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EXECUTIVE SUMMARY:
This policy outlines the Trust’s approach to preventing, supporting and signposting where any
detriment to staff health and wellbeing occurs at the Trust.

If you require this document in another format such as large
print, audio or other community language please contact the
Corporate Governance Office on 01903 843041 or email
policies@sussexpartnership.nhs.uk

Did you print this document yourself?
Please be advised the Trust discourages the printing and retention of hard copies of policies and
can guarantee the policy on the Trust website is the most up-to-date version.
As a contingency a full set of up-to-date Trust policies are held by the Governance Support Team
based at Trust HQ, Swandean
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QUICK REFERENCE GUIDE

This policy must be followed in full when developing or reviewing and amending Trust
procedural documents.
For quick reference the guide below is a summary of actions required. This does not
negate the need for the document author and others involved in the process to be aware
of and follow the detail of this policy.
1. The policy provides guidance and the procedures to be followed where Reservist
employees require leave for training or mobilisation commitments.
2. Any employee who is a member of the Reserve Forces is required to notify the
Trust of their status.
3. The Trust is committed to providing support to Reservist employees and will allow
paid leave to attend an annual camp.
4. Where an employee wishes to apply for voluntary mobilisation, prior agreement
must be sought from their manager.
5. Following demobilisation, every support will be offered to allow the Reservist’s
return to the workplace to be as easy as possible.
6. Reservists must contact Occupational Health upon their return to work for an
assessment to review their health following their deployment.
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Guiding principles of our workforce policies
We are committed to improving staff experience and wellbeing, making sure our staff feel
valued, supported and cared for. As part of this we want to do everything possible to
ensure our policies are progressive, easy to understand and are used and applied in a
fair and meaningful way. We also want to ensure our policies support staff even in
difficult or challenging circumstances, facilitating decisions being made with transparency
and impartiality.
1. Introduction
1.1 Sussex Partnership NHS Foundation Trust (“the Trust”) is fully supportive of
employees who are members of or who wish to join the Reserve Forces and
recognises the knowledge and breadth of experience such membership can bring to
the workplace. These consist of the Royal Naval Reserve (RNR), the Royal Marines
Reserve (RMR), the Army Reserve (AR) and the Reserve Air Forces (FAFR and
RAUXAF). This policy will also apply to employees with a reserve commitment to the
Crown following discharge from the regular armed forces.
1.2 In most instances the Trust’s relationship with a Reservist employee will be like that
of any other employee. However, there are areas where a Reservist’s status may
affect the operations of the Trust. Legislation exists to define the rights and liabilities
that apply to both parties.
1.3 There are two main pieces of legislation relating to employers and the Volunteer
Reserve Forces:
•

The Reserve Forces Act 1996 (RFA 96) which provides the powers under
which Reservists can be mobilised for full-time military service.

•

The Reserve Forces (Safeguard of Employment) Act 1985 (SOE 85) which
provides protection of employment for those to be mobilised and
reinstatement to employment for those returning from mobilised service.

2. Purpose
2.1 This policy sets out the Trust’s approach to leave required as part of mobilisation
and training commitments for Reservist employees and the procedures that should
be followed in both these circumstances.
2.2 All employees are subject to the Employer Notification arrangements, effective from
1st April 2004, which requires employees to notify their employer if they are a
member of the Reserve Forces.
2.3 Attendance at weekly or weekend training sessions and annual camps will be
facilitated and supported by the Trust as far as possible.
2.4 Following demobilisation, every support will be offered to allow the Reservist’s
return to the workplace to be as easy as possible.
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3. Scope
3.1 This policy is intended to apply to all staff groups employed by the Trust, including
medical and dental.
3.2 In the event of an epidemic infection outbreak, flu pandemic or major incident, the
Trust recognises that it may not be possible to adhere to all aspects of this
document. In such circumstances, staff should take advice from their manager and
all possible action must be taken to maintain ongoing patient and staff safety.
4. Definitions
4.1 Reservist – a member of a reserve military force, including the Royal Naval Reserve,
Royal Marines Reserve, the Army Reserve and the Reserve Air Forces.
4.2 Cadet Instructor – a volunteer instructor for one of the Cadet Forces representing the
arms of the British Military (Army, Navy, Air Force).
4.3 Mobilisation – the process of calling reservists into full-time service with the Regular
Forces, in order to make them available for military operations.
5. Duties and Responsibilities
5.1 Individual Employees
Employees are responsible for the following:
•

Informing the Trust of their status as a Reservist;

•

Providing sufficient notice of their requirement for leave to attend training activities
as a reservist (e.g. annual camp) to allow their manager to appropriately plan for
their absence;

•

Seeking permission from their manager prior to applying for voluntary
mobilisation;

•

Informing the Trust as soon as practicably possible after receiving a call out order,
providing details of the date and potential duration of their mobilisation;

•

Contacting their manager on their demobilisation to arrange a date to return to
work. This should be no later than three weeks after the last day of the
mobilisation.

