Appendix 1


DRAFT


Career Break Policy
For all staff employed by Trafford Council

(other than Teaching and Support Staff employed through the Governing Body of a School)

1.  Introduction

The Council supports the principle that employees should enjoy a good work-life balance and acknowledges that employees at all stages of their career work best when they are able to achieve an appropriate balance between work and other aspects of their lives.

As part of our commitment to work-life balance, this policy allows employees the flexibility to take an unpaid break from work in order to develop their skills or to concentrate on other aspects of their lives.

2.  Scope of the Policy

This policy enables employees to take either a short term or longer term unpaid break in their career in certain circumstances.     
2.1 Types of Career Break

There are two forms of Career Break possible – Level 1 and Level 2.  Employees may apply for a Short Term Career Break – Level  1, or a Long Term Career Break – Level  2 as described below at 5.1 (Level  1) and 5.2 (Level  2).

2.2 Who can apply for a career break?

The career break scheme is available to all employees who have more than two years’ continuous service with Trafford Council at the start date of the career break.  They may only apply for a career break where they have not previously had a career break or where their last career break came to an end more than two years prior to the start of the proposed career break. 

Employees on fixed term contracts may apply for a career break providing that their return date does not fall after the contract end date.

Employees must have a satisfactory conduct, attendance and performance record and not be subject to any formal stage of the Disciplinary, Capability, Dignity at Work or Attendance Management procedure at the time of applying for or taking a career break.

Workload and project commitments will also be considered.

3.  General Principles
Each career break application will be considered on its merits and will take into account the employee’s employment record, along with the operational and financial needs of the service.
A career break is a break from work and must not be used to undertake paid work elsewhere.  If paid work is undertaken, this invalidates the terms of the policy and the employee loses their right to return to work at Trafford Council.   If, once the employee has returned to work, it comes to light that they have undertaken paid work during the break; they may be subject to disciplinary action. 
The Council will apply the policy fairly, ensuring that no employee receives unfair treatment because of their race, ethnic or national origin, care responsibilities, economic disadvantage, religion, disability, age, sex, marital status or sexual orientation. 

A disabled employee’s support and communication needs must be considered throughout the process and the Access Standards Key (ASK) guidelines used when arranging meetings.  More information on the ASK guidelines is available on the intranet.

In addition, all those involved in any stage of the career break process should be sensitive to the diverse nature of the workforce and the potential needs of employees relating to such areas as language and culture, in line with the Council’s equality and inclusion agenda. 

4.  What is a Career Break Scheme?

A career break is an opportunity for an employee to take an unpaid break from their current job for an agreed period of time. 
This period of time may either be (1) a short term break in their career of up to six months, after which they will return to their substantive (permanent/fixed term contract) post, or (2) a long term career break of between six months and five years, following which they will be given support to return to employment with the Council where possible.
A career break would normally be considered for the following reasons:

· Personal Development, for example, extended periods of travel, voluntary service overseas or other volunteering work or unpaid charitable activities.

· Full or part-time education or other types of study.

· Caring for dependants.

· Child care, either following maternity leave or caring for older children.

· An activity relating to religion or belief.

· An unexpected change in personal circumstances, for example bereavement. 

Other reasons for requesting a career break will also be considered on their merits. 

It should be noted that separate policies provide paid leave in certain circumstances, these are:
· Special Leave for Dependants, Emergencies and Bereavement,

· Special Leave for Public Duties,

· Maternity Leave, 

· Adoption Leave,

· Special Leave - Maternity and Adoption Support.
 5.  Types of Career Break

5.1 Level 1 – Short Term Career Break

Employees may request a period of unpaid leave of up to six months for any of the reasons described at (4) above.

During a Level 1 - Short Term Career Break the individual will remain an employee of Trafford Council and there will be no break in service.

The individual will return to their substantive post at the end of the career break, unless a period of organizational change has occurred during the break.  In this situation they will be included in the consultation process, where possible and given the same right to be either assimilated into a post or apply for posts as part of the ring fence arrangements, where this is possible.  However, where this is not possible they will be entitled to seek alternative employment under the Redeployment Policy on their return to work.
See section 7.1 for further details on the position at the end of the career break. 
5.1.1 Employee commitments during a short-term career break?
Employees must comply with the terms of the policy including: 

· Keeping the organisation informed with regard to their return to work date.

