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EAST AYRSHIRE LEISURE
CAREER BREAK SCHEME
1.       INTRODUCTION
1.1 
East Ayrshire Leisure is committed to the development of policies that introduce flexibility into working arrangements to the benefit of the Trust, its employees and the community that it serves.
1.2 
The Policy and Procedures are applicable to all East Ayrshire Leisure employees.

1.3 
The Career Break Scheme reflects the BEST qualities and behaviours adopted by East Ayrshire Leisure by supporting the creation of a flexible and adaptable workforce, supporting employees with caring duties and providing opportunities to learn and grow.
2.       WHAT IS A CAREER BREAK?
2.1 
A career break is a period of special leave without pay from work for a minimum period of 6 months to allow an employee to:
· continue childcare following a period of maternity leave (up to 2 years)

· care for your family and children (up to 2 years)

· do voluntary work (up to 2 years)

· travel abroad (up to 2 years)

· undergo study or training (up to 4 years)

· undertake fostering including participation in the East Ayrshire Health and

Social Care Partnership Intensive Fostering Scheme (up to 5 years), including where this may result in a subsequent request for adoption.
2.2
A career break is not for the purpose of taking up alternative employment.
2.3 
At an agreed future date the employee will return to work taking up their career with East Ayrshire Leisure where they left prior to taking a career break. Requests for leave for other purposes will be dealt with as appropriate under the Special Leave Policy.
2.4 
A career break provides the employee with the benefit of time away from the workplace while retaining continuous service built up prior to the date the career break started and to buy back up to 3 years lost pensionable service on return to work.
3.       WHO IS ELIGIBLE FOR A CAREER BREAK?
3.1 
All permanent employees who have two years continuous service with East

Ayrshire Leisure are eligible to apply for a career break. The scheme is equally available to both male and female, part-time and job-share employees. Temporary employees or trainees are not eligible to apply for a career break.
3.2 
East Ayrshire Leisure already has a number of policies which support work life balance and the career break scheme can only be used where the reason for, or period of, special leave without pay is not covered by any other policy, e.g. maternity leave. Each application will be considered on the merits of the individual case.
4.       LENGTH OF BREAK
4.1 
Subject to the business/service needs an employee may be allowed a career break of between six months, which is the minimum period, and up to a maximum period of normally two years.

4.2 
Where the reason for the career break is to undergo a period of study, the period of career break will be for the length of the course, up to a maximum of 4 years, as set out in paragraph 2.1
4.3 
Where the reason for the career break is to participate in the East Ayrshire Health and Social Care Partnership Intensive Fostering Scheme, then the career break can be up to 5 years as set out in paragraph 2.1 above.
4.4 
In the interests of East Ayrshire Leisure’s service and to reflect the significance of undertaking a career break, an employee may have one career break whilst employed by East Ayrshire Leisure.
5.       COMMUNICATIONS
5.1 
Keeping in touch is essential to the career break scheme to help keep skills up-to-date and to enable Services to maintain contact with employees and keep them up-to-date with changes, business developments and so forth. This is also seen as a demonstration of the commitment by the employee to eventually return on a permanent basis. It helps to maintain an employee’s confidence, skills and knowledge and by doing so eases the return to work process.
5.2 
The information needs of an employee on a career break will vary according to the size of the Service, the type and level of job and the length of the career break. It is therefore essential to strike a balance between too much and too little information. Information could include some of the following:-
· Staff Newsletter
· Vacancy Lists

· Meetings/Seminars/Briefings

· Social Events

5.3 
In order to ensure this contact is maintained, a Career Break Partner should be nominated. Ideally, this person would be a colleague who works in the same area rather than a line manager.

5.4 
Employees may also be required to attend training courses aimed at updating their skills in response to changes and developments in work and to maintain knowledge and skills in their work area during the career break. If this is not possible, employees may require training immediately before returning to work from the career break. Line managers will discuss and agree contact arrangements with employees.
6.       CONDITIONS OF SERVICE IMPLICATIONS
6.1 
A career break is a period of special leave without pay. Pay and benefits will be suspended during the period of the career break and will start again on the employee’s return to work. The objective will be to resume the employee’s pay and conditions at the stage they were at prior to the career break.
6.2 
Employees will be offered the right to return to the post they had prior to their career break. If this is not practicable, employees will be offered a post of a similar nature, requiring similar skills with similar reward and responsibility to that held prior to the career break, normally within the same Service, subject to any organisational change.

