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1 AIM AND PURPOSE 
 
1.1. This policy forms a part of Ashford & St Peter’s Hospitals NHS Foundation Trust (ASPH) people 

strategy to being a great place to work and be a patient, where we listen, empower and value 
everyone.  

 
1.2. The Trust is committed to be being an employer of choice, offering modern employment 

practices which support staff to balance their home and work life. Employees therefore may 
wish to read the following policies in conjunction: 

 
• Flexible working policy 
• Special leave policy 

 
1.3. As part of its commitment to improving the working lives of its staff, ASPH   recognises the need 

to support requirements for additional leave or career breaks where reasonable and can be 
accommodated in line with service need, understanding that they can benefit both the 
organisation and its staff in a range of ways: 

 
• Allowing recruitment and retention of valuable skills and experience 
• Promotion of equality of opportunity 
• Improving staff morale and productivity 
• Enabling employees to manage their work and outside commitments and/or interests 
• Assisting and reducing anxiety and stress amongst the workforce 
• Enabling the Trust to become an employer of choice 

 
1.4. The opportunity to find the right balance between home and work is often a critical factor for 

employees in deciding whether or not to move to a different organisation. Unsatisfactory 
employee work-life balance may have a number of negative consequences for the organisation 
and the individual including: 

 
• Ill health; 
• Low morale; 
• Lack of commitment; 
• Poor quality work; 
• Absenteeism; and 
• High staff turnover 

 
 

1.5 The aim of this policy is to provide a clear and consistent framework for considering requests by 
staff to take a career break.   

 
 
2 SCOPE 
 
2.1 Employees with a minimum of 12 months’ continuous service with the Trust have the right to 

request a career break in line with the process set out in this policy.  
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2.2 Each request for a career break will be considered on its own merit, irrespective of gender, race 
or ethnic background, religion, belief, marital status, sexuality, disability, age or other legally 
protected characteristics.  

 
 
3 DUTIES AND RESPONSIBILITIES 

 
3.1 Managers  

 
3.1.1 Have a duty to seriously consider all career break requests and to deal with requests in a 

reasonable manner and in line with the Trust obligations set out under this policy.  
 
3.1.2 Are required to review the request carefully looking at the benefits of the request for the staff 

member and the service, weighing these against any adverse business impact of authorising 
the break.  

 
3.1.3 Have a duty to provide a written response to all requests made in accordance with this 

policy. 
 

3.1.4 Must record submit a change form to payroll to ensure the career break is correctly recorded.  
 
3.1.5 In considering the request that you do not discriminate unlawfully against the staff member. 

 
3.1.6 In conjunction with HR, must ensure that any employees returning from a career break are 

up to date with employment checks, such as Occupational Health and DBS.  
 

 
  
3.2 Employees 
 
3.2.1 Have a duty to familiarise themselves with this policy.  
 
3.2.2 Give appropriate notice wherever possible for requests for career breaks.  

 
3.2.3 Must give the appropriate notice of their intention to return to work following the end of a 

career break.  
 
3.2.4 Attend meetings as requested by their manager to discuss their request.  

 
 

 
3.3 Human Resources 

 
3.3.1  To provide professional, impartial advice and support to both managers and employees 

when dealing with matters covered by this policy 
 

3.3.2 To provide consistent advise to managers and employees on the application of this policy  
 

3.3.3 To publicise the policy in order that staff and management are aware of the entitlement and 
process to request a career break.  
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4 UNPAID CAREER BREAK 
 
4.1 A career break enables members of staff to take an extended period of unpaid leave from their 

employment. 
 
4.2 The main reasons for employees taking career breaks are: 

 
• To care for children or other dependents 
• To undertake further education or training 
• To spend a period of time abroad, such as doing voluntary work overseas 

 
4.3 Requests for a career break for other purposes will be considered on its merits and it will be 

agreed at the manager’s discretion. 
 
4.4 In order to be eligible for a career break, the member of staff must have been employed by the 

Trust for a minimum of 12 months at the time of application. 
 
4.5 The minimum length of a career break will normally be 3 months and the maximum length 2 

years. However, the length of any career break agreed should balance the needs of the 
applicant with the needs of maintaining the service.  

 
4.6 The period of career break on the scheme will count as continuous employment for statutory 

purposes. Other provisions depending on length of service i.e. pensions, contractual redundancy 
payments, leave entitlements etc. should be suspended for the period of the break. 

