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Summary

How to determine total leave entitlements

No. |« Is the staff member o Ves
b new to the Trust? " '
Does the staff member have
No. |le previous service with the NHS > Yes
and/or UK Armed Forces?
|
Determine verified NHS
and/or UK Armed Forces
total length of service
(see Section 6.5).
|
y v
Use annual leave Use annual leave entitlement chart
entittement chart (See (See Annual Leave Policy Supporting
Annual Leave Policy Documents Appendix 1) to establish
Supporting Documents » annual leave in hours as determined
Appendix 1) to establish by length of service and weekly
annual leave in hours as contracted hours (see Section 6.5).
determined by length of ¢
service (verified NHS and/or
UK Armed Forces) and Divide total by 12
weekly contracted hours. then multiply by number of
calendar months worked after

date of joining and before end
of leave year (see Section 6.6).

A 4 l

Use public holiday entitlement Use public holiday entitlement chart
chart (See Annual Leave (See Annual Leave Policy Supporting
Policy Supporting Documents Documents Appendix 2) to calculate
Appendix 2) to calculate entitlement to any outstanding public
annual entitlement to public holidays remaining in the year of
holidays in hours. joining.

Add annual leave and public
holiday entitlement together
| to calculate total annual
leave entitlement in hours.

Please Note:

All staff should record their annual leave as a total leave entitlement in hours. Whenever a member
of staff takes leave (annual leave or public holiday), the contracted hours normally worked on the
day should be deducted from the total leave entitlement. This will ensure that part-time staff and
staff members whose working patterns are other than a standard five days of equal length each
week receive the correct pro-rata entitlement.
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Data Protection Act 2018 (UK General Data Protection Regulation — GDPR)
Legislation.

The Trust has a duty under the Data Protection Act 2018 and UK General Data Protection
Regulations 2016/679 to ensure that there is a valid legal basis to process personal and
sensitive data. The legal basis for processing must be identified and documented before
the processing begins. In many cases we may need consent; this must be explicit,
informed, and documented. We cannot rely on opt out, it must be opt in.

Data Protection Act 2018 and UK General Data Protection Regulations 2016/679 is
applicable to all staff; this includes those working as contractors and providers of services.

For more information about your obligations under the Data Protection Act 2018 and UK
General Data Protection Regulations 2016/679 please see the Information Use Framework
Policy or contact the Information Governance Team.

Royal Cornwall Hospital Trust rch-tr.infogov@nhs.net
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1. Introduction

1.1

1.2.

1.3.

1.4.

The Royal Cornwall Hospitals NHS Trust (the Trust) is committed to developing
and maintaining working arrangements which enable staff to achieve a better
work life balance.

The Trust recognises the importance of annual leave in helping staff achieve this
and will seek to ensure that staff take the annual leave to which they are entitled.

The Trust reserves the right before the review date to amend this policy in light
of any statutory or national changes in relation to annual leave.

This version supersedes any previous versions of this policy.

2. Purpose of this Policy/Procedure

2.1

2.2.

2.3.

2.4.

The aim of this policy is to provide a uniform and equitable approach to the
management and calculation of annual leave and general public holidays for
staff.

The policy is in accordance with the NHS Terms and Conditions of Service
Handbook (Agenda for Change) entitlements, the provisions of the Working
Time Directive and Working Time Regulations 1998 (as amended), the Part
Time Workers (Prevention of Less Favourable Treatment) Regulations 2000,
and the Fixed Term Workers (Prevention of Less Favourable Treatment)
Regulations 2002.

It also reflects the Trust’'s commitment to the Armed Forces Covenant and its
status as a Veteran Aware hospital. (See Sections 6.6 and Appendix 4).

It also reflects the Trust’s approach to offering additional benefits of purchasing
additional leave and in exceptional circumstances selling back a small
proportion of annual leave once the statutory minimum has been taken.

3. Scope

3.1.

3.2.

3.3.

Leave entitlements set out in this policy only applies to staff employed under the
NHS Terms and Conditions of Service (Agenda for Change) and to Very Senior
Managers (VSM).

Leave entitlements for medical and dental staff are included in the national
Medical and dental terms and conditions and are not included in this policy.

Kernowflex workers have separate provisions. They are excluded from the
buying and selling of annual leave due to the nature of their terms of
engagement.

4. Definitions/Glossary

Contractual Leave — Holiday entitlement set out in the contract of employment
in accordance with NHS terms and conditions of service.
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o Statutory Leave — A worker’s minimum entitlement to paid holiday as set out in
the Working Time Regulations (5.6 weeks of contracted hours which includes
an allowance for public holidays).

e  Working Time Regulations — the Working Time Regulations came into force on
1 October 1998 in order to implement the provisions of the European Working
Time Directive in the UK on the organisation of working time and young workers
and set out the statutory requirements for annual leave.

e Day —aday is defined as 7.5 hours (pro rata for part time staff).

e Long-Term Sickness Absence — A period of continuous absence lasting more
than four calendar weeks.

e Compressed Hours — Contracted hours worked over less than five days/week.

e Me Allocate/Employee Online/Loop — An electronic system that enables staff
members to view all aspects of their roster in the past, present and as far into
the future as the rosters have been published. It allows staff to request leave as
well as see the balance and approval status. Use of Me Allocate/Employee
Online/Loop is recommended by the Trust as best practice.

e Veteran — A former member of the UK Armed Forces. For the purposes of this
policy, the UK Armed Forces consists of the Royal Navy, British Army and
Royal Air Force.

e Armed Forces Covenant — A promise by the nation that those who serve or
who have served in the armed forces, and their families, should be treated with

fairness and respect in the communities, economy and society they serve with
their lives.

e Selling Annual Leave — arrangement between an employee and the Trust
whereby a small amount of annual leave entitlement can be sold back to the
Trust during specific window and once the statutory minimum of leave has been
taken.

e Buying Occupational Leave— arrangement between the employee and the

Trust to purchase an additional number of dates during a specific period,
subject to the criteria set out be the Trust.

