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Annual Leave Procedure
(Agenda for Change)
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1.
Scope and Purpose
1.1
This Policy outlines the annual leave entitlement in accordance with Agenda for Change Terms and Conditions of Service (AFC), excluding Doctors and Directors. Where staff have elected not to assimilate to Agenda for Change Terms and Conditions their remaining terms and conditions of service apply.

1.2 
In line with the many changes proposed by Agenda for Change and due to the successful second ballots of trade unions, the PCT agreed to implement the new annual leave arrangements from December 2004.  
1.3
Annual leave entitlements for staff under Agenda for Change terms and Conditions of Service took effect from 1 December 2004, backdated to 1 October 2004.  Extra annual leave awarded for the 2004/2005 leave year was issued on a pro rata basis, based on six months entitlement from 1 October 2004 to 31 March 2005.
1.4
This procedure will confirm the process for booking and ensuring appropriate authorisation of annual leave.
2.
Roles and Responsibilities

2.1
Managers

Managers will ensure that:

i) 
Staff annual leave records are accurately maintained (including the completion of positive returns for payroll notification)

ii) 
Annual leave will be granted in line with service needs, ensuring departmental cover is appropriately maintained.

iii) Leave should be granted objectively and fairly and in line with the PCTs Equal Opportunities policy.

iv)
All staff are acquainted with the annual leave booking process and are aware of their responsibilities under this procedure

2.2 Employees Responsibilities
i)
To adhere to policies procedures and guidelines

ii)
All ensure annual leave must be requested by the completion and authorisation of the Employee Leave Card. Keeping up to date records
2.3 Human Resources Directorate

i) The HR Directorate will advise managers on matters of annual leave and help maintain consistency

ii) Managers may wish to discuss individual cases with the appropriate HR representative
3. 
Annual Leave Authorisation
When requesting annual leave all staff should ensure that authorisation is provided by the relevant line manager, prior to commencing leave. 

Staff should ensure that the Employee Annual Leave Record Card (Appendix 3) is completed appropriately and authorised by the relevant line manager, ensuring an accurate and up to date record.

All leave should be authorised with equity and consistently in line with service needs and ensuring the appropriate departmental cover is maintained.

4.
Annual Leave Entitlement 

4.1 
The annual leave period runs from 1 April to 31 March each year. The basic annual leave provisions under Agenda for Change, are contained in Table 1. (below) based on the length of employee NHS Service.  This entitlement includes the consolidation of two extra-statutory days, which, for some staff, had previously been separately identified. 

TABLE 1
                     


NEW ANNUAL LEAVE ENTITLEMENT

	Length of service
	Annual leave + General Public Holidays

	On appointment
	27 days + 8 days   

	After 5 years service
	29 days + 8 days 

	After 10 years service
	33 days + 8 days 


4.2
PCT Policy is to determine annual leave entitlement in hours not days for all staff regardless of whether the employee is full-time or part time.  The benefit for all Trust employees in calculating entitlement in hours is that this ensures equity for all by ensuring that staff who work variable hours/shifts do not receive either more or less leave than colleagues who work a standard pattern. 

5.
Calculation of Leave

5.1
The calculation of annual leave entitlements pertaining to all staff is contained at Table 2 (see Appendix 1.).  Hours have been rounded up or down to the nearest 0.5 decimal point (i.e. the nearest ½ hour).

5.2 
In addition to annual leave entitlement, employees are entitled to 8 paid General Public Holidays (Bank Holidays). In the case of all part time staff this entitlement is pro rata to the full time allowance of 8.  The calculation of this entitlement is always proportional to the number of basic contracted hours worked.  In this way, all staff have a fair and equitable, static entitlement rather than eligibility based solely on the normal days of work which would result in some part time employees never receiving the benefit of Bank Holidays unless they fall on their normal days of work.  Similarly, this calculation based on the number of basic weekly contracted hours, removes any potential for inequity in the case of staff whose working days vary.  Table 3 (see Appendix 2) contains the Bank Holiday entitlement for all employees per Bank Holiday and for a full leave year.  Further details pertaining to Bank Holidays are detailed below.

5.3 
To calculate an employees total leave entitlement inclusive of Bank Holidays, Tables 2 and 3 should be added together. They are shown separately so that the composition of an employee’s full entitlement is clear. 

5.4 
Any member of staff whether clinical or non-clinical, full or part-time who works on a bank holiday, is entitled to receive the equivalent time off in lieu at plain time rates in addition to payment for the duties undertaken as per AfC Handbook guidelines. 
5.5
Annual leave should normally be taken in periods of not less than 3 hours or ½ day.

