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Guiding principles of our workforce policies
We are committed to improving staff experience and wellbeing, making sure our staff
feel valued, supported and cared for. As part of this we want to do everything possible
to ensure our policies are progressive, easy to understand and are used and applied in
a fair and meaningful way. We also want to ensure our policies support staff even in
difficult or challenging circumstances, facilitating decisions being made with
transparency and impartiality.

1.0

INTRODUCTION

Sussex Partnership NHS Foundation Trust recognises that staff face challenges
in balancing their working lives with commitments outside of work. This document
aims to assist staff to better manage that balance by explaining how staff are able
to request leave to enable them to take time off work in certain circumstances.
This policy aims to help staff take time to care for a dependant, deal with an
emergency situation or take a career break without suffering any disadvantage.

The Trust also recognises that to recruit and retain staff it needs to have policies
which allow them to combine their working life with their life outside work.
1.1

Aims

This document has therefore been developed with the aims of:• improving our ability to offer a flexible package of leave, benefits and
entitlements;
• improving our ability to retain valuable experienced, trained and reliable staff;
• improving our ability to attract staff;
• improving our reputation as a progressive employer;
• improving our ability to attract individuals with domestic and social
responsibilities;
• improving career progression;
• reducing the costs associated with recruitment and retention.
This policy deals specifically with the different types of leave available to support
staff in achieving work life balance. There are a variety of other methods of
supporting this balance for example through more flexible working patterns, job
share arrangements etc. Details of these other flexibilities are available in the
flexible working policy.
1.2

Principles
•

Managers will seriously consider requests for special leave using the
entitlements set out within this policy. However they also need to balance
the needs of the individual with the needs of the service in reaching
decisions about leave requests.

•

Special leave for part-time staff will be calculated on a pro rata basis.
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2.0

POLICY
2.1

Emergency Leave

Sussex Partnership NHS Foundation Trust recognises that there may be times
when a member of staff will need to take some time off from work to deal with an
urgent problem, domestic emergency or bereavement.
The aim of this leave is to provide a response to immediate / urgent needs.
It is impossible to provide an exhaustive list of circumstances in which emergency
leave may be granted, but the following provides some appropriate examples:
1. Cases of bereavement of immediate family (usually, but not necessarily
exclusively, spouse or civil partner, partner, parent, child, brother or sister)
including time off for making funeral arrangements and dealing with legal
matters.
2. The breakdown of normal carer arrangements for a dependent1.
3. The serious illness of a child, spouse or civil partner, partner or parent.
4. Making longer-term arrangements for coping with a care problem for a
dependent.
5. An unexpected incident involving a child
6. Urgent unforeseen domestic emergencies such as a burglary, flood or fire
The leave will be short term and usually with pay. Leave for planned domestic
issues does not fall within this entitlement and should be dealt with by the use of
annual leave or unpaid leave through discussion with the departmental manager.
Staff will be entitled to up to 6 days paid leave in any rolling year.
In considering requests for emergency leave managers should, in consultation with
an employee, take into consideration the circumstances surrounding the request
and decide whether it is appropriate for the leave to be granted or whether it would
be more appropriate for annual leave to be used, or for unpaid leave to be granted.
They should also consider the number of days that are appropriate to grant in the
circumstances. Managers will also have the discretion to allow more leave in
exceptional circumstances such as the terminal illness of a close relative.

1

A dependent is normally considered a spouse, partner or civil partner or someone who lives in
the household as part of the family, rather than being a lodger or tenant. A relative for this
purpose includes parents, parents-in-law, adult children, siblings (including those who are in-law),
uncles, aunts, grandparents and step relatives or is someone who relies on the employee in a
particular emergency.
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Alternatively, at their discretion, managers may agree that a member of staff can
bring forward up to five days holiday from the following annual leave year with the
proviso that, should they leave the Trust’s employment having not accrued
sufficient annual leave, the leave that is owed will be repaid by deduction from final
salary.
Staff will be required to complete an “Emergency Leave Request” form appendix A
and provide appropriate documentation to support the request, if required. It is
accepted that, in any emergency, leave will have to be applied for and granted at
very short notice or dealt with retrospectively in a crisis. The employee (or person
acting on their behalf) is expected to seek such leave by telephone if the
application cannot be made in person. If the employee has a disability which
prevents them from being able to seek such leave by telephone, then the employee
must use the most appropriate means to request the leave. It is expected that each
employee in the course of time will discuss and agree with their line manager what
is an appropriate means of contact taking into account individual circumstances.
Appropriate documentation must be provided at a later stage.
There is no requirement that the appropriate number of days must be taken
consecutively. The manager and member of staff should agree a pattern that
enables the problem to be covered appropriately.
2.2