5. Ownership and Responsibilities
5.1. Role of the Chief People Officer
The Chief People Officer is responsible for the implementation of this policy.

5.2. Role of Managers

Managers are responsible for:
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5.3.

Calculating a staff member’s entitlement to annual leave and public holidays
and ensuring these are recorded on e-roster in hours. This enables clear,
visual and accurate records for all individuals and facilitates the monitoring
of requests and uptake to ensure individuals are taking regular breaks from
work.

Ensuring all staff take the legal minimum of annual leave during the leave
year.

Making staff are aware of the provisions of the Trust’s Annual Leave Policy
with particular regard to the management of public holidays for part-time
workers or staff who do not work their hours over five days.

Communicating the procedures for requesting annual leave within their own
departments and recording on the Me Allocate/Employee Online/Loop.

Ensuring each application is managed equitably, balancing the needs of the
service and needs of the individual and ensuring arrangements are in place
to cover service requirements.

Recording and monitoring annual leave to ensure the appropriate leave
entitlement is taken as planned within each leave year, ensuring it is spread
across the leave year to avoid excessive levels at peak times or in March
(the end of the leave year — see Section 6.10.).

Informing individuals of changes in annual leave entitlements due to
changes in length of service and any other contractual changes such and
increasing/decreasing contract hours.

Role of Individual Staff

All staff members are responsible for:

Ensuring their annual leave is planned throughout the year in consultation
with their team and the agreement of their line manager ensuring it is spread
across the leave year to avoid excessive levels at peak times or in March
(the end of the leave year). (See Section 6.10).

Seeking their line manager’s agreement and authorisation for each period of
annual leave, through the use of Me Allocate/Employee Online/Loop as best
practice, giving as much notice as possible to allow managers to plan
absences across a department.

Not making any bookings or payments for holidays until their request for
annual leave has been granted.

Keeping an accurate record of their annual leave status (a summary of leave
taken, as well as the balance and approval status, is available from Me
Allocate/Employee Online/Loop).
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e Notifying their manager when their length of service increases and an
adjustment to their annual leave entitlement is required (five and ten years)
in a timely manner and, at the latest, immediately prior to the leave year in
which the change occurs.

e Any staff members alleged to have falsified their entitlement or taken annual
leave in excess of their entitlement will be investigated in accordance with
the Trust’s Disciplinary Policy which may result in disciplinary action up to
and including dismissal.

6. Standards and Practice

6.1.

Entitlements

6.1.1. The annual leave year runs from 1 April to 31 March. Based on the
standard hours for full-time staff (37.5 hours per week), the basic
contractual leave provisions for those on Agenda for Change and VSM
NHS terms and conditions of service are:

Length of Annual | Public | Total | Annual | Public | Total

Service Leave | Holiday | (Days) | Leave | Holiday | (Hours)
(Days) | (Days*) (Hours) | (Hours)

First five 27 8 35 2025 |60 262.5

years

following

appointment

After five 29 8 37 2175 60 2775
years’
service

After 10 33 8 41 2475 60 3075
years’
service

*In some years there may be fewer or more public holidays within a
leave year (see section 6.3.4).

6.1.2. Part-time staff are entitled to a pro-rata entitlement to annual leave and
public holidays based on their contracted hours.

6.2. Total Holiday Entitlements to be Calculated in Hours

6.2.1. All staff should record their annual leave as a total leave entitlement

in NOUrS. To calculate total annual leave entittement the entitlements
for annual leave and public holiday entitlement should be added
together. (Please see Annual Leave Supporting Documents, Appendix
2 and 3, available on the Document Library).
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6.3.

6.2.2.

When any leave is taken (whether annual or public holiday) the
contracted hours that would normally be worked on the day should be
deducted from the total leave entitlement.

Public Holidays

6.3.1.

6.3.2.

6.3.3.

6.3.4.

6.3.5.

6.3.6.

To ensure all members of staff (including staff who work part-time and
those whose working patterns are other than a standard five days) have
a fair, equitable and static entitlement, the calculation of public holiday
entitlement is based on the number of basic contracted hours worked
per week.

A public holiday is defined as any period of normal duty that starts
within the period of 24 hours from midnight to midnight on the day of the
public holiday.

In some years, where Easter falls in either March or April, fewer or more
than eight public holidays will fall within a leave year. On these
occasions staff will be entitled to the actual number of public holidays
occurring in the leave year (pro-rata for part-time staff). The second
column in Appendix 3 found in the Annual Leave Policy Supporting
Documents, located on the Document Library, shows the ‘hourly
entitlement on each public holiday’ and has been included to assist with
this calculation e.g., 8 x 7.5 = 60 hours.

Please note: These tables are to be used to calculate the accrual
of public holiday hourly entittement only. When leave is taken on a

public holiday the contracted hours Normally worked on the day
should be deducted from the total leave entitlement.

In accordance with paragraph 13.4 of the NHS Terms and Conditions of
Service Handbook, staff required to work or to be ‘on call’ on a public
holiday are entitled to the appropriate enhanced payment. As the public
holiday entitlement for the day will have already been included in the
staff member’s total leave entitlement, there is no requirement to add or
deduct any hours and the public holiday entitlement for that day can be
used at a later date.

If staff work part-time or compressed hours and their department is
closed on a public holiday, their days off cannot be re-allocated to the
day of the public holiday in order to accrue additional leave.

When Christmas and New Year public holidays fall at weekends, Annex
25 of the NHS Terms and Conditions of Service Handbook sets out the
arrangements that apply when staff work on the public holidays.
Arrangements will need to be made to ensure staff retain the right to
three public holidays only across this holiday period. For further details

please see Appendix 5.

6.4. Annual Leave Entitlement for Part-Time Staff

6.4.1.

Part-time staff are entitled to a pro-rata entitlement to leave (including
public holidays) based on their contracted hours.
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6.4.2.

6.4.3.

Their leave should be calculated as a total leave entitlement in hours for
annual leave plus public holiday leave. Please see Annual Leave Policy
Supporting Documents (Appendix 1 example 5).

