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Policy Summary 
 
 
 

Applicable to: 
 
All Trust Staff 
 
 
 
 
 

Training: 
 
Human Resources and Senior Managers across the Trust will be responsible for training and 
education relating to compliance with this policy in the event that an individual need arises. 

Summary & Aim 
 
To advise and inform staff of the policy and procedure in relation to employment breaks. 
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SECTION 1 – INTRODUCTION 
 

1.1 Policy Statement and Rationale 

The Trust’s employment break scheme has been designed to provide an option for employees 
who wish to retain their career links with the Trust during a period when they need to break their 
service with the Trust to fulfil domestic commitments or undertake a period of private study. 
 

1.2 Key Principles  

The scheme is available to all Trust employees who have completed a minimum of 12 months 
continuous service with the Trust and who require a career/service break to fulfil domestic caring 
commitments, to undertake a course of private study/education, to travel or to undertake 
voluntary work overseas e.g. VSO. 
 
There is no contractual entitlement to a career/service break and each application will be 
considered on its merits against the following criteria: 
 

• current and anticipated skill/qualification shortages 

• ability of the Trust to recruit to cover the career/service break 

• ability to offer re-employment within the Trust 

• the employee’s performance and attendance record 
 
 

SECTION 2 – DUTIES AND RESPONSIBILITIES 
 
2.1 The Director of Human Resources has overall responsibility for this policy.  The Deputy 

Director of Human Resources is the lead director and is responsible for monitoring 
compliance and effectiveness.  The Head of Employee Relations is the Responsible 
Officer for this policy. 

 
2.2 Directors and managers at all levels are responsible for managing this policy for all staff 

under their direct line management. 
 
 

SECTION 3 – POLICY DETAILS 
 
3.1 Terms and Conditions  
 

The duration of an employment break will be agreed between the employee and the line 
manager. In general the Trust will aim to support career breaks of 3 months to 24 months.  

 
 If a request for an employment break is refused, the manager should confirm the reasons 

for refusal in writing.  If an employee is dissatisfied then they may raise the matter through 
the Trust’s Grievance Policy.  

 
3.1.2 There are no restrictions on the number of employment breaks an employee may take 

during their employment with the Trust, but there will be a minimum requirement of 12 
months continuous service with the Trust between each employment break. 

 
3.1.3 Applications for employment breaks must be made at least 3 months in advance of the date 

of the intended break using the Trust application form.  An employment break may start 
immediately following maternity or adoption leave.  In these circumstances, if the employee 
concerned has opted for extended paid leave under the maternity scheme, she will be 
required to repay this element of maternity pay or return to work for a period of 3 months 
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(or the equivalent if returning on reduced hours) prior to commencing the career/service 
break. 

 
3.1.4 Consultant medical staff applying for a sabbatical should ideally do so before their annual 

job planning review. The application must be considered in the annual job plan. 
 
3.1.5 All medical staff applying for an employment break/sabbatical, should contact Medical 

Staffing in the first instance and also refer to the national terms and conditions of service.   
 
3.1.6 Prior to beginning an employment break, an employee will enter into an employment break 

agreement with the Trust. This agreement will state clearly the terms of the agreement and 
the requirements upon both the Trust and the employee to maintain the employment break 
agreement and the relevant changes to the contract of employment.  These requirements 
are that: 

  
a) The Trust will: 

• normally offer a minimum of 2 weeks employment within each 12 month period 
in the same or broadly equivalent role to that which the employee previously 
occupied in order for the employee to keep in touch with their department and 
to undertake and statutory or mandatory training  
 
This will usually be to cover sickness, annual leave or maternity leave, or may 
involve project work or for statutory / mandatory training.  Wherever possible 
this will be paid employment but in exceptional circumstances may be unpaid. 

 

• keep the individual in touch with relevant developments in the work area/Trust, 
including them on key information circulation lists. 

 

• invite the individual to relevant departmental meetings, training updates or 
seminars. 

 
 b) The individual will: 

• normally make themselves available to undertake a minimum of 2 weeks 
employment per 12 month period as agreed with their line manager. 

 

• endeavour to attend meetings/training events to which they are invited by the 
Trust. 

 

• maintain their professional membership and/or State Registration and provide 
evidence of this to the line manager when this is required for employment 
purposes. 