· Keeping updated regarding work related issues, where this is practical.

· Maintaining their professional knowledge and any professional subscriptions during the break. 

5.1.2 Trafford Council’s commitments during a short-term career break

During a short-term career break the Council will undertake to:

· Keep the individual updated regarding work related issues, including consultation during any period of organizational change, where possible.
Details of the affect on terms and conditions of employment for a Level 1 Career Break can be found in table form at Appendix I.

5.2 Level  2 – Long Term Career Break

Employees may request a career break of between six months and five years for any of the reasons described at (4) above.
During a Level 2 - Long Term Career Break the individual will resign from post and cease to be an employee of Trafford Council.  There will be a break in continuous service, however, on return to work, service may be aggregated in certain situations (see Appendix I).
Three months prior to the end of their career break the individuals name will be added to the redeployment register in order for suitable alternative employment to be sought.  Individuals successful in securing a Level 2 Career Break should note that there is no guarantee of a suitable post being available on their return to the Council.
See section 7.2 for further details on the position at the end of the career break. 

5.2.1 Employee commitments during a long-term career break?
Employees must comply with the terms of the policy including: 

· Keeping the organisation informed with regard to their return to work date.

· Maintaining their professional knowledge and any professional subscriptions during the break, where practical. 

5.1.2 Trafford Council’s commitments during a long-term career break

During a long-term career break the Council will undertake to:

· Keep a record of the agreed career break and support the individual to return to work with the Council at the end of the break, where possible. 

Details of the affect on terms and conditions of employment for a Level 2 Career Break can be found in table form at Appendix I.

6.  The application and approval process

Unless exceptional circumstances apply, for example a bereavement, employees should submit an application in writing on the specified form, as attached at Appendix II, at least 3 months prior to the start of the career break.
· In the first instance applications for assistance under the scheme should be submitted, using the form at Appendix II, to the employee’s manager or for approval.  
· Once the manager has discussed the application with the employee and given their approval in principle, the application must be submitted to the Director of the Service for final approval.
· Where approval is given for a Level 1 – Short Term Career Break, the employee must complete the form attached at Appendix III to confirm they understand and commit to the conditions of the career break policy. 
· Where approval is given for a Level 2 – Long Term Career Break, the employee must give written notice of their resignation, informing the manager of their last day of work.  They must also complete the form attached at Appendix III to confirm they understand and commit to the conditions of the career break policy.
· Where approval is not given for a career break, the line manager or Director of the Service must give full reasons, in writing, to the individual concerned. 
Any complaints which arise as a result of the application and approval process should be addressed using ACAS guidance.

7.  What happens at the end of the Career Break?
7.1 Level 1 – Short Term Career Break 

Individuals must state their return to work date at the start of their career break and confirm this position in writing to their manager at least one month before the end of their career break.  They must also confirm in writing that they have not undertaken paid work during the break.

Provided they have met the terms of the policy individuals will return to their substantive post at the end of the career break. 

7.2 Level 2 – Long Term Career Break

Individuals must give at least 3 months notice in writing to their Service HR team of their intention to return to work, this must be no later than 3 months prior to the end of the career break period.  They must also confirm in writing that they have not undertaken paid work during the break.

Provided individuals have met the terms of the policy and given sufficient notice, they will be:

· Added to the redeployment register for a period of 3 months,

· Sent the Redeployment Bulletin which is generally produced on a weekly or fortnightly basis. 
Individuals may apply for posts at the same pay band or a lower pay band as their original post.  Providing they show they have the skills, knowledge and experience for the vacancy they will be offered a priority interview, after Council redeployees whose employment is at risk, but prior to jobs being advertised more widely.

Following this 3 month period, the individual may apply for posts alongside other external candidates using the Council’s normal recruitment and selection process.

Appointment in post is subject to the Council’s normal recruitment and selection procedures, including the completion of an application form, an assessment against the essential criteria on the person specification and a formal interview along with any other selection methods as appropriate, for example a presentation.  It is also subject to any other necessary clearances, for example CRB clearance.  