In accordance with their working pattern, the number of contracted
hours that they would normally work on any day taken as leave (annual
or public holiday) should be deducted from their total leave entitlement.

6.4.3.1. For example, a part-time member of staff who is contracted to
work 30 hours per week, working 7.5 hours per day over four
days Monday to Thursday, will be required to deduct 7.5
hours per leave day taken.

6.4.3.2. As this individual does not normally work on a Friday, they
are not required to deduct hours for any public holidays that
fall on a Friday.

6.5. Calculation of Reckonable Service

6.5.1.

6.5.2.

6.5.3.

6.5.4.

6.5.5.

Previous employment with an NHS employer or as a member of the UK
Armed Forces (see Section 6.6 below) will count as reckonable service
in respect of annual leave regardless of whether there has been a break
in service.

For example, if a member of staff worked in the NHS for five complete
years, left for two years and re-joined three years ago, their total service
for annual leave purposes would be eight years.

Appendix 3 lists the organisations recognised as NHS employers. Staff
who wish to demonstrate previous service with another NHS employer
or the UK Armed Forces are responsible for providing documentary
evidence to support their previous service claim (e.g. staff transfer form,
contractual documents, payslips, Armed Forces certificate of service)
within three months of the date of the commencement of their
employment with the Trust.

Confirmation of previous service provided after three months from the
date of commencement will be recognised from the date the
confirmation is received by the Trust via the line manager. Previous
service cannot be recognised without written confirmation.

Staff transferred to the Trust as part of a transfer of service will have the
period of continuous employment with the former employer taken into
account.

The Trust may also take into consideration previous employment/
service with the organisations listed in Appendix 4. However, to qualify
for this benefit in respect of annual leave, the period of service must be
verified and has to be in a role that is highly relevant to the new role
undertaken within the Trust.

Annual Leave Policy V5.0
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6.5.6.

Individuals who have worked on a bank contract with RCHT and move
to a substantive role may request consideration of reckonable service to
count towards annual leave entitlement. An individual who requests this
must be able to provide suitable evidence of working a minimum of 488
per year for it to be counted towards reckonable service only in respect
of annual leave. Years that have not met this threshold are unlikely to
be counted towards reckonable service for the purposes of annual
leave only.

6.6. Annual Leave Entitlement for Veterans

6.6.1.

6.6.2.

6.6.3.

6.6.4.

6.6.5.

In November 2018 the Trust signed the Armed Forces Covenant
Pledge.

The Trust further demonstrated its commitment to the principles of this
promise by agreeing to recognise, with effect from 1 April 2019, all
previous service accrued within HM Armed Forces as counting towards
annual leave entitlement.

Evidence of service must be presented to line managers (See Section

For the leave year 1st April 2019 to 31st March 2020 only, managers
are advised to allocate a revised leave allowance based on evidence of
service. Leave entitlement cannot be backdated beyond 1st April 2019.

With effect from 1st April 2020, the allowance should be included in the
annual leave allocations of existing staff members while the principles
of Section 6.5 will apply to new members of staff.

6.7. Entitlement on Joining

6.7.1.

6.7.2.

Entitlement in the first year is calculated at 1/12th of the annual leave
entitlement for each complete calendar month worked after the date of
joining and before the end of the leave year plus any remaining public
holidays in the year of joining. Please see Annual Leave Policy
Supporting Documents (Appendix 1 example 6).

Staff members who begin their employment up to and including the
seventh day of the month will receive leave entitlement for the whole of
the first month. Staff joining on the eighth day or later will not receive
entitlement for the first month.

6.8. Minimum Annual Leave to be Taken

6.8.1.

6.8.2.

Staff should be provided with the opportunity to take all their annual
leave within the annual leave year, and they should be pro-active in
taking this leave.

Staff must take the equivalent of their minimum statutory entitlement,
i.e. 5.6 weeks (of their weekly contracted hours) of annual leave each
leave year.

Annual Leave Policy V5.0
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6.8.3.

Staff should not work in any capacity for the Trust or any other
organisation during their leave without prior discussion with, and the
agreement of, their manager.

6.9. Maximum Periods of Annual Leave

6.9.1.

6.9.2.

Generally, a maximum of two weeks’ leave may be applied for and
granted at any one time although managers should not unreasonably
refuse a request for a longer period.

Options for requesting additional leave, over and above contractual
entitlement, are outlined in Section 6.19 relating to the purchase of
buying more annual leave in a leave year.

6.10. Arrangements for Taking Annual Leave

6.10.1.

6.10.2.

6.10.3.

6.10.4.

6.10.5.

6.10.6.

6.10.7.

At the beginning of the leave year, managers and staff should look
ahead and plan how leave will be taken.

It is expected that staff should only have 25% of their leave outstanding
at the commencement of the final three months of the annual leave
year except:

e By prior arrangement with the line manager.
e Due to the needs of the service.
e As a result of ill health/maternity leave.

To maintain service delivery, staff should give as much notice as
possible when making a request for annual leave as this allows
managers to plan for absences across a department and makes it more
likely that a request can be granted.

In accordance with the Working Time Regulations (WTR) the
minimum period of notice normally required to take leave is twice as
long as the period of leave being requested, e.g. four weeks’ notice for
two weeks of annual leave. However, many departments, due to
service delivery requirements, will require a longer period of notice at
peak periods such as, for example, during school holidays or the end of
the financial year.

All requests should be considered and accommodated wherever
possible, provided they are reasonable and do not have a detrimental
impact on the cover provided by the department or the delivery of the
service.

Staff are advised not to make any bookings or payments for holidays
until their request for annual leave has been granted.

Approved leave should be taken unless a request not to take it is
agreed by the manager.

Annual Leave Policy V5.0
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6.10.8.

Managers are not obliged to agree to changes being made to periods of
approved leave particularly when it is likely that a staff member will not
have taken the statutory minimum period of leave by the end of the
leave year.

6.11. Changes in Long Service Entitlements During the Year

6.11.1.

6.11.2.

6.11.3.

6.11.4.