6.
Reckonable NHS Service

6.1 
An employees previous continuous service with an NHS employer whether in a clinical or non-clinical role, will count as reckonable service in respect of annual leave. 

7. 
Aggregated NHS Service

7.1
In addition, aggregated NHS service, i.e. any period of time that has been worked in the NHS, regardless of whether or not there has been a break in service, will count as reckonable service for annual leave. 

7.2 
For purposes of aggregated service, time spent in a highly relevant role in organisations other than the NHS, may, at the discretion of the Manager, and in consultation with Human resources be counted as aggregated service.  Examples of this include:
· GP Practices 

· Nursing Homes 

· Health Related work in Local Authorities / Social Services / Education

· Health related work in Voluntary organisations

· Private health related work

· Students in health related work.

· Relevant overseas employment.  

· Department of Health 

· Ministry of Defence (If individual contracted under AfC scheme)

8. 
Determining the length of Reckonable Service

8.1 
In order to have previous service, as detailed above, regarded as reckonable service, members of staff will need to request recognition in writing to their manager and provide formal documentary evidence of any relevant, reckonable service.  Upon receipt of documentation, managers are to liaise with Human Resources, who will confirm the details in writing to the member of staff.

Documentation evidence can include:
· Payslip

· Letter of confirmation of service
· Contract of employment

· References
· Staff Transfer form
9. 
Protection for any members of staff whose leave entitlement is reduced under Agenda for Change

9.1 
Any existing staff whose leave entitlement is reduced under Agenda for Change will have their existing entitlement protected for five years from their date of assimilation into the new system.  During this period staff may continue to claim existing entitlements.
10.
Entitlement on joining

10.1 All new members of staff will be entitled to annual leave plus Bank Holidays in the year of joining the Trust, on a pro-rata basis. 

10.2 
Entitlement in the first year is dependent on the number of full complete calendar months worked after the date of joining and before the end of the annual leave year.  The Trust will allow employees who commence up to the 5th calendar day in the month to receive the full annual leave entitlement in respect of that calendar month.  Employees who join after the 7th calendar day in the month will not receive leave entitlement for this part month.

10.3 
Annual leave entitlement for part years can be calculated using Tables 2+3 but this must be pro rata to the number of months in the leave year since joining.  Annual leave is calculated based on 1/12th for each complete calendar month (subject to the terms of the paragraph above).  The Bank Holiday hour’s entitlement will be based on the number of Bank Holidays remaining in the current annual leave year from the date of joining.

 e.g: A member of staff works 25 hours per week, their joining date is 24th August and they are new to the NHS:
10.4
Annual leave entitlement for a full leave year would be 175 hours (per Tables 2+3). As they started on 24th August, they are entitled to 7 months of annual leave i.e. 7/12ths of 135 hours (Table 2) which is 79 hours annual leave. Bank Holiday hours must be added to this. This total will vary depending upon where the Bank Holidays fall during the calendar year but for the purposes of this example, assume that there are 4 Bank Holidays remaining in the leave year.
10.5
However on 25 hours per week this staff member would be entitled to 5 bank holidays in a full leave year as there are 7 months remaining 7/12ths of the 5 bank holidays is 3 bank holidays. Therefore 1 bank holiday is to be taken from the annual leave entitlement.  3 Bank Holidays x 5 hours per Bank Holiday = 15 hours.  So the total leave entitlement for the part leave year will be 79hrs +15hrs = 94 hours to be taken by the 31st March. 

11. 
Entitlement on changing contracted hours

11.1 Where staff change their contracted hours, this will result in a re-calculation of their annual leave entitlement based on completed months on the new and the old contracted hours to give the full year entitlement.  The Trust policy is that where staff change their contracted hours part way through a month they should not lose entitlement.  Therefore, in these cases the entitlement for the first month will be calculated on the basic weekly contracted hours that they predominantly worked for that initial month.

12. 
Managing Part Time Employees

12.1
Managers will need to record Bank Holiday entitlements taken in the same way as annual leave. Fill in the “Other Leave Authorisation” section using the calculations in table 3. Factors that effect the calculation are moving bank holidays i.e. Christmas and New Year. Additionally if an employees working pattern means they work on a Bank Holiday and their working hours are more than their bank holiday entitlement they can supplement the shortfall from their normal Annual Leave Entitlement.