Whilst every effort will be made to assist individuals to return to a similar job, it is not guaranteed that the post will be in the same directorate or location, or with the same duties, hours or pay band.
The salary for the new position will be equivalent to the rate received prior to the career break where possible, however, where an individual is appointed to a post at a lower pay band they will be paid on that band.

There is no salary protection and any offer of employment will be subject to the terms of the new appointment.

On return to work a manager will carry out the normal induction process and the six month probationary period will apply in all cases. 
8.  Other circumstances

8.1 Can an individual end their career break early?

If an individual would like to return early from a Level 1 – Short Term Career Break, they must contact their line manager to discuss the position, in addition to giving one month’s written notice.  Where possible their request will be accommodated. 
If an individual intends to return early from a Level 2 - Long Term Career Break, they must give three months notice in writing to their Service HR section.  Provided they have followed the terms of the policy, their name will be added to the redeployment register and they will have the opportunity to apply for posts in advance of external applicants as described above at 7.2.
Equally, a manager may wish to contact an individual during a career break and ask whether they would be prepared to consider an early return, with no obligation on the individual to accept.

8.2 What happens if an individual does not return to work?

If an individual does not follow the agreed arrangements for a return to work, the terms of the policy are invalidated. 
Where a Level 1 - Short Term Career Break has been agreed, and the individual does not return to work, they will be deemed to have resigned from the first day of the break. 

Where a Level  2 - Long Term Break has been agreed, and the individual does not return to work, or if no suitable job is found at the end of three months on the redeployment register, the resignation stands (with effect from the start date of the career break). 

In these circumstances the Council will have no further employment relationship with the individual.

Monitoring

In order to ensure equality of opportunity in the application of the policy Service HR sections should record all applications made under this policy (Level 1 and Level 2), along with the decision taken.  Records of all applications should be kept for monitoring purposes. 

Review 

This procedure will be periodically reviewed in line with procedures, in order that it remains appropriate to the Council’s operation, is best practice and meets legal requirements. 
Appendix I – Terms and Conditions of Employment during a Career Break 

	
	Short Term Career Break

- up to 6 months
	Long Term Career Break 

- more than 6 months

	Continuous Service 


	There is no break in continuous service and entitlements to service related benefits will be unaffected. 
	There will be a break in continuous service however, on their return to work, employees may aggregate previous local authority service for the purposes of annual leave, sick pay, long service awards, leave related to maternity and adoption and parental leave.   

For example, an employee with continuous local authority service from 1.1.2000 to 1.6.2004 (4 years), granted a career break of 3 years from 2.6.2004, returning to work on 3.6.2007, would have 5 years continuous service as at 1.1.09. 

	Annual Leave
	Accrues during the break.  

	No entitlement to accrue annual leave.

	Bank Holidays
	No entitlement to take bank holidays which fall during the break. 
	No entitlement to take bank holidays which fall during the break.

	Flexi-time
	Balance must be at zero prior to the start of the career break.
	Balance must be at zero prior to the start of the career break.

	Sick Pay
	Statutory Sick Pay is payable by the Authority where employees earnings were above the qualifying limit during the eight week period prior to the sickness. 
 
Occupational Sick Pay is payable, providing it is certified by a GP’s certificate, subject to the conditions in the Attendance Management Policy.  However where an employee submits a sick note during a short term career break this will terminate the break with immediate effect. 
Employees should contact their Service HR sections for advice on specific circumstances.
	Statutory Sick Pay is payable by the Authority where employees earnings were above the qualifying limit during the eight week period prior to the sickness. 
 
No entitlement to Occupational Sick Pay.
Employees should contact their Service HR sections for advice on specific circumstances.

	Maternity/ Adoption Leave and Pay
	Where a career break immediately follows Maternity or Adoption Leave any occupational Maternity/Adoption pay already paid must be repaid if the employee does not return to work for 3 months at the end of the career break. 