Staff are responsible for informing their line manager when their annual
leave entitlement increases (after five and ten years’ service
respectively). If a staff member does not notify their line manager of the
increased entitlement immediately prior to the year in which the uplift
occurs, then the additional leave due can only be taken if there is
sufficient time, subject to service delivery requirements, for the leave to
be accommodated before the end of the annual leave year.

Staff whose annual leave entitlement changes part way through a leave
year as a result of long service (five or ten years) should have their
annual leave entitlement calculated in two parts on a pro-rata basis.

The calculation will be based on the number of completed months

worked in the leave year prior to and after reaching the long service
threshold.

When the date of the long service threshold occurs part way through a
month then the calculation for that month will be determined by
whichever entitlement has the most days. Please see Annual Leave
Policy Supporting Documents (Appendix 1, worked example 2).

6.12. Entitlement on Changing Contract Hours

6.12.1.

6.12.2.

When staff change their contracted hours part way through a year, their
entitlement to annual leave will be re-calculated on a pro-rata basis;
based on the ‘old’ and ‘new’ contracted hours. Please see Annual
Leave Policy Supporting Documents (Appendix 1, worked example 3).

Changes in hours should normally be effective from the start of a
month. However, when the date of the change in hours occurs part way
through a month, the calculation for that month will be determined by
whichever part of the month has most days. Please see Annual Leave
Policy Supporting Documents (Appendix 1, worked example 3).

6.13. Entitlement on Leaving

6.13.1.

Staff who leave the Trust will receive 1/12th of their annual leave
entitlement for each complete calendar month worked in the leave
year, less any annual leave taken. They will also be entitled to receive
any outstanding hours for the public holidays that have occurred in the
leave year prior to leaving (pro rata for part-time staff) but have not
been taken. Please see Annual Leave Policy Supporting Documents
(Appendix 1, worked example 7).
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6.13.2.

Where the full entitlement has not been taken, service may be
extended and payment made. Where the leave taken is greater than
the entitlement, a deduction will be made from the final salary payment.
In this situation the line manager, Finance department and member of
staff will agree the process for recovery of the overpayment made in
accordance with the Trust’s Policy and Procedure in case of an Under
or Overpayment of Salary, Allowances and Benefits, a copy of which is
available from the Finance section of the Trust's document library.

6.14. Carrying Forward Contractual Leave

6.14.1.

6.14.2.

6.14.3.

6.14.4.

Staff are required to take the statutory minimum of annual leave during
the year. It is generally expected for all staff to take all their annual
leave allocation in the year it is accrued, Managers are accountable for
working with staff to ensure this happens.

However, (subject to the requirements of the service including a review
of attendance and with the written consent of their manager), up to a
maximum of five days of contracted hours may be carried forward from
one annual leave year to the next, except in special circumstances.

Please see sections 6.15 and 6.16 for information regarding sickness
absence that occurs during a period of annual leave and the carry
forward of leave during long-term sickness absence.

After the minimum statutory leave (5.6 weeks of contracted hours) has
been taken any leave that has not been taken can either be carried
over, up to a maximum of five days (contracted hours) or due to
exceptional circumstances a maximum of five days (contracted hours)
may be sold back towards the end of the holiday year. Please see
section 6.20 for more information on this.

6.15. Sickness Occurring During Annual Leave or Public Holidays

6.15.1.

6.15.2.

Members of staff who fall sick whilst on annual leave and report their
absence in accordance with the Trust’s Attendance Management
Policy and/or their departmental procedure will, subject to the provision
of a Fit Note (Med 3), have the period of absence covered treated as
sick leave, allowing them to take the annual leave another time
(subject to 6.15.2. below).

In accordance with NHS Terms and Conditions of Service (Agenda for
Change), staff will not be entitled to an additional day off if they are sick
on a public holiday. In this situation managers and staff should ensure
the hours are deducted from their total annual leave entitlement.

6.16. Annual Leave Entitlement and Carry Forward During Long-
Term Sick Leave

6.16.1.

Long Term Sick defined as “a period of continuous absence lasting
more than four calendar weeks”.
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6.16.2. Staff can accrue and request to take annual leave (up to a maximum of
5.6 statutory weeks of their weekly contracted hours) during a period of
long-term sickness. They may wish to request annual leave in order to
receive full pay for the period). Staff cannot be on “sick leave” and
annual leave at the same time to ensure that staff are not deducted
annual leave and sick leave at the same time.

6.16.3. For the purposes of sickness absence recording, annual leave taken
during time off sick shouldn’t result in two separate episodes of
sickness being recorded either side of annual leave if the reason for
absence is a continuation of the same illness/condition. This will be
counted as one period of absence for monitoring purposes.

6.16.4. When annual leave is taken during sickness, sickness will be paused
on Roster, annual leave taken, and then sickness resumed. If there are
two separate reasons for sickness before and after an episode of
annual leave this will continue to be counted as two separate episodes
of sickness for both monitoring and payment.

6.16.5. Members of staff should request leave in the usual way by using the
application form (See Annual Leave Policy Supporting Documents,
Appendix 4) and by following the annual leave process of their
department.

6.16.6. Staff should always keep their manager informed of their availability
and contact details as there may be a requirement for them to attend
any review meetings and be available for Occupational Health
consultations.

6.17. Carry Forward Leave due to sickness

6.17.1. Staff on long-term sick leave for all or part of the leave year and are
genuinely unable to take their remaining leave before 31 March (end
of the leave year), are entitled to carry forward up to four statutory
weeks of their contracted weekly hours to the following leave year.
Staff should arrange to take this leave as soon as possible to ensure
they are within standard limits of carry over.

6.17.2. The amount of any carry forward leave due should be worked out by
using the following calculation:

5.6 weeks’ contracted hours, minus any annual leave and public
holidays already taken (in hours) as of 31 March = leave to be carried
forward (up to a maximum of four weeks’ contracted hours).

6.17.3. Staff who are unable to return to work before they have the opportunity
to take their accrued leave (due to the termination of their
employment) are entitled to a payment in lieu. Advice regarding the
calculation should be sought from the local HR practitioner.
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6.18. Annual Leave Accrual During Maternity Leave

6.18.1.