13. 
Carry Over of Leave

13.1
The PCT expects that within the annual leave year staff should be provided with the opportunity to take all their annual leave.   In exceptional circumstances a maximum of five working days of basic contracted hours may be carried over to the following year, with the agreement of the Manager.

13.2
Where employees have, exceptionally, been prevented from taking their leave due to service demands then, again, the amount carried forward will be expressed in contracted hours and this should not normally exceed one week.

14.
Entitlement on Leaving

14.1
Employees who leave the PCT will receive 1/12th of their annual leave entitlement per Table 2 for each complete calendar month worked in the current leave year, less any annual leave taken plus the benefit of any outstanding Bank Holiday hours for Bank Holidays that have occurred in the leave year prior to the date of leaving, (Appendix 2 – Table 3). 

14.2 Payment will be made for each calendar month worked in the year LESS any annual leave taken.

14.3 Where total leave taken exceeds the earned total leave entitlement an appropriate deduction will be made from final monies.

15. 
Agreement

15.1 This has been jointly agreed by Management and Staff Side in partnership under the arrangements for implementation of Agenda for Change. 

16. 
Dissemination and Implementation

16.1 The author of this policy is responsible for contracting the communications team who will upload the master copy onto the NHS Brent intranet website, publicise it on the team brief, communication bulletin and intranet front page.
16.2 Managers are responsible for making paper copies available to all areas that do no have access to the Brent website.
17. 
Monitoring of compliance and effectiveness

17.1 This policy will be reviewed annually to ensure that it remains in line with current employment law and NHS guidance.  In addition to this, its effectiveness will be monitored against the audit tool in Appendix 8.
18. 
References
18.1 This policy has been written in line with Agenda for Change Terms and Condition of Service.
19. 
Further guidance
19.1 Further guidance on the application of this policy is available from the Human Resources Department. 
Appendix 1:

Table 2: ANNUAL LEAVE ENTITLEMENT FOR COMPLETE YEARS

 EXCLUSIVE OF BANK HOLIDAYS

	WEEKLY BASIC
	ON
	AFTER  5
	AFTER  10

	CONTRACTED
	 APPOINTMENT
	YEARS 
	YEARS 

	HOURS
	 
	SERVICE
	SERVICE

	 
	27 DAYS
	29 DAYS
	33 DAYS

	 
	HOURS EQUIVALENT: 

	37.5
	202.5
	217.5
	247.5

	37.0
	200.0
	214.5
	244.0

	36.5
	197.0
	211.5
	241.0

	36.0
	194.5
	209.0
	237.5

	35.5
	191.5
	206.0
	234.5

	35.0
	189.0
	203.0
	231.0

	34.5
	186.5
	200.0
	227.5

	34.0
	183.5
	197.0
	224.5

	33.5
	181.0
	194.5
	221.0

	33.0
	178.0
	191.5
	218.0

	32.5
	175.5
	188.5
	214.5

	32.0
	173.0
	185.5
	211.0

	31.5
	170.0
	182.5
	208.0

	31.0
	167.5
	180.0
	204.5

	30.5
	164.5
	177.0
	201.5

	30.0
	162.0
	174.0
	198.0

	29.5
	159.5
	171.0
	194.5

	29.0
	156.5
	168.0
	191.5

	28.5
	154.0
	165.5
	188.0

	28.0
	151.0
	162.5
	185.0

	27.5
	148.5
	159.5
	181.5

	27.0
	146.0
	156.5
	178.0

	26.5
	143.0
	153.5
	175.0

	26.0
	140.5
	151.0
	171.5

	25.5
	137.5
	148.0
	168.5

	25.0
	135.0
	145.0
	165.0

	24.5
	132.5
	142.0
	161.5

	24.0
	129.5
	139.0
	158.5

	23.5
	127.0
	136.5
	155.0

	23.0
	124.0
	133.5
	152.0

	22.5
	121.5
	130.5
	148.5

	22.0
	119.0
	127.5
	145.0

	21.5
	116.0
	124.5
	142.0

	21.0
	113.5
	122.0
	138.5

	20.5
	110.5
	119.0
	135.5

	20.0
	108.0
	116.0
	132.0

	19.5
	105.5
	113.0
	128.5

	19.0
	102.5
	110.0
	125.5


	WEEKLY BASIC
	ON
	AFTER  5
	AFTER  10

	CONTRACTED
	 APPOINTMENT
	YEARS 
	YEARS 

	HOURS
	 
	SERVICE
	SERVICE

	 
	27 DAYS
	29 DAYS
	33 DAYS

	 
	HOURS EQUIVALENT: 

