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Summary 
 
Reservists are dedicated men and women who give up their time to train and serve in 
the armed forces, combining this with a civilian life and career. 
 
The Reserve Armed Forces rely heavily on the NHS for the supply of doctors, nurses 
and other healthcare professionals in supporting medical capacity across various 
aspects of defence in the UK and abroad. 
 
Reservists are called upon as individuals with specific skills or as ready formed units 
to serve alongside the regular forces whenever required. They carry out the same 
roles as their regular counterparts, receive the same training and develop the same 
skills. 
 
The Trust, as an armed forces friendly organisation, takes its corporate responsibility 
seriously and recognises the value serving personnel and military families bring to the 
service.   
 
This policy sets out how the Trust aims to support staff who, as members of the 
reserve forces, have a commitment to train regularly and are liable to be mobilised for 
a period of full-time military service.           
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Data Protection Act 2018 (General Data Protection Regulation – GDPR) 
Legislation 

The Trust has a duty under the DPA18 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. 

DPA18 is applicable to all staff; this includes those working as contractors and providers 
of services. 

For more information about your obligations under the DPA18 please see the 
Information Use Framework Policy or contact the Information Governance Team  
rch-tr.infogov@nhs.net 
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1. Introduction 
1.1. The Royal Cornwall Hospitals Trust aims to support staff who, as members 
of the Reserve Forces, have a commitment to train regularly and are liable, 
under the Reserve Forces Act 1996, to be mobilised for a period of full-time 
military service. 

 
1.2. The Trust recognises that the training undertaken by reservists enables 
them to develop skills and abilities that are of direct benefit, through transferable 
skills (eg team leading, decision making), to both the individual and the Trust.  
Line managers should therefore support these commitments and work with the 
reservist staff members to facilitate training requests and longer periods of 
absence for mobilisation. 

 
1.3. For their part, the reservist has a responsibility to manage these requests 
by providing adequate notice for training commitments to help managers plan 
accordingly. 

 
1.4. In any circumstance, a reservist will not be disadvantaged as a result of 
notifying the Trust of their reserve status. 
 
1.5. This version supersedes any previous versions of this document.  

2. Purpose of this Policy/Procedure  
This policy outlines the procedure for managing reservist staff members. It 
covers:   

 actions for staff members if they are a reservist on appointment 

 actions for staff members should they wish to become a reservist 

 managing requests for time off for training 

 guidance and actions for when a reservist member of staff is mobilised, 
de-mobilised and/or returns to work. 

3. Scope 
3.1. The policy applies to all staff who are members of, or wish to join, the 
Reserved Forces. 
 
3.2. There are two main types of reservist: 

 Volunteer Reservists - civilians recruited into the Royal Naval Reserve 
(RNR), Royal Marine Reserve (RMR), Army Reserve (AR) and Royal 
Auxiliary Air Forces (RAAR) 

  Regular Reservists - ex-regular service personnel who may retain a 
liability to be mobilised depending on how long they have served in the 
Armed Forces. 

 
3.3. The Reserve Forces Act 1996 also provides for other categories including, 
for example, High Readiness Reserves.  These are reserves, usually with a 
particular skill set, that are available at short notice. High Readiness Reserves 
will require written consent from the Trust before they are able to hold this 
status. 
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4. Definitions / Glossary 
 Mobilisation - the process of calling reservists into full time service 

alongside the regular Armed Forces on operations. 
 

 De-mobilisation - the process and procedure of helping reservists 
readjust to civilian life post tour of operation. 

 
 Defence Relationship Management (DRM) - successor to SaBRE 

(Supporting Britain’s Reservists and their Employers) who offer advice 
and support on employing members of the armed forces community and 
enable organisations to develop a mutually beneficial working relationship 
with the Ministry of Defence (MoD). 

https://www.gov.uk/government/groups/defence-relationship-management 
 

 Reserve Forces Act 1996 – provides the powers under which reservists 
can be mobilised for full-time service. 
 

 Reserve Forces (Safeguard of Employment) Act 1985 – provides 
protection of employment for reservists liable to be mobilised and 
reinstatement for those returning from mobilised service. 

5. Ownership and Responsibilities  

5.1. Role of the Director of People and Organisational Development  

The Director of People and Organisational Development has overall 
responsibility for the implementation of the policy. 

5.2. Role of the Care Group General Manager/Clinical Director/ 
Heads of Service  

The Care Group General Manager/Clinical Director/Heads of Service will have 
operational responsibility for the implementation of this policy within their own 
areas of management accountability. 

