North of England Clinical Commissioning Groups

HUMAN RESOURCES POLICY

CAREER BREAK
Policy Number:

HR05

Version Number:

4.0

Issued Date:

August 2020

Review Date:

August 2023

Sponsoring Director:

Michelle McGuigan

Prepared By:

April Twentyman, HR Business Partner

Consultation Process:

Partnership Forum

Formally Approved:

August 2020

Policy Adopted From:

BSAHR05 Career Break Policy

Approval Given By:

North Tyneside CCG, Quality & Safety Committee on 3 November 2020

Document History
Version

Date

Significant Changes

1.0

April 2013

n/a

2.0

May 2015

n/a

3.0

March 2017

n/a

3.0

August 2020

n/a

Equality Impact Assessment
Date

Issues

11.08.20

None

Policy Validity Statement
This policy is due for review on the latest date shown above. After this date, policy and process documents
may become invalid. Policy users should ensure they are consulting the currently valid version of the
documentation.

Page 2 of 11
CCG Career Break Policy V4.0 – August 2020

CONTENTS
1.0

POLICY STATEMENT

3

2.0

PRINCIPLES

3

3.0

EQUALITY STATEMENT

5

4.0

DATA PROTECTION

5

5.0

MONITORING AND REVIEW

5

1.0

Procedure

6

Appendix 1

Career Break Scheme - Application Form

7

Appendix 2

Career Break Financial Agreement

8

Appendix 3

Equality Impact Assessment

10

Part 2

Page 3 of 11
CCG Career Break Policy V4.0 – August 2020

1.

POLICY STATEMENT

1.1

The CCG recognises that during an employee’s working life there will be times when
personal commitments take priority over work. The Career Break Policy has been designed
to allow employees the opportunity to take an unpaid break from their employment, of up to
5 years.

2.

PRINCIPLES

2.1

For statutory purposes, the period of the break will count towards continuous employment,
however all other terms and conditions of employment with the organisation will be
suspended. The period of the career break will therefore not count as reckonable service
when calculating contractual entitlement to benefits such as annual leave, sick pay,
contractual redundancy payments and any other benefits dependent upon length of service.
There will be no entitlement to benefits, such as sick pay, during the period of the break.

2.2

To qualify for a Career Break, employees must:•
•
•

2.3

have been employed by the organisation, continuously, on a permanent basis for a
period of twelve months or more;
have demonstrated a commitment to continuing their career with the CCG;
have the approval of an appropriate authorising manager.

Subject to business needs, applications will normally be approved for the purpose of;
•
•
•
•
•

caring for a sick or dependent relative;
caring for children;
extended periods of travel, or voluntary services;
personal reasons e.g. following ill health;
undertaking further education.

Any other reason will be considered on its merit.
2.4

The length of the career break will normally be for a minimum of 3 months up to a
maximum of 5 years. More than one career break may be granted in the course of
employment provided that the combined length of the breaks does not exceed the
maximum of 5 years.

2.5

Managers, where appropriate, should make every opportunity to maintain contact with
those staff taking career breaks. The amount and level of contact will vary depending on
the length of the career break and the individual circumstances relating to the break.

2.6

Employees will be expected to maintain contact with their manager, and should inform the
organisation of any changes to personal circumstances, i.e. change of home address.

2.7

Employees should also demonstrate their commitment to the CCG by;
•

not undertaking any other paid employment with another employer during the career
break except where, for example, work overseas or charitable work could broaden
experience. In such circumstances written authorisation should be sought prior to the
start of the career break. Employees who may need to obtain employment to support
themselves financially, for example whilst travelling abroad, may do so, but on a casual
basis;

•

returning to the organisation on the agreed return date.
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2.8

Employees considering a career break should be aware of the following:

2.8.1

Annual Leave – all accrued annual leave must be taken before commencement of the
career break. No payment in lieu of outstanding leave will be made, neither will any “carry
over” of leave be allowed. There is no entitlement to annual leave during the career break.
On return to work, entitlement to annual leave would be the same as when the break
started, and the period of the career break will not count as reckonable service for leave
purposes.