	18.5
	100.0
	107.5
	122.0

	18.0
	97.0
	104.5
	119.0

	17.5
	94.5
	101.5
	115.5

	17.0
	92.0
	98.5
	112.0

	16.5
	89.0
	95.5
	109.0

	16.0
	86.5
	93.0
	105.5

	15.5
	83.5
	90.0
	102.5

	15.0
	81.0
	87.0
	99.0

	14.5
	78.5
	84.0
	95.5

	14.0
	75.5
	81.0
	92.5

	13.5
	73.0
	78.5
	89.0

	13.0
	70.0
	75.5
	86.0

	12.5
	67.5
	72.5
	82.5

	12.0
	65.0
	69.5
	79.0

	11.5
	62.0
	66.5
	76.0

	11.0
	59.5
	64.0
	72.5

	10.5
	56.5
	61.0
	69.5

	10.0
	54.0
	58.0
	66.0

	9.5
	51.5
	55.0
	62.5

	9.0
	48.5
	52.0
	59.5

	8.5
	46.0
	49.5
	56.0

	8.0
	43.0
	46.5
	53.0

	7.5
	40.5
	43.5
	49.5

	7.0
	38.0
	40.5
	46.0

	6.5
	35.0
	37.5
	43.0

	6.0
	32.5
	35.0
	39.5

	5.5
	29.5
	32.0
	36.5

	5.0
	27.0
	29.0
	33.0

	4.5
	24.5
	26.0
	29.5

	4.0
	21.5
	23.0
	26.5

	3.5
	19.0
	20.5
	23.0

	3.0
	16.0
	17.5
	20.0

	2.5
	13.5
	14.5
	16.5

	2.0
	11.0
	11.5
	13.0

	1.5
	8.0
	8.5
	10.0

	1.0
	5.5
	6.0
	6.5

	0.5
	2.5
	3.0
	3.5


Formula is
Weekly Contracted Hrs  X  No. of Days Entitlement




      5

Appendix 2:

Table 3: CALCULATION OF BANK HOLIDAY ENTITLEMENT

	WEEKLY BASIC CONTRACTED HOURS
	HOURLY ENTITLEMENT FOR FULL LEAVE YEAR
	HOURLY ENTITLEMENT ON EACH BANK HOLIDAY AS IT OCCURS

	 
	(8 BANK HOLIDAYS)
	 

	37.5
	60.0
	7.5

	37.0
	59.0
	7.4

	36.5
	58.5
	7.3

	36.0
	57.5
	7.2

	35.5
	57.0
	7.1

	35.0
	56.0
	7.0

	34.5
	55.0
	6.9

	34.0
	54.5
	6.8

	33.5
	53.5
	6.7

	33.0
	53.0
	6.6

	32.5
	52.0
	6.5

	32.0
	51.0
	6.4

	31.5
	50.5
	6.3

	31.0
	49.5
	6.2

	30.5
	49.0
	6.1

	30.0
	48.0
	6.0

	29.5
	47.0
	5.9

	29.0
	46.5
	5.8

	28.5
	45.5
	5.7

	28.0
	45.0
	5.6

	27.5
	44.0
	5.5

	27.0
	43.0
	5.4

	26.5
	42.5
	5.3

	26.0
	41.5
	5.2

	25.5
	41.0
	5.1

	25.0
	40.0
	5.0

	24.5
	39.0
	4.9

	24.0
	38.5
	4.8

	23.5
	37.5
	4.7

	23.0
	37.0
	4.6

	22.5
	36.0
	4.5

	22.0
	35.0
	4.4

	21.5
	34.5
	4.3

	21.0
	33.5
	4.2

	20.5
	33.0
	4.1

	20.0
	32.0
	4.0

	19.5
	31.0
	3.9


	19.0
	30.5
	3.8

	18.5
	29.5
	3.7

	WEEKLY BASIC CONTRACTED HOURS
	HOURLY ENTITLEMENT FOR FULL LEAVE YEAR
	HOURLY ENTITLEMENT ON EACH BANK HOLIDAY AS IT OCCURS

	 
	(8 BANK HOLIDAYS)
	 