5.3. Role of line managers 

Line managers are responsible for:  

 familiarising themselves with the policy 

 acknowledging and responding positively to enquiries from staff 
who are interested in becoming a reservist or renewing their 
commitment 

 wherever possible, facilitating work rosters to allow attendance at 
annual camp and other training commitments eg weekly or 
weekend training sessions 

 completing the actions detailed in the Reserved Forces 
Mobilisation and Training Manager’s checklist contained at 
Appendix 5 

 maintaining a record of the reservist member of staff’s details, 
ensuring they are updated to reflect training and mobilisation 
commitments. 
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5.4. Role of individual staff members  

All staff members/reservists are responsible for:  

 informing the Trust on appointment if they are a reservist (and the 
specific force they belong to) Regular Reservist or High Readiness 
Reserves (HRR).  Members of staff wishing to be members of the 
latter (HRR) will need to obtain written consent from the Trust due 
to the short notice required in respect of deployment 

 discussing their interest in joining the reserve forces or renewing 
their commitment with their line manager 

 giving as much notice as possible at the beginning of the year of 
any planned absence required for military training to enable 
managers to make appropriate plans for cover 

 when mobilised, completing the actions detailed in the Reserved 
Forces Mobilisation and Training Reservist Checklist contained at 
Appendix 4. 

5.5. Role of Ministry of Defence (MoD) 

The MoD is responsible for:  

 issuing written confirmation to the Trust to inform that an individual 
is a member of the armed forces.  This will include detail of 
mobilisation obligations and the rights of both employee and the 
employer, and detail of any financial assistance available if an 
individual is mobilised. Where possible, it will also detail any annual 
training commitments  

 sending a follow-up letter each year to confirm that the information 
held is still accurate. 

6. Standards and Practice 

6.1. Training commitment and time off 

6.1.1. The Trust recognises the importance of the training undertaken by 
reservists that enable them to develop transferable skills and abilities that 
are of benefit to the Armed Forces, the individual and the Trust. 
 
6.1.2. Up to one week’s paid leave will be made available each year to 
enable reservists to attend annual camp or equivalent continuous training. 
Additional unpaid leave or annual leave may be granted, including for short 
periods of training, provided adequate notice is given where such training 
cannot be taken in off-duty time.  
 
6.1.3. Wherever possible, work rosters will be arranged to allow 
attendance for annual camp and other training commitments eg weekly or 
weekend training sessions. 

 
6.1.4. Reservists are required to give as much notice as possible of the 
absence required from the workplace at the beginning of each year. 

 
6.1.5. Further information regarding unpaid leave can be obtained from 
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the Trust’s Special Leave Policy, a copy of which is available from the HR 
folder on the Trust’s document library. 

6.2. Managing mobilisation 

6.2.1. Mobilisation is the process of calling reservist staff into full-time 
service. This can be with the Regular Forces on military operations or to fulfil 
part of the UK’s defence strategy under the Reserve Forces Act 1996. 
 
6.2.2. The Trust supports mobilisation and will wherever possible, subject to 
continuing service delivery, aim to release the staff member for reserve 
service. 
 
6.2.3. Call-out papers will be issued as formal notification of a reservist’s 
mobilisation.  Both reservist and Trust will receive a call-out pack, either by 
post or delivered by the reservist.  The documentation will include the call- 
out date (the date the reservist must report for duty at a specified 
mobilisation centre) and the anticipated time line. Although there is no 
statutory requirement for a warning notice period of mobilisation, the MoD 
aims to usually give at least 28 days’ notice of the date that the reservist will 
be required to report for mobilisation. 
 
6.2.4. Mobilisation consists of three distinct phases: 

 medical and pre-redeployment training 

 operational tour 

 post-operational tour leave.  
 

6.2.5. Managers should refer to the relevant sections in this policy 
(sections 6.5 to 6.7) and use the Reserved Forces Mobilisation and Training 
Manager’s checklist at Appendix 5 as a framework for their discussion and 
following actions.   

 
 Pre-mobilisation 

 Meet with reservist to ensure all mobilisation paperwork 
completed (including pay, benefits & pension arrangements). 

 Discuss any handover of work and return of Trust equipment. 

 Arrangements for keeping in touch, updating details including 
next of kin.  

 
 During mobilisation 

 Keep in touch with reservist as arranged. 

 Make a claim for financial assistance as appropriate. 
 
