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[bookmark: _Toc227240726]Appendix 1. Examples of How to Determine Total Leave Entitlements
· Example 1 – Full Time Member of Staff
A member of staff has six years’ NHS service and is contracted to work 37.5 hours per week. What is their annual leave entitlement in a year which has eight public holidays?
Full time 37.5 hours over five days
1. Verified NHS service is six years.
2. Using Annual Leave Chart (Appendix 2), six years’ service at contracted 37.5 hours per week equates to 217.5 hour’ annual leave per year.
3. Using the Public Holiday Entitlement Table (Appendix 3), working 37.5 hours per week equates to a public holiday entitlement of 60 hours in a full year. 
4. Add together the annual leave and public holiday entitlements to give the total leave entitlement for the year
i.e.: 217.5 + 60 = 277.5 hours total annual leave entitlement.
· [bookmark: _Toc474412202]Example 2 – Increase in Service Entitlement
As from 10 August a staff member will have been working for the NHS for 10 years and will become entitled to more annual leave. They are contracted to work 37.5 hours per week and there are eight public holidays in the year. What is their total annual leave entitlement for the year?
In this situation, where an employee crosses the length of service threshold partway through the annual leave year, it is necessary to calculate the annual leave in two parts, i.e. prior to (five years plus) and after reaching the long service threshold (10 years plus) and add on the public holiday entitlement.
As the majority of days in August fall after the change in length of service (i.e. after the 10 August), the calculation for the month of August will be based on 10 years’ service (see Annual Leave Policy Section 6.10).
[bookmark: _Toc474412203]Prior to reaching long service threshold (at five years plus service)
1. Verified service is five years.
2. Using Annual Leave Chart (Appendix 2), five years’ service at 37.5 contracted hours per week equates to 217.5 hours annual leave per year.
3. [bookmark: _Toc474412204]Divide entitlement by 12 to determine monthly entitlement and multiply this figure by the number of full months worked (in this instance four months from 1 April to 31 July) i.e. 217.5/12 x 4 = 72.5 hours.
After reaching long service threshold (at 10 years plus service)
4. Verified service is 10 years.
5. Using Annual Leave Chart (Appendix 2), 10 years’ service at 37.5 contracted hours per week equates to 247.5 hours annual leave per year.
6. Divide entitlement by 12 to determine monthly entitlement and multiply this figure by the number of full months worked (in this instance eight months from 1 August to 31 March) i.e. 247.5/12 x 8 = 165 hours
7. Establish the full leave year hourly entitlement of public holidays by using Appendix 3. Working 37.5 hours per week equates to a public holiday entitlement of 60 hours in a full year.
8. Add together the annual leave and public holiday entitlement to give the total leave entitlement for that period
i.e.: 72.5 +165 + 60 = 297.5 hours total annual leave entitlement.
· Example 3 – Change in contractual hours
A member of staff who has 10 years’ service is reducing their weekly contracted hours from 37.5 to 15 as of 10 July. There are eight public holidays in the year. What is the total annual entitlement?
In this situation, where a member of staff alters their weekly contracted hours partway through the annual leave year, it is necessary to calculate the annual leave and public holiday entitlement in two parts, i.e. before the change in hours at 37.5 hours per week and after at 15 hours per week (see Annual Leave Policy Section 6.11).
Where a 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.
As the proposed change in hours is due to take place on 10 July, most days worked in July will worked when the employee is working 15 hours per week. The calculation for the month of July will therefore be based on 15 hours per week.
Full Time 37.5 Contracted Hours per Week
1. Verified service is 10 years.
2. Using Annual Leave Chart (Appendix 2), 10 years’ service at 37.5 contracted hours per week equates to 247.5 hours annual leave per year.
3. Divide entitlement by 12 to determine a monthly entitlement and multiply this figure by the number of full months worked (in this instance three months from 1 April to 30 June) i.e. 247.5/12 x 3 = 61.875 hours.
4. Establish the number of public holidays before the contractual change, i.e. four public holidays will fall between 1 April and 30 June.
5. Using the Public Holiday Entitlement Table (Appendix 3), when working 37.5 hours per week, there is a 7.5 hour entitlement per public holiday.
6. Multiply public holiday entitlement by number of public holidays in the period i.e. 7.5 x 4 = 30 hours.
7. Add together the annual leave and public holiday entitlement to give the total leave entitlement for that period
i.e. 61.875 + 30 = 91.875 hours for the period 1 April to 30 June.
Part Time 15 Contracted Hours per Week
1. Using Annual Leave Chart (Appendix 2), 10 years’ service at 15 contracted hours per week equates to 99 hours annual leave per year.
2. Nine full months will be worked during the remainder of the year, therefore divide the yearly entitlement by 12 to establish a monthly entitlement and multiply by nine months
i.e. 99/12 x 9 = 74.25 hours.
3. Establish the number of public holidays after contractual change i.e. four public holidays will fall between 1 July and 31 March.
4. Using the Public Holiday Entitlement Table (Appendix 3), when working 15 hours per week, there is a three-hour entitlement per public holiday.
5. Multiply public holiday entitlement by number of public holidays in the period i.e. 3 x 4 = 12 hours.