6.18.2.

6.18.3.

6.18.4.

Contractual annual leave (which includes public holidays) will continue
to accrue during paid and unpaid maternity leave.

Where the amount of accrued annual leave exceeds normal carry over
provisions, it may be mutually beneficial to both the Trust and staff
member for the staff member to take annual leave before and/or after
the formal maternity leave period.

The amount of leave to be taken in this way, or carried forward, should
be agreed with the manager.

For further information, please refer to the Trust’'s Guide to Being
Pregnant at Work and Maternity Leave.

6.19. Religious and Cultural Observance

6.19.1.

6.19.2.

Subject to service needs, the Trust will support requests, wherever
possible, for time off during religious festivals which are not covered
by statutory public holidays. Line managers should use discretion to
grant annual leave, time off in lieu, flexible working or unpaid leave
when considering requests for such leave.

It is recommended that staff make their request for time off as soon as
the dates are known in order to facilitate the effective planning of
leave arrangements. Line managers should keep in mind that some
religious festivals are determined by the lunar calendar and, therefore,
dates change from year to year. Managers will be expected to
consider such requests in accordance with service needs and
accommodate these where reasonable to do so.

6.20. Options for Staff Wishing to Buy Additional Annual Leave

There may be times when staff members wish to take more than their standard
contractual entitlement to annual leave and staff who meet the qualifying criteria
can apply:

e Completion of one full year’s continuous service with the Trust at the time of
application.

e Those on fixed term contract over 12 months may apply but due to the
nature of the fixed term contract duration may be limited in the amount of
additional annual leave they may request.

¢ Have discussed with the line manager 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.
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6.20.1

Principles for Buying Additional Leave.

6.20.1.1

6.20.1.2

6.20.1.3

6.20.1.4

6.20.1.5

6.20.1.6

6.20.1.7

6.20.1.8

6.20.1.9

6.20.1.10

6.20.1.11

Annual Leave Policy V5.0
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A “day” is defined is 7.5 hours for all staff and will be paid
in line with this. This will be pro-rata for part time staff.

Individuals must not book additional periods of annual
leave until such time as the requested has been
authorised by both the line manager and confirmation from
payroll.

Where a part time member of staff works more than 7.5
hours in a roster day annual leave will be paid at this rate.

There is no automatic right to additional annual leave. The
minimum number of days available to purchase will be five
days of the contracted hours.

The scheme provides the opportunity to ‘buy’ an agreed
number of days of (contracted hours) additional leave in
each leave year. In the absence of any other agreement
made by Executive Leadership team this will be up to five
days.

There will be a window of opportunity to buy additional
leave. Applications to buy leave for the next holiday year
must be made as notified by the Trust communication
each year. Applications outside of this deadline will not be
considered.

The Trust reserves the right to refuse a staff member’'s
application to buy additional annual leave due to the
request taking them below the national minimum wage and
for operational or technical reasons related to a staff
member’s role and service needs.

By approving the request for additional leave a manager
agrees not to fill the additional leave with bank, agency or
locums.

Care must be taken to avoid unfairness in the application
of the scheme.

The application and authorisation of requests are treated
individually and will only be valid for the holiday year it has
been requested for.

Approval of any additional annual leave bought 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.



6.20.2

6.20.1.12

6.20.1.13

6.20.1.14

6.20.1.15

6.20.1.16

6.20.1.17

6.20.1.18

6.20.1.19

6.20.1.20

6.20.1.21

6.20.1.22

Approved leave must be taken in the leave year in which it
is bought. The annual leave year runs from 1 April to 31
March.

The purchase of additional annual leave must be repaid in
full within before the end of the holiday year it is requested
in.

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

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

Individuals cannot sell back annual leave that they bought.

If, having bought additional annual leave, the member of
staff fails to take it before the end of the relevant year, the
leave will be lost.

Buying annual leave cannot be used to cover periods of
sickness absence.

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.

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.

The Trust reserves the right to make changes to the
purchase of additional annual leave should there be
operational need or statutory changes.

Procedure

6.20.2.1

Annual Leave Policy V5.0

Page 18 of 36

Staff wishing to apply for additional annual leave should
do so by completing the Buying Additional Annual Leave
Application Form contained in the Annual Leave
Supporting Documents and submitting this to their line
manager.
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6.20.2.2

6.20.2.3

6.20.2.4

6.20.2.5

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.

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

The cost of any approved additional annual leave will be
deducted from a staff member’s salary over an agreed
period but must be paid back in full before the end of the
holiday year it is requested in. The staff member will
thereby continue to receive a monthly salary but at a
reduced rate but not below the national minimum rate. If
the payment takes them below the minimum rate the and
the leave has already been booked/taken. There should
be a discussion regarding how this can be paid back i.e.
authorised unpaid leave or working back the hours.

Deductions will commence in the next available pay period
following receipt of the application form by the Payroll
Department.

6.20.3 Adjustments to Pay

6.20.3.1

6.20.3.2

6.20.3.3

6.20.3.4
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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.

Where a member of staff reduces their contracted hours
the deductions from salary and remaining leave will be
reviewed to ensure appropriate repayments are made.

Prior to applying an individual should ascertain how much
the monthly deduction from their salary will be. The payroll
team will check that the deductions do not decrease hourly
rate below the national minimum wage. If the amount
requested takes an individual below the national minimum
wage the request will not be supported.

Consultants and senior medical staff wishing to purchase
additional leave 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
and will confirm that this will not be covered by locum,
agency or LLP cover.



6.20.3.5 It may 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.

6.20.3.6  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
Southwest 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.

6.20.3.7 If staff do not want to buy more leave they can request a

period of unpaid leave the principles of requesting unpaid
leave will be the same as above. Colleagues may request
a maximum period of unpaid leave up to three months.

6.21. Selling Annual Leave

6.21.1 Criteria:
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All substantive colleagues of the Royal Cornwall Hospitals Trust
with at least a year’s continuous service (including those
colleagues on family-friendly leave or absent due to sickness).