 Post-mobilisation 

 Ensure both employer and reservist fulfill their return to work 
obligations (including reference to template letters). 

 After care and support requirements. 
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6.3. Maximum period of mobilisation 

6.3.1. The maximum period of mobilisation depends on the nature of the 
operation and the relevant provision used under the Reserve Forces Act 1996.  
 
6.3.2. Operational tours currently range from short tours (three months or 
less) and are typically no longer than 12 months. 

6.4. Seeking an exemption from mobilisation  

6.4.1. In all cases of mobilisation the Trust should endeavour to release 
the reservist to report for duty unless exceptional circumstances apply 
whereby the decision and reasoning will be fully explained to the reservist. 
 
6.4.2. In such cases, the Trust has a right to seek an exemption, deferral 
or revocation of mobilisation if it is thought the individual’s absence will 
cause serious harm to service delivery. 

 
6.4.3. The grounds for exemption are strictly limited and would have to 
show serious impairment to the Trust’s ability to provide services.  The 
Trust should only seek an exemption in exceptional circumstances. 

 
6.4.4. To be considered for an exemption or deferral the Trust must 
make an application, within seven days of the reservist being served with a 
mobilisation notice, to the Adjudication Officer (AO) normally for the service 
in which the reservist will serve.  Late applications can only be made with 
the permission of the AO appointed by the MoD.  Details on how to make 
an exemption will be contained in the call-up pack. 

 
6.4.5. Reservists also have the right to apply for an exemption from or 
deferral/revocation of mobilisation if their call-out papers arrive at a difficult 
time.  Further information can be obtained from the Defence Relationship 
Management website (see section 4 for the website link). 

 
6.4.6. If the Trust is dissatisfied with the AO decision, an appeal can be 
made to the Reserved Forces Appeal Tribunal. Information on making an 
appeal will be provided by the AO.  
 
6.4.7. If the tribunal rejects the application for exemption or deferral the 
Trust will be required to release the reservist for mobilisation. 
 
6.4.8. Further information regarding exemption and/or deferral or 
revocation from mobilisation is detailed at Appendix 3. 

6.5. Mobilisation 

6.5.1. If exemption is not sought or granted, and it is confirmed that the 
member of staff (reservist) will be mobilised, the line manager will: 

 write to the reservist acknowledging their call up, informing them of 
the employment arrangements that will apply during the period of 
their mobilisation (see sample letter1 at Appendix 6)  

                                            
1 Word copies of sample letters are available from the Managers’ Shelf/Employee Relations website 

on the Trust intranet 
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 agree a return date with the reservist and ensure this is clearly 
documented in their confirmation of service letter (see sample 
letter2 at Appendix 7) 

 complete a contract amendment form (CAF) to notify the Payroll 
and Pensions department of the staff member’s impending 
mobilisation, and first day of full-time military service so that pay 
and benefits can be amended accordingly 

 complete the consent form included in the call-out pack and any 
internal paperwork regarding mobilisation 

 make arrangements for cover ensuring that these do not prevent 
the return of the reservist to their contractual role at the end of 
mobilisation 

 maintain a record of any additional costs arising from providing 
cover so that a request for reimbursement can be made (please 
refer to section 6.5 on financial implications and assistance) 

 ensure that the reservist’s position in the Trust and their current 
absence is taken into account if any changes are proposed at a 
later date to staffing structures or other organisational 
arrangements. 
 

6.5.2. NHS Pension 

6.5.2.1. A reservist who is called up is entitled to remain a member 
of the NHS Pensions Scheme. 
 
6.5.2.2. The MoD will pay the Trust’s contribution whilst a reservist 
is mobilised provided the reservist continues to pay their individual 
contributions.  

 
6.5.2.3. Where mobilisation occurs the reservist will be given special 
unpaid leave of absence and their pension contributions will be 
calculated and held over until they return. The amount will then be 
recovered monthly from salary over the same period of time the 
reservist was absent. 

 
6.5.2.4. The Trust will continue, on request of the reservist, to pay 
the employer’s contribution to the NHS Pension Scheme for the period 
of the mobilisation and invoice the MoD to recover this amount. 

 
6.5.2.5. Reservists are strongly encouraged to seek further 
information regarding their individual situation from the Trust’s 
Pensions Department who can be contacted on 01872 258423.          

