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A copy of both completed checklists must be included in the employees’ personnel file upon confirmation of their return to work following mobilisation.
Reservist to complete:
	Actions
	Completed
	Notes

	Ensure military records are updated with employer details and point of contact
	Yes	☐
No	☐
	

	Notify manager of receipt of mobilisation pack.
	Yes	☐
No	☐
	

	Discuss any additional preparatory training requirements with manager (additional leave etc.) 
	Yes	☐
No	☐
	

	Ensure next of kin details are up to date on Employee Staff Record (ESR)
	Yes	☐
No	☐
	

	Agree key dates with manager (start/end mobilisation, return to work)
	Yes	☐
No	☐
	

	Prepare work handover as appropriate
	Yes	☐
No	☐
	

	Contact Payroll to manage payments of loans / voluntary reductions (i.e. salary sacrifice) and pension scheme choice declaration as per mobilisation papers.
	Yes	☐
No	☐
	

	Discuss and agree method and frequency of keeping in touch with team
	Yes	☐
No	☐
	

	Arrange for the return of any Trust equipment (Laptop, Phone, etc). 
	Yes	☐
No	☐
	

	Maintain / amend keeping in touch agreement as needed throughout mobilisation
	Yes	☐
No	☐
	

	Contact manager formally to confirm return to work arrangements.
	Yes	☐
No	☐
	



Manager to complete:
Note: Some manager actions must be completed within 7 days of mobilisation request
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Appendix 2. Manager’s Template Letter to Reservist – Employment Arrangements During Mobilisation
(For use with trust headed template RCHT, WCH, SMH)