Unpaid Leave

Requests for unpaid leave should be considered by an employee’s manager on an
individual basis. Unpaid leave should not normally be granted to staff until paid
annual leave has been exhausted; however there may be exceptional
circumstances where a manager thinks it appropriate to grant unpaid leave without
exhausting annual leave e.g. looking after a terminally ill relative, where a holiday
is planned / will be needed later in the year, (in these circumstances details should
be given to the manager in writing and agreed leave will be confirmed in writing).
The maximum amount of unpaid leave that would normally be granted in any one
leave year is four weeks. Additional unpaid leave in excess of four weeks in any
one leave year will be at the discretion of the relevant Executive Director or the
Chief Executive.
Unpaid leave can be granted for the following reasons:
•

Nursing sick relatives. (See also section 2.1 on emergency leave).

•

In the case of staff wishing to visit relatives in other countries at intervals of
not less than two years.

•

For newly appointed staff joining the Trust within the present leave year who
have leave commitments and not sufficient annual leave entitlement. Unpaid
leave plus annual leave must not exceed the employee’s total annual leave
entitlement for a complete year.
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Applications for unpaid leave up to 10 days per annum or 2 working weeks in the
above categories can be authorised by managers. Once approval has been
given, managers must ensure that leave details are notified to the payroll office
so that the necessary adjustment to pay can be made.
Applications for unpaid leave in excess of 10 days or 2 working weeks, and not in
the above categories, must be authorised by the relevant Executive Director or
Chief Executive. The decision should be notified to the member of staff and, in
cases where an application has been approved, the payroll team must be notified
accordingly.
Where unpaid leave is approved for periods of more than four weeks, annual
leave will not accrue during the unpaid leave period in excess of four weeks
2.3

Ordinary Parental Leave

In emergencies, short term paid leave is available under Emergency Leave in 2.1
above. Parental Leave is available to all staff who have more than twelve months
continuous service with Sussex Partnership NHS Foundation Trust and who have
parental responsibility for a child up to the age of 18 The employee must have, or
expect to have, responsibility for a child and the leave must be for the purpose of
“caring for that child”. Parental Leave is unpaid.
The right to parental leave applies to the parent of the child, to adoptive parents
or those who have acquired parental responsibility for a child under the Children
Act 1989.
The right to take parental leave applies up until the child’s eighteenth birthday
unless the child is adopted or is disabled. If the child is adopted, the right applies
for five years from the date of adoption, or until that child reaches 18 years,
whichever is sooner.
An employee is entitled to 18 weeks’ leave in respect of a child. This is a right per
child and per parent. A parent with twins is entitled to 18 weeks for each child. It is
not a right per employer so that the right is for a total of 18 weeks with all
employers. If two partners work for the Trust, they will both be entitled to 18
weeks leave.
Staff may not take parental leave in blocks of less than a week unless the child is
disabled, when there is flexibility to take leave a day at a time. Staff may take
more than a week at a time and up to four weeks in one year at their manager’s
discretion. (Those with a disabled child are not limited to a maximum of 4 weeks
in any one year). The total amount of parental leave is a maximum of 18 weeks.
Part of a week will count as a week so that, if a full-time employee takes two days
parental leave and works the rest of the week, this will count as a full week of the
parental leave entitlement.
For part-timers the entitlement to parental leave will be pro-rata. For example,
where an employee’s contract requires him or her to work two days per week,
there will be an entitlement to 36 days’ parental leave.
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During parental leave there is no right to be paid. The employee will be entitled to
return to the job in which they were employed before taking the leave.
A parental leave request form must be filled in to request parental leave. At least
21 days' notice must be given of a request to take leave, including the intended
start and finish date of the leave. The manager should send a copy of the form to
the HR Department to file in the personal file. They should also notify payroll of
the period of unpaid leave that will be taken.
2.3.1 Shared Parental Leave
Shared Parental Leave can give parents more flexibility in how they share
the care of their child in the first year following birth or adoption.
Parents can share up to 50 weeks of leave and up to 37 weeks of pay and
choose to take the leave and pay in a more flexible way (each parent can take
up to 3 blocks of leave), interspersed with periods of work.
Eligible parents can be off work together for up to 6 months or alternatively
stagger their leave and pay so that one of them is always at home with their
baby in the first year.
To apply for shared parental leave for one or both parents, the mother or adopter
must:•
•