6.6. Financial implications and assistance 

6.6.1. The reservist will not be paid when they are mobilised and will not 
continue to accrue annual leave.   However, they will be entitled to accrue 
annual leave at the rate of 2.5 days per month of full-time service from the 

                                            
2 Word copies of sample letters are available from the Managers’ Shelf/Employee Relations website 

on the Trust intranet 
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MoD. This leave will be taken post operational tour before the individual is 
demobilised.   
 
6.6.2. All contractual leave untaken up to the date of mobilisation may 
be carried over to the following year.   

 
6.6.3. Where a reservist is absent from work following mobilisation, the 
service will be considered continuous and the reservist will not be 
penalised if it coincides with their pay step progression.  This would be 
completed on the reservist’s return and backdated to the reservist’s pay 
step progression.  

 
6.6.4. The Trust can claim financial assistance to cover any additional 
costs incurred in relation to replacing a reservist who is mobilised in excess 
of their earnings.  Details of the additional costs that may be claimed are 
included on the claim form and include: 

 overtime/additional hours if existing staff members are used to cover 
the work of the reservist 

 any costs of hiring a temporary replacement that exceed the 
reservist’s earnings. 

The maximum claim available at the time of writing is £110.00 per day 
(£40,000 per annum) for extra salary costs incurred in replacing the 
reservist subject to satisfactory proof of costs incurred. Claims can be 
made for every normal working day that the reservist is away on 
mobilisation.  

 
6.6.5. Claims can be made for certain one-off costs that are incurred in 
replacing a reservist. These include, for example: 

 recruitment agency fees or employment agency fees if used to find 
temporary replacements 

 advertising costs if any medium is used to find a temporary 
replacement 

 training costs for any training the reservist needs as a result of being 
mobilised (over and above that training that would have been carried 
out anyway) when they return to work to carry out their duties. 

An application for one-off and recurring costs, with the appropriate 
supporting documents to evidence, must be made within four weeks of the 
end of the of the appropriate reservist’s period of mobilisation.  
 
6.6.6. For further detail on what can be claimed and the associated 
timescales, please refer to the financial assistance section on the Defence 
Relationship Management (DRM) (link to website at section 4). 

6.7. Demobilisation - return to work  

6.7.1. Demobilisation may be a difficult time with a reservist returning to 
work after a challenging period in deployment.  Helping to ensure a smooth 
re-introduction to the workplace will require consideration of: 
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 the need to update the reservist on any changes and developments 
in the organisation 

 the need to offer specific refresher training where it is sought or 
considered necessary 

 whether a period of skills training may be required to assist the 
reservist with any new aspects of their role if the duties have 
changed  since mobilisation 

 whether the reservists would like to meet up with or contact 
colleagues informally or socially (if appropriate) before or after their 
return to work to prevent any feeling of dislocation 

 reasonable time off to seek therapeutic treatment if this is sought 

 training costs for any training the reservist needs as a result of being 
mobilised (over and above that training that would have been carried 
out anyway) when they return to work to carry out their duties. 
 

6.7.2. If it becomes apparent that a reservist is experiencing health 
issues (ie physical or mental health) as a result of their mobilisation, then 
they should be referred to Occupational Health and encouraged to seek 
help/advice from their GP.  

 
6.7.3. When the Trust is advised by a reservist that they want to return to 
work, the Trust is obliged to employ them in their job in accordance with the 
Reserved Forces (Safeguard of Employment) Act 1985.  Where this is not 
possible, the reservist must be offered an equivalent position on the same 
terms and conditions of service.  The right to return to work lasts for six 
months after demobilisation.  

 
6.7.4. To enable the Trust to plan for a reservist’s return to work after 
mobilisation has ended, reservists must advise their line manager of the 
date they will be available to start work.  This communication must be 
made no later than the third Monday after the completion of military service.  

 
If owing to sickness or other reasonable cause, the reservist is prevented  
from making the application until the expiry of the third Monday after the 
completion of military service, they must write to notify their manager of 
their proposed return to work date as soon as reasonably possible. 

 
6.7.5. The actual return to work date should fall within approximately six 
weeks of the last day of mobilisation. The Trust must be advised as soon 
as possible if, due to illness or some other reasonable cause, the reservist 
is unable to start work on the agreed date.  If this is the case, an alternative 
start date must be notified. This date should be as close as reasonably 
possible to the six weeks after the last day of paid mobilisation. 

7. Dissemination and Implementation  
7.1. A copy of the policy will be stored electronically in the HR folder of the 
Trust’s document library and will be circulated to members of the HR team to 
enable them to support the implementation of the policy. 
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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. The Chairs of both the JCNC and JLNC will be advised of the issue of the 
revised policy.  

