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1.1 Introduction

The aim of the career break scheme is to encourage employees to have a long-term career with the Council, by providing an opportunity for staff to leave their current post

· to cover domestic or other responsibilities without detriment to their careers 

· to undertake activities beneficial to their career development

· in  exceptional circumstances to undertake further study for which study leave would be inappropriate

with the intention that they can return to work at the end of the career break. No guarantee can be given that they can always return to the same post or work at the same location, although every effort will be made to find suitable employment.

The career break scheme is intended to be a proactive response to ‘work life balance issues’ and is vital to our attempts to retain experienced staff and our commitment to equal opportunities. 

The career break scheme is available to all staff who wish to take unpaid leave for a continuous period of between 6 months and 4 years who meet the eligibility criteria.  A member of staff may apply for more than one career break during his/her service provided that the combined length of the breaks do not exceed the maximum limit of 4 years and that there is a gap of at least 2 years between separate applications for career breaks.

The career break scheme is solely for unpaid leave for a period of above 6 months. For unpaid leave less than 6 months, e.g. visiting relatives abroad, the guidelines on special leave in HR Briefing/Guidance notes 3/98 still apply.

It should be noted that all applications will be treated on their merits and the managerial interests of each Department will be a determining factor.

Eligibility Criteria

All employees are eligible for a career break provided that;

· They have completed two years continuous service with Islington.

· Their performance evidenced through appraisal and supervision records is considered to be effective or highly effective by their line manager and second signatory on their last appraisal

· They have a clear disciplinary record 

· Their attendance record over the preceding 12 months has been satisfactory (less than 8 days absent). Cases where a one-off illness, hospitalisation or an injury  has led to an excess of 8 days will be favourably considered if the applicant has an otherwise acceptable attendance record with regard to the attendance management policy.

· Their line management are satisfied that the individual intends to resume his/her career in the Department

·  There are no outstanding complaints, court appearances in care proceedings, or employment tribunal hearings or other court commitments or any other exigencies of the service that would preclude or delay the start of a career break 

· A minimum of three months notice is given in writing 

· The length of the career break is clearly specified with start and end dates

· The reason for the career break falls into one of the following categories

· At end of a period of maternity leave

· To care for children or dependants

· for voluntary service overseas

· for  extended travel overseas

· to study for a relevant qualification

· for welfare reasons

· for some other exceptional reason, but only where there is a


recognised  benefit for the Department

Authorisation procedure

1. All applications for career breaks should be in writing using the form attached at Appendix A to line managers with the reasons for the career break clearly explained. The line manager should then make a recommendation to the appropriate Assistant Director. 

2. Assistant Directors have the final decision for granting a career break after considering the recommendations of the line Manager. In exceptional circumstances, notice of less than 3 months can be approved.

3. When the application is approved the papers must be passed to HR who will ensure that payroll and pensions are notified, that the paperwork is retained on the individual’s personal file and to finalise arrangements for the career break and the return to work date.

4. If an application for a career break is refused an individual has the right to appeal to an Assistant Director or Director. The appeal should be in writing and contain full details of why the appeal should be granted with reference to the eligibility criteria. The Assistant Director/Director will speak to the individual and line manager before reaching a decision and will advise the line manager and applicant in writing. The applicant has the right to be represented by a trade union representative or colleague during the appeal process.

Effect on the terms and conditions of service

All employees applying for a career break should be made aware of the following information.

· During the career break, individuals will continue to be regard as being employed by the Department as they are not required to resign and will still have a contract of employment with the Council. They will therefore remain subject to the Code of Conduct and the Performance Management Procedure. e.g.  Any changes in personal circumstances, involvement in criminal proceedings etc should be reported to line management.

· Staff will retain the contractual redundancy rights and unfair dismissal rights.

· The period of the career break does not qualify as reckonable service for pension purposes.  In pension terms, a break in service is not recognised, pension benefits relate to the total membership counting. Pension contributions for the first 30 days must be paid. Pension contributions beyond the first 30 days and up to a total of 3 years are optional. Pension contributions cannot be made after a break of over 3 years. 

· An employee will not be entitled to sick pay whilst on a career break and will not accrue sick pay entitlements.

· The career break will not be taken into account when calculating overall continuous service; however by taking a career break continuous service will not be broken. (e.g. if an employee works for 5 years, takes a 2 year career break and resumes for a further 5 years, they will have accrued 10 years continuous service).

· When an application has been approved, the annual leave entitlement for the remainder of the year will be calculated and awarded on a pro rata basis. The same procedure will be used when an individual returns from the career break. The period of the career break will not be taken into consideration when calculating an individual’s annual leave entitlement.

· No allowances, other than statutory maternity pay will be paid for the duration of the career break.

· Prior approval must be obtained if an employee wants to undertake work during a career break. Staff should note that certain types of employment will not be deemed suitable e.g. agency work in the same post. 

 

· An employee will not jeopardise continuity of employment if they work part time elsewhere, as long as this is with agreement of their line manager.
· An employee will also not jeopardise continuity of employment, if   having previously worked full time, indicate that they wish to return part time and take up a part time post elsewhere.