•

Have a partner
Be entitled to:
o maternity/adoption leave
o to statutory maternity/adoption pay
o maternity allowance (if not eligible for maternity/adoption leave, pay
or allowance
Have curtailed or given notice to reduce, the maternity/adoption leave, pay
or allowance

Staff wishing to take shared parental leave should contact the Human Resources
department at least 12 weeks in advance of the intended date of commencement,
for further advice on all aspects, including pay.
2.4 Child Bereavement
Sussex Partnership NHS Foundation Trust recognises that circumstances where
staff, who are parents, that experience the death of a child can be among the biggest
challenges of an employee's life. The Trust is committed to support staff through their
grief by providing child bereavement leave and pay, keeping in touch with staff while
they are off work, and supporting staff on their return to work.
A bereaved parent is anyone who had responsibility as one of the primary carers for
a child who is now deceased. This includes:
• Adoptive parents;
• Legal guardians;
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• Individuals who are fostering to adopt;
• Parents who experience a still birth from the 24th week of pregnancy
• And any other parent/child relationship that is deemed to be reasonable. For
example, this may include grandparents who have had caring responsibilities
for a child, or instances where someone other than the biological parent is the
primary carer.
There is no requirement for the child to be under 18 years of age.
Where both parents of a deceased child work for the Trust, the entitlements will apply
to both members of staff.
A bereaved parent will not be required to demonstrate any eligibility criteria in order
to access bereavement leave or pay and will at no point be required to produce the
child’s Death Certificate, or any other official documents, in order to access child
bereavement leave or pay. The Trust may ask for a written declaration from the
employee, within a reasonable timeframe, in order to satisfy statutory requirements.
2.4.1 Child Bereavement Leave
All bereaved parents will be eligible for a minimum of two weeks of child
bereavement leave.
Bereaved parents do not have to take the two weeks of leave in a continuous block.
The employee should agree with their line manager the leave they wish to take.
Taking child bereavement leave is an individual choice, it is not compulsory for the
employee to take child bereavement leave.
Bereaved parents may request to take child bereavement leave at any point up to 56
weeks following the death of the child. Should the parent wish to take child
bereavement leave immediately following the death of a child they shall be able to do
so upon informing their line manager that they will be absent from work for this
purpose. Should the parent wish to take child bereavement leave at another time,
after the initial period following the death, they should give their line manager
reasonable notice of their intention to take the leave at this time.
2.4.2 Child Bereavement Pay
All bereaved parents will be entitled to two weeks’ occupational child bereavement
pay which will include any entitlement to statutory parental bereavement pay. Pay is
calculated on the basis of what the individual would have received had he/she been
at work. This would normally be based on the previous three months at work or any
other reference period that may be locally agreed.
2.4.3 Support during bereavement
Following the initial contact, the employee and the line manager should keep in
touch. The level of contact is a matter for agreement between the employee and the
line manager.
The Employee Assistance Programme is a free, 24 hour confidential telephone
counselling service, where individuals who are experiencing work or personal
problems can get support. This could be the bereaved employee themselves, but
also staff within the organisation who are affected, including line managers or
colleagues who are distressed (for example if the situation brings back memories of a
bereavement of their own).
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Employees should contact the EAP provider directly on 0800 7832808 or go online:
https://healthassuredeap.co.uk/
Login: Sussex
Password: Partnership
External sources of help and support for bereaved employees include:
•

Cruse Bereavement Care , which offers support to bereaved people, for
example via a telephone helpline;

•

Child Bereavement UK, which offers support to families when a child dies, for
example via a telephone helpline;

•

Age UK, which has a website that includes guidance and support on coping
with bereavement.

