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1 INTRODUCTION AND OVERVIEW  
1.1 The purpose of this career break policy and procedure is to provide a 

framework for managers to take a fair and equitable approach in the 
consideration of career break requests, taking into account the 
individual role, the team and service needs. The application of this 
policy should be in line with Trust values.  

1.2 The Trust is committed to promoting an environment which supports 
staff to enable them to achieve a healthy balance between work and 
their personal commitments outside of work. 

 
1.3 The career break scheme aims to give employees the opportunity to 

take an extended period of unpaid leave for personal or domestic 
commitments whilst maintaining contact with the Trust on a long-term 
basis, (normally a minimum of 3 months up to a maximum of 5 years).  

 
1.4 Some examples of where applications could apply are in the context of: 

• Caring for a dependent relative; 
• Child care (where the time required exceeds the provisions of 

other policies) 
• Undergoing further education and training of mutual benefit to 

employee and employer. 
• Long term overseas travel 

Other reasons will be considered on their merits. 
 

1.5 The policy is not intended as a means of dealing with short-term 
emergencies for which other forms of leave would be more appropriate. 
 

1.6 A career break is not intended for the purpose of taking up alternative 
employment, except where for example, work overseas or charitable 
work could broaden experience. It can be agreed when it is not the 
primary reason for a career break.  In such circumstances, written 
authorisation should be sought prior to the start of the career break.  

 
2 POLICY SCOPE 

2.1 This scheme is open to all employees with continuous service of at 
least 12 months with the Trust at the time of application.  

 
3 DEFINITIONS 
3.1 A career break is defined as special leave without pay for a specified 

period of time. 
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4 ROLES AND RESPONSIBILITIES 

4.1     Chief People Officer 
To ensure that the Trust has processes in place to ensure that line 
managers and staff are aware of this policy and procedure and adhere 
to its requirements.  
 

4.2     People Services Department 
To advise line managers and staff on career breaks and the 
appropriate process to follow, in line with the policy and procedure.  
 

4.3     Line Managers 
4.3.1 To ensure all requests are dealt with in an appropriate and timely 

manner in line with the career break policy and procedure.  

4.3.2 Managers, where appropriate, should make every opportunity to 
maintain contact with 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. 

4.3.3 The manager must devise a re-entry programme to facilitate each 
employee’s return to work following a career break. 
 

4.4     Employees 
4.4.1 To ensure that they have read and understood and accept the terms of 

the career break policy prior to submitting their request. Staff must 
apply to their line manager for a career break request using the official 
career break application form in appendix 1.  

4.4.2 Employees will be expected to maintain contact with their manager, 
and should inform the Trust of any changes to personal circumstances, 
i.e. change of home address or decision to return to work.  

4.4.3 Employees are required to keep up to date with their relevant 
professional registration requirements and complete any specified 
training during a career break. 

 
5 POLICY STATEMENTS AND PROCEDURES  

The following key principles should be considered by employees and 
managers prior to an application for a career break: 
 

5.1 General Principles 
 
5.1.1 This scheme is open to all employees with continuous service of at 

least 12 months with the Trust at the time of application. 
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5.1.2 A career break may be taken for a minimum of 3 months up to a 
maximum of 5 years.  

 
5.1.3 Employees may take more than one career break, although the 

aggregated length of time must not exceed 5 years. 
 
5.1.4 Requests for a career break will be considered on an individual basis. 

In all cases the break must be agreed by the Trust and the length of 
any break should balance the needs of the applicant with the needs of 
the service. The first priority of the Trust is to maintain the level and 
quality of its service. There is no obligation to agree to a career break 
request. The application will be considered by the line manager with 
advice from People Services, where appropriate. 

 
5.1.5 With the prior approval of their manager, employees who take a break 

of more than 12 months can undertake up to ten “return to work” days’ 
paid work at the Trust to maintain their skills and competence. The line 
manager is responsible for completing the necessary paperwork to 
process payment. 
 

5.2 Terms & Conditions of Employment 
 
5.2.1 General Conditions: For statutory purposes, the period of the career 

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. 

 
5.2.2  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.  

5.2.3  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 review dates will be deferred 
accordingly, to ensure that the employee’s terms remain unchanged.  