6. Add together the annual leave and public holiday entitlements to give the total leave entitlement for that period
i.e. 74.25 + 12 = 86.25 hours for the period 1 July to 31 March.
Total Leave Entitlement
The total yearly entitlement is the sum of the above calculations
i.e.: 91.875 + 86.25 = 178 hours’ total annual leave entitlement.
· Example 4 – Part Time, 15 hours over two days (7.5 hours per day)
A part time member of staff working 15 hours per week over two days. What is the total annual entitlement in a year that has eight public bank holidays?
1. Verified service is two years.
2. Using Annual Leave Chart (Appendix 2), two years’ service at 15 contracted hours per week equates to 81 hours annual leave per year.
3. Using the Public Holiday Entitlement Table (Appendix 3), when working 15 hours per week, there is a 24 hour entitlement for a full year.
4. Add together the annual leave and public holiday entitlements to give the total leave entitlement for that period
i.e.: 81 + 24 = 105 hours total annual leave entitlement.
As the member of staff works their hours over two (7.5 hour) days, then they would use 7.5 hours of their total annual leave entitlement for each day’s leave (whether annual leave or public holiday).
· Example 5 – Part Time, 36 hours over four days (9 hours per day)
A staff member with 10 years’ NHS service works 36 hours per week but on four nine hour days each week. What is the total annual leave entitlement in a year that has eight public holidays?
1. Verified service is 10 years.
2. Using Annual Leave Chart (Appendix 2), ten years’ service at 36 contracted hours per week equates to 237.5 hours annual leave per year.
3. Using the Public Holiday Entitlement Table (Appendix 3), when working 36 hours per week, there is a 58 hour entitlement for a full year.
4. Add together the annual leave entitlement and general public holiday entitlement to give the total leave entitlement for that period
i.e.: 237.5 + 58 = 295 hours for total annual leave entitlement.
As the member of staff works their hours over four (9 hour) days then they would use nine hours of their total annual leave entitlement for each day’s leave (whether annual leave or public holiday).
· Example 6 – Part time staff member commencing their employment part-way through the year, working 20 hours over five days
A staff member with no previous NHS service commences employment with the Trust on 1 Sept working 20 hours per week over five days. What is the total annual leave entitlement in the first year which has eight public holidays?
1. New employee with no previous service.
2. Using Annual Leave Chart (Appendix 2), 20 contracted hours per week equates to 108 hours annual leave per year. As the member of staff started their employment with the Trust on 1 September, they will be entitled to seven months’ worth (1 Sept to 31 March) of the leave (108/12 x7 = 63 hours).
3. Establish the full leave year hourly entitlement of public holidays by using the Public Holiday Entitlement Table (Appendix 3). When working 20 hours per week, there is a 32 hour entitlement for a full year.
4. The public holidays must be added to the annual leave entitlement. This total will vary depending on where the public holidays fall during the calendar year but for the purposes of this example there are four public holidays remaining in the leave year. Therefore four public holidays (32/8 x 4 = 16 hours).
Total leave entitlement for remainder of leave year = 63 +16 = 79 hours
As the member of staff works their hours over five days then they would use four hours of their total annual leave entitlement for each day’s leave (whether annual leave or public holiday).
· Example 7 - Full time staff member who is leaving the Trust part way through the month
A full time staff member with excess of 10 years’ service is leaving the Trust on 15 August in a year that has eight public holidays? What is their annual leave entitlement?
1. The staff member’s annual leave entitlement will be calculated on a pro-rata basis. This will be based on:
· Number of completed months worked in the leave year from date of commencement until the end of the leave year (1 April to 31 July) and
· Plus any outstanding public holiday hours for public holidays (pro rata for part time staff) that have occurred in the year but have not been taken.
2. Using Annual Leave Chart (Appendix 3), 37.5 contracted hours per week for an individual who has in excess of 10 years’ service equates to 247.5 hours annual leave per year.
3. As the member of staff is leaving their employment with the Trust on 15 August, they will be entitled to four months’ worth (1 April to 31 July) of the leave (247.5/12 x 4 = 82.5 hours).
4. Using the Public Holiday Entitlement Table (Appendix 3), the public holiday entitlement for an individual who works full time 37.5 hours per week, in a year that has eight public holidays, is 60 hours for a full year.
5. The public holiday entitlement should be added to the annual leave entitlement to give the total leave entitlement. When an individual leaves the Trust the number of hours to be added will vary and depend on when the public holidays fall during the calendar year.
The Eight Public Holidays Are:
· Good Friday
· Easter Monday
· May Day
· Spring Bank holiday
· August Bank holiday
· Christmas Day
· Boxing Day 
· New Year’s Day
For the purposes of this example the first four public holidays have occurred and been taken by the individual during the leave year to 15 August. Therefore, there are no outstanding public holiday hours to be added to the annual leave entitlement.
Total leave entitlement for the leave year = 82.5 hours


