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1. INTRODUCTION 

 

The school is committed to promoting flexible working and recognises the difficulties 
staff may experience in managing a career alongside other commitments. The school 
career break policy is designed to give staff the opportunity to leave their employment 
for a period of up to 12 months with the aim of returning to the workplace following this 
period of absence. While the school has no statutory requirement to re-employ an 
individual following a career break, all reasonable steps will be taken under the 
school’s existing policies to secure employment in the same or similar job for the 
individual concerned. 

The school recognises that employees may wish to take a break from work for a variety 
of personal reasons during the course of their employment and that providing a facility 
for employees to take a career break, without having to resign from the school and to 
have a clear and easy route of re-entry to work, has distinct benefits for both the school 
and its employees. 

The purpose of the policy is to ensure that, as far as possible, staff are supported 

during occasions when they may need to adjust their normal working patterns, and the 

school is able to retain the knowledge and skills of staff to maintain and develop the 

best quality of education.  

 

2. SCOPE 

A career break is a period of unpaid leave from work. Pay and benefits cease and the 

employment relationship is suspended during this period. 

The school career break policy can be used for a variety of purposes, for example: 

 Personal study, training or development outside of the normal scope of the 

school’s arrangements 

 Care and/or responsibility for dependants 

 Travel or to undertake voluntary work 

The above are examples and where a member of staff wishes to apply for a career 

break for other reasons these will be assessed by the school individually on their own 

merit, however a career break will not be allowed solely for the purpose of taking up 

alternative paid employment. The Head teacher should contact HR for advice before 

making a decision. 

 

3. ELIGIBILITY 

The scheme is open to all employees who have completed a minimum of 2 years’ 

continuous service with the Isle of Anglesey County Council. 

There is no statutory entitlement to a career break and all requests will be considered 

in line with the needs of the school. The granting of a career break will be entirely at 

the school’s discretion and will depend on the school’s needs at the time of considering 

the request. When considering a career break application the following factors will be 

taken in to account: 

 The purpose of/reason for the career break 
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 The length of career break requested 

 The employees length of service 

 The employees remaining length of employment contract 

 Whether the employee has taken a career break previously 

 The operational needs of the school 

 The need to retain key skills, knowledge and experience in the school 

 Whether the school is able to cover the post on a temporary basis 

 The potential for the employee to return to the same/a similar post 

 The potential benefits to the school and employee 

 

This list is non exhaustive and other factors may influence the school’s decision. It 

may not always be possible to accommodate a request for a career break due to the 

needs of the school and consideration of the above factors. For this reason employees 

should not commit themselves to any plans prior to approval of their career break 

application. 

Other circumstances in addition to the factors listed above where applications for a 

career break may legally be refused are as outlined in the school flexible working 

policy.  

Employees should have been assessed as wholly satisfactory in all aspects of job 

performance and have no current disciplinary warnings against them. Where no formal 

assessment of performance has taken place, the Head teacher should be satisfied 

that performance has generally been of adequate standard.  

 

4. LENGTH OF BREAK 

Career breaks should be taken as a single period, the minimum length of which will be 

three months and the maximum will be 12 months. The length of any break should 

balance the needs of the individual with the needs of the school, and should not incur 

additional cost to the school. 

While an employee may take a number of career breaks throughout their employment, 

their total period of absence on a career break must not exceed 3 years.  A new 

application must be made for each career break requested and a 12 month period of 

attendance and resumed employment with the school must have elapsed between 

applications. 

In exceptional circumstances only, employees may request to extend the period of 
their career break (subject to a maximum of 18 months), however, agreement will be 
dependent on the needs of the school. 

 

5. TERMS AND CONDITIONS 

 

Contractual relationship   

The contractual relationship between the employer and the employee will be 

suspended during the career break, however, the employee will remain under the 
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implied contractual duty of good faith towards the school and must not undertake paid 

work for any other employer during the career break. 

Maternity/adoption/shared parental/paternity leave 

Whilst employees will retain entitlement to statutory maternity/adoption/shared 

parental leave accrued prior to proceeding on a career break, employees will not be 

entitled to maternity/adoption/shared parental pay while they are taking a career break 

as full pay is calculated on the average of the eight week period from the 22nd week to 

the 15th week prior to the expected week of confinement/ placement. 

Employees who intend to adopt during the course of their career break or who discover 

they are pregnant during their career break are encouraged to seek advice from HR 

as soon as possible about how this will affect their entitlements.  

Employees will retain the same entitlement to statutory paternity leave as that accrued 

prior to commencing a career break, employees should contact HR for advice in 

relation to how this will affect their entitlements.  