 

• keep their professional knowledge up to date through appropriate reading, 
attendance at professional meetings etc. 

 

• undertake not to engage in any other paid employment without the prior 
knowledge and consent of the Trust. 

 
c) With agreement of the line manager the individual may apply to join NHS 

Professionals or the Medical Bank to undertake occasional shifts as a registrant 
during the career break.  

 
3.1.7 The period of absence during an employment break will not be regarded as continuous for 

statutory employment rights but the Trust will, subject to the individual fulfilling their 
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obligations under the agreement, regard the period as continuous on the individual’s return 
to work for the calculation of: 

 

• redundancy allowances 

• sickness leave and allowances 

• annual leave 

• maternity leave and allowances 

• statutory notice periods 
 
3.1.8 The individual will be required to complete an Application to continue Pension Contributions 

if they intend to continue to contribute during the employment break, up to a maximum of 
two years.  For the first six months the individual and the Trust will pay their respective 
contributions.  If an individual who has paid contributions for the first six months intends to 
continue to make pension contributions for a further eighteen months they will be 
responsible for both the employee and employer pension contributions.  The individual 
should agree on application the arrangements to make the appropriate contributions, which 
must be made continuously during the break.   Arrears will not be allowed to accumulate 
and payment made on returning to the Scheme.  

  
3.1.9 If at the beginning of an employment break an employee has a lease car, salary advance, 

is still with a repayment period for the reclaim of relocation expenses or in receipt of any 
similar benefit or allowance, or an outstanding overpayment or any outstanding financial 
commitment owed to the Trust, then all outstanding monies owed to the Trust must be paid 
at or by the end date of the employee’s contract of employment with the Trust and prior to 
the commencement of the employment break. 

 
3.1.10 The Trust may end the agreement with the individual if they fail to comply with the 

requirements of the scheme and will terminate the agreement immediately if the individual 
takes up other paid employment without the knowledge and prior consent of the Trust. 

 
3.1.11 Similarly the individual may end the agreement with the Trust by writing to the contact 

manager giving one month’s notice of their withdrawal from the agreement. 
 
 
3.2 Returning to Work After an Employment Break   
 

The individual will be required to give 3 months written notice to their contact manager of 
their intention to seek a return to work.  It is intended that throughout the employment break 
the contact manager will have planned for the return to work of the individual concerned.  
Although it is not possible for the Trust to guarantee that an individual can return to their 
original post, the Trust will undertake to make every effort to find a suitable post, and where 
appropriate, will give priority to employment break returners. 

 
 Re-employment of employment break returners will be subject to the normal DBS checks, 

occupational health and pre-employment clearance and screening. 
 
3.2.1 An Equality Impact Assessment has been undertaken and this document complies with 

current legislation. 
  
     

SECTION 4 – TRAINING AND EDUCATION 
 

Human Resources and Senior Managers across the Trust will be responsible for training 
and education relating to compliance with this policy in the event that an individual need 
arises.  
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SECTION 5 – DEVELOPMENT AND IMPLEMENTATION INCLUDING DISSEMINATION 
 
5.1 This policy has been written in accordance with the terms of the Development and 

Management of Trust-wide Procedural Documents Policy and has involved the following 
who will lead on its implementation within the Trust: 

 

• Director of Human Resources 

• Deputy Director of Human Resources 

• Head of Employee Relations 
 
5.2 This document was submitted to the Trust’s Staff Partnership Forum, Policy Sub Group 

and Joint Union Committee  
 
5.3 The document was submitted to the Director of Human Resources and Staff Partnership 

Forum for approval prior to submission to the Operational Delivery Group for ratification. 
 
5.4 Once ratified, this document will be made available on the Trust’s Intranet. Those 

managers mentioned in sections 2 and 4.1 will champion its implementation and advise 
staff accordingly. 

 
 

SECTION 6 – MONITORING COMPLIANCE AND EFFECTIVENESS 
 
6.1 Monitoring compliance with and effectiveness of this document will be monitored annually 

by the Deputy Director of Human Resources by case review and feedback from Trust staff 
involved in managing the policy and procedures. Remedial action for non-compliance with 
the policy and procedures will be the responsibility of the Division/Line Managers. 

 
6.2 This document will be reviewed by the Director of Human Resources (or nominated deputy) 

and the Policy Sub Group of the Staff Partnership Forum three years from the date of 
ratification, unless any change is required due to changes in legislation or case law or any 
other reason. 