2.8.2

Trade Union Membership – should an individual wish to continue their trade union
membership during the break, they must make their own arrangements for subscriptions to
be paid.

2.8.3

Pay – on return to work, employees would resume, for pay purposes, at the same pay point
which had been reached at the time the career break began, subject to restructuring or
substantial organisational change. If applicable, pay step reviews dates will be deferred
accordingly,
to
ensure
that
the
employee’s
terms
remain
unchanged.

2.8.4

Occupational Maternity Pay – employees commencing a career break immediately
following a period of maternity leave will be liable to repay any Occupational Maternity Pay
received should they fail to return to work for a period of 3 months after the break.

2.8.5

Pensions – an employee may choose to continue making contributions to the NHS
Pension Scheme during a career break. The form at Appendix 2 must be completed prior to
the break to determine the employee’s option in respect of their pension. Arrangements for
continuing payments must be made prior to commencement of the break.
•

For the first 6 months contributions are payable, by both the employee and employer,
as if the employee was at work.

•

An individual who has paid contributions regularly during the first 6 months of a break,
may continue to contribute to the Scheme for a further period of up to 18 months
(maximum of 2 years). During the extended period, the employee will be responsible for
paying both their own and the employer’s contributions.

•

Contributions will be based on the employee’s normal pensionable pay. They must
continue to be paid monthly, by standing order or Direct Debit; arrears will not be
allowed to accumulate.

•

Further information is available from the Pensions Officer, HR Adviser or the NHS
Pensions website www.nhsbsa.nhs.uk/pensions.

•

Employees who contribute to any other pension scheme e.g. private pension should
seek advice from the pension provider

2.8.6

Long Service Award – the term of the career break will not count towards qualifying
service for the Long Service Award. Please refer to any local long service award policies
for any further criteria.

2.8.7

Company Property – prior to an employee commencing a career break, where applicable,
managers must ensure that appropriate arrangements have been made in respect of
company property, i.e.
•

Return (or otherwise) of a lease car;
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•

Return of CCG property, such as mobile telephones, lap tops, keys, etc.

2.8.8

Applying for other Positions – when on a career break, an employee is free to apply for
other positions within the organisation. However, employees should note that, should they
be successful, continuation of the career break cannot be guaranteed as it will depend
upon the business needs and exigencies of the service in the area in which the new post
sits. It is advised that a discussion is held with the recruiting manager prior to an
application being submitted.

2.9

All records of applications and decisions for Career Breaks will be kept on an employee’s
file and a record kept centrally in Human Resources, for a minimum of 12 months.

2.10

Where an employee returns to work within a year, they will return to the same post they
held when the career break started, as far as is reasonably practicable. If this is not
possible, due to restructuring etc, or if the break has been for longer than a year, then every
effort will be made to find the employee a post with similar duties and responsibilities to
those of the previous post held. Should it not be possible to find a suitable similar position
then redundancy may be considered.

3.

EQUALITY

3.1

In applying this policy, the CCG will have due regard for the need to eliminate unlawful
discrimination, promote equality of opportunity, and provide for good relations between
people of diverse groups, in particular on the grounds of the following characteristics
protected by the Equality Act (2010); age, disability, gender reassignment, marriage or civil
partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation.

4.

DATA PROTECTION

4.1

In applying this policy, the Organisation will have due regard for the Data Protection Act
2018 and the requirement to process personal data fairly and lawfully and in accordance
with the data protection principles. Data Subject Rights and freedoms will be respected and
measures will be in place to enable employees to exercise those rights. Appropriate
technical and organisational measures will be designed and implemented to ensure an
appropriate level of security is applied to the processing of personal information.
Employees will have access to a Data Protection Officer for advice in relation to the
processing of their personal information and data protection issues.

5.