 
4.7 For career breaks of 3 to 12 months’, employees will return to the same post with the same 

terms and conditions of employment, unless there are exceptional circumstances which prevent 
this.  

 
4.8 For career breaks of 13 to 24 months, the Trust does not guarantee to hold the employee’s post. 

Therefore, such career breaks will only be approved in circumstances where there is a very 
strong likelihood that a similar post in the Trust with acceptable terms and conditions will be 
found for the employee when they return. However, the employee will have to sign an agreement 
acknowledging that this does not amount to a guarantee of continued employment once the 
Career Break ends. Furthermore, if best efforts do not result in a suitable alternative post being 
found and the Trust has to terminate the contract with contractual notice, this will not be because 
of redundancy and so the employee will not receive a redundancy payment. 

 
4.9 An individual is entitled to return to work at the equivalent salary point to their previous post, 

taking into account any pay increase awarded during the break, but with no accrual of 
incremental credit for the unpaid period. 

 
4.10 Individuals taking a career break will not be allowed to take up paid employment with another 

employer (including bank work). 
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4.11 Employees participating in the scheme will be expected to regularly read their professional 
journals or equivalent in order to keep up to date with developments and current good practice 
issues, as well as  keeping their professional registration (if required) live. 

 
4.12 Depending on the length of time on the Career Break (over 6 months) on return to the Trust 

the individual will need to attend Trust Induction, be Occupational Health cleared and be DBS 
cleared. The line manager will be responsible for liaising with the Human Resources department 
to implement this.  

 
4.13 If at any time during the career break the individual decides that they do not wish to return to 

employment with the Trust, they are required to give the notice as detailed in bullet point 7.1  
 
 
5 APPLYING FOR A CAREER BREAK 
 
5.1 All applications for Career Break must be made in writing using Appendix 2 part A.  All applicable 

sections should be fully completed. Applications should be given to the individual’s line manager 
and managers have a duty to give requests serious consideration. 

 
5.2 Applications for a career break must be submitted at least 3 months in advance of the intended 

date of commencement of the break, unless unreasonably practicable.  
 
5.3 The line manager should meet with the employee to discuss the request; this should happen 

within 28 days of the manager receiving the request. The employee may be accompanied at the 
meeting by a trade union representative or colleague. The manager may wish to seek advice 
from Human Resources.  

 
5.4 The manager should then write to the employee, within 14 working days of the meeting, by 

completing Part B of Appendix 2, confirming the arrangements.  
 
5.5 If a manager refuses a request they should write to the employee, informing them of their 

reasons for refusal. If a career break request is refused it must be for at least one of the following 
business reasons:- 

 
• an inability to reorganise work amongst existing staff  
• an inability to recruit additional staff  
• a detrimental impact on quality 
• a detrimental impact on performance  
• detrimental effect on ability to meet customer demand  
• a planned structural changes to the business. 

5.6 Copies of applications and outcomes should be forwarded to the Workforce and Organisational 
Development Department for filing in personal files.  

 
5.7 Appeal process  

 
5.7.1 If a member of staff feels that their application has not been fairly considered by their 

manager, they have a right to appeal to the next level of management.  Any Appeal should 
be received within 10 working days of the receipt of the manager’s letter (Appendix 2 part b) 
confirming the outcome.  
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5.7.2 A meeting must be held to consider a staff member’s appeal, in consultation with the HR 

Business Partner, within 14 days of the appeal being submitted in writing.  
 

5.7.3 If the appeal is refused the manager must set out the grounds on which the refusal is based 
and confirm the outcome in writing to the member of staff within 14 days of the appeal 
meeting.   
 

5.7.4 This completes the application and appeal process.  
 
 
 
6 KEEPING IN TOUCH DURING AN EMPLOYMENT BREAK  

 
6.1 The manager and individual both have responsibilities to maintain contact during employment 

breaks. The manager and individual should agree the best method of and frequency for keeping 
in contact. 

 
6.2 The employee may also be required, determined by the manager/department, to attend training 

or refresher courses before they return from their career break, in accordance with the 
appropriate statutory and mandatory training requirements of their job role, paid at the salary 
point operating before the break began. This may also involve attendance at specific training 
courses and conferences to ensure that the individual’s skills are kept up to date in line with their 
professional registration requirements.  

 
6.3 Professional staff undertaking an employment break must ensure that they maintain their 

professional registration in line with the Trust procedure.  
 
6.4 Employees on a career break for longer than 6 months are required to advise their manager in 

writing at the end of the first 6 months and then at 6 monthly intervals that they intend to return to 
work at the end of career break.  

