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ANNUAL LEAVE AND PUBLIC HOLIDAY ENTITLEMENT
*<ENTER DATE FROM> TO <ENTER DATE TO>*

	Name:
	
	Start Date or date appointed to Grade*:
	

	
	
	
	

	Designation:
	
	No. of years continuous NHS Service:
	

	
	
	
	

	Department:
	
	
	


	
	Weeks / Days 
	
	Fixed Public Holidays 

	
	
	
	
	

	Annual Leave Entitlement:
	
	
	Friday
	Good Friday

	
	
	
	Monday
	Easter Monday

	Public Holiday Entitlement:
	
	
	Monday
	May Day

	
	
	
	Monday
	1st Monday in October

	Carried Forward From Previous Year:
	
	
	
	Christmas

	
	
	
	
	Christmas

	Total Entitlement:
	
	
	
	New Year

	
	
	
	
	New Year


	Leave dates requested
	Leave

taken

(weeks / days)
	Balance still due

(weeks / days) 
	Employee Signature
	Approved by Line

Manager

	From
	To
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


All Annual Leave must be entered on leave sheet before being taken.  If this is not done, the absence may be treated as unpaid.
Please note that Agenda for Change staff’s leave year runs from April to March and that non training grade Medical & Dental staff’s leave year runs from date first appointed to their current grade.
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