6.3 
Detailed Conditions of Service matters are discussed below.
7.       NATIONAL INSURANCE IMPLICATIONS
7.1 
Employees considering a career break must be aware of the implications regarding National Insurance Benefits if they take a career break. It is therefore the responsibility of employees to check with the local Department of Work and Pensions office about potential implications based on their individual circumstances at the time of applying and during the career break.
8.      PENSION SCHEMES
Local Government Pension Scheme
8.1 
Employees will continue to contribute to the above scheme for the first 30 days of their career break. Thereafter contributions to the scheme will cease and the period will not count as pensionable service unless the employee decides to buy back lost pensionable service. However, the Local Government Pension Scheme will still pay out the death in service lump sum payment to the Estate of a deceased employee in the event of death during the career break.

8.2 
On return to work the employee may arrange to buy back a maximum of 3 years lost pensionable service under Shared Cost Additional Pension Contributions until such times as the lost pensionable service has been recovered. An election to repay pensions must be submitted within 30 days of returning to work at the end of the career break.

8.3 
Employees should contact Human Resources to discuss the impact of a career break on their pensionable service.
9.       SALARY SACRIFICE EMPLOYEE BENEFITS SCHEMES
9.1 
Where an employee participates in a salary sacrifice scheme then they must repay any outstanding balance before commencing their career break. If you require any further advice on this matter, you should speak to Human Resources.
10.       ALLOWANCES
10.1 
Allowances such as first aid etc. will not be payable during the period of a career break. This includes contact periods.
11.       MATERNITY/ADOPTION LEAVE AND CAREER BREAKS
11.1 
A career break may be taken immediately after a period of Maternity/Adoption Leave. The break will commence when the period of Maternity/Adoption Leave ceases. If an employee wishes to consider applying for a career break at the end of their Maternity/Adoption Leave, they should discuss this with their line manager as soon as possible, but no later than 8 weeks before their return.

11.2 
Where an employee has taken a career break for the purposes of Intensive Fostering or Fostering, if they then wish to pursue and are accepted as adopters, during the career break, then they can apply for a period of Adoption Leave in line with the Maternity/Adoption & Shared Parental leave Policy. Further information on Adoption Leave is available from Human Resources.
12.       OTHER EMPLOYMENT AND CAREER BREAKS
12.1 
Employees who are on a career break will not normally be allowed to undertake full-time employment, other than on a seasonal basis, with another employer as this would conflict with the aims and objectives of a career break scheme and may affect arrangements for “contact periods” etc.
12.2 
Should employees wish to undertake part-time employment whilst on a career break, they should first check if opportunities exist within East Ayrshire Leisure. However employees, in certain circumstances, will be allowed to undertake part-time employment with another employer as long as this does not interfere, conflict, or impinge with the employment with East Ayrshire Leisure.

12.3 
Undertaking fostering generally including participation in the East Ayrshire Health and Social Care Partnership Intensive Fostering Scheme and does not constitute other employment.

12.4 
Employees wishing to undertake any other employment whilst on a career break must seek prior approval from Head of Corporate Services.
13.       FILLING THE RESULTANT VACANCY
13.1 
How the resultant vacancy is filled/covered will depend on each individual case e.g. such as the length of the break, type of vacancy and could be filled by one of the following:-
· Responsibility Payments

· Advertised internally as a temporary post with the successful applicant, if currently employed on a permanent basis, having the right to return to their original post
· Advertised externally as a Temporary contract
· Advertised internally/externally and filled on a permanent basis, in certain circumstances
14.       RETURN TO WORK
14.1 
If an exact date has not been agreed at the start of the career break, employees must give three months’ notice to their line manager confirming the exact date of when they wish to return to work after a career break.