•

Contacting Occupational Health on their demobilisation to arrange a health check
to ensure the Reservist and the Trust is protected from a health perspective (e.g.
working in an area which is Tuberculosis prevalent)
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5.2 Managers
Managers are responsible for the following:
•

Facilitating and supporting attendance at training sessions and annual camps for
any members of their team who are Reservists;

•

Assessing applications for voluntary mobilisation and allowing them wherever
possible;

•

Actioning ESR via an Electronic Contract Amendment Form (CAF) when an
employee becomes a reservist;

•

Actioning ESR via a CAF at the commencement and completion of any periods of
mobilisation;

•

Supporting any members of their team returning from periods of mobilisation in an
empathetic manner, offering training and a local re-induction where appropriate;

•

Raising awareness of and ensuring the Reservist contacts the Occupational
Health for a health assessment following demobilisation;

•

Raising awareness of the Health Assured Counselling Service.

5.3 Human Resources
The People Directorate will be responsible for the following:
•

Providing advice and guidance to both managers and employees on the
application of this policy.

6 Process
6.1 Practical Support for Training
6.1.1 Training for the Volunteer Reserve Forces is made up of:
•

Weekly training;

•

Occasional training days;

•

An annual continuous training period of 15 days (annual camp).

6.1.2 The Trust is committed to providing support to enable attendance at these events
and the following leave will be granted to allow this:
•

10 days additional paid leave in each leave year, for attendance at annual
camp;

•

Additional time required will be taken as unpaid or annual leave.
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6.1.3 Managers will facilitate work rotas as far as possible to allow attendance for
annual camp and other training commitments.
6.1.4 Employees should provide as much notice as possible, ideally at least one month
or longer, to allow appropriate planning for absences. Permission to take the
leave will normally be granted, other than in exceptional circumstances.
Employees should apply for all leave for Reserve Training, by completing the
form at appendix 1 and submitting to their manager.
6.2

Mobilisation

6.2.1 Mobilisation is the process of calling reservist employees into full-time service with
the Regular Forces, in order to make them available for military or humanitarian
operations. All reservists are liable to be mobilised at any time, if required. In
most cases, this will be voluntary; however compulsory mobilisation will be used
when required.
6.2.2 Should an employee reservist wish to apply for voluntary mobilisation, prior
agreement must be sought from their line manager before making such an
application.
6.2.3 There is no statutory requirement for the Services to give notice of mobilisation,
but in practice they aim to give both employers and employees 28 days’ notice of
call out. The Ministry of Defence will issue the Reservist with a mobilisation pack,
containing details of the date and anticipated duration of mobilisation. A copy of
the mobilisation pack will also be provided to the Trust as the Reservist’s
employer.
6.2.4 Once a mobilisation has been agreed, the manager should write to the employee
confirming acceptance of the mobilisation, using the letter at Appendix 2.
•

Mobilisation will normally last for between three and 12 months. During the time of
the mobilisation, the employee will be placed on unpaid authorised leave. They will
receive pay in lieu of their usual monthly salary from the Ministry of Defence (MOD).
The issued mobilisation pack should contain all relevant forms for completion by
this Trust or service provider. Upon completion the MOD will contact the Trust to
make arrangements for the payment of the NHS Pension contributions paid by the
Reservist and MOD during mobilisation. Pension contributions are paid to the NHS
Pensions Agency by this Trust. Further queries concerning pensions should be
directed to the Payroll Department by telephoning the number 0300 3040665. In all
other respects, the conditions of the Trust’s Special Leave Policy will apply.
Managers and employees have a joint responsibility for keeping in touch on a
regular basis and to ensure that the employee is kept up to date with relevant
departmental information during any periods of mobilisation.