8. Monitoring compliance and effectiveness  
Element to be 
monitored 

 Number of mobilisations 
 Number of any grievances raised  

Lead Director of People and OD 
Tool ESR/E-Roster 

ER database 
Frequency Annually 
Reporting 
arrangements 

POD Committee 
 

Acting on 
recommendations  
and Lead(s) 

The Director of People and OD will ensure any subsequent 
recommendations are undertaken including the development of an 
action plan for any deficiencies within an agreed timescale.  

Change in 
practice and 
lessons to be 
shared 

Any system improvements agreed via the action planning process 
will be actioned in partnership with Staff-Side representatives within 
three months. Lessons learnt will be shared with all relevant 
stakeholders.  Any revision to policy will be communicated to staff.   

9. Updating and Review 
The policy will be reviewed every three years or earlier in view of any developments 
which take place that may include legislative changes, national policy instruction (NHS 
or Department of Health), a Trust Board decision or request by either party. 

10. Equality and Diversity  
 

10.1.The Royal Cornwall Hospitals NHS Trust is committed to a policy of equal 
opportunities in employment. The aim of this policy is to ensure that no job 
applicant or employee receives less favourable treatment because of their race, 
colour, nationality, ethnic or national origin, or on the grounds of their age, 
gender, gender reassignment, marital status, domestic circumstances, disability, 
HIV status, sexual orientation, religion, belief, political affiliation or trade union 
membership, social or employment status or is disadvantaged by conditions or 
requirements which are not justified by the job to be done.  This policy concerns 
all aspects of employment for existing staff and potential employees.  

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

Document Title 
Reserved Forces Training and Mobilisation Policy 
V3.0  

This document replaces (exact 
title of previous version): 

Reserved Forces Training and Mobilisation Policy 
V2.2 

Date Issued/Approved: July 2020 

Date Valid From: July 2020 

Date Valid To: July 2023 

Directorate / Department 
responsible (author/owner): 

Human Resources  
Helen Strickland 

Contact details: 01872 258594 

Brief summary of contents 

To support staff who are members of the Reserve 
Forces who have a commitment to training and a 
liability to be mobilised for a period of full-time 
military service, in accordance with the Reserve 
Forces Acts 1985 and 1996 respectively. 

Suggested Keywords: 
Reserved Forces, time off for training, reservists, 
mobilisation 

Target Audience 
RCHT CFT KCCG 
   

Executive Director responsible 
for Policy: 

Director of People and Organisational 
Development  

Approval route for consultation 
and ratification: 

Original approved by  JCNC 

General Manager confirming 
approval processes 

Head of Employee Relations 

Name of Governance Lead 
confirming approval by specialty 
and care group management 
meetings 

Not applicable  

Links to key external standards Not applicable  

Related Documents: 

 Attendance Management Policy  
 Annual Leave Policy 
 Employment Break Policy  
 Defence Relationship Management (DRM) 

website 
 Reserve Forces Act 1996 
 Reserve Forces (Safeguarding of 

Employment) Act 1985   
 Special Leave Policy 
 

Training Need Identified? No 
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Publication Location (refer to 
Policy on Policies – Approvals 
and Ratification): 

Internet & Intranet  Intranet Only  

Document Library Folder/Sub 
Folder 

HR Folder  

 
Version Control Table  
 

Date 
Version 

No 
Summary of Changes 

Changes Made by 
(Name and Job 

Title) 

Aug 2002 V1.0 Initial Issue 
Human Resources 
Department 

Feb 2014 V2.0 Policy Review and Update 
Helen Strickland 
HR BP Policies and 
Projects  

June 2017 V2.2 Policy review and update  
Helen Strickland 
HR BP Policies and 
Project 

July 2020 V3.0 

 Three year review and policy reformatted to 
comply with latest Trust template.  

 Minor amendments made to include:  
 summary refresh and inclusion of the 

GDPR statement 
 updates to Appendices 1 – 6 and 

inclusion of new organisational 
structure titles 

 removal of reference to: Civil 
Contingency Reaction Force, 
definitions for reservists, regular 
reservists and ministry of defence.  

Helen Strickland 
HR 

 
 

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

Act 2000 
 

This document is to be retained for 10 years from the date of expiry. 

