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LEAVE ARRANGEMENTS FOR MEDICAL AND DENTAL 

CONSULTANT ACADEMIC STAFF (HCC)

1.0 INTRODUCTION 

1.1 NHS Consultants and Medical/Dental Consultant Academics are among the Trust’s most valuable assets and many patient services are dependent on their lead and input. It is therefore vital that those organising the delivery of patient services are aware of all absences from work in order to utilise support staff and plan services appropriately. It is also important that NHS Consultants and Medical/Dental Consultant Academics have the opportunity to take their leave entitlement in order to comply with working time regulations and encourage a healthy working life. 

1.2 This document applies to Medical/Dental Academics employed by Queen Mary University of London (QMUL) who hold an Honorary Consultant contract (HCC) with Barts and The London NHS Trust (BLT). NHS Consultant staff employed by BLT should refer to the separate document “Consultants’ Leave Arrangements” (BLT/GUI/29705/HR)  http://bltintranet/Fordoctors/Consultant/Consultantleave/Consultantleave.aspx 

1.3 The entitlements detailed in this document (section 2) apply to all QMUL-employed Medical/Dental Consultant Academics. Staff whose HCC is held other than with BLT should consult with the issuing NHS Trust/authority to confirm the job planning and leave authorisation procedures which should be followed in their case.

1.4 For Medical/Dental Consultant Academics holding A+B contracts with QMUL and an NHS Trust, procedural arrangements for and (pro rata) entitlements to leave will be governed by the relevant institution’s terms, conditions and procedures for each separate contract.

2.0 ENTITLEMENTS

2.1 For QMUL-employed staff, the entitlements and associated terms (eg annual leave year, carry-forward arrangements, etc) relating to:

· Annual leave

· Public and statutory holidays

· Sabbatical leave

· Other/Special leave (eg Expert Witness Leave, jury service, compassionate leave)

· Sick leave

are governed by the relevant QMULTerms and Conditions of Service, Policies, Procedures and Codes of Practice (see http://www.hr.qmul.ac.uk/ ).
2.2 QMUL does not operate a formal system of allowance/entitlement to professional and study leave
. However, the amount of professional and study leave taken annually by Medical/Dental Consultant Academics will be recorded, monitored and discussed as part of the joint job planning and appraisal processes.

3.0 JOB PLANNING

3.1 Medical/Dental Consultant Academics are reminded that the GMC requires consultants to demonstrate that they have ensured suitable arrangements have been made for their patients’ medical care during their absence (ensuring that if a commitment is cancelled adequate notice is given to the relevant persons).

3.2 In order to minimise disruption to patient care, it is expected that NHS Consultants and Medical/Dental Consultant Academics will work collaboratively to plan their annual, professional/study, sabbatical and other types of leave effectively. 

3.3 Planning for all types of leave (including sabbatical, professional and study leave) should be discussed at the annual Job Plan review meeting. Wherever possible, arrangements for the academic’s clinical duties to be covered in his or her absence should be agreed at least six weeks in advance of leave being taken, if not earlier. 

3.4 There may be occasion, in exceptional circumstances, when leave needs to be taken with less than six weeks notice. Directorates can accept such bookings as long as the necessary paperwork/authorisation is completed and there is minimal disruption to patient care and other staffs’ working arrangements. 
4.0 PROFESSIONAL AND STUDY LEAVE

4.1 Although QMUL does not operate a formal system of allowance/entitlement to these types of leave, periods of absence on professional or study leave must still be notified in advance to both QMUL and Trust line managers. 

4.2 Wherever possible, arrangements for professional/study leave (especially for regular commitments) should be discussed as part of the joint job planning process). Where possible, professional/study leave should not be taken when there are direct clinical commitments scheduled. 

4.3 Professional/study leave should be notified to the DoI/Centre Lead and the relevant Clinical Director/Associate Clinical Director/Lead Clinician.
4.4 Funding for study leave may be available from the Trust in accordance with the Study Leave/CME policy.

5.0 SABBATICAL LEAVE

5.1 Medical/Dental Consultant Academics may apply for sabbatical leave in line with QMUL’s “Sabbatical Leave and Leave of Absence” policy and procedure (http://qm-web.hr.qmul.ac.uk/policies/sableave_apply.htm), and in accordance with Annex G of the (new) 2003 Consultant Clinical Academic Contract.
5.2 Proposals for sabbatical leave should be made before the annual appraisal and considered in the annual Job Plan review. 
6.0 AUTHORISATION AND RECORDING OF LEAVE

6.1 The form “Leave Form for Medical and Dental Consultant Academic Staff” (http://www.hr.qmul.ac.uk/benefits/staff/holidays/LeaveArrangements%5BMedical&DentalConsultantAcadStaff%5DJuly07.doc) should be completed for any period of absence. 