Statutory annual leave cannot be sold back, it must be taken.
Applications to sell back leave will only be accepted when 5.6
weeks (28 days of contracted hours) has been taken.

Colleagues on an employment break or other long-term absence
will continue to accrue statutory annual leave but will not be able to
sell back statutory annual leave, it must be taken.

Annual leave is sold back to the employee at their usual hourly
rate on the basis of base salary, not including any additional
remuneration, and is subject to tax and National Insurance

deductions. Calculations will be made by Payroll.

Applications for selling back annual leave will be open for a short
period towards the end of the holiday year. Any requests after this
time will not be supported and the leave will be lost.

Managers must keep a record of each application and its outcome,
ensuring Roster and the staff member’s personal file is updated.

As requested, reports will be provided to the Chief People Officer,
Chief Finance Officer, and Chief Executive so that implementation
of the policy can be monitored and its impact assessed.



e Any queries or concerns in relation to how this policy has been
applied should, in the first instance, be discussed with the line
manager and/or appropriate People Partner team.

6.21.2 Procedure

6.21.2.1  Staff wishing to sell annual leave should do so by
completing the Selling Annual Leave application form
contained in the Annual Leave Supporting Documents and
submitting this to their line manager.

6.21.2.2  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.

6.21.2.3  Once approval has been given, the signed form must be
forwarded by the line manager to the Payroll Department
for payroll to arrange payment of annual leave sold back.

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 clear communication will be sent to managers to make them aware that the
policy has been issued and that they are responsible for cascading the
information to their staff members, including staff members who do not have
regular access to email.

7.3. A copy of the policy will be circulated to the People Partner teams to enable
them to support implementation with their managers.

7.4. Joint Consultancy Negotiation Committee (JCNC) will be advised of the issue of
the policy.
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8. Monitoring compliance and effectiveness

Information
Category

Detail of process and methodology for monitoring
compliance

Element to be

Number of grievances raised regarding how the policy has been

recommendations
and Lead(s)

monitored applied.
Lead Chief People Officer.
Tool Employee Relations case log.
Frequency Annually.
Reporting » The People Partner team will receive a report on the analysis
arrangements of any grievances received in relation to the application of the
annual leave policy.
= This information will be reported to the Joint Consultancy
Negotiation Committee (JCNC) annually.
= The overall effectiveness of the policy will be considered, and
any remedial actions identified will be recorded in the relevant
meeting notes or minutes.
Acting on Required actions will be identified and completed in a specified

timeframe.

Change in practice
and lessons to be
shared

Required changes to practice will be identified and actioned
immediately where necessary. Lessons will be shared with all
relevant stakeholders.

9. Updating and Review

The policy will be reviewed every 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.
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10. Equality and Diversity

10.1. This document complies with the Royal Cornwall Hospitals NHS Trust service
Equality and Diversity statement which can be found in the Equality Diversity
And Inclusion Policy or the Equality and Diversity website.

10.2. 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.

10.3. The Initial Equality Impact Assessment Screening Form is at Appendix 2.
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Appendix 1. Governance Information

Information Category

Detailed Information

Document Title:

Annual Leave V5.0.

This document replaces (exact
title of previous version):

Annual Leave Policy V4.0.
Additional Annual Leave Purchase Scheme V4.0.
Annual Leave Buy Back Policy V1.3.

Date Issued/Approved: February 2025.
Date Valid From: February 2025.
Date Valid To: February 2028.

Directorate / Department
responsible (author/owner):

Dorothy Russell, Associate Director People Services.

Contact details:

rch-tr.numanresources@nhs.net

Brief summary of contents:

The policy aims to provide a uniform and equitable
approach to the management and calculation of
annual leave and public holiday entitlement.

Suggested Keywords:

Holiday, leave, time off, selling back, purchase more.

Target Audience:

RCHT: Yes
CFT: No
CIOS ICB: No

Executive Director responsible
for Policy:

Chief People Officer.

Approval route for consultation
and ratification:

JCNC - Joint Consultancy Negotiation Committee.

Senior Manager confirming
approval processes:

Dorothy Russell, Associate Director of People
Services.

Name of Governance Lead
confirming approval

Nicole Steinkruger, People, Policy, Risk and
Governance Manager.

Links to key external standards:

None required.
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Information Category

Detailed Information

Related Documents:

Attendance Management Policy and Procedure.

Counter-Fraud and Corruption Policy.

Disciplinary Policy.

Roster Policy.
Employment Break Policy.

Equality, Diversity and Inclusion Policy.

Resolution Policy and Procedure.

Guide to being Pregnant at Work and Maternity
Leave.

NHS Terms and Conditions of Service.
On Call Policy.

Under or Overpayment of Salary Allowances and
Benefits Procedure and Policy.

Special Leave Policy.

Fixed-Term Staff (Prevention of Less Favourable
Treatment) Requlations 2002.

Part-Time Workers (Prevention of Less
Favourable Treatment) Requlations 2000.

Working Time Requlations 1998 (as amended).

Armed Forces Covenant.

Training Need Identified?

No formal training required.

Publication Location (refer to
Policy on Policies — Approvals
and Ratification):

Internet and Intranet

Document Library Folder/Sub
Folder:

Human Resources.
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Version Control Table

Version Changes Made

Date Number Summary of Changes by

September | V1.0. New Policy - General Principles. Human Resources

2007. and Staff side.

November | V2.0. Reviewed and updated, reformatted to Human Resources

2012. comply with the Trust ‘Policy on Policies’ | and Staff Side.

document and employment legislation.

March V2.1. Appendix 5 amended to reflect Helen Strickland,

2015. entitlement for 10 public holidays in HR Business

annual leave year 2015/2016. Partner.

August V2.2 Minor updates to meet governance and | Helen Strickland,

2015. compliance requirements ref Trust logo, | HR Business

E&D statement and EIA. Partner.

