MID-CHESHIRE HOSPITALS TRUST
CONSULTANT AND CAREER GRADE DOCTORS

ARRANGEMENTS FOR LEAVE

1.
ANNUAL LEAVE

1.1
All doctors (including those with a minimum number of sessions with the Trust) should notify the Personnel Department in writing in advance, using the appropriate form (See attached.).  A period of 4 weeks notice is normally required for Consultants and 6 weeks for other doctors.  

1.2
Requests to carry over leave from one leave year to the next up to a maximum of five days will normally be approved.  In special circumstances, the Medical Director has discretion to consider requests beyond 5 days.

1.3
All except single handed Consultants (including those with a minimum number of sessions with the Trust) are responsible for ensuring that their absences are covered by colleagues before taking any planned leave.  Such arrangements will include on-call cover.  Directorates with specialties with more than two Consultants will not be allowed locum cover.

1.4
Exceptions to 1.3 must be discussed with the Medical Director.

1.5
Annual leave entitlements are calculated on a 5 day week. On this basis, Consultants are entitled to 7 weeks annual leave.  Other career grade doctors are entitled to 6 weeks and 3 days.  These allowances exclude public holidays.

1.6
Where a pattern of annual leave requests causes potential or actual operational difficulties, the Clinical Director will review the matter with the doctor concerned before deciding whether or not leave should be granted.  The Medical Director will review cases that involve a Clinical Director.

2.  
STUDY LEAVE

2.1
Within the United Kingdom


Leave with pay and reasonable expenses will be approved within a maximum allowance of 30 days (including off-duty days falling within the period of leave) in any period of three years for professional purposes within the United Kingdom.  It is expected that the Study Leave will be used to obtain the external CPD credits that will be required of all staff.

2.2
Outside the United Kingdom


Leave with pay, within the overall maximum allowance of 30 days, will be approved up to a maximum of 10 days (including off-duty days falling within the period of leave) in any rolling three year period.  Reasonable expenses incurred within the UK and subsistence expenses outside the UK will be met but international travel will not.

2.3
Application for Study Leave


Requests for Study Leave should be submitted to the Medical Director, via Personnel, wherever possible at least four weeks prior to the intended leave.  Non-Consultants should have forms signed initially by the Clinical Director.  Retrospective approval and expenses will not normally be given.  Appropriate cover must be agreed with Consultant colleagues.

2.4
Funding

The budget is held centrally by the Medical Director.


Alternate sources of funding, such as the pharmaceutical industry, charity sources or other grants should be detailed and entered in a Register in accordance with S.F.I.s.

2.5
Reimbursement of Expenses
2.5.1
The Trust will not pay invoices forwarded directly by the course organisers unless confirmation of the course place and appropriate approval of expenses by the Medical Director have been received.  Individuals wishing to pay the fees themselves must obtain a receipt and reclaim the amount on the appropriate expenses claim form which should be submitted to the Medical Director for authorisation.

2.5.2 
Claims submitted prior to the fifth day of the month will be reimbursed in that month’s salary.  Please note that advances will not be made.
 
2.5.3
Travelling and subsistence will be reimbursed only after the course has taken place.  Claims should be submitted on the white copy of the Study Leave form.

2.6
University Appointments

UK and overseas Study Leave for university staff with Honorary Consultant contracts within the Trust will be funded at 50% of normal Study Leave entitlement.  University appointed Consultants are required to notify the Trust of their absence, as above.

2.7
Reporting

A summary of training and education undertaken will be provided to each Clinical Director and the Director of Postgraduate Medical Education on an annual basis.

2.8
Planning


It is anticipated that Study Leave and training will become planned as part of Directorate activity.  This is especially important for Non-Consultant grades.

3.
SPECIAL PROFESSIONAL LEAVE
3.1
Consultants are required to inform the Personnel Department in writing on each occasion of their involvement in outside activities which require a commitment of a fixed session or more.  The Trust will review these commitments as part of the annual review of job plans.  Reasonable paid time off without expenses* will be granted for the following:


  (i)
Advisory Committees of the Royal Colleges or Department of Health;


 (ii)
Participating in examinations for Royal Colleges;


(iii)
Post Graduate Clinical Tutor meetings;


 (iv)
Royal College visits;


(v)
External lectures;

           (vi)
Advice to medical research bodies.  



