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ANNUAL LEAVE RECORD/REQUEST CARD

	Employee Name
	
	Annual Leave entitlement (days/hours)
	

	Department
	SW Public Health Training Programme
	
	

	Band
	Specialty Registrar (Medical & Dental)
	Leave carried over from previous year  (days/hours)
	

	Agreed aggregated service
	
	Bank Holiday entitlement (days/hours)


	

	Leave Year
	
	Total entitlement  (days/hours) 

N.B. rounded up to nearest half day for part-time workers
	


	Leave requested

To         From
	No. of days or hours
	Remaining balance
	Date of request
	Employee signature
	Managers signature
	Date of approval or

date and reason for refusal

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


You may carry over a maximum of 5 days pro-rata in exceptional circumstances with agreement from your line manager.

When Annual Leave has been approved, please send a copy of this form to the

Public Health Training Programme Office, Human Resources Department, 6th Floor, South Plaza, Marlborough Street, Bristol, BS1 3NX. 

In line with the Annual Leave Policy and Procedure at NHS Bristol, you will receive the entitlement to annual leave and general public holidays as set out in the table below. 

If your length of service changes part of the way through the Annual Leave year, you should receive a pro-rata amount of leave at your previous service entitlement (in complete months), and a pro-rata amount of leave at your new service entitlement (in complete months). 
If you work part-time, you should calculate your annual leave in hours. Part-time workers are entitled to paid bank holidays at a pro-rata amount to the number of bank holidays for a full time worker, rounded up to the nearest half-day. 

If you work part time your bank holiday entitlement in hours should be added to your annual leave entitlement in hours to give a total leave entitlement in hours. If your department closes on a Bank Holiday that you would normally work, you should deduct the number of hours (days) from your total leave entitlement (annual leave entitlement + bank holiday entitlement).  

Leave Entitlements

	Incremental Point
	Annual Leave and 

General Public Holidays

	Specialty Registrars on the minimum, 1st or 2nd incremental point of their payscale
	5 weeks (25 days) + 8 days

	Specialty Registrars on the third or higher incremental point of their payscale
	6 weeks (30 days)  + 8 days


In addition to the above there are 2 extra statutory days which should be added to these entitlements. 

The leave year shall run from their incremental date for salary purposes, or its anniversary where the practitioners are on the maximum of the scale, or the anniversary of the date of appointment where there is no incremental progression. 