February V2.3. Appendix 5 amended to reflect Helen Strickland,

2016. entitlement for 6 public holidays in HR Business

annual leave year 2016/2017. Partner.

April 2017. | V2.4. = Section 6.3: further clarification of Helen Strickland’
provisions applicable to public HR Business
holidays. Partner.

= Section 6.4: further clarification of
provisions applicable to part-time
workers.

= Addition of Section 6.17 ref religious
and cultural observance.

= Addition of Section 6.18 ref option to
purchase additional leave, unpaid
leave, career/employment break.

= Appendices 4 and 5 updated.

February V2.5. Minor amendment to Section 6.15 to Helen Strickland,

2018. clarify arrangements for carrying forward | HR Business

statutory leave. Partner.

July 2018. | V2.6. » Template updated. Helen Strickland,

* 6.3.3 —removal of ‘normal’. HR Business
Partner.
» 6.15.1 — additional clarification re sick
pay.
= 10.0 Equality and Diversity — updated.
= Appendix 2 — EIA format updated.
= Appendix 3 — worked samples
amended.
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Version Changes Made
Date Number Summary of Changes by
March V3.0. Policy reviewed to: Helen Strickland,
2020. » Reflect the Trust’s commitment to the I;RtBusmess
Veteran Covenant by recognising artner.
service with the UK Armed Forces for
the purposes of annual leave
entitlement.
= Reference to ‘Employee On-line’
replaced by ‘Me Allocate/Employee
Online’.
= Clarification of arrangements for staff
working on public holidays (section
6.3).
*  Amendment to arrangements to carry
forward leave (section 6.14).
March V3.1 Minor amendments to: Helen Strickland,
2021. » Paragraph 6.3.5 — clarification of Ee:_)ple R('jSk’
annual leave situation when staff work GO ICy an
or are on call on a public holiday. overnance
Manager.
» Paragraph 6.15.2 to clarify the
situation when staff are sick on a
public holiday.
= Addition to Section 6.14 in respect of
special arrangements for carrying
forward annual leave during the
Covid-19 pandemic.
March V3.2 Interim policy review to update special Angela Chisholm,
2022. arrangements for carrying forward annual| People Risk,
leave during the Covid-19 pandemic — Policy and
2022/2023. Governance
Policy transferred to new Trust template. Manager.
March V4.0. Full policy review Nicole
2023. ¢ Reviewed and updated, reformatted Stelnkrug_er,
. ) People Risk,
to comply with the Trust latest policy :
Policy and
template.
Governance
e To update special arrangements to Manager.
continue carrying forward annual
leave due to operational pressures —
applicable to leave year 2023/2024 in
paragraph 6.14 — replaced reference
to “pandemic” with “operational
pressures”.
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Date

Version
Number

Summary of Changes

Changes Made
by

Amended job titles i.e. Chief People
Officer, Associate Director of People
Services, contact name and details
for policy owner.

Amended change in Policy title i.e.
Resolution Policy.

Separated appendix 3, 4,5 and 8 as
supporting documentation for
guidance and application form.

February
2024.

V5.0.

Amalgamation of Annual Leave Policy,
Annual Leave Purchase Scheme Policy
and Annual Leave Buy Back Policy. Full
policy review.

Reviewed and updated, reformatted
to comply with the Trust latest policy
template.

Updated reference to version and
governance sheet.

Change review period to three years
not 12 months.

Deleted reference to exceptional
arrangement to carry over 10 days in
annual leave year 23/24 specifically: -

Paragraph 6.14 in title.
Paragraph 6.14.1.

Deleted paragraph all of paragraph
6.14.3 (1-5).

Revised terminally from Buy Back to
Selling and Additional Purchase to
Buying for clarity.

Dorothy Russell,
Associate Director.

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

2000.

All Policies, Strategies and Operating Procedures, including Business Plans, are
to be kept for the lifetime of the organisation plus 6 years.

This document is only valid on the day of printing.

Controlled Document.

This document has been created following the Royal Cornwall Hospitals NHS Trust The
Policy on Policies (Development and Management of Knowledge Procedural and Web

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

Section 1: Equality Impact Assessment (EIA) Form

The EIA process allows the Trust to identify where a policy or service may have a negative
impact on an individual or particular group of people.

For guidance please refer to the Equality Impact Assessment Policy (available from the

rcht.inclusion@nhs.net

document library) or contact the Equality, Diversity and Inclusion Team

Information Category

Detailed Information

Name of the strategy / policy / proposal /
service function to be assessed:

Annual Leave, Policy V5.0.

Directorate and service area:

Human Resources.

Is this a new or existing Policy?

Existing.

Name of individual completing EIA
(Should be completed by an individual with
a good understanding of the Service/Policy):

Nicole Steinkruger, People Risk, Policy and
Governance Manager.

Contact details:

rch-tr.humanresources@nhs.net

Information Category

Detailed Information

1. Policy Aim - Who is the
Policy aimed at?

(The Policy is the
Strategy, Policy,
Proposal or Service
Change to be assessed)

The policy provides a uniform and equitable approach to the
management and calculation of annual leave and public
holidays which take into account the national terms and
conditions of service requirements and arrangements.

2. Policy Objectives

To ensure a consistent approach to the calculation and

recording of annual leave entitlement for staff.

Policy Intended
Outcomes

To encourage staff to take the annual leave to which they
are entitled and adherence to national terms and conditions
and legislation.

How will you measure
each outcome?

Through monitoring the compliance and quality of the
process as described in the policy document.

Who is intended to
benefit from the policy?

Staff.
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Information Category

Detailed Information

6a. Who did you consult
with?

(Please select Yes or No
for each category)

e \Workforce:

Yes

e Patients/ visitors: No

e Local groups/ system partners: No

e External organisations: No

e Other:

No

6b. Please list the
individuals/groups who
have been consulted
about this policy.

Please record specific names of individuals/groups:

JCNC — Joint Consultancy Negotiation Committee.

6c. What was the outcome
of the consultation?

No issues of concern identified.

6d. Have you used any of
the following to assist
your assessment?

