours worked per week:  

 
Department: 
 

 
Manager’s name:  

 
Start date with RCHT: 
 

 

How much additional annual leave would you like to 
purchase?  
(Please specify in weeks and hours:  minimum = 1 week, 
maximum = 2 weeks) 
 
             weeks  =                hours 

If your manager is unable to approve the full request, do 
you want him/her to consider part of the request? 
 
Yes              No  

Please note: 
1. The booking of additional annual leave will be subject to the usual rules of your ward or department. 
2. Where additional annual leave is approved, the cost of any approved leave will be deducted from your salary in 

monthly instalments over a 12-month period (or less at your request). The deductions will commence in the next 
available pay period following receipt of the application by the Payroll Department. 

3. The basic hourly rate will be based on your salary as at 1st April of the year in which the leave will be taken.  
Declaration 
I agree for deductions to be made from my salary in 12 monthly instalments for the total cost of my additional annual 
leave.  Payroll will confirm the monthly deductions, in writing, prior to commencement of these deductions.  
 
I also understand that, if I leave the Trust’s employment, any outstanding balance will be recovered/refunded as 
appropriate against my final salary or, if my final salary is insufficient to allow for the whole of such a deduction, I agree to 
repay the outstanding amount within one month of the date of the termination of my employment with the Trust.  
 
Signature of staff member:                                                                  Date:   
 
Please forward this form to your manager for consideration of your request. 
Section 2: To be completed by the manager 
 
Request fully approved            Yes                 No 
 
Request partially approved      Yes                 No 
                                                                                           Please provide details below (use separate sheet if necessary.) 
Request refused                       Yes                 No 
 
 
 
 
 
 
 
Signature of manager:                                                                          Date:  
 
Please give a copy of this form to your staff member within 14 calendar days of its receipt, retain a copy on their personal 
file, and send the signed application form to: The Payroll Manager, Royal Cornwall Hospital, Truro  TR1 3LJ 
Section 3:  For payroll use 
 
Date application received:                                                                 Date processed: 
 
 
Date confirmation letter sent:                                                            Payroll signature:  
 

Application for purchasing additional annual leave to be taken between 
April …. to March …. 
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Appendix 4. Calculation illustrating the cost of purchasing 
additional annual leave 
The deduction that will be taken from the staff member’s salary each pay period will be 
taken over 12 monthly instalments (or less if requested by the staff member) and will be 
calculated as follows:  
 

 one week’s leave 
= weekly contracted hours x the hourly rate as at the 1st April of the financial year in   
which the leave is to be taken 
 

 two week’s leave 
= 2 x weekly contracted hours x the hourly rate as at the 1st April of the financial 
year in which the leave is to be taken. 

________________________________________________________________________ 
 
Example 1 
 
A member of staff is successful in their application to buy one week’s additional leave in 
October 2015.  They will be taking this additional leave in February 2016.  The staff 
member’s contracted hours are 37.5 per week and their hourly rate, as at 1 April 2015, 
was £12.50.  Deductions from the staff member’s pay are calculated as follows: 
 
37.5 hours x £12.50 = £468.75 
 
Payment to be deducted over 12 months, commencing in November 2015 with the final 
payment being taken in October 2016 
 
Monthly deduction = £468.75 divided by 12 = £39.06 per month. 
________________________________________________________________________ 
 
Example 2 
 
A member of staff is successful in their application to buy two weeks’ additional leave in 
January 2016.  They will be taking the additional leave in March 2016.  The staff member’s 
contracted hours are 24 per week and their hourly rate, as at 1st April 2015, was £23.75 
per hour.  Deductions from the staff member’s pay are calculated as follows: 
 
48 hours x £23.75 = £1,140.00 
 
Payment to be deducted over 12 months, commencing in February 2016 with the final 
payment being taken in January 2017 
 
Monthly deduction = £1,140.00 divided by 12 = £95.00 per month. 
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