	18.0
	29.0
	3.6

	17.5
	28.0
	3.5

	17.0
	27.0
	3.4

	16.5
	26.5
	3.3

	16.0
	25.5
	3.2

	15.5
	25.0
	3.1

	15.0
	24.0
	3.0

	14.5
	23.0
	2.9

	14.0
	22.5
	2.8

	13.5
	21.5
	2.7

	13.0
	21.0
	2.6

	12.5
	20.0
	2.5

	12.0
	19.0
	2.4

	11.5
	18.5
	2.3

	11.0
	17.5
	2.2

	10.5
	17.0
	2.1

	10.0
	16.0
	2.0

	9.5
	15.0
	1.9

	9.0
	14.5
	1.8

	8.5
	13.5
	1.7

	8.0
	13.0
	1.6

	7.5
	12.0
	1.5

	7.0
	11.0
	1.4

	6.5
	10.5
	1.3

	6.0
	9.5
	1.2

	5.5
	9.0
	1.1

	5.0
	8.0
	1.0

	4.5
	7.0
	0.9

	4.0
	6.5
	0.8

	3.5
	5.5
	0.7

	3.0
	5.0
	0.6

	2.5
	4.0
	0.5

	2.0
	3.0
	0.4

	1.5
	2.5
	0.3

	1.0
	1.5
	0.2

	0.5
	1.0
	0.1


Formula is
Weekly Contracted Hrs  X  No. of Days Entitlement




      5
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Appendix 3


	
	Apr
	May
	Jun
	July
	Aug
	Sep
	Oct
	Nov
	Dec
	Jan
	Feb
	Mar
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	13
	
	
	
	
	
	
	
	
	
	
	
	

	14
	
	
	
	
	
	
	
	
	
	
	
	

	15
	
	
	
	
	
	
	
	
	
	
	
	

	16
	
	
	
	
	
	
	
	
	
	
	
	

	17
	
	
	
	
	
	
	
	
	
	
	
	

	18
	
	
	
	
	
	
	
	
	
	
	
	

	19
	
	
	
	
	
	
	
	
	
	
	
	

	20
	
	
	
	
	
	
	
	
	
	
	
	

	21
	
	
	
	
	
	
	
	
	
	
	
	

	22
	
	
	
	
	
	
	
	
	
	
	
	

	23
	
	
	
	
	
	
	
	
	
	
	
	

	24
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	27
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	29
	
	
	
	
	
	
	
	
	
	
	
	

	30
	
	
	
	
	
	
	
	
	
	
	
	

	31
	
	
	
	
	
	
	
	
	
	
	
	


                                                  Sample                                                     


          Employee Leave Card  

          April 2009 - March 2010
	Name


	Department



	Job Title


	Grade



	No. Hours per Week


	No. Days per week




	Annual Leave Entitlement (Full Year)


	Carry over of leave from last year
(up to 5 days)



	Total Annual Leave (this year)


	

	Annual Leave
	L
	Sickness – Uncertificated
	U/S
	Maternity Leave             
	M

	Bank Holiday
	B
	Sickness – Self Certificate
	S
	Paternity Leave
	P

	Study Leave
	STL
	Sickness – Medical Certificate
	Y
	Special Leave eg Carers, compassionate
	C

	Unpaid Leave
	U/L
	Absent without Leave
	A
	Representative Duty
	R

	Suspended
	W
	Statutory Duty eg Jury Cover
	Z
	Flexi 
	F


	A/L Balance
	From
	To
	Days/ Hours
	Staff cover/ deputy
	Authorised By:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Start   Date
	End  Date
	Day/ Hours
	Reason/        Course Title
	Staff cover/ deputy
	Authorised By:

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Other Leave Authorisation








Annual Leave Authorisation
Appendix 4:

Equality Impact Assessment Tool
	
	
	Yes/No
	Comments

	1.
	Does the policy/guidance affect one group less or more favourably than another on the basis of:
	
	

	
	· Race
	No
	

	
	· Ethnic origins (including gypsies and travellers)
	No
	

	
	· Nationality
	No
	

	
	· Gender
	No
	

	
	· Culture
	No
	

	
	· Religion or belief
	No
	

	
	· Sexual orientation including lesbian, gay and bisexual people
	No
	

	
	· Age
	No
	

	2.
	Is there any evidence that some groups are affected differently?
	No
	

	3.
	If you have identified potential discrimination, are any exceptions valid, legal and/or justifiable?
	n/a
	

	4.
	Is the impact of the policy/guidance likely to be negative?
	No
	

	5.
	If so can the impact be avoided?
	n/a
	

	6.
	What alternatives are there to achieving the policy/guidance without the impact?
	n/a
	

	7.
	Can we reduce the impact by taking different action?
	n/a
	


If you have identified a potential discriminatory impact of this procedural document, please refer it to the Equality & Diversity Manager together with any suggestions as to the action required to avoid/reduce this impact.