 
6.5 Employees must also respond to, as far as is practical, to any formal correspondence with their 

manager in the month before they return to work. This will ensure that any training needs etc. 
can be arranged.   

 
6.6 Employees should advise their managers of any changes to their personal circumstances, such 

as new contact details, during an employment break.  
 

 
 
7 RETURN TO WORK  
 
7.1 The individual must give at least 6 months’ notice in writing of their intention to return to work if 

the break is for more than a year, and 2 months’ notice if the break is less than a year (in 
exceptional circumstances these may be reduced by mutual consent).  
 

7.2 Should the individual wish to return to work earlier than originally intended, they should write to 
their line manager giving the notice periods above. 
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7.3 Should the individual wish to extend the career break, this must be done so in writing by using 

the request form (appendix 2, part A), indicating the request to extend a current career break. 
The request to extend will be reviewed by the line manager and approval/rejection notified in line 
with the application and appeal process outlined in section 5.  
 

7.4 For career breaks of 3 to 12 months’, employees will return to the same post with the same 
terms and conditions of employment, unless there are exceptional circumstances which prevent 
this.  
 

7.5 If during the break there has been a change in the work or job patterns, the employee will be 
sent information and invited to attend the same meetings as their colleagues, in accordance with 
the Trust’s Organisational Change Policy. It is the employees’ responsibility to ensure they are 
able to be in receipt of such information during the break.  

 
7.6 If a redundancy situation has arisen during the absence period in which case the employee will 

be offered a suitable alternative post, in accordance with the Trust’s Organisational Change 
Policy.  

 
7.7 If the break is planned for more than one year, the employee may return to as suitable post as 

possible; however, this cannot be guaranteed. Where there is no suitable vacancy for those 
returning from a career break of over one year despite best efforts by both the individual and the 
Trust to secure one, then the individual’s contract of employment will be brought to an end 
through termination by either party. If the Trust terminates the contract, then this will not be by 
reason of redundancy and will not lead to a redundancy payment.  

 
7.8 As per the Organisational Change Management Policy, suitable alternative employment takes 

into account pay, working hours, status, band, the way work is carried out and the location where 
the employee will be based. To maintain employment, the Trust may ask the employee to 
consider a suitable alternative role which may be one band above or below the employee’s 
former role but which contains broadly similar levels of duties and responsibilities.  

 
7.9 During the career break, the employee’s contract will be suspended and the period will not count 

for salary progression (for example, for a 6 month break the employee’s incremental date moves 
forward 6 months).  

 
7.10 An employee returning after a break may make an application for flexible working in line with 

the terms of the Flexible Working Policy.  
 
7.11 Managers may require the employee to undergo a period of induction and further training on 

return from an employment break.  
 
7.12 Employees on career breaks will not normally be allowed to take up paid employment with 

another employer. There may be exceptions to this such as work overseas or charitable work 
which could broaden an employee’s experience and benefit the Trust. In such circumstances, it 
will be at the manager’s discretion and written authority from the Trust is required before the 
Career Break commences.  
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7.13 Any tax rebate that the employee may be entitled to whilst on a career break will occur 

automatically and will be paid directly into the employee’s bank account on the Trust’s records.  

 
8 CONTINUITY OF SERVICE 
 
8.1  The period of the break will not be regarded as a break in NHS service although the period of 

the break will not itself count as reckonable service for entitlement to NHS benefits, such as 
increases to annual leave entitlement.  

 
8.2  The period of the break will be regarded as continuous service for statutory purposes.  
 
8.3  All periods of contracted work or training during the break (apart from momentum or agency 

work) will contribute to NHS service.  
 
8.4 Annual Leave  
 
8.4.1 All annual leave entitlement for the current year should be taken before the break begins.  
 
8.4.2 Annual leave entitlement does not accrue during the period of the break.  
 
8.5 National Insurance Contributions  
 
Employees on a break may continue to pay National Insurance contributions by making 
arrangements with the National Insurance Contribution Agency personally.  
 
8.6 NHS Pension Scheme  
 
8.6.1 Employees who have been contributing to the NHS Pension Scheme are advised to seek 

advice from the Trust Pensions Officer or directly with the NHS Pension Scheme.  
 
8.6.2 Maintaining pension contributions is the responsibility of the individual and advice should be 

sought from the Trust Pensions Officer.  
 

