

HOW TO MANAGE A CAREER BREAK

Staff may wish to take a career break during their working life for many reasons such as travel, to spend time with children, to undertake a period of study or to carry out voluntary work. Staff at the University who have more than 6 months service may apply for a career break.  During a break the member of staff is not paid but will continue to be an employee of the University and will normally return at the end of the agreed break. 

On request for a career break, managers should consider:

· What are the potential benefits of the career break (e.g. creating development opportunities for other team members, introduction of new skills on the return of the member of staff)?
· What are the potential detrimental impacts of the career break (difficulties in covering the work, impact on students or other colleagues)?
· How long is the proposed career break and how does this impact on the benefits or impacts?

All applications will be considered on their merits and will be treated sympathetically. Career breaks that fall within the remit of the scheme will be granted where possible.

If a career break is agreed, managers should:

· Complete the career break application form and ensure that the appropriate sign off is completed 
· Notify HR and arrange for a letter to be sent to the member of staff clearly outlining the terms of the career break and any mutual expectations, as well as the impact on benefits and pay.
· Agree how the member of staff will keep in touch with the workplace and relevant developments. This could include being kept up to date on projects or pieces of work, attending conferences, events or social occasions, the provision of newsletters or being copied minutes of team meetings.  
· Agree how a return to work will be managed in due course.
· Discuss how work is to be covered and engage the member of staff in handover plans and arrangements. 
· Agree a communication plan for colleagues and students.  
· [bookmark: _GoBack]Advise the employee that whilst on career break, they are not permitted to undertake other alternative salaried or wage-earning employment unless prior written approval has been obtained from the Director of Human Resources.