This document is only valid on the day of printing 

 

Controlled Document 

This document has been created following the Royal Cornwall Hospitals NHS Trust 

Policy for the Development and Management of Knowledge, Procedural and Web 

Documents (The Policy on Policies). It should not be altered in any way without the 

express permission of the author or their Line Manager. 
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Appendix 2. Equality Impact Assessment 
 

 
 

7. The Impact 
Please complete the following table.  If you are unsure/don’t know if there is a negative impact 

Section 1: Equality Impact Assessment Form 

Name of the strategy / policy /proposal / service function to be assessed 
Reserved Forces Training and Mobilisation Policy V3.0 
Directorate and service area: 
Human Resources  

Is this a new or existing Policy? 
Existing 

Name of individual/group completing EIA 
Helen Strickland 

Contact details: 
01872 258594 

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

Explains the procedure for managers and staff members and 
provides guidance to managers who are required to deal with 
reservists’ mobilisation.  
 

2. Policy Objectives To support staff who are members of the Reserve Forces who have 
a commitment to training and a liability to be mobilised for a period 
of full time military service. 
 

3. Policy Intended 
Outcomes 

Applications for leave to train and mobilisation are dealt with 
consistently in accordance with this policy and related legislation – 
the Reserve Forces (Safeguarding of Employment) Act 1985 and the 
Reserve Forces Act 1996.  

4. How will 
you measure 
the outcome? 

Please see Section 8 of the policy entitled, ‘Monitoring compliance and 
effectiveness’.    

5. Who is intended 
to benefit from the 
policy? 

MoD, Reservists, Trust 

6a). Who did you 
consult with? 

 
 
b). Please list any 
groups who have 
been consulted 
about this procedure. 

Workforce  Patients  
Local 
groups 

External 
organisations 

Other  

     

JCNC 

c). What was the 
outcome of the 
consultation? 
 
 
 
 
 
 

No issues of concern were identified.  
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you need to repeat the consultation step. 
Are there concerns that the policy could have a positive/negative impact on: 
Protected 
Characteristic 

Yes No Unsure Rationale for Assessment / Existing Evidence 

Age 

   

Potential for discrimination against older workers as 
reservists must be aged below 50, the age limit set by 
the armed forces, although this may be older for some 
specialists.      

Sex (male, female 
non-binary, asexual 
etc.)  

   The policy does not have a negative impact. 

Gender 
reassignment    The policy does not have a negative impact. 

Race/ethnic 
communities 
/groups 

   The policy does not have a negative impact. 

Disability  
(learning disability, 
physical disability, 
sensory impairment, 
mental health 
problems and some 
long term health 
conditions) 

   
Given the nature of the assignments, reservists are 
required to be physically fit and attain the entry 
standards set by the armed forces. 

Religion/ 
other beliefs    The policy does not have a negative impact. 

Marriage and civil 
partnership    The policy does not have a negative impact. 

Pregnancy and 
maternity    The policy does not have a negative impact. 

Sexual orientation 
(bisexual, gay, 
heterosexual, lesbian) 

   The policy does not have a negative impact. 

If all characteristics are ticked ‘no’, and this is not a major working or service change, you 
can end the assessment here as long as you have a robust rationale in place. 
I 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: 

Helen Strickland 

If you have ticked ‘yes’ to any characteristic above OR this is a major working or 
service change, you will need to complete section 2 of the EIA form available here: 
Section 2. Full Equality Analysis 
 
For guidance please refer to the Equality Impact Assessments Policy (available 
from the document library) or contact the Human Rights, Equality and Inclusion 
Lead debby.lewis@nhs.net 
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Appendix 3. Exemption from and deferral of mobilisation 
process 

 
In all cases of mobilisation the Trust has the right to seek exemption from it or defer or 
revocate it if the reservist’s absence will cause serious harm to the business or related 
business. 
 
Definitions of ‘harm’ vary from case to case but the Regulations stipulate they will include:  
‘impairment of the ability to produce goods or provide service’. 
 
The grounds of exemption are strictly limited and would have to show serious 
impairment to the Trust’s ability to provide services. The Trust would only seek 
exemption in exceptional circumstances.  
 
To be considered for exemption, deferral or revocation of the mobilisation the Trust must 
make an application within seven days of the mobilisation notice being served, normally to 
an Adjudication Officer (AO) of the service.  Late applications can only be made with the 
permission of the AO who is appointed by the MoD.  
 
Reservists also have the right to apply for exemption or deferral if their call-out papers 
arrive at a difficult time.  
 