National or local
process maps, C

No.

statistics, audits, activity reports,
omplaints, staff or patient surveys:

7. The Impact

Following consultation with key groups, has a negative impact been identified for any
protected characteristic? Please note that a rationale is required for each one.

Where a negative impact is identified without rationale, the key groups will need to be

consulted again.

Protected Characteristic (Yes or No) | Rationale

Age No. The policy will have no differential impact
on the grounds of age.

Sex (male or female) No. The policy will have no differential impact
on the grounds of sex.

Gender reassignment The policy will have no differential impact

(Transgender, non-binary, No. .

. on the grounds of gender assignment.

gender fluid etc.)

Race No. The policy will have no differential impact
on the grounds of race.

Disability (e.g. physical or

cognitive impairment, mental No The policy will have no differential impact

health, long term conditions ' on the grounds of disability.

etc.)
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Protected Characteristic (Yes or No) | Rationale

Managers are asked to give due
consideration to granting applications for
Religion or belief No. leave from staff of different faiths wishing
to take leave for key religious occasions
(see section 6.18 of the policy).

The policy will have no differential impact
No. on the grounds of marriage or civil
partnership.

Marriage and civil
partnership

Individuals on maternity leave continue to

Pregnancy and maternity No.
accrue contractual annual leave.

Sexual orientation (e.g. gay, The policy will have no differential impact
. . . No. . )
straight, bisexual, lesbian etc.) on the grounds of sexual orientation.

A robust rationale must be in place for all protected characteristics. If a negative
impact has been identified, please complete section 2. If no negative impact has
been identified and if this is not a major service change, you can end the
assessment here.

| am confident that section 2 of this EIA does not need completing as there are no
highlighted risks of negative impact occurring because of this policy.

Name of person confirming result of initial impact assessment: Nicole Steinkruger, People,
Policy, Risk and Governance Manager.

If a negative impact has been identified above OR this is a major service change,
you will need to complete section 2 of the EIA form available here:
Section 2. Full Equality Analysis
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Appendix 3. Recognised NHS Employers
England

e NHS Trusts including Foundation Trusts.

e Special health authorities.

e NHS England.

e Clinical commissioning groups.

e The Health and Social Care Information Centre.

e National Institute for Health and Care Excellence.

Health Education England.

Northern Ireland

e HSC Health Board.

e HSC Trusts.

e Public Health Agency.

e Business Services Organisation.
e Patient and Client Council.
e HSC Special Agencies.
Scotland

e Health Boards.

e Special Health Boards.
Wales

e NHS Trusts.

e Local Health Boards.

Annual Leave Policy V5.0
Page 33 of 36



Appendix 4. Previous Service with Non-NHS Employers

Previous service with non-NHS employers may be counted for annual leave entitlement
purposes where that service was in a role that is highly relevant to the new role to be
undertaken during employment with the Royal Cornwall Hospitals NHS Trust (RCHT).

. Local authorities including Education and Social Services.
. Primary care in a role to be continued by employment with RCHT.

. Voluntary Service Overseas in a Health or Social Care role to be continued by
employment with RCHT.

. The Voluntary/Independent Sector for services aligned to those provided by RCHT.

This includes work carried out directly or indirectly for the employers listed above through
bank or zero hours contracts. Where this work has taken place through bank or zero hours
contracts, the requirements of Section 6.5.6 will apply when calculating years of
reckonable service.

It should be noted that this agreement to recognise previous non-NHS employment for
annual leave purposes applies to the Royal Cornwall Hospitals NHS Trust and other NHS
employers may not recognise this service for future employment.

Please note that, with effect from 1 April 2019, and in line with its commitment to the
Veteran Covenant, the Trust will recognise previous service with HM Armed Forces for the
purposes of annual leave entitlement (see Section 6.6).
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Appendix 5. Agenda for Change (AFC) Annex 25 —
Arrangements for public holidays over the
Christmas and New Year holiday periods

When 25 December falls on a Friday

Friday 25 December.

The provisions for work on
a public holiday apply.

Saturday 26 December.

The provisions for work on
a public holiday apply.

Sunday 27 December.

The provisions for work on
a Sunday apply.

Monday 28 December.

The provisions for work on
a public holiday apply.

Except that any employee
working 25, 26 and 28
December will be entitled to
two public holidays. Any
employee working on all
four of these days will be
entitled to a maximum of
two public holidays and one
‘Sunday’.

Friday 1 January.

The provisions for work on a public holiday apply.

When 25 December falls on a Saturday

Saturday 25 December.

The provisions for work on
a public holiday apply.

Sunday 26 December.

The provisions for work on
a public holiday apply.

Monday 27 December.

The provisions for work on
a public holiday apply.

Tuesday 28 December.

The provisions for work on
a public holiday apply.

Except that any employee
working on 25, 27 and 28
December will be entitled to
a maximum of two public
holidays. Any employee
working 25, 26 and 27
December or on 26, 27 and
28 or on all four of these
days will be entitled to a
maximum of two public
holidays and one ‘Sunday’.

Saturday 1January.

The provisions for work on
a public holiday apply.

Sunday 2 January. The provisions for work on
a Sunday apply.
Monday 3 January. The provisions for work on

a public holiday apply.

Except that an employee
working on 1 and 3 January
will be entitled to a
maximum of one public
holiday. Any employee
working on all three of
these days will be entitled
to one public holiday and
one ‘Sunday’.

Continued over page.
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When 25 December falls on a Sunday

Saturday 24 December.

The normal provisions for work on a Saturday apply.

Sunday 25 December.

The provisions for work on a
public holiday apply.

Monday 26 December.

The provisions for work on a
public holiday apply.

Tuesday 27 December.

The provisions for work on a
public holiday apply.

An employee working all
three of these days will be
entitled to a maximum of two
public holidays and one
‘Sunday’.

Sunday 1 January.

The provisions for work on a
public holiday apply.

Monday 2 January.

The provisions for work on a
public holiday apply.

Except that any employee
working on both of these
days will be entitled to a
maximum of one public
holiday and one ‘Sunday’.
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