14.2 
Managers should recognise that an individual’s circumstances can change rapidly, and should allow flexibility, in exceptional circumstances, for employees to return to work sooner than envisaged. Should employees request a return to work earlier than the agreed date, they will be required to give a minimum of 3 months’ notice. It may not be operationally feasible for managers to accommodate employees’ returning to work early and employees should be aware that there is no automatic right to return early.

14.3 
As previously highlighted, employees may require training immediately before returning to work from the career break. Employees should arrange to attend a meeting with their line manager in advance of their return to work to discuss the post they are returning to and to agree any appropriate programme of training.

14.4 
Review of BEST practice is considered an appropriate mechanism to assist managers and employees in focusing on the immediate tasks, targets and training needs which will assist the employees on their return to work.
15.       APPLICATION PROCEDURE
15.1 
Employees who wish to apply for a career break should discuss the matter initially with their line manager in accordance with the principles of the career break scheme.

15.2 
Applications for a career break should then be made on the Application for Career Break Form. Applications for a career break should be submitted in writing normally at least three months prior to the proposed date of commencement unless there are particular reasons why this period cannot be met. The application should be submitted to the employee’s line manager stating the anticipated length of the career break as well as providing full details of the reason for the career break.

15.3 
When considering a career break application, managers must balance the requirements of the employee with the operational needs of the Service and how the resultant vacancy could be filled/covered. Both managers and employees will have to ensure that it will be possible to meet the operational needs of the Service and therefore employees should give as much notice as possible of their application for a career break. Managers must complete Part B of the Application for Career Break Form and forward it to their Development Manager for approval/rejection as appropriate. Employees will normally be given a written response within four weeks from receipt of the application.

15.4 
If approved, the Development Manager will pass the completed application form to the Head of Corporate Services who will advise the employee and line manager accordingly. The correspondence will be filed in the employee’s personnel file.
15.5 
If a Development Manager is considering refusing an application, this should be discussed with the Head of Corporate Services. Where an employee has made an application for a career break and that application has been rejected, the employee may appeal against this decision through East Ayrshire Leisure’s formal Grievance Procedure if appropriate.
16.       REVIEW
16.1 
The Policy and Procedures will be subject to an annual desktop review to assess whether a more detailed review is required. The desktop review will take account of operational experience or impending legislative changes. 
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EAST AYRSHIRE LEISURE
APPLICATION FOR CAREER BREAK

This form should be sent to your line manager for consideration for submission to your Development Manager for approval.
PART A – To be completed by Employee
Name _____________________________________________________

Employee Number _____________________________________________________

Designation _____________________________________________________

Work Location _____________________________________________________

Home Address _____________________________________________________

_____________________________________________________

Contact Telephone Nos. Work - _________________Home-___________________

Proposed Career Break Commencement Date _____________________________

Proposed Return To Work Date ________________________________________

Reason(s) for Career Break __________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

Comment on Workplace Implications (if considered `Nil`, please explain why)

_____________________________________________________________________

______________________________________________________________________

Please continue on separate sheet if required

I wish to apply for an extended period of unpaid leave under the terms of East Ayrshire Leisure's

Career Break Scheme. I understand that on return to work I may arrange to buy back a maximum of 3 years lost pensionable service. I understand that under the terms of the scheme that I must not carry out any other substantive employment during the Career Break. I accept and will abide by the conditions of the Scheme and undertake to return to work at the end of the Career Break and give three months’ notice of my return to work at the end of the Career Break. I understand that a failure to comply with the terms and conditions of the Career Break may result in termination of employment.  

Signed __________________________________ Date _______________________
PART B – To be completed by Line Manager
LINE MANAGER

I support this application and confirm that the employee’s work performance is satisfactory. I will ensure appropriate arrangements are made to maintain contact with the employee, including arrangements for keeping in touch for the duration of the break.
Signed _________________________________
 Date _______________________

Designation_________________________________
Approved/Rejected * (delete as appropriate)

If rejected give reasons

__________________________________________________________________________

__________________________________________________________________________________
PART C – To be completed by Development Manager
Approved/Rejected * (delete as appropriate)

If rejected give reasons 
__________________________________________________________________________
__________________________________________________________________________

Signed __________________________________
Date ________________________
Designation______________________________
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