MONITORING & REVIEW

5.1

This policy and procedure will be reviewed periodically by Human Resources in conjunction
with operational managers and Trade Union representatives. Where review is necessary
due to legislative change, this will happen immediately.
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Part 2
1.

PROCEDURE

1.1

Employees wishing to apply for a career break should complete the application form at
Appendix 1, in conjunction with the authorising manager. Both the proposed
commencement date and return to work date should be included.

1.2

Applications must be submitted to the authorising manager, at least 3 months prior to
commencement of the intended break. Requests made less then 3 months before, will be
considered only in exceptional circumstances. In deciding whether to support an applicant,
the authorising manager should satisfy themselves that the individual has a clear
commitment to continuing a career with the CCG, and that the reasons for requesting the
break are valid.

1.3

Applicants will be notified in writing of the decision within 21 days of the date of submission
of their application.

1.4

The individual must also complete the form at Appendix 2 to confirm their option in respect
of their pension membership during the break (see 2.8.5 above).

1.5

Employees may resort to the grievance procedure if a request for a break is refused.

1.6

Employees will be required to give written notification of their return to work. Where the
career break is for less than a year, 2 months’ notice of return is required. For breaks of
longer than a year, 6 months’ notice of return is required. Employees wishing to return
earlier than originally anticipated must give 2 months’ notice in writing. Employees wishing
to extend the length of their career break must apply in writing, at least 2 months’ before the
agreed end, so that appropriate consideration can be given to an extension.

1.7

Where an employee returns to work within a year, they will return to the same post they
held when the career break started, as far as is reasonably practicable. If this is not
possible, due to restructuring etc, or if the break has been for longer than a year, then every
effort will be made to find the employee a post with similar duties and responsibilities to
those of the previous post held. Should it not be possible to find a suitable similar position
then redundancy may be considered.

1.8

Employees may be required to undertake a period of training on their return to work. The
content and duration will depend on the length of the break, the post, and any changes in
working practices, legislation or policy.
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Appendix 1

CAREER BREAK SCHEME – APPLICATION FORM
FULL NAME

SERVICE AREA

PERSONAL NUMBER

START DATE WITH THE CCG

THIS FORM SHOULD BE SUBMITTED AT LEAST 3 MONTHS BEFORE THE CAREER BREAK IS TO
START
I would like my career break to start on
I would like to return to work on

Reason for career break

My contact details (including phone
number) during the break will be

I wish to apply for an extended period of unpaid leave under the Career Break Scheme. I confirm that:
•
•

I have read and fully understood the conditions detailed within the Career Break Policy;
I will complete and submit a Career Break Financial Agreement prior to my break.

SIGNATURE OF EMPLOYEE

DATE

To be completed by the Authorising Manager
I support / do not support this application for a career break from the CCG. I have attached a written
statement outlining the reasons why this application has been accepted / rejected (delete as applicable).

SIGNATURE OF MANAGER

DATE

MANAGER’S NAME (Block letters)
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Appendix 2

CAREER BREAK FINANCIAL AGREEMENT
FULL NAME

SERVICE AREA

PERSONAL NUMBER

START DATE WITH THE CCG

START DATE OF CAREER BREAK

DATE OF RETURN TO WORK

I confirm that:
•
•
•
•
•
•

I understand that I have the option to decide whether my career break should be pensionable for a
period of up to two years;
I understand that, should I decide that I would like my career break to be pensionable, I remain liable
for monthly pension contributions for the period and that, for the first six months of the career break, I
will pay my own contributions and that the CCG will continue to pay employer’s contributions;
I understand that, if I pay my contributions continuously for the first six months of the career break, I
may continue to pension the break for a further period of up to 18 months. During this additional
period, I will be liable to pay both my own, and the CCG’s contributions;
I understand that contributions will be based on my normal earnings;
I agree to make monthly payments to the CCG via standing order/Direct Debit.
I understand that, if I fail to make my contributions as agreed, my pension record will be closed down
at the date of the last contribution made.