2.5

Medical and Dental Appointments

Paid time off will normally be allowed for staff to attend medical and dental
appointments if agreed in advance with the Line Manager. Staff will be expected
to minimise the disruption caused by these appointments, however, by arranging
them, wherever possible, at the beginning or end of a working day, or in the case
of shift workers, when they are not on a shift. Where urgent medical or dental
treatment is required, staff may be granted paid time off for the period of the
appointment and reasonable travelling time if agreed in advance with the line
manager.
A full day’s absence for medical or dental reasons, such as for a minor operation,
shall be treated as sick leave.
Paid time off will be given for antenatal appointments. Please refer to the
Maternity, Adoption and Maternity Support Leave Policy.
2.6

Interviews

Special leave with pay will be allowed for staff attending interviews for alternate
posts within the NHS and should be agreed in advance with the line manager.
Unpaid time off will be allowed for staff attending interviews for posts outside the
NHS again by advance agreement with the line manager and should not
detrimentally affect the operational service.
Reasonable paid time off will be allowed to enable a member of staff whose post
has been declared at risk to seek alternative employment or arrange training for
future employment.
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2.7

Time off for public duties

Staff will normally be granted leave with full pay for up to 2 weeks, where they are
required to be absent from work for the following reasons:•
•

Jury service
Attendance at court or tribunal as a witness (where there is
consent from the trust or a legal obligation)

For staff assigned to the jury of a long case, paid time off will be given for the
duration of the case. Where staff undertaking jury service are not required by the
courts for a day or part day, however, they will normally be expected to return to
work.
In addition managers have the discretion to grant up to 5 days leave with pay in
any 12 month (rolling) period to staff who wish to carry out other public duties,
including (but not confined to):•
•
•
•

Training at camp with the reserve and cadet forces (see section 2.9
regarding the issue of call up of members of staff who are members of
the Reserve Forces)
Membership of an NHS body, local authority, statutory tribunal, prison
visiting board/committee, police authority, governing body of an
educational establishment or the Environment Agency
Local government activities as an elected representative.
Serving as a magistrate. Managers also have the discretion to grant an
additional 5 days unpaid leave to magistrates

Staff are expected to discuss with their manager the potential impact on working
arrangements, and gain their agreement, before applying for a long-term
commitment which will require them to have regular time off work, including being
an elected local government representative, belonging to the reserve and cadet
forces or becoming a magistrate. Applicants of jobs who already have such
commitments would be expected to inform their manager during the recruitment
process.
In addition annual leave or unpaid leave may be taken for other public duties in
discussion with the line manager and within the needs of the service.
In all cases paid leave will be granted on condition that the employee claims any
loss of earnings entitlement that are available, and agrees to the equivalent
amount being deducted from pay by the Trust, up to a maximum of normal
average pay.
2.8 Long term study leave / Sabbatical Break
The purpose of a sabbatical break is to enable an individual employee to take a
period of leave of up to one year in duration. This is so that they can take the
opportunity to undertake extended training, pursue development opportunities or
undertake research that will be of specific benefit to the services of the Trust, as
well as to the individual.
2.8.1 Eligibility
Applications for sabbatical leave may be made by any member of staff with a
minimum of 5 years continuous service with the Trust. Applicants must be able to
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demonstrate that in previous years they have been committed to continuing their
own professional development.
They must also undertake a commitment to remain in the Trust’s employ for a
minimum of 2 years following their return from sabbatical leave.
Sabbatical leave will not normally be for a period of longer than a year. For the
period of sabbatical leave an employee’s contract will be held in suspension and
during this period they will not be paid and will not be entitled to any other
contractual entitlements, including annual leave and sick pay. Continuity of
employment will cease with regards to service requirements for redundancy and
the period of the break will not count towards reckonable service for purposes
such as annual leave, sickness pay benefits, long service leave entitlement and
incremental pay rises. On return, reckonable service for these benefits will
recommence, with the previous service being added to the new service so long as
the break is for less than 12 months as follows:
All the following service related benefits will accrue by adding the period of
service before the sabbatical leave to that after.
•
•
•