[bookmark: _Appendix_2._Annual][bookmark: _Toc97634160][bookmark: _Toc227240727][bookmark: _Hlk93642997]Appendix 2. Annual Leave Chart Exclusive of Public Holidays
	WEEKLY CONTRACTED HOURS
	ON APPOINTMENT
	AFTER FIVE YEARS
	AFTER TEN YEARS

	1.0
	5.5
	6
	6.5

	1.5
	8
	8.5
	10

	2.0
	11
	11.5
	13

	2.5
	13.5
	14.5
	16.5

	3.0
	16
	17.5
	20

	3.5
	19
	20.5
	23

	4.0
	21.5
	23
	26.5

	4.5
	24.5
	26
	29.5

	5.0
	27
	29
	33

	5.5
	29.5
	32
	36.5

	6.0
	32.5
	35
	39.5

	6.5
	35
	37.5
	43

	7.0
	38
	40.5
	46

	7.5
	40.5
	43.5
	49.5

	8.0
	43
	46.5
	53

	8.5
	46
	49.5
	56

	9.0
	48.5
	52
	59.5

	9.5
	51.5
	55
	62.5

	10.0
	54
	58
	66

	10.5
	56.5
	61
	69.5

	11.0
	59.5
	64
	72.5

	11.5
	62
	66.5
	76

	12.0
	65
	69.5
	79

	12.5
	67.5
	72.5
	82.5

	13.0
	70
	75.5
	86

	13.5
	73
	78.5
	89

	14.0
	75.5
	81
	92.5

	14.5
	78.5
	84
	95.5

	15.0
	81
	87
	99

	15.5
	83.5
	90
	102.5

	16.0
	86.5
	93
	105.5

	16.5
	89
	95.5
	109

	17.0
	92
	98.5
	112

	17.5
	94.5
	101.5
	115.5

	18.0
	97
	104.5
	119

	18.5
	100
	107.5
	122

	19.0
	102.5
	110
	125.5

	19.5
	105.5
	113
	128.5

	20.0
	108
	116
	132

	20.5
	110.5
	119
	135.5

	21.0
	113.5
	122
	138.5

	21.5
	116
	124.5
	142

	22.0
	119
	127.5
	145

	22.5
	121.5
	130.5
	148.5

	23.0
	124
	133.5
	152

	23.5
	127
	136.5
	155

	24.0
	129.5
	139
	158.5

	24.5
	132.5
	142
	161.5

	25.0
	135
	145
	165

	25.5
	137.5
	148
	168.5

	26.0
	140.5
	151
	171.5

	26.5
	143
	153.5
	175.5

	27.0
	146
	156.5
	178

	27.5
	148.5
	159.5
	181.5

	28.0
	151
	162.5
	185

	28.5
	154
	166.5
	188

	29.0
	156.5
	168
	191.5

	29.5
	159.5
	171
	194.5

	30.0
	162
	174
	198

	30.5
	164.5
	177
	201.5

	31.0
	167.5
	180
	204.5

	31.5
	170
	182.5
	208

	32.0
	173
	185.5
	211

	32.5
	175.5
	188.5
	214.5

	33.0
	178
	191.5
	218

	33.5
	181
	194.5
	221

	34.0
	183.5
	197
	224.5

	34.5
	186.5
	200
	227.5

	35.0
	189
	203
	231

	35.5
	191.5
	206
	234.5

	36.0
	194.5
	209
	237.5

	36.5
	197
	211.5
	241

	37.0
	200
	214.5
	244

	37.5
	202.5
	217.5
	247.5





[bookmark: _Appendix_3._Public][bookmark: _Toc97634161][bookmark: _Toc227240728]Appendix 3. Public Holiday (PH) Entitlement
The following table shows the annual public holiday entitlement in hours.
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 as illustrated below.
Please note: these tables are to be used to calculate the accrual of public holiday hourly entitlement 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. (This will ensure that part-time staff and staff whose working patterns are other than a standard five days of equal length each week receive the correct pro-rata entitlement).
	WEEKLY BASIC CONTRACT
 HOURS
	HOURLY ENTITLEMENT ON EACH PH
	SIX
PH
	SEVEN PH
	EIGHT PH
	NINE
PH
	TEN
PH