5.2.4 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.  
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5.2.5 Organisational Change: The UHL Management of Change policy 
(A1/2009) will apply equally to employees on career break and, 
consequently, where redeployment attempts are unsuccessful normal 
redundancy procedures will apply. Redundancy payments will be 
calculated in accordance with NHS Terms and Conditions. 

 
5.2.6 Live Warnings under the Trust Policy and Procedures: The 

unexpired period of any “live” warnings given under the following 
policies will be suspended during a career break and will continue from 
the date of an employee’s return to duty: 
• UHL Sickness Absence Management Policy and Procedure 

(B29/2006) 

• UHL Disciplinary Policy & Procedure (A6/2004) 

• UHL Improving Performance (Capability) Policy and Procedure 
(B12/2014) 

 
5.2.7 Pensions: Subject to NHS Pensions rules in force at the time, an 

employee may choose to continue making contributions to the NHS 
Pension Scheme during a career break. Arrangements for continuing 
payments must be made prior to commencement of the break. 
Employees must contact UHL Payroll Assistance for further 
information. 

 
• For the first 6 months contributions are payable, by both the 

employee and employer, as if the employee were 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 in total). 
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. Employees should contact UHL Payroll 
assistance and obtain a quotation and for information on the 
method of payment. 

 
• Further information is available from the Pensions Officer, 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  
 
5.2.8 Lease Car: A member of staff who is provided with a lease car must 

contact the lease car provider and their line manager prior to 
embarking upon such a break to discuss any requirement to return the 
vehicle and any fee implications. 

 

http://www.nhsbsa.nhs.uk/pensions
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‘Salary Maxing’ Car Scheme - A member of staff who is participating 
in the ‘Salary Maxing’ Car Scheme must contact the ‘Salary Maxing’ 
team by emailing Salary.Maxing@uhl-tr.nhs.uk once the career break 
has been approved to discuss any requirement to return the vehicle 
and any fee implications. 

 
5.2.9 Trust Property: Prior to an employee commencing a career break, 

where applicable, managers must ensure that appropriate 
arrangements have been made in respect of Trust property, i.e. mobile 
telephone, lap top, keys, etc.  
 

5.3  Applying for a Career Break 
 
5.3.1  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.  

 
5.3.2  Applications must be submitted to the authorising manager at least 3 

months prior to commencement of the intended break. Requests made 
less than 3 months before will be considered only in exceptional 
circumstances. In deciding whether to support an application, the 
authorising manager should satisfy themselves that the individual has a 
clear commitment to continuing a career with UHL NHS Trust, and that 
the reasons for requesting the break are valid.  

 
5.3.4  Applicants will be notified in writing of the decision within 21 days of the 

date of submission of their application. Please refer to appendix 2 for 
template approval documentation for a career break and appendix 3 for 
a template refusal letter. 

 
5.3.5 Should the application be accepted the line manager must ensure that 

the appropriate payroll paperwork is completed (form HR2) and sent to 
ESR Administration who will suspend payments during the career 
break. The line manager must ensure that this paperwork is processed 
in a timely manner in line with the approved career break timescales 
prior to the career break starting. 

 
5.3.6  Career breaks exceeding 12 months will require an annual confirmation 

of the continuation to the career break in writing to the manager. 
 
5.4 Arrangements for Return to Work 

 
5.4.1 Employees will be required to give written notification of their return to 

work. Where the career break is for less than 12 months, 2 months’ 
notice of return is required. For breaks of longer than 12 months, 6 
months’ notice of return is required.  

 
5.4.2  A return to duty before the expiry of the agreed period is strictly at 

management discretion, with advice from People Services, having 

mailto:Salary.Maxing@uhl-tr.nhs.uk
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regard to the circumstances at the time.  Any such request must be 
made in writing to the Manager.   

  
5.4.3 Arrangements to cover an employee’s absence on a career break will 

normally ensure that the employee can return to duty on the date 
stated.  The manager, however, has the discretion to extend the date 
of return to duty, should operational circumstances demand it.  The 
extension would be of no more than 12 weeks.    The 12 weeks should 
not exceed the 5 year limit of the career break. 
 