Annual leave
Sick leave
Redundancy

The period of absence on sabbatical leave will not count as service for
incremental purposes
2.8.2 Procedure
An employee wishing to apply for sabbatical leave should, in the first instance,
discuss this with their line manager. Having done so, they should then submit an
application to the Director of Human Resources and OD and the Director of their
Service. Applications should be made in the form of a letter which must include:
•
•
•
•
•

The aims and objectives of the sabbatical period
How the Trust will benefit from the opportunity
The duration and location of the proposed sabbatical
Clinical cover required/arrangements for the absence, including costs
Plans for education, implementation and/or development upon return

All applications must be supported by the employee’s Director and cover
arrangements must be fully discussed and agreed prior to an application being
submitted for consideration. The application must be submitted at least 6 months
in advance of the proposed start date of the period requested. Periods of
Sabbatical Leave should not impact on the Trust’s ability to continue to provide its
services.
To be able to agree to a sabbatical, the manager and Service Director must
agree to hold the employee’s post open for their return, filling it on a temporary or
fixed term basis. Alternatively, they must be able to give an undertaking that a
role at a similar grade or location will be available for the individual’s return. The
individual must undertake to return to work on the date agreed or they will lose
their right to return to their post.
A contract amendment form should be completed for the employee when they
commence the break and a further form completed when they return from the
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break. This should be sent to Human Resources, as per the usual procedure, so
that Human Resources and the Payroll Department are notified of the relevant
dates.
2.9 Employment / Career Break
The purpose of an employment break is to enable an individual employee to
leave the Trust and undertake other commitments. Contact will be maintained
with the employee so that they can be kept informed of the changes and
developments within their area of work, during their period of absence, thus
enhancing the opportunity to return to employment.
2.9.1 Eligibility
Staff that have at least twelve months’ continuous service with the Trust are
eligible to apply for employment breaks of up to 6 months; staff who have at least
2 years continuous service with the Trust are eligible to apply for employment
breaks of up to 12 months. There is no automatic entitlement to this benefit.
Selection will be at management discretion, taking into consideration including
demonstrated ability, commitment, potential, health, attendance records,
individual circumstances and current and anticipated skill/qualification shortages.
An employment break is subject to agreement between the manager and
employee and will be offered for a maximum of 12 months (not including
maternity leave). This will give staff the opportunity to:
• take extended carer leave
• share parental care or other family commitments
• pursue further advancement in the form of self-sponsored
training/education
• gain work experience (unpaid) in different environments
• plan long-term career commitments
• pursue voluntary or humanitarian work
The minimum period would be for three months. Requests for a break less than
this would be considered under the unpaid leave section above.
2.9.2 Procedure
In requesting an employment break the following procedures will apply:
a) Staff should make a written request to their line manager, at least three
months before they intend to commence their employment break for
breaks of up to six months, and at least six months beforehand for
breaks over six months. They should indicate that they wish to
participate in the scheme and should complete and include an
‘Employment Break Details Form’ with their written request (see
appendix 2), stating the intended duration of the break and giving a
clear intention in writing when they intend to return to work.
b) The manager will assess the application for an employment break using
the eligibility criteria and, if agreed, the manager must be able to show
that they have an appropriate vacancy that the individual can return to.
c) For employment breaks of up to 12 months the employee’s contract will
be held in suspension and during this period they will not be paid and
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will not be entitled to any other contractual entitlements, including
annual leave and sick pay. Continuity of employment will cease with
regards to service requirements for redundancy and the period of the
break will not count towards reckonable service for purposes such as
annual leave, sickness pay benefits, long service leave entitlement and
incremental pay rises.
d) The length of break must be agreed prior to commencement. The
employment break will be confirmed in writing once approved and the
Employment Break Details Form, detailing the agreement and any
other terms as agreed between the manager and the employee, will be
signed by both parties. When completed, a copy of this should be sent
to the Human Resources Department together with a contract
amendment form. A further contract amendment form should be
completed on the individual’s return.
e) During the period of the employment break, the manager will act as a
mentor and will maintain regular contact with the individual and issue
relevant information, such as priority newsletters, up-date packages,
notification of internal training, open days, vacancy bulletins and any
other relevant information. This contact will be at the discretion of the
mentor but, as a guide, should be at least quarterly. The employee
should inform their manager of any change in circumstances, e.g.
change of address.
f) Participants on the employment break may be expected to attend a
minimum of two relevant training sessions, as agreed with their
manager, at the beginning of the break.