	1.0
	0.2
	1.5
	1.5
	2
	2 
	2

	1.5
	0.3
	2
	2.5
	2.5
	3 
	3

	2.0
	0.4
	2.5
	3
	3.5
	4 
	4

	2.5
	0.5
	3
	3.5
	4
	4.5
	5

	3.0
	0.6
	4
	4.5
	5
	5.5
	6

	3.5
	0.7
	4.5
	5
	6
	6.5
	7

	4.0
	0.8
	5
	6
	6.5
	7.5
	8

	4.5
	0.9
	5.5
	6.5
	7.5
	8.5
	9

	5.0
	1.0
	6
	7
	8
	9
	10

	5.5
	1.1
	7
	8
	9
	10
	11

	6.0
	1.2
	7.5
	8.5
	10
	11
	12

	6.5
	1.3
	8
	9
	10.5
	12
	13

	7.0
	1.4
	8.5
	10
	11.5
	13
	14

	7.5
	1.5
	9
	10.5
	12
	13.5
	15

	8.0
	1.6
	10
	11.5
	13
	14.5
	16

	8.5
	1.7
	10.5
	12
	14
	15.5
	17

	9.0
	1.8
	11
	13
	14.5
	16.5
	18

	9.5
	1.9
	11.5
	13.5
	15.5
	17.5
	19

	10.0
	2.0
	12
	14
	16
	18
	20

	10.5
	2.1
	13
	15
	17
	19
	21

	11.0
	2.2
	13.5
	15.5
	18
	20
	22

	11.5
	2.3
	14
	16.5
	18.5
	21
	23

	12.0
	2.4
	14.5
	17
	19.5
	22
	24

	12.5
	2.5
	15
	17.5
	20
	22.5
	25

	13.0
	2.6
	16
	18.5
	21
	23.5
	26

	13.5
	2.7
	16.5
	19
	22
	24.5
	27

	14.0
	2.8
	17
	20
	22.5
	25.5
	28

	14.5
	2.9
	17.5
	20.5
	23.5
	26.5
	29

	15.0
	3.0
	18
	21
	24
	27
	30

	15.5
	3.1
	19
	22
	25
	28
	31

	16.0
	3.2
	19.5
	22.5
	26
	29
	32

	16.5
	3.3
	20
	23
	26.5
	30
	33

	17.0
	3.4
	20.5
	24
	27.5
	31
	34

	17.5
	3.5
	21
	24.5
	28
	31.5
	35

	18.0
	3.6
	22
	25.5
	29
	32.5
	36

	18.5
	3.7
	22.5
	26
	30
	33.5
	37

	19.0
	3.8
	23
	27
	30.5
	34.5
	38

	19.5
	3.9
	23.5
	27.5
	31.5
	35.5
	39

	20.0
	4.0
	24
	28
	32
	36
	40

	20.5
	4.1
	25
	29
	33
	37
	41

	21.0
	4.2
	25.5
	29.5
	34
	38
	42

	21.5
	4.3
	26
	30.5
	34.5
	39
	43

	22.0
	4.4
	26.5
	31
	35.5
	40
	44

	22.5
	4.5
	27
	31.5
	36
	40.5
	45

	23.0
	4.6
	28
	32.5
	37
	41.5
	46

	23.5
	4.7
	28.5
	33
	38
	42.5
	47

	24.0
	4.8
	29
	34
	38.5
	43.5
	48

	24.5
	4.9
	29.5
	34.5
	39.5
	44.5
	49

	25.0
	5.0
	30
	35
	40
	45
	50

	25.5
	5.1
	31
	36
	41
	46
	51

	26.0
	5.2
	31.5
	36.5
	42
	47
	52

	26.5
	5.3
	32
	37.5
	42.5
	48
	53

	27.0
	5.4
	32.5
	38
	43.5
	49
	54

	27.5
	5.5
	33
	38.5
	44
	49.5
	55

	28.0
	5.6
	34
	39.5
	45
	50.5
	56

	28.5
	5.7
	34.5
	40
	46
	51.5
	57

	29.0
	5.8
	35
	41
	46.5
	52.5
	58

	29.5
	5.9
	35.5
	41.5
	47.5
	53.5
	59

	30.0
	6.0
	36
	42
	48
	54
	60

	30.5
	6.1
	37
	43
	49
	55
	61

	31.0
	6.2
	37.5
	43.5
	50
	56
	62

	31.5
	6.3
	38
	44