 
 

SECTION 7 – CONTROL OF DOCUMENT INCLUDING ARCHIVING ARRANGEMENTS 
 
7.1 Once ratified, the approving manager will forward this document to the Information 

Governance Department for a document index registration number to be assigned and for 
the document to be recorded onto the central hospital master index and central document 
library of current documentation. 

 
7.2 In order that this document adheres to the Hospital’s Records Management Policy, the 

Information Governance Department will: 
 

• Ensure that the most up-to-date version of this document is stored on the documentation 
library. 

• Archive previous versions of this document. 

• Retain previous versions of this guideline for a period of time in accordance with the 
NHS Records Retention and Disposal Schedule. 

 
 
 
 
 

http://intranet/3200/4308/12276/DEVELOPMENT%20AND%20MANAGEMENT%20OF%20STRATEGIES%20POLICIES%20PROCEDURES%20PROTOCOLS%20GUIDELINES%20AND%20OTHER%20GUIDANCE%20MATERIAL%20-%20POLICY%20v6%200.pdf
http://intranet/3200/4308/12276/DEVELOPMENT%20AND%20MANAGEMENT%20OF%20STRATEGIES%20POLICIES%20PROCEDURES%20PROTOCOLS%20GUIDELINES%20AND%20OTHER%20GUIDANCE%20MATERIAL%20-%20POLICY%20v6%200.pdf
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SECTION 8 – SUPPORTING COMPLIANCE AND REFERENCES 
 
8.1 This document will support the Trust’s compliance with its legal obligations as set out in the 

• Employment Rights Act 1996 as amended 

• Employment Act 2002  

• Maternity and Parental Leave Regulations 1999 

• Maternity and Parental Leave (Amendment) Regulations 2001 

• Civil Partnerships Act 2004 

• Improving Working Lives Practice Plus 

• Data Protection Act 2018 

• Employment Relations Act 1999 

• Gender Recognition Act 2004 

• Fixed-Term Employment (Prevention of Less Favourable Treatment) Regulations 
2006 

 
Key Related Policies 
 

• Flexible Working policy 

• Grievance Policy  
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APPENDIX A - APPLICATION FOR EMPLOYMENT BREAK 
 

SECTION A - (TO BE COMPLETED BY APPLICANT) 
 
Personal Details 
Title 
 

Forename Surname 

Home 
Address 
 
 
 

 

Home 
Telephone No. 
 

 Work Telephone 
Extension  
Number. 

 

 
Post Details 
Post Title: 
 

 

Grade: 
 

 

Division: 
 

 

Manager: 
 

 

Date Appointed: 
 

 

If Part Time, Total 
Hours Worked Per 
Week: 

 

 
Financial Details 
Please give details of any 
outstanding financial commitments 
with the Trust 
 

 

Do you have: 
 
A Lease Car? 
Car Loan? 
Excess Rent Allowance? 
Salary Advance? 

 
 
Yes  /  No  delete as appropriate 
Yes  /  No  delete as appropriate 
Yes  /  No  delete as appropriate 
Yes  /  No  delete as appropriate 

 
 
 
 
 
 

 
Application Details 
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Reason for which this application is made:  
 
 
 
 
 
 

Proposed Leaving Date: 
 

 Proposed Return Date: 
 

 

 
Declaration 
I certify that I have read and understand the Employment Break Scheme and my responsibilities to comply with its 
contents. I also certify that the information given in this application is correct and complete. I understand that if it is not 
or if I do not update the Trust of any changes during my Employment Break including obtaining other employment, 
appropriate action will be taken which may include termination of the agreement and/or referral to the Trust’s Local 
Counter Fraud Specialist. In such a situation, I consent to the disclosure of relevant and necessary information 
between the Trust and relevant public bodies for the purposes of detection and prevention of fraud.  

 
A SD502 form needs to be completed if no pension contributions are wished to be made during that time. 