Employees should contact their Service HR sections for advice on specific circumstances.
	No entitlement to paid statutory or occupational Maternity, Adoption or Special Leave – Maternity and Adoption Support if the beginning of the ‘qualifying’ week is during the career break.

Where a career break immediately follows Maternity or Adoption Leave any Occupational Maternity/Adoption pay already paid must be repaid prior to the start of the career break. 

Employees should contact their Service HR sections for advice on specific circumstances.

	Childcare Vouchers


	Not payable
	Not payable 

	Mobile phone and other Council equipment
	In general, unless specifically agreed by management Council property must be returned to the employee’s line manager prior to the start of the career break.
	All Council property must be returned to the employee’s line manager prior to the start of the career break.

	Redundancy
	Entitlement to redundancy pay is not affected.


	Entitlement to redundancy pay is affected by the career break as employees will not aggregate continuous service in this situation. 

	Lease Car 
	The employee will continue to make payments regarding the lease car as normal.

Employees should contact Central and Technical Finance for advice on their specific circumstances.


	The employee may return the vehicle to the lease company with any penalty for ending the lease early being picked up by the employee, or,

the vehicle may be purchased by the employee with any penalties picked up by the employee.

Employees should contact Central and Technical Finance for advice on their specific circumstances.

	Pension


	Pension contributions must be paid on the first 30 days of the break, thereafter the employee may chose whether or not to pay pension contributions.  

Employees should contact the Pensions Officer for advice on their specific circumstances.
	Pensions contributions may not be made.
Employees should contact the Pensions Officer for advice on their specific circumstances. 


Appendix II – Career Break Policy
Application for a Career Break 

	Name


	

	Service and Directorate 

	

	  Post


	

	Start date with Trafford Council 


	

	Level  of Career Break  


	I would like to apply for Level  1- Short Term Career Break /Level  - 2 Long Term Career Break 

(delete as necessary)



	Reason for the career break request 
	Reason ………………………………………………

…………………………………………………………

…………………………………………………………

…………………………………………………………

…………………………………………………………

Proposed start date .………………………………..

Proposed end date (where requesting a Level  1 –

Short Term Career Break) ………………………

Proposed end date (where requesting a Level  2 –

Long Term Career Break) ……………………….




To be completed by applicant 

I would like to apply for a career break in accordance with Council policy.  I confirm that I have read and understood the Career Break Policy.
Signed ……………………………………………..     Date ……………………….

To be completed by the manager

I do/do not support the above application for a Level 1 Short Term Career Break/Level  2 Long Term Career Break (delete as appropriate).

Signed ……………………………………………..     Date ……………………….

To be complete by the Director of the Service (or his or her nominee)
I confirm that a Career Break will be granted, as detailed above, to the applicant.  

Signed ……………………………………………..     Date ……………………….

Cc Service HR team 
Appendix III – Career Break Agreement 


Trafford Council has agreed to a Level 1/Level  2 Career Break (delete as appropriate) in accordance with Council policy on Career Breaks for:

Name ……..…………………………………………………………………………..

I confirm that I have read and understood Trafford Councils policy on Career Breaks and agree that where;

(1) A Level 1 – Shorter Term Career Break has been agreed:

I confirm that I have read, understood and will comply with the principles of the Career Break policy.

I understand that I must not undertake any paid work during the period of my career break and that if I do so it will invalidate the terms of the policy.  

My career break will begin on ………………………………. …………….

I expect to return to my post on ……………………………………….. and will confirm this one month prior to my return date.

Signed ……………………………………………..     Date ……………………….

(2) A Level 2 – Long Term Career Break has been agreed:

I confirm that I have read, understood and will comply with the principles of the Career Break policy.

I understand that I must not undertake any paid work during the period of my career break and that if I do so it will invalidate the terms of the policy. 

I confirm that I have submitted my written resignation and that my career 

break will begin on …………………………………………………………….
I hope to return to Trafford Council at the end of my career break and would like to be placed on the redeployment register from…………………………… I will confirm this 3 months prior to my return date.   I understand there is no guarantee a post will be available for me. 
Signed ……………………………………………..     Date ……………………….

All employees must sign this agreement where a Career Break has been agreed. 
Cc Service HR team 
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