	50.5
	57
	63

	32.0
	6.4
	38.5
	45
	51.5
	58
	64

	32.5
	6.5
	39
	45.5
	52
	58.5
	65

	33.0
	6.6
	40
	46.5
	53
	59.5
	66

	33.5
	6.7
	40.5
	47
	54
	60.5
	67

	34.0
	6.8
	41
	48
	54.5
	61.5
	68

	34.5
	6.9
	41.5
	48.5
	55.5
	62.5
	69

	35.0
	7.0
	42
	49
	56
	63
	70

	35.5
	7.1
	43
	50
	57
	64
	71

	36.0
	7.2
	43.5
	50.5
	58
	65
	72

	36.5
	7.3
	44
	51.5
	58.5
	66
	73

	37.0
	7.4
	44.5
	52
	59.5
	67
	74

	37.5
	7.5
	45
	52.5
	60
	67.5
	75




[bookmark: _Toc97634164][bookmark: _Toc227240729]Appendix 4. Application Form to Request Annual Leave whilst taking Sick Leave
Staff continue to accrue statutory leave entitlement (up to a maximum 5.6 weeks pro rata to contracted hours and dependent on rostering) whilst on sick leave and are entitled to apply for statutory annual leave during periods of long term (defined as a minimum continuous period of four weeks) sickness absence. 
Staff cannot be on sick leave and annual leave at the same time, therefore, requesting annual leave will break sick leave.  It may be considered as one period of sick leave for monitoring purposes where the individual returns to sick leave immediately after a period of annual leave.
In order to apply for leave you must complete Part 1 of this form and ensure your manager receives it at least four calendar weeks before the first day of leave requested.
Please note – If sickness entitlement dates have been advised by letter and not already been reached, the half/nil pay dates will now be extended by the number of days leave requested.
	Part 1 – Application by Employee

	Name:
	Click to add text.	Job Title:
	Click to add text.
	Division/Department:
	Click to add text.	Pay Number:
	Add here.
	Annual leave period requested:
	From: Click to add a date.
	To: Click to add a date.

	Signature:
	Click to add text.	Date:
	Click to add a date.


	Part 2 – Authorisation by Manager

	I authorise the above application and recalculation of payments made as appropriate

	Signature:
	Click to add text.	Print Name:
	Click to add text.
	Date received by Manager: 
	Click to add a date.	Date authorised by Manager:
	Click to add a date.