Parental leave 

An employee’s eligibility to Parental Leave will not be affected while on a career break. 
 

 

6. CONTINUOUS/RECKONABLE SERVICE 

 

Any continuous service prior to the career break will count towards continuous 

employment for statutory purposes. The period of the break will count toward 

continuous service for statutory redundancy purposes only. 

The career break period will not count towards sick leave or annual leave entitlement.  
Employees are not entitled to receive sick pay, either statutory or occupational and 
have no entitlement to annual leave and/or public holidays, and cannot accrue annual 
leave or bank holidays during the period of the career break. For these purposes 
service before the career break will be aggregated with service after the career break. 

Other provisions depending upon length of service i.e. pension, contractual 
redundancy payments, etc. will be suspended for the period of the break.  

 

7. SALARY & DEDUCTIONS 

 

If a member of staff chooses to take a career break at any stage during their career 

their pay progression will be ‘frozen’ at the pay point applicable to them had they 

worked on the first day of their break, including any cost of living increase awarded 

during the career break period.  

As monthly salary payments will be suspended, employees taking a career break must 
make arrangements with the Council’s Resources Service to enable them to continue 
to repay Council car loans, or other similar loans, trade union membership fees, 
Council Tax payments, etc. if relevant and applicable for the duration of the career 
break.  
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Any benefits obtained through salary sacrifice schemes whilst in employment e.g. 
childcare vouchers will be suspended during the career break. 

 
 

8. PENSION AND NATIONAL INSURANCE CONTRIBUTIONS (LOCAL 

GOVERNMENT PENSION SCHEME MEMBERS) 

The local government pension regulations clearly state that an employee cannot 

belong to the LGPS if they are on a career break. Therefore an employee’s 

membership of the scheme will cease on the first day of their career break and will re-

commence on their return to work. 

Individuals who are members of the LGPS and who are considering a career break 

are strongly advised to seek advice from the Pensions Service as the authority is 

unable to pay an employee’s pension or national insurance contributions during a 

career break.  The Pensions Service can be contacted at 

www.gwyneddpensionfund.org.uk, by telephone on 01286 679982 or by e-mailing 

pensions@gwynedd.llyw.cymru. 

As employees on career breaks will not have earned any pensionable pay during their 

break, the pension that would have been built up during the period will have been lost. 

It is, however, possible for employees to buy back the amount of lost pension by paying 

Additional Pension Contributions (APCs).    The school will meet two thirds of the cost 

of buying back lost pension, provided the employee applies within 30 days of the end 

of the career break.  Again, it is advised that the employee approaches the pensions 

service for information and advice. 

 

9. PENSION & NATIONAL INSURANCE CONTRIBUTIONS (TEACHERS’ 

PENSION SCHEME MEMBERS) 

An employee cannot belong to the Teacher’s Pensions Scheme if they are on a career 

break. Therefore an employee’s membership of the scheme will cease on the first day 

of their career break and will re-commence on their return to work. 

Individuals who are members of the Teacher’s Pension Scheme and who are 

considering a career break are strongly advised to seek advice from Teacher’s 

Pensions as the authority is unable to pay an employee’s pension or national 

insurance contributions during a career break.  The Pensions Service can be 

contacted at www.teacherspensions.co.uk or by telephone 03456 066 166 (BT local 

rate number), 8.30am-6pm. Monday to Friday, or visit their website. 

As employees on career breaks will not have earned any pensionable pay during their 

break, it is possible to pay additional pension contributions. Again, it is advised that 

the employee approaches the pension’s service for information and advice.  

 

10. APPLICATION PROCESS 

The Governing Body is responsible for authorising requests made under this policy, 

however, preliminary applications should be made to the Head teacher for full 

discussion, including whether any potential difficulties or obstacles are foreseen at this 

www.gwyneddpensionfund.org.uk%20
file://///ioacc-dfs01/shared/Human_Resource/Case_Management/Policies%20-%20Schools/Career%20Break/www.teacherspensions.co.uk
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stage. An application form should be completed by the employee and clarified and 

countersigned by the Head teacher before being sent to the Personnel Panel of the 

Governing Body.  

Once an employee has submitted a valid application for a career break, the following 

procedure should be followed:  

 Within 28 days of receipt of the application the Head teacher should arrange a 

meeting with the employee to discuss the career break application. The 

employee may be accompanied by a colleague or Trade Union representative 

at this meeting if they wish.  

  

 Following the meeting the Head teacher should complete part 2 of the 

application form and the form should be submitted to the Personnel Panel to 

approve or otherwise.     

