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Employment Break Policy - Appendix B
Employment Break Agreement
	Your Name:
	

	Address:
	

	Department/Ward:
	

	Position/Grade:
	

	Telephone number:
	

	Email address:


	


Purpose and Scope of the Agreement

1. The purpose of this agreement is to allow the above employee to take a period of unpaid leave for the purposes of (insert reason – e.g. care/travel/study).
2. This break period will commence on (insert date) and end on (insert date). This equates to (state months/years).
3. The employee will be expected to maintain their professional registration/skills and should complete all relevant training courses or programmes of education during the break period. Failure to do this may result in the employee not being able to return to the Trust in the same capacity as before the Employment Break.

4. By arrangement with the manager, the employee may be required to attend one paid refresher period each year. This period will address any professional or statutory requirements and include updates on Trust Policy or practice changes.
5. With Trust approval the employee will be allowed to take up paid employment with another employer where this could broaden their experience or be of mutual benefit to both the employee and the Trust. This may include overseas or charitable work but would not usually be another NHS Trust.
6. The employee must confirm their intention to return to work for the Trust on an agreed date as referred to within the Employment Break Policy. This date, which should be agreed with the Line Manager prior to commencement of the break, would normally be two months before the end of the break period for breaks of less than one year and six months before the end of the break period for breaks of more than one year. Such assurances must be provided to the Line Manager in writing.
7. The employee must provide their Line Manager with contact details and promptly notify the Line Manager of any changes to their personal circumstances that may affect the Employment Break agreement.
8. The Line Manager will ensure the employee is kept informed of any workforce changes that may affect their job role on return to work with the Trust.
9. The employee may be withdrawn from the Employment Break scheme if they fail to meet any of the above commitments.
Employment Status during a Break

1. An Employment Break does not count as a break in contractual service nor will it count as reckonable service. The employees incremental point, annual leave, sick leave, occupational maternity leave and redundancy entitlement will be frozen until they return to work at the end of the break.
2. National Insurance and pension contributions are not paid by the Trust during the break. Employees may choose to continue their contributions to protect their entitlements to statutory sick pay, statutory maternity pay, unemployment benefits and State Pension Scheme. The staff member should seek advice from the Trust’s Payroll Department or contact the Department for Work and Pensions office to make arrangements to pay contributions during the break, if they wish to maintain their benefits.

3. An Employment Break is not pensionable. Maintaining benefits and continuing contributions is the responsibility of the employee. 
4. The employee must have read and be fully aware of section 8 of this policy linked to Returning to Work following an Employment break.
5. Arrangements for payments, normally deducted from the employee’s salary such as bus season ticket loans and accommodation, must be agreed between the employee, their Line Managers and the Payroll Department before the start of the Employment Break.

Employee Declaration
I have read the Employment Break Policy and this Employment Break agreement and fully understand and agree to abide by the Terms and Conditions of the scheme

	Employees Name


	

	Signature


	

	Date


	


Line Manger Declaration

I have discussed the Terms and Conditions of the Employment Break scheme with the employee and have reiterated the importance of abiding by these

	Line Managers Name


	

	Signature


	

	Date


	

	Change Form sent to Payroll on 
	


A copy of this form should to be made available to the People Business Partner and a copy must be filed within the employee’s personal file.
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