The more information the Trust can provide when applying for an exemption, deferral or 
revocation the better. This should include: 

 the reservist’s full name, address, payroll and National Insurance number  

 details of the job or role they perform within the Trust 

  the effect their absence would have on the Trust and/or departmental business 
and/or service delivery 

 justification for exemption in terms of the serious ‘harm’ to the Trust and 
department/service.  

 
The Adjudication Officer will decide whether an application for exemption, deferral or 
revocation will be accepted. Their decision will be based on a careful balance of the needs 
of the Trust against those of the operation the reservist has been called out for. For 
example, an application from the Trust is more likely to succeed if the reservist has skills 
that are widely available within the service but very specialised ones within the workplace.   
 
Applications for exemption, deferral or revocation should be made to either: 

 the person specified in the call out notice 

 the Adjudication Officer at the mobilisation centre 

 the Adjudication Officer appointed for the service in which the reservist will serve at 
one of the addresses given overleaf. 

 
  



Reserved Forces Training and Mobilisation Policy V3.0 
Page 19 of 28 

 

Applications should be made in writing by email, post or fax to: 
 
 
ARMY 
 
Army Adjudication Officer 
Army Personnel Centre 
PO Box 26703 
GLASGOW G2 8YN 
 
Tel: 0800 389 6585 
Fax: 0141 224 2689 
Email: apc-cmops-mob-so2@mod.uk 
 
 
NAVY 
 
Royal Navy and Royal Marines Adjudication Officer 
West Battery (MPG-2) 
Whale Island 
PORTSMOUTH P02 8BY 
 
Tel: 02392 628858 
Fax: 02392 628660 
Email: navylegal-reservesadjs02@mod.uk 
 
 
ROYAL AIR FORCE  
 
Royal Air Force Adjudication Officer 
Royal Air Force Adjudication Service 
Imjin Barracks 
Innsworth 
GLOUCESTER GL3 1HW 
 
Tel:01452 712612 ext. 6107 
Fax: 01452 510939 
Email: aira1-adjmlbx@mod.gov.uk 
 
 
 
If the Trust is dissatisfied with the Adjudication Officer’s decision, an appeal can be made 
to the Reserve Forces Appeals Tribunal (RFAT).  Information on making an appeal will be 
provided by the Adjudication Officer. 
 
Appeals must be lodged with the office of the secretary of the tribunal no more than five 
working days after the SAO’s decision is received.  Appeals can be faxed or posted by first 
class mail to: Secretary of the Tribunals, Reserve Forces Appeal Tribunals, Employment 
Tribunals, Regional Office, Alexandra House, 14-22 The Parsonage, Manchester. M3 2JA 
 
Fax: 0870 739 4433 
Email: rfat@justice.gov.uk 
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Appendix 4. Reserved Forces Mobilisation and Training - 
Reservist’s Checklist 

 
Actions Signed Notes 

Recording reservist details 
Inform manager about membership of the Reserve Forces and 
advise them of the unit details, training and mobilisation 
commitments as soon as dates are known. 

  

Ensure military records are updated with employer details.   
Read the information available from Defence Relationship 
Management (DRM). 

  
Managing training commitments 
Consider options for leave and apply Trust policy regarding 
Reservist training, see section 6.1. 

  

Ensure manager has as much notice as possible of training 
commitments. 

  

Request authorisation from manager for leave. 
(Note: requests for paid leave may not always be granted.) 

  

Managing mobilisation 
Ensure next of kin details are up to date.   
Notify manager immediately on receipt of call-out papers.   
Agree with manager anticipated dates of mobilisation, 
demobilisation and return to work. 

  

Discuss leave entitlements and agree any time off before 
mobilisation. 

  

Identify work to be handed over.   
Contact Payroll to manage payments of loans and/or voluntary 
reductions eg salary sacrifice. 

  

Discuss and agree method and frequency of keeping in touch.   
Complete pension scheme choice declaration as per call-out 
papers. 

  

Make an application for financial assistance as appropriate 
(details in call-out papers). 

  

Return any equipment including laptop or mobile as appropriate.   
Terms and conditions during mobilisation 
Ensure understanding of what happens to pay, benefits, pension, 
loans, etc, during mobilisation. Clarify and confirm pension choice. 
If appropriate agree methods of payment of NHS employee 
contributions with the Pensions Department.  
 

  

During mobilisation 
Keep in touch at frequency agreed.   
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Demobilisation 
Contact manager informally and formally (in writing) in accordance 
with the timescale set out in the policy to request return to work and 
agree date (see sections 6.7.4 - 6.7.5). 