 Following the panels’ meeting the Chair of the panel should complete part 3 of 
the form and inform the Head teacher of the decision. Either the Clerk to the 
Governing Body or the Head teacher will confirm the decision in writing to the 
employee within 14 calendar days of this meeting.  

In the case of members of the Senior Leadership Team, initial applications should be 

submitted as above to the Chair of Governors. 

Applications should be made at least 3 months prior to the proposed commencement 

date of the requested career break, although this period may be reduced in exceptional 

circumstances. 

Employees who wish to take a career break in order to undertake a course of study 

(not funded by the school) are encouraged to discuss the matter with their Head 

teacher and reach an agreement in principle, before they apply for the course of study. 

If the request is rejected, the Head teacher should meet with the employee to discuss 

this and any alternative options that may be suitable in accordance with the School 

Flexible Working Policy, (e.g. temporary reduction in hours). 

 

11.  KEEPING IN TOUCH 

 

The detailed arrangements for keeping in touch will vary depending on individual 

circumstances. 

Each individual taking a career break has a responsibility to remain in reasonable 
contact with the head teacher and ensure that the school has their up to date contact 
details.  
 
The school should ensure the individual receives relevant information during the 

course of their career break such as staff letters, team briefing information, job 

vacancies etc. 

During any career break and upon return to work employees will be required to keep 

up to date with relevant professional registration needs, including attendance at 

specified training courses. 
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12. RETURN TO WORK 

There will be a requirement for formal written notice of return to work at least two 

months beforehand. There is no entitlement to return early from a career break 

however, where possible the individual will be accommodated to enable them to return 

to work, subject to the appropriate 2 month notice, and if it is reasonably practicable 

for them to return to their post.  If the employee decides to resign from their post during 

a career break they must submit a written statement of resignation to their Head 

teacher in advance of the agreed return to work date in accordance with their 

contractual notice period.  

Upon receipt of written confirmation of a return to work the Head teacher will arrange 
to meet with the individual to discuss their employment situation. 

Under the provisions of this scheme there is no guarantee of re-employment or 
appointment to a particular post at the end of the career break. The school will 
however, subject to the individual fulfilling the conditions of the scheme, endeavour to: 

 

 Give an undertaking that, as far as is reasonably practicable, if the 
applicant returns to work after 12 months absence, the same post will be 
available to them upon their return 

   In exceptional circumstances, if the career break is longer than one year, 
the school will attempt to employ the applicant in as similar a job as possible 

   In the event that their original post is no longer available, the school will 
attempt to offer employment with broadly similar duties at the equivalent 
salary.  

  Owing to financial constraints the returning employee may find that their post 
has become redundant. In such cases the school redundancy policy will 
apply. 

 

If the career break has been over one year due to exceptional circumstances and the 

member of staff returns to work in a post at a lower scale, pay protection arrangements 

will not apply. 

Where the school is unable to offer employment following the career break the 

individual will have access to the Authority Redeployment list for the duration of their 

notice period. 

The school reserves the right to terminate the arrangement and, if appropriate, invoke 

disciplinary proceedings if the employee on a career break:  

 

 Obtains another job 

 Has given false information regarding the reason for the break 

 Does not comply with the terms of the career break policy 

 Fails to be in a position to attend work at the end of the career break 

other than where the required notification and notice period has been 

given  
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 OR for some other reason which would render the employee unsuitable 

for re-employment, including those covered in the disciplinary 

procedures, result in a termination of the employment contract. 

HR should be consulted in the above instances. 

An individual career break will be regarded as terminated if the employee does not 

meet his/her commitments for keeping in touch, as agreed with the Head teacher. The 

employee will be required to return to work at a time to be agreed with their Head 

teacher, failure to recommence work at this point may result in termination of 

employment.  

Should an employee become ill and be unable to return to work at the agreed date 

then they will be regarded as back to work (the career break having ceased) but absent 

on sick leave and the school’s Managing Absence Policy will apply. Sickness whilst 

on the agreed career break does not need to be recorded. 

 

13. APPEALS 

Applicants will be entitled to written notification of the reason for the refusal of an 

application, and can appeal the decision within 10 working days of the date of the letter 

confirming the decision if they are not satisfied with the response.  The appeal should 

be made to the Clerk of Governors who will arrange an appeal hearing with the 

relevant panel of the governing body. 

 

14. DATA PROTECTION 

The school processes personal data collected in accordance with its Data Protection 

Policy. Data collected is held securely and accessed by, and disclosed to individuals 

only for the purposes of managing career break arrangements. Inappropriate access 

or disclosure of employee data constitutes a data breach and should be reported in 

accordance with the school’s data protection policy immediately. It may also constitute 

a disciplinary offence, which will be dealt with under the relevant disciplinary policy. 