5.4.4  Where an employee returns to work within 12 months, 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 12 months, then every effort will 
be made to find the employee a post with similar duties and 
responsibilities to those of the previous post held. Communication 
would take place with the employee regarding this. Should it not be 
possible to find a suitable similar position then redundancy may be 
considered. Employees returning following a career break over 12 
months will be entitled to return to a broadly comparable post on an 
equivalent salary and on no less favourable terms and conditions of 
service to those received before participating in the career break 
scheme subject to any nationally/locally agreed changes that have 
occurred during their career break.  

 
5.4.5 Upon the employee’s return the Disclosure and Barring Service check 

must be reviewed to see whether the same level of clearance is 
required upon their return to work. If a DBS check is required, then the 
cost will be charged to the employee. 
 

5.4.7 When returning from a career break employees must have a local 
induction, update their statutory mandatory training and have an 
appraisal within 6 weeks.  

 
5.4.8 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. 

 
5.5 Extension of a Career Break  
 
5.5.1  An employee who has taken a break of less than 5 years may extend 

the break up to an aggregate total of 5 years, on giving 3 months’ 
notice, subject to further agreement and the extension of cover 
arrangements.  This is strictly at management’s discretion, with advice 
from People Services, having regard to the circumstances at the time.   
There is no right of appeal against the decision.  
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5.6 Resignation during the Career Break  
 
5.6.1  An employee will be required to confirm in writing immediately if their 

circumstances change and they decide not to return to work during the 
career break. Resignation during or coinciding with the end of their 
career break requires their normal contractual notice to be given. The 
employee will then be deemed to have resigned their post and 
terminated their employment.  

 

5.7 Appeals 
 
5.7.1 Employees may resort to the Resolution Policy if a request for a career 

break is refused. A written reason should be provided to employees for 
the refusal of any application. Employees may resort to the Resolution 
Policy if they are unsatisfied with this reason. However, it should be 
emphasised that decisions made under the scheme may not be 
challenged solely on the basis that they differ between CMG’s, 
departments or individuals.   

 
6 EDUCATION AND TRAINING REQUIREMENTS 

6.1 The policy will be publicised via INSite.  
6.2 There are no specific education and training requirements in relation to 

this policy. Support and advice is available from the People Services 
Team. 

 
7 PROCESS FOR MONITORING COMPLIANCE 

7.1 All records of applications and decisions should be kept for a minimum 
of 12 months.   

MONITORING TABLE  
Element to be 
monitored 

Lead Tool Frequenc
y 

Reporting 
arrangements 

Review of appeals 
where People 
Services 
representatives are 
involved 

ER Case 
Work Team 
Manager  

Audit of Career 
Break 
documentation 
 

Annually 
from the 
implemen
tation 
date of 
this policy 

People Services 

 
8 EQUALITY IMPACT STATEMENT   

8.1 The Trust recognises the diversity of the local community it serves. Our 
aim therefore is to provide a safe environment free from discrimination 
and treat all individuals fairly with dignity and appropriately according to 
their needs. 

8.2 As part of its development, this policy and its impact on equality have 
been reviewed and no detriment was identified.  
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9 SUPPORTING REFERENCES, EVIDENCE BASE AND RELATED POLICIES   

9.1 Policies and Procedures  
• Trust Special Leave Policy A18/2002 

http://insitetogether.xuhl-
tr.nhs.uk/pag/pagdocuments/Special%20Leave%20UHL%20Policy.pdf 
 

• Maternity/Adoption Leave Policy B17/2012 
http://insitetogether.xuhl-
tr.nhs.uk/pag/pagdocuments/Maternity%20and%20Adoption%20Leave
%20UHL%20Policy.pdf  

• Paternity Leave Policy B18/2012 
http://insitetogether.xuhl-
tr.nhs.uk/pag/pagdocuments/Paternity%20Leave%20Policy%20and%2
0Procedure%20UHL%20Policy.pdf 
 

• UHL Management of Change policy (A1/2009) 
http://insitetogether.xuhl-
tr.nhs.uk/pag/pagdocuments/Management%20of%20Change%20UHL
%20Policy.pdf 
 

• Leicestershire Carers Charter 2016  

• Carers Passport scheme  
https://www.carersuk.org/news-and-campaigns/campaigns/carer-passport-
scheme 

9.2 Supporting References:  
• Agenda for Change: NHS terms and condition of service handbook 

• NHS Employers: 
https://www.nhsemployers.org/tchandbook/part-5-equal-
opportunities/section-33-balancing-work-and-personal-life 