Note For Manager - Once completed, email in PDF format to 
rch-tr.payrollenquiries@nhs.net.
Copies should be provided to the employee and retained on the individual’s personal file.


[bookmark: _Toc227240730]Appendix 5 - Application For Buying Additional Annual Leave
	Buy Additional Annual Leave Application Form (subject to NMW checks).  Requests for buying annual leave will only be accepted from 20 April to 26 May.
Late applications to payroll after the closing date will not be accepted.

	Section 1 – To be completed by the Staff Member

	Name:
	Click to add text.	Payroll Number:
	Click to add text.
	Job Title:
	Click to add text.	Contracted Hours worked per week:
	Click to add text.
	Department:
	Click to add text.	Manager Name:
	Click to add text.

	I wish to buy
	Click to add text.	Hours annual leave.

	I wish to buy
	Click to add text.	Days annual leave


	Please Note:
Subject to national minimum wage requirements. The buying of annual leave is up to five days (one day for agenda for change staff equates to 7.5 hours and 8 hours for medics) maximum.

	Declaration
I agree for deductions to be made from my salary in add amount here 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. Repayment must be made within the current financial year that you are buying your leave.
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.
I confirm that this all leave including additional bought leave will be taken before the end of the holiday year and will not request to carry this over and/or request selling back at the end of the holiday year.
Please forward this form to your manager for consideration of your request to ensure that it is received in payroll by no later than 26 May.

	[bookmark: _Hlk187237865]Signature Staff Member:
	Click to add text.	Date:
	Click to add text.
	Please forward this form to your Manager for consideration of your request

	Section 2: To be completed by the line manager/budget holder.

	Requests for additional annual leave must be submitted to payroll by no later than 26 May (5.00 pm).

	I understand/confirm that
· All leave will be booked and taken in the holiday year including the additional purchase of leave.

	Request Fully Approved
		☐Yes			☐No

	Request Partially Approved
		☐Yes			☐No

	Request Refused
		☐Yes			☐No

	Please provide any further details below as necessary
(Use a separate sheet if required)

	Click to add text.
	Signature Manager:
	Click to add text.	Date:
	Click to add a date.
	When the application is complete and agreed, a copy of this form should be given to the applicant and a copy kept on their personal file.
Please ensure the annual leave entitlement held in eRoster is updated.
The agreed and signed copy of the form should be sent in PDF format directly to 
rch-tr.PayrollEnquiries@nhs.net.

	Section 3: For Payroll Use

	Date Application Received:
	Click to add a date.	Date Processed:
	Click to add a date.
	Date Confirmation Letter Sent:
	Click to add a date.	Payroll Officer Signature
	Click to add text.



[bookmark: _Toc227240731]Appendix 6 – Selling Annual Leave Application Form
	Section 1: To be completed by the staff member

	Your name:
	Click to add text.	Position:
	Click to add text.
	(ESR) Payroll/Assignment No:
	Click to add text.
	Base:
	Click to add text.	Department/ward:
	Click to add text.
	Contracted weekly hours:
	Click to add text.
	Line manager’s name:
	Click to add text.
	[bookmark: _Hlk192611899]I wish to sell
	Click to add text.	Hours annual leave.

	I wish to sell
	Click to add text.	Days annual leave

	Declaration

	I understand that:
· I cannot reduce my annual leave below the statutory minimum of 28 days (including public holidays).
· I cannot sell more than five days’ annual leave. (one day for agenda for change staff equates to 7.5 hours and 8 hours for medics)

	Signed:
	Click to add text.	Date:
	Click to add a date.
	Section 2: To be completed by the line manager/budget holder.

	I understand/confirm that:
· The exceptional circumstances for not being able to take all leave are as follows:
Add exceptional circumstance details here.
· The impact this application has on my budget.
· That the costs/savings associated with this application are non-recurring.

	Signed:
	Click to add text.	Date:
	Click to add a date.	Line Manager

	Signed:
	Click to add text.	Date:
	Click to add a date.	Budget Holder

	When the application is complete and agreed, a copy of this form should be given to the applicant and a copy kept on their personal file.
Please ensure the annual leave entitlement held in eRoster is updated.
The agreed and signed copy of the form should be sent in PDF format directly to:
rch-tr.PayrollEnquiries@nhs.net
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