 

15. MONITORING AND REVIEW 

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

All records of applications and decisions will be monitored by Human Resources to 

ensure the organisations commitment to equality and diversity. 

The school career break policy will be reviewed on a regular basis in the light of 

operating experience or changes to legislation. 
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          Appendix 1 
Roles and Responsibilities 
 
Employee 
 
Submit their request for a career break using the application form provided. 
 
Meet with the Head teacher to discuss their application 
 
In the event the career break is granted, mutually agree a method of keeping in touch 
with the school and ensure contact is maintained through the agreed method 
 
Provide appropriate notice of their return to work in accordance with the policy 
 
Comply with all conditions specified in this policy and in any career break agreement 
between themselves and the school 
 
Failure to adhere to the terms of this policy and any career break agreement may lead 
to disciplinary action in line with the School Disciplinary Policy 
 
Head teacher 
 
Meet with the applicant to discuss the request 
 
Consider requests from employees objectively, taking into account the needs of the 
school and the applicant 
 
Refer the application for consideration by the relevant panel of the governing body  
 
Complete the relevant section of the application form and return a copy to Human 
Resources who will write to the individual confirming whether their application has 
been approved or declined 
 

 Within 28 days of receipt of the application the Head teacher should arrange a 

meeting with the employee to discuss the career break application. The 

employee may be accompanied by a colleague or Trade Union representative 

at this meeting if they wish.   

 

 Following the meeting the Head teacher should complete part 2 of the 

application form and the form should be submitted to the Personnel Panel to 

approve or otherwise.     

 Following the panels’ meeting the Chair of the panel should complete part 3 of 
the form and inform the Head teacher of the decision. Either the Clerk to the 
Governing Body or the Head teacher will confirm the decision in writing to the 
employee within 14 calendar days of this meeting.  
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Maintain a record of applications for a career break to include the reasons for 
acceptance or refusal.  
 
Maintain a record of each individual career break agreement. 
 
Provide Human Resources with a copy of any career break application, outcome letter 
and agreement. 
 
All career breaks should be subject to an agreement before the break commences. A 
model agreement can be found at Appendix 3. A copy of the terms should be retained 
by the Head teacher. 
 
Inform the employee of any relevant information during the course of their career break 
such as staff letters, team briefing information, job vacancies or changes to team 
structure 
 
Meet with the employee prior to their return from a career break to discuss the 
practical arrangements of their return. 
 
 
Governors 
 
Ensure that this policy is consistently applied within the school by the Head teacher 
 
Consider any application objectively, taking into account school needs and 
representations from the Head teacher and applicant 
 
Ensure panel decision is recorded 
 
Human Resources 
 
Provide professional advice and guidance to Head teachers on the implementation of 
this policy 
 
Regularly review this policy 
 
On receipt of application form from Head teacher, write to applicant to confirm 
whether the career break has been approved or declined 
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Appendix 2 
 

 

Application for career break 
Part 1 

Personal details: 

 

Name:                                                                    Payroll number:                                         

 

School:                                                                   Head teacher:                                           

Details of requested career break: 
1. Proposed date of commencement                                                    

         
2. Duration of break                                                                               

 
3. Proposed date of return to work                                                     

 

Reason for career break request: 
                                                                                                                                                                  
                                                                                                                                                                  
                                                                                                                                                                  
                                                                                                                                                                  
                                                                                                                                                                  
                                                                                                                                                                                                                
 

Declaration: 

I confirm that I have read and understood the terms stated within the school career break 

policy: 

 

Signed:                                                                  Date:                                                         

  

The Head teacher will invite you to discuss the details of your request within 28 days of 

receiving this form. Following the meeting the form will be sent to the Personnel Panel of 

the Governing Body for approval or otherwise. The decision of the panel will be confirmed 

in writing within 14 days of the date of the panel meeting. 

Part 2 
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Head teacher comments: 
The Head teacher to provide a commentary as to how the requested career break will impact 

on the needs of the school and whether they support the request or not. 