Participants will be encouraged to make periodic visits to their
departments to attend meetings etc. The Trust will be responsible for
making payment for any work undertaken at the hourly rate of pay at
resignation. There will be no payment for attending briefing/training
sessions. Professional registration membership, if applicable, will need
to be maintained and individuals should be encouraged to obtain copies
of relevant journals or up-dating information, as well as taking steps to
ensure that they keep up-to-date with current procedures. Proof of this
commitment to Continuing Professional Development will be particularly
important in cases when it may not be viable for the employee to attend
training sessions at the Trust, for example if they are working or living
abroad during their break.
g) In the case of staff taking maternity or adoption leave who wish to opt
for the employment break scheme, they will receive their maternity /
adoption benefits in the normal way. They will be expected to return to
their post for a minimum period of three months before commencing an
employment break or repay the excess pay received as detailed in the
Maternity Policy.
h) Only in very exceptional circumstances will an employment break be
extended beyond 12 months. An extension would need to be agreed
with the relevant Service Director and the Director of Human Resources
and OD and the total duration of the employment break would not
exceed 3 years. In these circumstances the individual may be asked to
resign, but will be given prior consideration as an applicant for posts for
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which they fulfil the essential requirements of the person specification,
when they wish to return.
i) A maximum of two employment breaks may be taken in exceptional
circumstances with at least three years’ full-time employment between
each break.
j) NHS Pension Scheme Regulations allows a member who commences
a period of authorised leave (including a career break where the
contract of employment is retained), to choose to remain pensionable
for a period of up to six months. Where the authorised leave is to be
pensionable you will be an active member of the Scheme and must pay
employee contributions and the Trust must pay employer contributions
continuously throughout the six-month period. Before the leave begins
therefore, arrangements must be made to collect your employee
contributions throughout the break. Arrears cannot be allowed to
accumulate and paid upon your return to work. Where pensionable pay
is reduced or suspended your contributions will be based on your
pensionable pay immediately prior to the break starting. It is not
compulsory to pay pension contributions during a period of authorised
leave or a career break and if you decide not to pay pension
contributions your last day of Scheme membership will be recorded as
the day before the leave commences. If after the six-month period has
elapsed you wish to extend your leave, you can do so for a further
period of up to 6 months (a total of 12 months maximum). Should you
wish to take up this option you will be responsible for paying both the
employee and employer pension contributions (from the 7th month). If
pension contributions are not paid for the first six months, you will not
have the option to continue to be pensionable for the further period of
up to 6 months (a total of 12 months maximum). The facility to pension
authorised leave (which includes career breaks where the contract of
employment is retained) applies equally to 1995 Section members,
2008 Section members, and 2015 Scheme members.
You
must
contact
the
Pensions
Team
(pensions@sussexpartnership.nhs.uk) to discuss the necessary
arrangements in advance on your Career Break.
k) The Trust has the right to remove an individual from the employment
break scheme if they do not comply with the agreed arrangements.
2.9.3 Return to Work
a) Staff should confirm the end date of the break before commencing the
period of leave. If they do not return on the date indicated, they may
forfeit their right to return. In exceptional circumstances, the return date
can be changed so long as 8 weeks’ notice is given in writing and so
long as this is possible within the needs of the service.
If a post is being covered on a fixed term basis it may not be possible
for an individual to return early from an employment break, if this
means they will be supernumerary.
b) On return, reckonable service for benefits will recommence, with the
service prior to the career break being added to the new service, so
long as the break is for less than 12 months as follows:
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All the following service related benefits will accrue by adding the period of
service before the career break to that after:
o Annual leave
o Sick leave
o Redundancy
The period of absence on a career break will not count as service
for incremental purposes.
2.10 Call-up of a member of the Reserve Forces
Reservists can be mobilised into full-time service with the regular forces to assist
in military operations. An employee who chooses to volunteer for service will
have to obtain the Trust’s consent. However, this will not be required in the event
of a compulsory mobilisation. The Ministry of Defence (MoD) will notify the Trust
of the date and possible duration of the mobilisation.
2.10.1 Deferral/exemption
The Trust has a right to seek a deferral or exemption from the employee’s call
out, on the basis that serious harm could result to the employer’s business. It is
not anticipated that such a case would be made, except in exceptional
circumstances. Any application would have to be made to the adjudication officer
within seven days of the reservist being served with a mobilisation notice.
2.10.2 Payment during call-up
Reservists receive financial assistance during their period of mobilisation from the
MoD, to cover any shortfall between civilian pay and their service pay. Leave
during call-up would therefore be on an unpaid basis.
2.10.3 Continuity of employment and other terms and conditions
A reservist’s contract is effectively suspended during any period of military service
until an application is made for reinstatement. The Trust has an obligation to reemploy reservists, and this right applies for six months following the end of
military service. Re-employment will, wherever possible, be in the same job and
on terms and conditions no less favourable than those that would have been
applied if there had been no call-up, and the employee will have the benefit of any
pay rise had they not been mobilised.
For postings that are less than 12 months, the Trust will, wherever possible, fill
the vacant post on a secondment or fixed term basis to allow the reservist, where
possible, to return to their original role. Providing an employee is re-employed
within six months of the end of their military service, their employment will be
considered continuous. The employee will not be permitted take holiday they
would have accrued while they are away, as reservists are entitled to a period of
“post tour” leave, which accrues at the rate of 2.5days per month of permanent
service, and will be taken prior to their return to their job with the Trust. Instances
where a reservist is injured on active duty will be dealt with on an individual basis.
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2.10.4 Financial Assistance
The Trust may be able to claim financial assistance to cover additional costs such
as advertising, overtime or transferring staff from elsewhere.
3.0

