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[bookmark: _Toc215836214]Appendix 1 Application for study or professional leave
	Before completing this form, please refer to our Consultant and SAS Doctor Annual, Study and Professional Leave Policy available on the document library. Please ensure you complete sections 1 and 2 in full before applying.

	Section 1. Colleague and event details

	Name 
	Enter name	GMC No
	Enter GMC Number
	Care Group
	Enter Care Group	Specialty
	Enter specialty
	Type of leave requested
	Enter Study or Professional
	Date of application
	Select date
	Title of event and venue
	Enter text
	Applicable dates of event
	From: Select date	To: Select date

	Event addresses learning goals from appraisal
	Yes ☐
No ☐
	Date of last appraisal
	Select date

	CPD points earned to date
	Enter number
	Points available for this event
	Enter number
	Number of study and/or professional leave days granted in current year
	Enter number
	Total study expenses claimed this year 
	£ Amount

	Please use this space to provide a statement in support of your application, including the value to be attained by you and the organisation

	This event address goals identified in my appraisal or learning plan
	Yes ☐		No ☐

	Details of cover to ensure service delivery is maintained
	Detail any other colleagues absent at the same time
	Enter names

	
	Name of colleague providing cover
	Enter name
	
	Signature of colleague providing cover
	Print form and sign
	

	Section 2. Detail of proposed expenses
Note that this is not your expense claim form. Expenses must be claimed on the Easy Expenses system after your attendance.

	Event fee
	£ Amount
	Accommodation costs
	£ Amount
	Travel costs
	£ Amount

	Incidental expenses
	£ Amount
	Subsistence costs
	£ Amount
	Total
	£ Amount

	Are any of the above costs sponsored or externally funded?
	Yes ☐		No ☐

	If yes, please ensure you have declared any potential conflict of interest by following the procedure detailed in our Gifts, Hospitality and Declaration of Interest Policy, a copy of which is available from the Chief Executive (Corporate Services) folder on the document library.

	Now print this form and obtain any signatures of colleagues providing cover and then scan and forward this request by e-mail to your Clinical Director.

	Section 3. For completion by Clinical Director

	Request supported
	Yes ☐		No ☐

	Reason(s) for non-approval
	Enter text

	Name
	Enter Clinical Director name	Date
	Select date

[bookmark: _Toc97726437]Now forward this request by e-mail to your Specialty Lead for further processing.


[bookmark: _Toc215836215]Appendix 2 Local Annual Leave Policy Template
1.1. This template contains highlighted control fields that may be edited to suit the circumstances and requirements of your Specialty.
1.2. The annual leave allocation for a full-time consultant is six working weeks or 30 working days plus two NHS statutory days, plus two additional days after seven years’ service.
1.3. Calculating annual leave entitlement:
	Days worked/week
	Calculation
	Leave allocation

	Less than Seven Years’ service

	One day
	= (6 x 1) + 2
	Eight days

	Two days
	= (6 x 2) + 2
	14 days

	Three days
	= (6 x 3) + 2
	20 days

	Four days
	= (6 x 4) + 2
	26 days 

	Five days
	= (6 x 5) + 2
	32 days

	More than Seven years’ service

	One day
	= (6 x 1) + 2 + 2
	10 days

	Two days
	= (6 x 2) + 2 + 2
	16 days

	Three days
	= (6 x 3) + 2 + 2
	22 days

	Four days
	= (6 x 4) + 2 + 2
	28 days

	Five days
	= (6 x 5) + 2 + 2
	34 days 


1.4. If a consultant’s job planned hours vary in terms of number of working days per week, an agreement of annual leave allocation will be sought at their annual job plan review with reference to our guidance on consultant annual leave.
1.5. Except in exceptional circumstances, all leave applications will be submitted via Health Roster giving a minimum of eight weeks’ notice.
1.6. Health Roster leave is monitored regularly. All annual leave, where there are fewer than Enter number of colleagues away at any one time, is approved by the leave coordinator. Requests for annual leave, where there would be more than Enter number of colleagues off must be additionally reviewed and approved/declined by the Specialty Lead after reviewing other booked leave and commitments. All study leave must be reviewed by the leave coordinator, Specialty Lead and the Clinical Director for the purposes of budget planning.
1.7. The major holidays (i.e. Christmas, New Year and Easter) must be planned well in advance with a system that ensures allocation is fair across successive years.
1.8. Popular school holiday periods should also be planned in advance through early application with a restriction on the number of half-terms that can be booked by one colleague in one year.
1.9. All on-call, including public holidays, is covered on a rota basis.
1.10. There will normally be a maximum number of Enter number of colleagues consultants on leave at one time but this number may be reduced (or, in exceptional circumstances, exceeded) depending on the skill mix available to cover the work of the department in their absence.
1.11. Wherever possible, job planning should include prospective cover so that annual and study leave can be covered by flexible internal cover. It may be appropriate to support locum cover in situations of long-term absence or vacant posts, but this must be agreed by exception by the Clinical Director and/or Chief Medical Officer (CMO) as appropriate.
1.12. Any colleague who finds themselves unable to cover a session after the timetable has been produced is responsible for arranging cover.
1.13. Approval process
· Log in to Health Roster.
· Click on ‘Unavailability’ tab and then ‘Annual Leave & Study Leave Requests’.
1.13.1 Check leave requests in Enter the names of the cost centres with the specialty. Specific access is required for these units - to gain permissions, contact the Health Roster Team by email rcht.medicalrosteringteam@nhs.net 
1.14. Processing annual, study or professional leave requests
· Cross-reference the leave request with the department’s Outlook diary.
· If fewer than Enter number of colleagues consultants away (inclusive of study, annual and compensatory rest leave), request can be automatically approved.
· For the main unit, if Enter number of colleagues or more consultants are away or it is indicated that the maximum leave has been met or already exceeded, email Specialty Director with leave details, including applicant’s name, leave request dates and the names of colleagues already booked off. 
· For the other unit(s) where consultant numbers are lower, if Enter number of colleagues consultants are already away, email the leave coordinator and Speciality Lead for approval.
· When leave is approved, ‘Approve Request’ on Health Roster or if leave is declined, ‘Reject Request’ on Health Roster.
· Details of approved leave should be added to the department’s Outlook diary and the diary of the applicant.
· Other local leave tracking systems may be in place, but an accurate record must always be held in Health Roster.


[bookmark: _Toc215836216]Appendix 3 General Principles
· The ratios of how many consultants can be off must exclude sickness absence and unfilled posts.
· Ratios of staff on leave/at work should be dependent on group size and relevant urgent patient care delivery requirements.
· Whatever the system, it must permit everyone to take all their leave. This means that for a group of five or more consultants, departments will need to have more than one consultant off at a time.
· Leave allowances and expected service delivery activity should be reviewed and tracked quarterly, both for good business planning and maintaining appropriate health and well-being for individuals.
· A planned reduction in elective activity during holiday periods needs to be agreed by the Care Group Management Team and incorporated into annual business planning forecasts.
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