For advice in respect of answering the above questions, please contact the Equality & Diversity Manager.

Appendix 5:

When a document is superseded by a more recent version, or otherwise needs to be removed from the intranet:

· The web manager is responsible for removing the document

· The document is not deleted: it remains on the main intranet server with the same file name

· The web manager can do a manual search on the database if there is a need to find and retrieve archived files

Appendix 6:
Document Review Checklist

	
	Title of document being reviewed:
	Yes/No/
Unsure
	Comments

	1.
	Title
	
	

	
	Is the title clear and unambiguous?
	Yes
	

	
	Is it clear whether the document is a guideline, policy, protocol or standard?
	Yes
	

	2.
	Rationale
	
	

	
	Are reasons for development of the document stated?
	Yes
	

	3.
	Development Process
	
	

	
	Is the method described in brief?
	Yes
	

	
	Are people involved in the development identified?
	Yes
	

	
	Do you feel a reasonable attempt has been made to ensure relevant expertise has been used?
	Yes
	

	
	Is there evidence of consultation with stakeholders and users?
	Yes
	

	4.
	Content
	
	

	
	Is the objective of the document clear?
	Yes
	

	
	Is the target population clear and unambiguous?
	Yes
	

	
	Are the intended outcomes described? 
	Yes
	

	
	Are the statements clear and unambiguous?
	Yes
	

	
	Are style, font type and size etc correct?
	Yes
	

	5.
	Evidence Base
	
	

	
	Is the type of evidence to support the document identified explicitly?
	Yes
	

	
	Are key references cited?
	Yes
	

	
	Are the references cited in full?
	Yes
	

	
	Are supporting documents referenced?
	Yes
	

	6.
	Approval
	
	

	
	Does the document identify which committee/group will approve it? 
	Yes
	

	
	If appropriate have the joint Human Resources/staff side committee (or equivalent) approved the document?


	Yes
	

	7.
	Dissemination and Implementation
	
	

	
	Is there an outline/plan to identify how this will be done?
	Yes
	

	
	Does the plan include the necessary training/support to ensure compliance?
	Yes
	

	8.
	Document Control
	
	

	
	Does the document identify where it will be held?
	Yes
	

	
	Have archiving arrangements for superseded documents been addressed?
	Yes
	

	9.
	Process to Monitor Compliance and Effectiveness
	
	

	
	Are there measurable standards or KPIs to support the monitoring of compliance with and effectiveness of the document?
	n/a
	

	
	Is there a plan to review or audit compliance with the document?
	Yes
	

	10
	Review Date
	
	

	
	Is the review date identified?
	Yes
	

	
	Is the frequency of review identified?  If so is it acceptable?
	Yes
	

	11
	Overall Responsibility for the Document
	
	

	
	Is it clear who will be responsible for co-ordinating the dissemination, implementation and review of the document?
	Yes
	


Acknowledgement: Cambridgeshire and Peterborough Mental Health Partnership NHS Trust
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 ↓ 

	Policy ratified by the Board
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	Policy uploaded to the intranet
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	Publicity of Policy

Send to Communications Department for Communication Bulletin and team brief / Policy discussed at meetings e.g. Senior Directorate Meetings


                                                  

 ↓   

	Present at staff forums / meetings e.g. Senior Directorate Meetings


                                                      

↓

	Present at staff forums / meetings e.g. Senior Directorate Meetings




                                                       

↓

	Policy to be monitored through the use of key performance indicators




Appendix 8: - Audit Tool for the Policy Development Policy

The following are five questions to assess your understanding and implementation of this policy

(Score yourself - Yes or No)

	Do you understand the different definition of documents within the policy?


	Yes / No

	Do you understand the requirement for the main body of a document?


	Yes / No

	Do you understand the Ratification Process for documents?


	Yes / No

	Do you understand the Guidance on the Checklist required for writing documents?


	Yes / No

	Do you understand the process for reviewing / Archiving / consultation and version control?


	Yes / No


If you score No for any of the questions, please re read the relevant section of the policy. If you are still unclear please contact the author / service for clarification

A copy of this should be kept in your personal file and may be used as part of a continuous profession development folder

Signed………………………………………….   Role…………………………….. 
Date…………………………………………………….
�
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