Insert Department
Royal Cornwall Hospital
Truro
Cornwall
TR1 3LJ
Tel: 01872 250000
Direct line: Insert telephone
Dept fax: Insert fax
www.rcht.nhs.uk
Insert Date
Address Line 1
Address Line 2
Town
City 
Postcode
Dear Insert name
Re: Employment Arrangements During Mobilisation
Following notification of your forthcoming mobilisation with the Reserved Forces, I am writing to set out the employment related arrangements which will apply prior to, during and immediately after your period of mobilisation.
Special Leave
During mobilisation you will be on unpaid special leave from the Trust which will count as a period of continuous service. Your period of special leave will commence on enter date. Your approximate date of return to work is enter date.
Pay Arrangements
Your departmental salary and benefits in kind will be suspended whilst you are mobilised. Your Reserved Force will assume responsibility for your salary for the duration of your mobilisation.
Benefits
As you will not be in receipt of any salary from the Trust during mobilisation you will need to decide which benefits you wish to continue, suspend or amend during the mobilisation period.
For those benefits you wish to stop, suspend or amend during mobilisation, it is your responsibility to notify any providers (internal and third party) of the intention to stop, suspend or amend any arrangements. Such notifications must be completed prior to mobilisation.
A failure to notify any providers (internal and third party) of any alterations to contributions/payments will result in the monthly payments continuing to be made as normal by the Trust through Payroll and you will be required to reimburse the Trust the full amount within Insert time frame of returning to work.
The Trust recommends that you make any repayments of the contributions/payments that the Trust makes on your behalf on a monthly basis as there may be tax adjustments if repayments are made as a lump sum at the end of mobilisation.
Where you suspend/cancel any benefits prior to mobilisation, it is your responsibility to contact the provider to make any arrangements to restart once you return to work.
Annual Leave
Prior to mobilisation, you will accrue annual leave under normal arrangements and you are encouraged to take this leave where possible prior to mobilisation.
During the period of mobilisation Trust annual leave will cease to accrue. You will however accrue annual leave with the Ministry of Defence (MoD) and defence annual leave arrangements will apply. 
You will start to accrue Trust annual leave once you return to work. Untaken, accrued Trust annual leave should be taken before the end of the holiday year in which you return from mobilisation.
Pension
You are entitled to remain a member of the NHS Pension Scheme. Your Reserve Force will pay the Trust contributions for the period of mobilisation, provided that you continue to pay your employee contribution and complete the necessary forms that are contained within your call-out papers.
Your employee contributions will be calculated and held over until you return. The amount will then be recovered monthly from salary over the same period of time you were absent.
You are strongly encouraged to contact the Pensions Department to discuss your pension, contributions and benefits. If you have opted to join the Reserve Forces Pension Scheme, you will not accrue reckonable service for your NHS Pension Scheme during your period of mobilisation.
Keeping in Touch
During our meeting we agreed the most appropriate way of keeping in touch whilst you are away. This will be by insert method. We have also agreed that we aim to keep in touch insert frequency. You have confirmed that your next of kin is insert name and their telephone number is insert number.
Sick Pay
During the period of mobilisation you will continue to accrue any service related Trust sick pay. However, should you become sick or injured during mobilisation you will be covered by the Defence’s healthcare arrangements (including pay) until you are demobilised. If the sickness or injury continues and this results in early mobilisation, you will remain covered by the Defence healthcare arrangements until the last day of paid military leave.
If you become ill post mobilisation and a notional return to work date has been agreed, you will be covered by the Trust’s Attendance Management Policy.
Return to Work
You should provide the Trust with as much notice as is practicable of your return to work date. This can take place at any time once you know the expected date of demobilisation and the amount of post-operational tour leave plus any other leave to be taken. Such notification should be to your line manager. You should maintain contact with the Trust should this expected return to work date change. Your line manager will advise Payroll and the Pension Department of this return to work date.
Formal Notification Requirements
Under the Reserve Forces (Safeguard of Employment) Act 1985, you have an obligation to formally write to the Trust to request a return to work no later than the third Monday after the completion of your military service. The Trust will acknowledge receipt of this letter.
Return to Work Meeting
A return to work meeting will be scheduled upon your return to work. This will be to discuss the mobilisation experience, the role you are returning to and any associated handover arrangements, pay and benefits, and other relevant administration activities and to identify any support the Trust can offer to ensure a smooth reinstatement back in to work, including assistance from Occupational Health. This is also an opportunity to discuss whether you would consider sharing your mobilisation experience via communications to raise awareness of reservists within the Trust.
This is an important document which sets out the employment arrangements that will apply prior to, during and after your mobilisation. Please ensure you have understood the content before signing the attached declaration. In the meantime, if you would like to discuss the contents of this letter further, please do not hesitate to contact me.
Yours sincerely
Insert name
Trust position/job title
Enc – Annual Leave Policy
	Declaration
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Declaration
I understand and accept the arrangements set out above including those variations to my terms and conditions of employment during my period as a reservist.
Signed: Insert Signature
Date: Insert Date
Name: Insert Name
Signed on behalf of the Trust:
Signed: Insert Signature
Date: Insert Date
Name: Insert Name
Position: Insert Position
Please sign and return the document to your manager who will retain a copy on your personal file.


[bookmark: _Toc386443074][bookmark: _Toc486852174][bookmark: _Toc44330963][bookmark: _Toc211253125]Appendix 4. Manager’s Template Letter to Reservist - Acknowledgement of Date of Return
(For use with trust headed template RCHT, WCH, SMH)

Insert Department
Royal Cornwall Hospital
Truro
Cornwall
TR1 3LJ
Tel: 01872 250000
Direct line: Insert telephone
Dept fax: Insert fax
www.rcht.nhs.uk
Insert Date
Address Line 1
Address Line 2
Town
City 
Postcode
Dear Insert name
Re: Acknowledgement of Return to Work
I am writing to acknowledge your formal notification of intention to return to work following your Reservist mobilisation.
It is agreed that you will return to work on insert date and in support of this, a return to work meeting has been arranged for insert time on insert date and will be held insert location. The meeting will be attended by myself insert details of other attendees if and as appropriate e.g. HR.
The purpose of the meeting is to welcome you back to work and to discuss a number of practical matters to support re integration back into the workplace including e.g., your mobilisation experience, the role you will be returning to and any associated handover arrangements, pay and benefits and other relevant administration activities and to identify any support the Trust can offer to ensure a smooth reinstatement back to work.
We look forward to your return but if in the meantime you have any queries, please do not hesitate to contact me.
Yours sincerely,
insert name
Trust position/job title
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