Please select ONE of the following four options
Option 1

Option 2

Option 3

Option 4

I do not wish my career break to be treated as pensionable service and
understand that my pension record will be closed down at the start of my break
with no contributions payable OR
I wish to treat up to the initial six months of my career break as pensionable and
undertake to pay monthly employee contributions via standing order/Direct Debit
OR
I wish to treat my career break as pensionable for a period of
months. I
undertake to pay monthly employee contributions for the first six months and
both employee’s and employer’s contributions for the remainder of the period. All
contributions will be made via standing order/Direct Debit OR
I wish to treat my career break as pensionable for the maximum period of two
years. I undertake to pay monthly employee contributions for the first six months
and both employee’s and employer’s contributions for the remaining 18 months
of the period. All contributions will be made via standing order/Direct Debit.

SIGNATURE OF EMPLOYEE

DATE
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Appendix 3
Equality Impact Assessment

What impact will the new policy/system/process have on the following:
Age - Consider and detail age related evidence. This can include safeguarding,
consent and welfare issues
Appropriate methods of communication of the Policy have also been carefully considered to
ensure they reach all ages of the workforce. Email and the internet can be accessed by all users
in the workplace.
Disability - Consider and detail disability related evidence. This can include attitudinal,
physical and social barriers as well as mental health/ learning disabilities
The disability status of the workforce across the region is unknown therefore relevant tools could be
made available to staff that potentially do have a disability that the organisations are unaware of. The
policy should be able to be communicated in alternative methods as required for those with a
disability and/or visual impairment such as braille, large font, interpreters etc.
Gender reassignment (including transgender) - Consider and detail evidence on
transgenderpeople. This can include issues such as privacy of data and harassment.
The policy does not include content or vocabulary that could cause offense or discriminate against
any staff members who have undergone or are undergoing gender reassignment or that identify as
transgender.
Marriage and civil partnership - Consider and detail evidence on marriage and civil
partnership. This can include working arrangements, part-time working, caring
responsibilities.
The content of this policy does not include content or vocabulary that discriminates against staff
that may be married or in a civil partnership.
Pregnancy and Maternity - Consider and detail evidence on pregnancy and maternity. This
can include working arrangements, part-time working, caring responsibilities.
The policy does not discriminate against staff that are currently pregnant or on maternity leave and
can be accessed while on maternity leave or any other leave of absence via the organisation's
website.
Race - Consider and detail race related evidence. This can include information on
difference ethnic groups, Roma gypsies, Irish travellers, nationalities, cultures, and
language barriers.
The policy does not include vocabulary or content that discriminates against staff on the grounds of
race.
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Religion or belief - Religion is defined as a particular system of faith and worship but belief
includes religious and philosophical beliefs including lack of belief (e.g. Atheism).
Generally, a belief should affect your life choices or the way you live for it to be included in
the definition.
The policy does not discriminate against staff that hold any particular religion or belief.
Sex/Gender - Consider and detail evidence on men and women. This could include
access to services and employment.
The Policy does not discriminate between staff that are men or women.
Sexual orientation - Consider and detail evidence on heterosexual people as well as
lesbian, gay and bisexual people. This could include access to services and employment,
attitudinal and social barriers.
The content of this policy and vocabulary used does not discriminate against staff based on their
sexual orientation.
Carers - Consider and detail evidence on part-time working, shift-patterns,
general caring responsibilities.
The content of this policy and vocabulary used does not discriminate against staff who have carer
responsibilities.
Other Identified Groups and Health Inequalities - Consider and detail evidence on groups
experiencing disadvantage and barriers to access and outcomes. This can include different
socio-economic groups, geographical area inequality, income, resident status (migrants,
asylum seekers). What is the potential impact of your work on health inequalities?
Other groups have been considered however as the policy is for staff there are no additional
impacts on health inequalities.
Alternative formats of this policy will be provided on receipt of individual request.
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