 
10 SUPPORTING REFERENCES, EVIDENCE BASE AND RELATED POLICIES   

This document will be uploaded onto SharePoint and available for access by 
Staff through INSite. It will be stored and archived through this system. 

http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Special%20Leave%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Special%20Leave%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Maternity%20and%20Adoption%20Leave%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Maternity%20and%20Adoption%20Leave%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Maternity%20and%20Adoption%20Leave%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Paternity%20Leave%20Policy%20and%20Procedure%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Paternity%20Leave%20Policy%20and%20Procedure%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Paternity%20Leave%20Policy%20and%20Procedure%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Management%20of%20Change%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Management%20of%20Change%20UHL%20Policy.pdf
http://insitetogether.xuhl-tr.nhs.uk/pag/pagdocuments/Management%20of%20Change%20UHL%20Policy.pdf
https://www.carersuk.org/news-and-campaigns/campaigns/carer-passport-scheme
https://www.carersuk.org/news-and-campaigns/campaigns/carer-passport-scheme
https://www.nhsemployers.org/tchandbook/part-5-equal-opportunities/section-33-balancing-work-and-personal-life
https://www.nhsemployers.org/tchandbook/part-5-equal-opportunities/section-33-balancing-work-and-personal-life
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Appendix 1 

 
 

UNIVERSITY HOSPITALS OF LEICESTER NHS TRUST 
CAREER BREAK SCHEME APPLICATION FORM* 

PLEASE READ THE CAREER BREAK POLICY BEFORE COMPLETING THIS FORM. 
*THIS FORM SHOULD BE COMPLETED AND SUBMITTED TO YOUR MANAGER AT LEAST  

3 MONTHS BEFORE THE CAREER BREAK IS TO START 
 

Full Name  
 

Contact details:  
 

Post / Position Title: 
  

Grade / Band: 
   

Start date with the Trust: 
  

I would like my career break to start on: 
  

I would like to return on: 
  

Reason for wishing to take a Career Break:  
 
 
 
 
 

 
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;  
  
Signature of Employee:  

 
Date:  
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Appendix 2 
APPROVAL FORM FOR A CAREER BREAK 

 
UNIVERSITY HOSPITALS OF LEICESTER NHS TRUST 

CAREER BREAK SCHEME TERMS & CONDITIONS* 
PLEASE READ THE CAREER BREAK POLICY BEFORE COMPLETING THIS FORM. 

 
Full name of employee requesting a Career Break:  

 
Post title of employee requesting a Career Break:  

 
Date of meeting to discuss Career Break: 
 

 
 

Agreed start date for your Career Break: 
 

 
 

Agreed return date from Career Break: 
  

 
 

LINE MANAGER AGREEMENT: 
 
I confirm that:  
 
 I have read and fully understood and accept the line management responsibilities detailed within the 
Career Break Policy;  
 
 I will complete and submit the appropriate paperwork (HR2 form) to notify payroll of your agreed 
career break (and place a copy on your personal file). 

 
Signature of Line Manager:  

 
Date:  

 
 
Signed Copy: Employee / Line Manager / Personal File 
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Appendix 3 

 
Template Outcome Letter – Declining a Career Break Request 

 
Date 
 
STRICTLY PRIVATE & CONFIDENTIAL 
 
Name 
Address 
Address 
 
Dear XXX 
 
Re: Meeting to discuss Application for Career Break held on <date>. 
 
I am writing to confirm matters discussed and actions agreed from the 
meeting held on <date> at <time>. 
 
The purpose of the meeting was to discuss your request for a career break 
beginning on <date> and ending on <date>. 
 
You explained that the reason you were requesting a career break was 
<reason> 
<Select the most appropriate wording>. 
 
I advised that I am unable to support your application on this occasion due to 
<reasons>. 
 
I also informed you that if you wish to appeal against this decision you may do 
so using the Trust’s Resolution Policy and Procedure. 
 
At the end of the meeting I asked if you had any questions in relation to what 
had been discussed, <you raised the following questions> <you advised 
that you had not>  
 
Should you have any questions with regard to the content of this letter please 
contact me directly via <contact number>. 
 
Yours sincerely 
 
Manager 
Job Title 
 
Cc:  CMG People Partner 
 Personal File 
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