  

Return to work 
Return to work on agreed date.   
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Appendix 5. Reserved Forces Mobilisation and Training - 
Manager’s Checklist 
 

Actions Signed Notes 

Recording reservist details 

Acknowledge and respond positively to enquiries from staff members 
who are interested in becoming reservists or renewing their 
commitment. 

  

Familiarise yourself with the Reserved Forces Mobilisation and 
Training Policy and the associated responsibilities. For further 
information refer to the Defence Relationship Management (DRM). 

  

Maintain accurate records of staff members who are reservists and 
details of activities such as training, mobilisation, etc. 

  

Managing training commitments 

Respond positively to all requests for training and apply the Trust’s 
policy on Special Leave for reservists. See Section 6.1 

  

Managing mobilisation 

Ensure reservist’s next of kin details are up to date.   

Note and agree anticipated dates of reservist’s mobilisation, 
demobilisation and return to work. 

  

Calculate reservist’s annual leave entitlement prior to mobilisation and 
agree leave with the Reservist as per the Annual Leave Policy see 
Section 6.6.1. 

  

Arrange method and frequency for keeping in touch.   

Note contact details, email and postal addresses.   

Arrange a handover of work.   

Arrange suitable cover to ensure work is completed.    

Complete the consent form included in the call out pack and issue 
mobilisation letter (template available from HR website). 

  

In exceptional circumstances where exemption from and/or deferral of 
mobilisation is sought, make an application, normally to the 
Adjudication Officer (please refer to Appendix 3 of the policy) within 
seven days of the mobilisation notice being served.  

  

Terms and conditions during mobilisation 

Ensure the reservist understands what will happen to their pay, 
benefits, pension, loans, etc during mobilisation. 

  

Ensure the reservist has completed the pension scheme choice 
declaration detailed in their call-out papers. 

  

Confirm pension payee details as per the employer’s call-out pack.   

Make an application for financial assistance as appropriate (details in 
employer’s call-out pack). 

  

Ensure all equipment (eg mobile/laptop) is returned as appropriate.   

Inform Payroll and Pensions that the reservist is mobilised and change 
status to unpaid special leave. Confirm Pension Scheme option. 
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During mobilisation 

Provide support during periods of active service, and upon their return 
to work, through mutually agreed keeping in touch arrangements. 

  

Demobilisation 

Respond to informal and formal contact from reservist (or next of kin) 
regarding returning to work. Agree return to work date 

  

Set up meeting with reservist to discuss practical matters to support re 
integration back into the workplace, including: the role they will return 
to, any associated handover arrangements, any changes, pay and 
benefits and other relevant activities eg meeting up with colleagues 
prior to return. 

  

Take forward any actions arising from the meeting including any 
necessary reasonable adjustments. 

  

If the reservist does not make contact no later than the third Monday 
after the last day of paid mobilisation (see section 6.7.4 - 6.7.5), 
contact the Employee Relations Team for guidance and next steps. 

  

Return to work 

Liaise with Payroll and Pensions to confirm dates of the reservist’s 
return to work. 

  

Identify any transferable skills acquired whilst mobilised and how they 
might be used in the workplace. 

  

Provide on-going support during the transition period (see section 
6.7.1) 

  

Hold PDR/Appraisal meeting    
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Appendix 6. Manager’s letter to reservist - employment 
arrangements during mobilisation 

 
 

[Insert Dept]  
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. 
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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 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 



Reserved Forces Training and Mobilisation Policy V3.0 
Page 26 of 28 

 

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 reservist’s 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 and  
Trust position/job title] 
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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……………………………………………………..   
 
Date………………………………… 
 
 
 
Name……………………………………………………… 
 
 
 
 
Signed on behalf of the Trust: 
 
 
 
 
Signed……………………………………………………..   
 
Date…………………………………. 
 
 
 
Name……………………………………………………… 
 
Position…………………………………………………… 
 
 
 
Please sign and return the document to your manager who will retain a copy on your personal file. 



Reserved Forces Training and Mobilisation Policy V3.0 
Page 28 of 28 

 

Appendix 7. Manager’s letter to reservist - acknowledgement of 
date of return 

 
 

[Insert Dept]  
Royal Cornwall Hospital 

Truro 
Cornwall  
TR1 3LJ 

Tel: 01872 250000 
 

Direct line: [Insert telephone] 
 

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 eg 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 and 
Trust position/job title]  
 