Equality & Human Rights Impact Assessment

An Equality & Human Rights Impact Assessment was completed and the
recommended changes were integrated within the policy.
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Appendix 1
CONFIDENTIAL
SPECIAL LEAVE RECORD SHEET
Name……………………………………………

Staff Number:………………….

Department…………………………………….

Work Base……………………..

Date of leave requested from………………..
Reason for Leave

Category of leave (please refer to policy)
Emergency yes/no
Unpaid
yes/no
Parental
yes/no
Public duty yes/no
Total days paid leave requested:
Total days unpaid leave requested:
Date of return:
If the leave is to be taken in more than one block of days, please give details:

Manager Approval:
I approve the following:
Days paid leave:
Days unpaid leave:
[up to 10 days]
Period from date:

to:

Service Manager_________________________________ Date ___________________
Name_________________________________________ Base___________________.
More than 2 weeks leave would need to be approved by an Executive Director or
the Chief Executive
Executive Director_________________________________Date:___________________
Manager to retain one copy of this form, the contract details amendment form (if
appropriate) is sent to the Care Group HR Team, and please notify Payroll in the usual
way_______________________(date)
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Appendix 2

EMPLOYMENT BREAK / SABBATICAL REQUEST FORM
Name of Employee:

______________________________________

Length of Service:

________________________________________

Post Title and Grade:

________________________________________

Location:

________________________________________

Reason for Application:

________________________________________

_________________________________________
_________________________________________
Name of Manager:

________________________________________

Name of Identified Mentor:

________________________________________

Length of break requested:

________________________________________

Effective Date:

________________________________________

Estimated Date of Return:

________________________________________

Employee Contact Details:

________________________________________

________________________________________
Contact Telephone No:

________________________________________

Any other terms agreed:

________________________________________

(Additional sheet to be added if necessary)

___________________________________________________________________

DECLARATION: I have read the employment break / Sabbatical Break policy
and understand the terms under which the employment break is taken
Signature of employee:_________________________________ Date: _____________
To be completed by the manager:
Approved/Not Approved ________________________________ Date: _____________
Signature of Manager: __________________________________ Date: _____________
Signature of Service Manager ____________________________ Date: _____________
Signature of Director: ___________________________________ Date: ____________
Please attach a resignation letter for breaks of more than 12 months
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