· Staff on career breaks will be required to return their identity badge, keys, swipe cards etc, before starting a career break.  Staff on educational career breaks will however, be exempt if with line management agreement they intend to return to work during vacations.

· Any outstanding loans should be repaid in full before the commencement of a career break, unless there are exceptional circumstances whereby an agreement may be reached with the Department on a means of repaying the loan. 

Staying in Contact

Before starting a career break, individuals must register a permanent address and provide some person or agency through which they can be contacted throughout the duration of the career break. If possible this should include an e-mail address.

If an individual becomes pregnant during a career break she must notify her line manager and Human Resources as soon as possible. She will be permitted to revert to unpaid maternity leave and the career break will cease. Maternity leave will be paid only where an individual is eligible. The career break may resume following the maternity leave, subject to the maximum career break of 5 years. During the period of maternity leave, the individual will be entitled to unpaid maternity leave for up to a year.

There is a joint responsibility between the Department and the individual for staying in contact during the career break.  Personnel will be responsible for distributing Service information to individuals on career breaks. e.g.

· Information on relevant learning opportunities

· Departmental and Council newsletters – Core Brief, Inside Stories, Councilwide etc

· Information on current developments in the Department and the Council

· Any other relevant information – changes to conditions of service, leave provisions etc

It will be the responsibility of the individual on a career break to periodically contact their workplace to be updated on developments in their professional field.

Annual Review Meeting

For a career break of above a year, line managers should contact staff on a career break on an annual basis to review what learning needs may need to be addressed on their return to work. The purpose of this meeting should be to;

· Consider any relevant changes in the profession, team/unit work practices, or organisation, changes in legislation etc.

· Identify learning needs and how these can be best addressed, e.g. briefing sessions, training courses, a brief return to work for familiarisation purposes.

· Agree appropriate action where the line manager will arrange any training and/or work experience when the individual can be available to ensure that employees remain at a skill level requisite for their duties.  

This may not always be possible if the employee is abroad. 

Returning to work

Three months before the agreed return date, the individual should contact line management to confirm return to work arrangements.  They should confirm their intention to return in writing to their line manager who will notify HR of their planned return.

An individual who wishes to return earlier than the agreed date may do so provided a minimum of 2 months notice is given in writing.

Before resuming, an individual’s learning needs must be reviewed. Line management should seek the advice and assistance of Learning and Development Team to ensure that any learning needs are met within a reasonable time of a return to work, e.g. within 3 months.  Where appropriate, line management and HR should jointly arrange an induction programme.

If an individual is unable to return to the Department on the agreed date, they must inform their line manager and Human Resources as soon as they know that they will not return on the specified date. A career break will not normally be extended, but where exceptional circumstances exist, e.g. childcare provision, applications will be considered.

The Council cannot provide an absolute guarantee of a return to the same position, but would aim to offer the nearest equivalent post at a commensurate salary. This may not be at the same location as the employee’s previous post, although the employee’s wishes will be accommodated as far as possible. 

Posts which are considered suitable in terms of skills and grading will be ring -fenced and the employee will be given support, advice and re-training as appropriate to facilitate their redeployment. Where an employee is redeployed an induction programme should be arranged.

A request to return on a part time basis will not be unreasonably refused. 

Redundancy

If a redundancy situation occurs during the career break, the Department will ensure that anyone on a career break is treated in the same way as those at work, provided that they can be are contacted. Anyone on a career break should make themselves available for selection interviews.

Where an employee intends to return to work and there is no suitable post available due organisational change, they will be entitled to the normal period of redundancy notice.

Further Information

For further information on leave guidelines including special leave see the Leave Guidelines available on the Intranet.

For more information on maternity, the Council’s Maternity Scheme can be found on the Intranet site.

Updated Sept 2007












APPENDIX A

CAREER BREAK FORM
1. PERSONAL DETAILS
NAME:

TEAM/UNIT:

LENGTH OF SERVICE:

2. HOW DO YOU MEET THE  ELIGIBILITY CRITERIA FOR A CAREER BREAK?

3. WHAT BENEFIT WILL THE DEPARTMENT GAIN FROM YOU TAKING A CAREER BREAK?

4. HAVE YOU CONSIDERED ANY  OF THE  TYPES OF SPECIAL LEAVE TO ENABLE YOU TO UNDERTAKE YOUR DOMESTIC OR OTHER COMMITMENTS?

5. PLEASE PROVIDE ANY ADDITIONAL INFORMATION WHICH WILL ASSIST THE PANEL IN DETERMINING YOUR SUITABILITY FOR A CAREER BREAK. PLEASE INCLUDE ANY DETAILS OF AN OUTSTANDING LOAN WITH THE COUNCIL (Please continue on  an addional sheet  if required)

SIGNATURE: ………………………………….

DATE:…………………………………………

ENDORSEMENT  FROM  LINE MANAGER

SIGNATURE: ………………………………….

DATE:…………………………………………..
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