3.2
Time off without pay may be granted if the Consultant receives payment for work, such as, appearing in court as a professional or expert witness.  It is not intended that any Consultant should be financially disadvantaged by undertaking such work.  To prevent this, an option will be available to receive paid leave if the external payment for work done is passed to the Directorate’s staffing budget.  Where the work falls within Category II definitions, however, time off with pay may be granted and any fees retained by the Consultant.

3.3
Any other commitments similar to those in 3.1 and 3.2 will be considered on an ad hoc basis.

3.4
The Trust will not expect to incur expense or loss of income as a result of a Consultant’s special professional leave, either in the provision of locum cover or in the reimbursement of expenses.  The need for flexibility, subject to the needs of the service, is acknowledged and it will be a matter for negotiation between Consultant/Clinical Director/Chief Executive as to what is reasonable in all circumstances.

4. 
SABBATICAL LEAVE
4.1
Sabbatical Leave is defined as a period of study away from the normal place of work where the individual is exposed to new clinical techniques and practice with the purpose of self-education and learning or other forms of intellectual refreshment.  The Trust encourages the establishment of sabbatical exchanges with other institutions where this is of mutual benefit.

4.2
Applications should clearly indicate the perceived benefits to both the individual and the Trust.  Any application for Sabbatical Leave must be fully supported by the Clinical Director.

4.3
Individuals should identify acceptable cover arrangements with their Clinical Director before making applications.

4.4
Where applicants have sessional commitments with another Trust, their support, including any financial consequences, should be sought.

4.5
Applications will be considered twice a year.  Individuals wishing to apply for Sabbatical Leave must do so in writing by either 31 December or 30 June.

4.6
Applications for Sabbatical Leave will be considered by the Chief Executive, Medical  Director and Clinical Director together.  Sabbatical Leave will normally be deemed an unpaid career break and, as such, will be subject to the Trust’s Career Break Scheme (copy attached) and the following conditions:


  (i)     The number of applications received and their potential cost to the Trust;


 (ii)    The identifiable benefits to both the individual applicant and to the Trust as a whole;

  
(iii)
The ability to sustain the service in the absence of the individual;


(iv)
Sabbaticals will usually be under two years and the Trust would normally exercise its discretion under the career break scheme not to require resignation.  In such cases, continuity of employment will not be broken.  Individuals will not continue to accrue Study Leave whilst undertaking a sabbatical;



(v)
Consultants who have taken sabbatical leave supported by the Trust will be expected to remain in post for at least two years following their return.

4.7
Periods of paid Sabbatical Leave may be considered where there is a strong direct benefit for the Trust.  In such cases, a business plan proposal must be prepared for consideration.

5.
SICKNESS ABSENCE
5.1
Consultants are required to report any sickness absence to their Personal/Departmental Secretary.  S/he in turn should inform the Personnel Department.  Career grade doctors should notify, as soon as is reasonably practicable, both the Supervising Consultant and the Medical Staffing Office.

5.2
Sickness certificates should be submitted to the Medical Staffing Office and are required as follows:


1 - 3 days inclusive = No certificate required


4 - 7 days inclusive = Self-certificate


8 days or more = Medical certificate


When returning from Sick Leave, the Medical Staffing Office must be informed.

5.3
A return to work interview should be arranged by the Supervising Consultant (Career Grades) or by the Clinical Director (Consultants).  Where the sickness absence gives no reason for concern, the discussion will be very informal.  Where the nature or pattern of absence gives cause for concern, the Medical Director should be consulted.  Further guidance is provided in the Trust’s Sickness Absence Policy.

6.
UNPAID LEAVE
6.1
The Trust may exercise its discretion to grant unpaid leave for any reason not covered elsewhere in this document or within the Trust’s general arrangements for special leave.

6.1
Applications for such unpaid leave should be made, in writing, to the Clinical Director (Chief Executive in the case of a Clinical Director) outlining the period of leave requested, reasons and proposed cover arrangements.  A minimum of 6 weeks’ notice should be given.  Final approval rests with the Medical Director/Chief Executive.       


7.
OTHER LEAVE

7.1
The Trust’s general policies and procedures on other types of leave also apply to consultants and career grade doctors.  These include the special leave provisions on time off for personal and domestic reasons, for public duties and to attend medical and dental appointments.


* Travel expenses will be paid for appropriate College business where not available from the College concerned.
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