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Dear 
CAREER BREAK

I write with regard to your application for a career break from your post of ________, which you hold on a full/part (delete one) time basis amounting to ____ hours per week, and wish to confirm that your request has been approved, subject to the following terms and conditions and in accordance with the Career Break Policy.

Your career break will commence on _______ and end on _______.  You will return to work on ________ or the first working day thereafter. 
Throughout the period of your career break, you are not permitted to take up any alternative paid employment, except with the advanced written consent of the Council.

Right of Return

You will be entitled to return to the post of ______ within ___, _______, however should this not be practicable due to exceptional circumstances (e.g. redundancy, general re-organisation) you will be placed on the redeployment register and offered a suitable alternative vacancy with comparable duties, terms and conditions, pay and location where such a vacancy exists.

Contractual Matters

You will remain an employee of the Council, and will be subject to any relevant Council codes of conduct, however, the contractual terms of your employment (e.g. pay and allowances) will be suspended for the duration of your career break.  If you have any subscriptions deducted from your salary (e.g. trade union dues), which you wish to continue paying you will need to make alternative arrangements for this to be done. Where you participate in any salary sacrifice scheme(s) that relies on salary deductions you should contact the Employee Benefits Team in Human Resources to discuss the impact of your career break on agreed payments. 
No further service with the Council will accrue during your career break, however, the break itself will not constitute a break in continuity of service. Instead, continuity of service will resume once you return to work.

You will not accrue annual leave or public holidays during your career break.
***Option Paragraph - Include for Part Year Workers ONLY*** Your annual salary includes payment for working days and annual leave (including public holidays).  The one twelfth of your annual salary which you are paid each month assumes that you are working all available working days in the year and therefore due the full holiday entitlement for the year.  As your Career Break begins part way through the leave year (which runs from January to December), a calculation will be done to adjust your final salary payment to reflect the proportion of salary due based on the number of available working days in the year up to the date of commencement of your Career Break. 

Pension Scheme

If you are a member of the Local Government Pension Scheme, whilst on your career break neither you nor the Council will pay pension contributions. As such, you will not build up a pension during this period.  When you return to work, if you would like to buy the pension you “lost” while on no pay you can do so through an Additional Pension Contribution (APC) contract. The cost of the APC contract can be split between you and the Council provided you elect to buy your “lost” pension within 30 days of returning from your career break. This is known as a Shared Cost APC and your employer pays 2/3rd of the cost while you pay 1/3rd. A shared cost APC can only cover unpaid authorised leave of absence up to a maximum of 36 months. If you elect to purchase an APC after the 30 day period, you will need to meet the full cost of the APC contract.  APCs can be paid over a period of time or as a one off lump sum. 

To apply for  a Shared Cost APC contract please complete an application form which can be obtained at www.nespf.org.uk.or contact the Pensions Section on 01224-264264 or e-mail pensions@nespf.org.uk

Keeping in Contact

You are required to discuss and jointly agree with your line manager the level of contact and preferred methods of communications during your career break, and honour these arrangements. You will need to provide your line manager with your contact details, and ensure you notify of any change to these during the break. 

To formally indicate your acceptance of these terms and conditions, please sign the declaration below and return this letter within 7 days of receipt.   The second copy of this notice is for you to retain.

Yours sincerely

HR Service Centre
cc
Employee's Personal File
--------------------------------------------------------------------------------------------------------------------

DECLARATION BY EMPLOYEE

"I acknowledge the approval of my career break, on the terms and conditions detailed in this letter and in accordance with the Career Break Policy.  I understand that I must return to work on _______ or the first working day thereafter and that upon my return, there is no guarantee that I will return to the post of ____________.”
Signed ..........................................................
Date …………………………………….
ANGELA SCOTT CHIEF EXECUTIVE AND INTERIM DIRECTOR OF CROPORATE GOVERNANCE
ANGELA SCOTT
CHIEF EXECUTIVE