6.2 Before applying for leave, Medical/Dental Consultant Academics will need to have made arrangements for covering all their clinical, teaching and other commitments.
6.3 Leave will be authorised at the discretion of the relevant academic line manager (usually Institute Director (DoI)/Centre Lead as agreed in each Institute). Authorisation of leave will only be granted where it is explicitly shown that the Medical/Dental Consultant Academic has agreed appropriate clinical cover for their absence with the relevant Clinical Director/Associate Clinical Director/Lead Clinician, as agreed in each Directorate. 

6.4 A minimum of six weeks notice of any cancellations of clinics or lists must be given to the Directorate(s) General Manager and Patient Services. Changes to on call rotas must be notified to those concerned as agreed with the Directorate.
6.5 Once authorised by DoI/Centre Lead, the Medical/Dental Consultant Academic sends the leave booking form to their Institute Manager (or their nominee as advised within each Institute), and sends a copy to the relevant Directorate(s) General Manager. 
6.6 Records of annual leave will be kept and monitored within Institutes.
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7.0 NOTIFICATION AND RECORDING OF ABSENCE DUE TO ILLNESS

7.1 In the event that a Medical/Dental Consultant Academic is absent from duty owing to illness, including injury or other disability, they must inform their DoI/Centre Lead as soon as possible on the first day of absence. 
7.2 In addition, the Medical/Dental Consultant Academic must also inform the appropriate clinical line manager or, if out of hours, the appropriate site manager. 
7.3 Records of sick leave will be kept within Institutes and sickness absence reported and certified in the usual way to QM HR Department.
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� 	The recommended standard for professional and study leave for NHS consultants is a maximum of 30 days in total in any period of three years within the United Kingdom, or 10 days leave per year within the UK.





[image: image4.png]\Q Barts and The London

Queen Mary's School of Meicine and Dentistry



_1246273656.doc
		[image: image1.png]\Q Barts and The London

Queen Mary's School of Meicine and Dentistry




[image: image2.png]Barts and The London m

NHS Trust








		Leave Arrangements


[Medical and Dental Consultant Academic Staff (HCC)]





		







Please complete this form for any period of absence from your duties (aim to give at least 6 weeks notice)


		Full Name & title

		     



		SMD Institute

		     

		Research Centre

		     



		BLT Specialty/Dept

		     

		Directorate

		     





		Annual Leave 



		From

		     

		To

		     

		Number of Working Days

		     



		Professional/Study Leave 

		Is this leave included in your current Job Plan?

		Yes   FORMCHECKBOX 
  No  FORMCHECKBOX 




		From

		     

		To

		     

		Number of Working Days

		     



		Purpose of Leave

		     



		Location And Contact Number

		     



		Other Leave 



		From

		     

		To

		     

		Number of Working Days

		     



		Purpose of Leave

		     



		Location and Contact Number

		     





		Clinical Cover Arrangements



		Name of consultant covering your patients

		     



		Name of consultant covering on-call duties

		     



		Arrangements for cover of clinics: has clinic been cancelled / reduced? (please specify):



		     



		Is your theatre list going to be used by your department?  

		Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 




		If yes by whom?

		     



		If your list is not going to be used it may be offered to another consultant/department

		Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 




		Are there any other consultants/clinical academics in your department away at same time?

		Yes   FORMCHECKBOX 
   No   FORMCHECKBOX 




		If yes, who?

		     



		Confirmation of Cover Arrangements by (Associate) Clinical Director/Lead Consultant 



		I Confirm That The Cover Arrangements Are Satisfactory.



		Name

		     



		Signed


(CD/ACD/LC)

		

		Date

		     





		Signature of Medical/Dental Consultant Academic

		

		Date

		     





		Authorisation by Institute Director/Centre Lead



		I authorise the above periods of leave.



		Name

		     



		Signed


(DoI/Centre Lead)

		

		Date

		     





Once fully signed, the Consultant Academic sends the form to their Institute Manager AND a copy to the relevant Trust General Manager(s).









		HRn

		1

		Version 1: July 2007
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