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1.
Introduction
Salford City Council is committed to building and retaining a workforce that is valued and whose diversity reflects the local community.

The City Council is committed to improving the retention of those staff with skills and experience throughout the organisation by providing the opportunity of taking a career break.

The career break scheme will provide the opportunity for employees to take a longer period away from work than provided by other leave arrangements.

2.
Career Break

A career break is a period of unpaid time out of the workplace.  The maximum career break will be 2 years and the minimum 6 months.  The length of the break should balance the needs of the employee with the needs of the service.

The main reason for which career breaks can be used include childcare, care for other dependents, study leave, undertaking voluntary service, etc but could also be used as an alternative to dismissal under the Attendance Management Policy.  The Scheme may be applicable for those employees on long term sick where there may be a return to fitness which would allow a return to work in the future.  For example, cancer, strokes, psychiatric disorder, which require a longer period of recovery or specialist management.

Employees on career breaks will not normally be allowed to take up paid employment with another employer.  

If an employee returns to work within one year this will be to the same post as far as is reasonably practicable.

If the break is longer than one year, the City Council cannot guarantee that the employee will be able to return to the same or equivalent post.  Wherever practicable, the City Council will endeavour to engage the employee in as similar a post as possible and available.
An employee will return to work at the equivalent salary level (where possible) reflecting national increases awarded during the break – no incremental progression will be awarded during the break.

3.
Eligibility

The scheme will be open to all employees who have a minimum of 12 months continuous service with the City Council at the time of application.

The employee must have a firm intention of returning to work.

4.
Process

Requests to take an employment break should be submitted in writing to the immediate Line Manager outlining the reason and proposed duration of the absence.  (See appendix a)
At least two months notice should be provided where the break is for a period of less than a year and six months where the break is for more than a year (in exceptional circumstances this may be less i.e. in sickness absence cases).

Employees must inform their manager of any changes in personal circumstances e.g. change of name, address, any criminal convictions which occur whilst they are on a career break.

Following the approval of the application a copy should be forwarded to the HR team and both the manager and the employee should retain a copy.

Following the refusal of an application, the form should be forwarded to the HR team detailing why the application has been refused and a copy of this should also be given to the employee.

5.
Conditions of Service

Continuity of Service

The period of the break does count toward continuous employment for statutory purposes.

Other provisions depending on length of service i.e. pension, contractual redundancy payment, leave entitlement, etc will be suspended for the period of the break and the break itself will not count as qualifying service.

Maternity Leave

No entitlement to maternity leave will arise during a career break although a career break could follow a period of maternity leave.

Redundancy

A period of absence on the Career Break Scheme will not be regarded as a break in service for redundancy however the period of the break itself will not itself count as reckonable service.

Annual Leave

Whilst on the Scheme an employee will not accrue annual leave.  The period of the break will not count as reckonable service for the purpose of long service additional leave awards.

All accrued annual leave should be taken prior to the Career Break commencing as no payment will be made for any untaken leave.

Sick Leave

There is no entitlement to paid sick leave during the career break but there will be no loss of accrued sickness entitlement.

Pension

As the period of unpaid leave extends beyond 30 days pension contributions are not due unless the employee elects to contribute to cover the whole period of absence.  Where an employee elects to contribute the contributions will be at their standard contribution rate and based on normal full pensionable pay.

Leave of absence covered by contributions in this way acts as normal active membership.  If an employee does not contribute to cover the period of unpaid leave of absence the period does not count as reckonable service for pension purposes.  
6.
Maintaining Contact

Continued contact is a key factor to the success of the operation of this Scheme.  This is a joint responsibility between the employee and their Line Manager.  The employee should be kept informed of any developments in the service and the City Council during their period of absence.

Employees will be required to meet with their manager at least once per year for a general discussion.

7.
Return to Work

The employee must notify their Line Manager in writing at least 3 months prior to the proposed return date to inform them of their intentions to either return or resign.

Failure to notify the appropriate manager will be dealt with as a resignation and the employee will forfeit all right of return.

Where the Career Break Scheme is instigated during a period of a sickness absence the employee will transfer from the occupational sickness scheme and management under the Attendance Management Policy onto an unpaid career break in line with this Scheme.  Should the employee be unable to return to work at the end of the agreed career break they will be deemed to have resigned from their post with the City Council.

A return to work will be subject to satisfactory Occupational Health clearance and CRB check where appropriate.

Where the employee is subject to registration with a professional body, for example the GSCC, registration must be checked prior to return to work.

8.
Review of the scheme

This policy will apply from 1st August 2007 and will be reviewed by the Head of HR in consultation with the recognised Trade Unions taking account of emerging good practice and legislative changes.
Appendix 1
CAREER BREAK SCHEME AGREEMENT

	NAME:


	

	TEAM/SERVICE:


	

	DIRECTORATE:


	

	START DATE WITH SALFORD:
	


Please outline below the reason for your request for a career break
PROPOSED START DATE:

PROPOSED RETURN DATE:

To retain your right to return to work you must notify your employer in writing of your intention to either return or resign from your post no later than 3 months prior to the expected date of return.  At this point a meeting will be arranged with your manager to discuss arrangements for your return.

Failure to notify your manager of your intention to return or not will result in your resignation being activated and the forfeit of your right to return.

Employees on a career break are not permitted to take up paid employment without the express permission of the City Council.

The employee and their manager are expected to agree arrangements for maintaining contact and this should be confirmed in writing and attached to this agreement.

A breach of the terms of the career break agreement for example failing to comply with arrangements for maintaining contact will result in it’s termination by the City Council and the withdrawal of the opportunity to return to work under this scheme.

	Employee Signature:
	
	Date:

	Line Manager Signature:
	
	Date:


Approved:
YES / NO

If no please outline reason for refusal

This form should be copied to the appropriate HR Adviser and the original form retained by the line manager.  A signed copy should also be retained by the employee together with a copy of the Career Break Scheme.

Payroll must be notified of the career break to ensure appropriate action can be taken to avoid any overpayment of salary.
PAGE  
6

_1196060574.bin