8.6.3 An employee who takes a break under the Career Break Scheme will have the option to 
continue contributing to the NHS Pension Scheme for a maximum period of 2 years. For the 
first 6 months the employee and the employer pay their respective contributions 
continuously.  An employee who has paid contributions for the first 6 months can then 
continue contributing to the scheme for a further period of up to 18 months. Should the 
member wish to continue contributing to the Scheme during this period they will be 
responsible for both the employee and employer pension contributions. Before the 
authorised leave/career break begins therefore, the employee must make arrangements to 
pay the appropriate contributions to the employer continuously during the break by 
contacting the Pensions Officer. Arrears cannot be allowed to accumulate and payment 
made on returning to the Scheme.  Further advice can be obtained from the Pensions 
Officer. 
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8.7 Benefits  
 
The recovery of study leave, Trust accommodation etc. will be done prior to the employee starting 
the career break, as for any employee leaving the employment of the Trust.  
 
8.8 Variation of the Employment Break Arrangement  
 
8.8.1 Any variations are subject to agreement by the individual concerned and his or her manager.   

 
8.8.2 The Trust reserves the right to terminate the career break arrangement with reasonable 

cause. This will only happen in extreme circumstances and the employee will be informed in 
writing of the reason of the termination, giving, where possible, at least 8 weeks’ notice.  

 
 
9. DISCRIMINATION AND LESS FAVOURABLE TREATMENT  
 
In considering requests for career breaks, managers must not:  
 

• Discriminate on the grounds of age, disability, gender reassignment, marriage and civil 
partnership, pregnancy and maternity, race, religion and belief, sex and sexual orientation.  

• Treat part time workers less favourably than full time workers  

• Treat fixed term workers less favourably than permanent workers.  
 
 
10. RECORD KEEPING  
 
Copies of applications and all subsequent correspondence will be retained on the employee’s local 
personal file.  
 
11. DISSEMINATION AND IMPLEMENTATION 
 
This policy will be available to all staff through publication on the Intranet. Copies can also be 
requested form the Human Resources Department. 
 
The line manager will be responsible for ensuring their staff are made aware of this policy and for 
ensuring compliance. 
 
12. PROCESS FOR MONITORING COMPLIANCE WITH THE EFFECTIVENESS OF POLICIES 
 
This policy will be monitored on an ongoing basis and through:- 

 
• Requests for, and outcomes of all flexible working applications including number of appeals 

made 
• Reasons for any refused applications 

 
13. EQUALITY IMPACT ASSESSMENT 
 
An assessment of this policy has been carried out in accordance with the Trust’s Equality Impact 
Assessment framework.  
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14. ARCHIVING ARRANGEMENTS 
 
This is a Trust-wide document and archiving arrangements are managed by the Quality Department 
who can be contacted to request master/archived copies 
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APPENDIX 1: CHECKLIST IN RESPECT OF CONSIDERING CAR EER BREAK REQUESTS  
 
 
1. To be eligible to submit a request for a career break, the employee must have a minimum of 12 

months' continuous service at the time the request is submitted.  

2. There is no statutory duty on any employer to agree automatically to grant a career break- the 
employee's right is to request a career break only.  

3. Employers should never dismiss a career break request out of hand, but should instead consider 
all requests fairly and objectively.  

4. The statutory procedure requires the employer to hold a meeting with the employee within 28 
days of the request being submitted in order to discuss the feasibility of the request.  

5. The manager should approach the meeting with an open mind and a positive attitude.  

6. At the meeting, the manager should encourage the employee to put forward his or her ideas 
about how the revised working arrangements requested could be made to work satisfactorily.  

7. At the meeting, the employer should ensure that the employee has properly thought through the 
implications of the requested break, for example any suspension of pay and continuous service.  
 

8. The employer must provide its decision to the employee within 14 days of the meeting.  

9. If a request is refused, the employer must make sure the refusal is for one of the reasons 
provided in the legislation.  

10. There should always be concrete evidence to support the reason for a refusal to grant an 
employee's request for a career break.   

11. The employer must explain to the employee in writing the specific reason for the refusal and why 
the reason given is relevant to the particular case.  

12. The employer must grant the employee the right of appeal against any refusal of his or her 
request.  

13. If the employee does wish to appeal, the appeal should be submitted within 14 days of receipt of 
the decision to refuse the request in writing 

14. The appeal must be heard by a different manager and the outcome must be communicated to 
the employee in writing within a further 14 days.  