                                                                                                                                               

                                                                                                                                               

                                                                                                                                               

                                                                                                                                                

For the reasons outlined above I confirm that: 

☐  I support the career break application         ☐  I do not support the career break application 

 

Signed:                                                                  Date:                                                          

 

Part 3 

Chair of the Personnel Panel: 
 

☐  I approve the career break application 

☐  I reject the career break application on the following grounds: 

                                                                                                                                   

                                                                                                                                   

                                                                                                                                   

                                                                                                                                    

 

Signed:                                                                  Date:                                                          
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Appendix 3 
 
 
CAREER BREAK AGREEMENT 
 
A Career Break Agreement should cover: 
 

The effect of the break on various entitlements related to length of service 
 

An undertaking, that as far as is reasonably practicable, providing the break is 12 
months or less, the school will attempt to re-employ the applicant in the same post 
or as similar a post as possible, upon return 

 

Confirmation that the organisation has no formal requirement to re-employ an 
individual following a career break. However all reasonable steps will be taken to 
secure employment for the individual concerned 

 

Notice required if the planned career break is shortened or extended 
 

Formal arrangements to keep in touch during the break 
 

Requirements on the applicant to keep up to date with their relevant professional 
registration needs, including attendance at specified training courses and 
conferences, and any assistance the authority may give in support of this 

 

Training arrangements for re-induction to work. This may well have an effect on what 
sort of job the person can return to. Professional updating and return to practice will 
need to be considered. The decision should be made in consultation with HR.  There 
may be a requirement for the individual returning from a career break to bear the cost 
of any retraining required to return to a post. 

 
A sample career break agreement can be found below: 
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Dear 
 
I write to confirm that your application for a career break from [insert school], Isle of 
Anglesey County Council has been approved on the following terms: 
 
The individual details agreed are as identified below: 
 
1. Length of Break 
 
Your Career break will commence on: 
 
(day) …………………………../(month) ………………../(year) ……………………. 
 
For ……………………………. months 
 
Until (day) ……………………/(month) ……………………/(year) ………………….. 
 
Salary on commencement of the break……………… Incremental point…………… 
 
2. Notice 
 
Your date of return should be confirmed in writing two months prior to the 
recommencement date to your manager. 
 
3. Keeping in Touch 
 
The Head teacher will keep you informed of developments in the school by sending 
you relevant staff newsletters and key information on development of the school. You 
have a responsibility to keep in touch with the school via …………………….as agreed 
with your Head teacher.   
 
4. Return to Work 
 
As far as reasonably practicable the school will endeavour to allow you to return to the 
same post at your existing grade where the career break is 12 months or less. If, in 
exceptional circumstances, the career break is more than 12 months the school will 
offer any vacancy for which you have appropriate qualifications and experience, and 
will attempt to offer as similar a post as possible. If your post has been made redundant 
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since your departure on a career break the School Restructuring and Redundancy/ 
Redeployment policies will apply to you. 
 
Where you return to the same post you will return to the same salary point, reflecting 
any increases in basic pay awarded during the career break. Should you return to work 
in a post at a lower grade, protection arrangements will not apply if the break has been 
for more than 12 months.  There is no guarantee of re-employment or appointment to 
a particular post at the end of the career break. 
 
5. Continuous Service 
 
The career break period will not count towards contractual terms and conditions of 
employment, which are dependent on reckonable years of service e.g. pensions, 
contractual redundancy payments, and long service annual leave. However, the period 
of the break will count toward continuous employment for statutory redundancy 
payment purposes. 
 
6. Pension Contributions 
 
As a career break is unpaid, the authority will not pay an employee’s pension 
contributions. An employee’s membership of the scheme will cease on the first day of 
their career break and will re-commence on their return to work. Therefore, an 
employee should be aware of the pension implications and should seek advice from 
Gwynedd Pensions/ Teachers Pensions. There is an option to buy-back any lost 
pension following return to work.  Further information can be found at paragraph 11 of 
the Career Break Policy and at http://www.gwyneddpensionfund.org.uk/ or 
https://www.teacherspensions.co.uk/ 
 
7. Professional Registration 
 
During your career break and upon return to work you are required to keep up to date 
with your relevant professional registration needs, including attendance at specified 
training courses and payment of registration renewals. 
 
8. Salary Deductions 
 
You are responsible for ensuring that any existing payments to the Council, arranged 
through salary deductions, e.g. Council car loans, or other Council loans, Council Tax 
payments, County Court judgements, etc. continue to be paid to the Council for the 
duration of your career break.  
 
9. General 
 
You undertake to keep your Head teacher informed of any change of personal 
circumstances, such as a change of address, of which he/she should be aware. 
 
If you are in agreement with the terms and conditions upon which this career break is 
offered please sign and return a copy to me. 
 
Yours sincerely 
 
 
Head teacher, Ysgol  

http://www.gwyneddpensionfund.org.uk/
https://www.teacherspensions.co.uk/
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-------------------------------------------------------------------------------------------------------------- 
 
PLEASE DO NOT DETATCH 
 
Applicant …………………………………………………….  Date……………..……… 
 
Headteacher ………………………………………………….Date ……………………. 
 
Copy : to be retained on individual’s personal file 

: To be given to the employee 
: To be sent to Human Resources, together with the Application Form 