 
Signature of Applicant ………………………………………….             Date     ………….……… 
 
Financial details confirmed by Human Resources: 
 
Signed ……………………………………………………………………..Date……………………… 
 

SECTION B - (MUST BE COMPLETED BY MANAGER) 
 

Proposals to Cover 
Work During Absence  
(Please provide full 
details) 

 

Proposed Date for 
Yearly Employment 
 
 
 

(1) (2) (3) (4) 

(5) (6) (7) (8) 

If Refresher Training is 
Necessary, Please 
State Dates: 
 
 
 

(1) (2) (3) (4) 

(5) (6) (7) (8) 

This application is supported/not supported by me 
Reasons:- 
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For non-medical staff 
 
Signature of Manager   ………………………………………………………..... Date …………… 
 
Signature of Matron / Operational Lead.....……………………………… Date …………… 
 
For Medical staff 
 
Signature of Clinical Lead   ………………………………………………..Date: ……………. 
 
Signature of Divisional Director: …………………………………………..Date: …………….. 
 
 
Signature of Medical Director……………………………………………… Date………… 
(for medical staff only)   
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APPENDIX B - APPLICATION TO MAKE PENSION CONTRIBUTIONS DURING 
EMPLOYMENT BREAK 

 

Section A – To be completed by applicant  
Please confirm if you would like to continue to make pension contributions during the 
Employment break 
 
I would like to cease pension contributions  Yes / No delete as appropriate 
 
I would like to continue pension contributions for six months only Yes / No delete as appropriate 
 
I would like to continue pension contributions for the duration  Yes / No delete as appropriate  
of the employment break up to a maximum of 2 years 
 
NB.  Please note that the Trust will only continue contributions for six months, after such time the 
individual is responsible for both the employer and employee contribution 
 
NB. It is vital that upon completion of this form, and prior to your employment break commencing, 
you (the employee), send this completed form to pensions@esneft.zohodesk.eu to advise them of 

your employment break and request for the details of the amount of contributions that need to be 
made.  
 
Pension contributions cannot be retrospectively paid.  
 

Section B – To be completed by applicant 
 
Please note Pension Contributions must be made by Standing Order  
 
And contributions must be received by the Financeteam by the last working day of each month.   
 
Please provide advance notice to the Finance Team of: 
 

• When you are going on your Employment Break and for how long 

• Your Assignment Number 

• The breakdown of calculations for the employee and employer 
 
If you would like to set up a standing order, details for setting up the Standing Order are as 
follows: 
 
Bank Name & Address:  Government Banking Service 

C/o National Westminster Bank PLC 
280 Bishopsgate 
London 
EC2M 4RB 
 

Account Name:   East Suffolk & North Essex NHSFT 
Bank Sort Code:   60-70-80 
Account Number:   10012540 
 
Reference number: PENS(your assignment number)    
 
Signature of Applicant  ………………………..  Date ……………. 

mailto:pensions@esneft.zohodesk.eu


 

Registered Document: 3700  Page 13 of 13 
Employment Break Scheme 

DOCUMENT CONTROL 
 

Archive date i.e. date guideline no 
longer in force 

To be inserted by Information Governance 
Department when this document is superseded. This 
will be the same date as the implementation date of 
the new document. 

Date document to be destroyed i.e. 25 
years after archive date 

To be inserted Information Governance Department 
when this document superseded 

 
Previous published version history: 
 
 

Registered 
document number 

Version 
Number 

Date of Issue Date of 
archive 

Changes 

2873 1.0 February 2020 April 2022  

3700 2.0 April 2022 April 2025  

3700 3.0 April 2025 October 2025  

3700 4.0 October 2025  Appendix updated 

 
 
This is a Controlled Document 
 

Printed copies of this document may not be up to date.  Please check the Trust intranet for 
the latest version and destroy all previous versions. 
 

Trust documents may be disclosed as required by the Freedom of Information Act 2000.  

Sharing this document with third parties 
 
As part of the Trust’s networking arrangements and sharing best practice, the Trust supports the 
practice of sharing documents with other organisations. However, where the Trust holds 
copyright to a document, the document or part thereof so shared must not be used by any third 
party for its own commercial gain unless this Trust has given its express permission and is 
entitled to charge a fee. 
 
Release of any strategy, policy, procedure, guideline or other such material must be agreed with 
the Lead Director or Deputy/Associate Director (for Trust-wide issues) or Business Unit/ 
Departmental Management Team (for Business Unit or Departmental specific issues). Any 
requests to share this document must be directed in the first instance to the Responsible Officer.  
 
For further advice see the Development and Management of Trust wide Procedural 
Documents Policy 
 
 
 
 
 
 
 
 
 
 
 
 
 