15. If the manager decides to agree to an employee's request at the outset, it is not necessary to 
follow the statutory procedure.  
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APPENDIX 2: CAREER BREAK  REQUEST FORM 
 
Part A: To be completed by the Employee 
 
Name of Applicant  
 

 

Job Title  
 

 

Department  
 

 

Start Date with the Trust  
 

 

Type of Employment Contract  Perman ent   
Fixed Term   
If  Fixed Term, please specify end date:  
 

Proposed Length of Career 
Break:  
 

 

Is this a request to extend a 
current career break?  
        

No                                      Yes  
 

Proposed Start 
Date: 

 Proposed Date of Return  to 
Work: 

 

Have you previously taken a 
career break whilst employed by 
the Trust  

No                                      Yes  
If Yes, Please give details: 
 

Please provide details of the proposed career break ,  including:  
• Reason for the request 
• Benefits to you 
• Effects on your workload and team 
• How you think the request can be accommodated 

 
 
 
 
 
 
 
 
 
 
 
 

Declaration:  
I have considered my proposal carefully, including any financial impact to me personally 
should the career break be approved.  
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Signature:                                                                                     Date:  
 
 
PART B: To be completed by the Manager 
 
Name of Manager  
 

 

Job Title  
 

 

Department  
 

 

Date Application Received  
 

 

Has the Application Been 
Supported? 
 

Yes  
Yes with Amendments    
No  

Reasons for Acceptance:  
 
 
 
 
 
 
 
Reasons for Rejection:  
 
 
 
 
 
 
 
 
Declaration:  
 
I discussed the outcome with the applicant on……………… ………. 
 
Copy of the letter confirming the outcome is attach ed 
 
Name:                                                                             Signature: 
 
Date: 
 
 
 
NOTE TO MANAGER: A copy of this form along with a c overing letter should be submitted to the staff 
member. If a request for a career break has been ac cepted, a Changes Form must be completed as 
soon as possible to avoid any under / over payment.  A copy should also be sent to the Workforce 
Department to be kept on the staff members’ personn el file 

 
 
 
 
APPENDIX 3 – EQUALITY IMPACT RISK ASSESSMENT SUMMAR Y  
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Name of Author: HR Business Partner 
Policy/Service: Career Break Policy  
 
Background  

• Description of the aims of the policy 
• Context in which the policy operates 
• Who was involved in the Equality Impact Assessment 
 

Policy aims to help staff to balance work and life by enabling career breaks and providing 
protection for employees on career break and guidance for employees and managers in managing 
this process. 
 
 

Methodology  
• A brief account of how the likely effects of the policy was assessed (to include race and 

ethnic origin, disability, gender, culture, religion or belief, sexual orientation, age) 
• The data sources and any other information used 
• The consultation that was carried out (who, why and how?) 
  

 
Reporting on current uptake and consultation with staffside, management and HR colleagues 
helped to shape the policy. 
 
Key Findings  

• Describe the results of the assessment 
• Identify if there is adverse or a potentially adverse impacts for any equalities groups 
 

 
Policy open to all staff, but new policy to be publicised more actively and widely to ensure all staff 
are aware. 
 
Conclusion  

• Provide a summary of the overall conclusions 
 

Policy needs a wider campaign to publicise it 
Recommendations  

• State recommended changes to the proposed policy as a result of the impact assessment 
• Where it has not been possible to amend the policy, provide the detail of any actions that 

have been identified 
• Describe the plans for reviewing the assessment 
 

Annual reporting on uptake to take place. 
 
Guidance on Equalities Groups 
 
Race and Ethnic origin  (includes gypsies and 
travellers) (consider communication, access to 
information on services and employment, and 
ease of access to services and employment) 
 

Religion or belief  (include dress, individual 
care needs, family relationships, dietary 
requirements  and spiritual needs for 
consideration) 

Disability (consider communication issues, 
access to employment  and services, whether 

Sexual orientation including lesbian, g ay 
and bisexual people  (consider whether the 
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individual care needs are being met and 
whether the policy promotes the involvement of 
disabled people) 
 

policy/service promotes a culture of openness 
and takes account of individual needs 

Gender  (consider care needs and employment 
issues, identify and remove or justify terms 
which are gender specific) 
 

Age  (consider any barriers to accessing 
services or employment, identify and remove or 
justify terms which could be ageist, for example, 
using titles of senior or junior) 

Culture (consider dietary requirements, family 
relationships and individual care needs) 
 

Socia l class (consider ability to access services 
and information, for example, is information 
provided in plain English?) 

 
 
 
 
 