6.2.5 Where the mobilisation of an employee results in additional costs, such as having
to pay overtime to use other employees to cover the work, or advertising for a
temporary replacement, then the Trust may be able to claim financial assistance
from the Ministry of Defence. Details of how to make any such claim, along with a
form for this purpose will be contained within the mobilisation pack. Any claim
must be logged with the MOD no later than four weeks from the date of
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demobilisation. All such forms must be completed in conjunction with the relevant
Finance Manager.
6.2.6 In the event of a compulsory mobilisation of any employee, the Trust may
consider applying for an exemption or deferral. However the grounds for seeking
exemption or deferral are extremely limited and the Trust would have to
demonstrate serious harm to the ability to provide patient care if the employee
were to be mobilised at that time. Therefore such an application will only be made
in exceptional circumstances.
6.2.7 During any period of mobilisation, the employee’s post will be held open for their
return. Their role may be filled with a temporary replacement for the duration of
the mobilisation period only.
6.2.8 Managers should ensure that ESR is updated via a CAF when the employee
commences their mobilisation and when they return from their mobilisation, to
ensure their pay is suspended and restarted appropriately.
6.3 Returning to Work Following Demobilisation
6.3.1 Following any period of mobilisation, reservists will be entitled to a period of leave
from the MOD (and funded by the MOD) of up to one month. During this time any
employee who has been mobilised will be required to contact their manager to
arrange a date for returning to work.
6.3.2 Demobilisation can be a difficult time, with a Reservist returning to work after a
potentially challenging period in deployment. It is therefore important to ensure a
smooth reintegration into the team, including the provision of a local re-induction,
including an update on changes and developments within both their immediate
team and the wider organisation; this can help to prevent any feeling of
dislocation.
6.3.3 Any essential training should also be planned to take place as soon as possible
after the employee returns from active duty in order to ensure a timely update or
refresher training as necessary.
6.3.4 Where the job role or duties have changed since mobilisation a period of skills
training may be required in order to assist them with any new or amended aspects
of their role.
6.3.5 Reservists must contact Occupational Health to arrange for a health assessment
upon demobilisation for support and to ensure the protection of themselves and
the Trust (e.g. Tuberculosis contact)
6.3.6 There should also be the offer of support from the Health Assured Counselling
Service.
7 Training Requirements
7.1 Managers will be briefed on the content of this policy and will be able to seek
guidance and assistance on its implementation from the Employee Relations team.
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7.2 Employees will also be able to seek guidance and assistance from the Employee
Relations team.
8 References and Associated Documentation
A guide to employing Reservists: DRM
https://www.gov.uk/government/groups/defence-relationship-management
The Reserve Forces Act 1996 (RFA 96)
The Reserve Forces (Safeguard of Employment) Act 1985 (SOE 85)
9 Equality Impact Statement
Sussex Partnership NHS Foundation Trust is committed to ensuring that, as far as is
reasonably practicable, the way we provide services to the public and the way we treat
our staff reflects their individual needs and does not discriminate against individuals or
groups on any grounds.
This policy has been assessed accordingly
Our values are the core of what Sussex Partnership NHS Foundation Trust is and
what we cherish. They are beliefs that manifest in the behaviours our employees
display in the workplace.
Our Values were developed after listening to our staff. They bring the Trust closer to
its vision to be the best hospital, providing the best care by the best people and ensure
that our patients are at the centre of all we do.
We are committed to promoting a culture founded on these values which form the
‘heart’ of our Trust:
People first
People are at the heart of everything we do.
Future focused
We are optimistic, we learn and we always try to improve.
Embracing change
We are bold, innovative and disciplined about making use of our resources to
continuously improve.
Working together
We provide services in partnership with patients, families and others.
Everyone counts
We value, appreciate and respect each other.
This policy should be read and implemented with the Trust Values in mind at all time
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APPENDIX 1: Application for Reservist or Cadet Instructor Leave
APPLICATION FOR RESERVIST / CADET INSTRUCTOR LEAVE
Part 1 – To be completed by the employee:
First name

Surname

Job title

Contracted hours

Amount of paid Reservist leave
required

Dates of paid Reservist leave

From:

To:

From:

To:

Amount of unpaid Reservist leave
required

Dates of unpaid Reservist leave
required

Reason leave is required (please detail below – if annual camp please give exact dates of camp)

Part 2 – to be completed by the line/departmental manager

I grant paid/unpaid (delete as appropriate) Reservist leave for the employee above. I confirm the leave has
been recorded appropriately.

Name

Job Title

Signed

Date:
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APPENDIX 2: Letter confirming acceptance of mobilisation

DEPARTMENTAL
ADDRESS
Date
Tel: 02392 xxxxxxxx
Fax: xxxxxxxxxxxxx
Our Ref:
NAME
ADDRESS

Dear INSERT NAME
Thank you for forwarding on to me all the papers associated with your mobilisation request
from [INSERT PARTICULAR FORCE AS APPROPRIATE] to serve as a [INSERT ROLE IF
APPROPRIATE].
This letter is to confirm that I agree to releasing you from the [INSERT DATE LEAVE
COMMENCES] and have noted that your date of return will be [INSERT DATE OF RETURN
IF KNOWN].
I also confirm that for the period that you are mobilised you will be on unpaid leave from the
NHS and that we have a statutory obligation to reinstate you in your former employment on
completion of your mobilisation period.
With regard to your pension, the MoD will pay your NHS Pension contributions over to this
Trust. I am advised that the Payroll Department, who looks after pensions for the Trust, will
have completed the form in your mobilisation pack and are aware of your deployment dates.
The Pensions Team will deal with your pension administration. If you have any questions or
problems please contact them on telephone number 0300 3040665 or log your query at
pensions@sussexpartnership.nhs.uk with your assignment number.
I would like to take this opportunity of wishing you all the best for a safe deployment and we
look forward seeing you on your safe return.

Yours sincerely

NAME
JOB TITLE
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