Career Break scheme – application form


	Note to the applicant: use this form to make an application for a Career Break.    
Before making an application you must read the full guidance on the scheme which is available on the HR Support website, and you should arrange to have an initial meeting with your line manager/departmental administrator or HR contact to discuss your plans.  You are not obliged to disclose the reasons for your request, but if you have a reason such as caring responsibilities special consideration will be given to this.  You can discuss this in confidence with your line manager, departmental administrator or local HR contact if you wish.


Name                                                                                                               .
Line Manager                                                                                                   .

I wish to apply, under the University’s Career Break procedures, for a period of unpaid leave.  I understand that the minimum period of leave I can request is one month and the maximum is 12 months.  
· I would like to request a Career Break of:             months

· I would like to start my Career Break on                      and return to work on                     .   
· The reason I wish to take a Career Break is (optional, see note above):


I confirm I have read the Notes for Applicants (attached to this form) and the full scheme guidance as published on the HR Support website and that I meet all the eligibility criteria: 

· I have worked continuously as an employee of the University for the three years, and
· I have not made a request for a Career Break under the University’s procedures during the past 12 months, and 

· I have not had a Career Break within the last five years and not had more than one Career Break during my employment with the University

I understand that, in the event that my request is agreed, these dates will be binding.
I understand that at the end the Career Break period the University will make all reasonable efforts to allow me to return to my current role, or a similar role with the University but that this cannot be guaranteed.
Signed: 




	Once you have completed the form, forward it to your departmental administrator, or equivalent who will aim to respond within 28 days. Your request will be given careful consideration and you may be asked to attend a meeting to discuss your application, and/or to give further information. 
If your request is rejected, the reasons will be explained and any alternatives will be explored with you, but the decision of the Head of Department will be final.


Departmental response
[Date]
Further to our meeting on [date], at which we discussed your career break application:

Select one

· I am pleased to let you know that we have been able to agree your request as set out in your application, attached.  The terms of your career break are as set out in this document and at https://hr.admin.ox.ac.uk/career-break.

· I am pleased to let you know that we have been able to agree your request but with the following amendments, which have been discussed with you: 
[insert details eg variation in dates]. The terms of your career break are as set out in this document and at https://hr.admin.ox.ac.uk/career-break.

· I am sorry that we have not been able to accommodate your request your application has been rejected on the following grounds [explain reason by reference to guidance  at https://hr.admin.ox.ac.uk/career-break]. Under the terms of the University’s Career break scheme you may not make a further career break application for 12 months from today’s date.

Signed:
Head of Administration/Head of Department [ delete as appropriate
Notes for applicants

Please read the full scheme guidance at https://hr.admin.ox.ac.uk/career-break
In the event that your application is approved, please note the following:

Before you commence your career break:
Annual leave: You will be asked to take all your accrued holiday entitlement before your period of unpaid leave commences.  Your HR contact will assist you to calculate the leave to which you are entitled which may be taken immediately before your unpaid leave commences, or otherwise by arrangement with your line manager.  During your period of Career Break you will accrue statutory paid annual leave (pro rata to 28 days per annum) and you will be asked to take all accrued leave within the period of your Career Break, immediately before returning to work.
Departmental equipment: You will be required to return any departmental equipment (eg computer/laptop, phones, access cards, credit cards, key fobs, etc) which will be returned to you, if appropriate, on your return to work.

‘Loans’: In the event that a season ticket loan arrangement, cycle scheme loan, salary advance, or other ‘loan’ type arrangement are in place where monthly deductions are made to your salary, before you start your period of leave the outstanding balance for this will need to be repaid in full.  

Childcare Salary Sacrifice: If you have a childcare salary sacrifice arrangements, please note that during the period of unpaid leave it will not be possible to continue this arrangement, and it will be suspended.  

Childcare vouchers: If you receive childcare vouchers, contact the Childcare Services team for advice about how your entitlements will be affected by an unpaid career break.
During your career break:

Covering your post: Your post and/or the duties that you currently undertake may be backfilled as operationally required by the Department.

Salary and pay arrangements: You will not receive any salary, allowances, or other payments that form part of your employment conditions, except that in the event that occasional working days are agreed, in which case you will be paid at your normal hourly/daily rate of pay. In line with the University’s arrangements for other staff working for part of a year, you will be eligible for incremental progression (if applicable) if you work on a paid basis for a minimum period of 3 months during the applicable 12 month period. Cost of living rises which are implemented during your unpaid leave will be reflected in your salary on your return. No employer or employee National Insurance contributions will be paid during your unpaid leave: this will result in a gap in your employee contributions.  You may wish to contact HMRC regarding any overpayment of tax that you may have made during the tax year. 

Continuity of service: Your continuity of service will be maintained for statutory benefits.  You should note that some statutory entitlements (for example paid family leave such as maternity leave) are dependent upon a minimum income rate during a defined period and your statutory entitlements may be affected by being on unpaid leave.

Contractual benefits: You will not receive, or accrue entitlement to, any contractual benefits (eg University sick pay, contractual annual leave, contractual family leave schemes, etc).  You will accrue statutory paid annual leave entitlement (28 days per annum inclusive of bank holidays) pro rata to your normal FTE and the period you are away. This must be taken during the agreed period of your Career Break. Speak to your HR team for further information.
Pensions:  You will not be entitled to any employer’s contributions to your pension scheme. You are encouraged to take advice from the Pensions Office about how this period of unpaid leave may affect your pension and any death in service benefits that may apply to your pension scheme. (See:  https://finance.admin.ox.ac.uk/pensions  for the Pensions Office contact details)
Your obligations

· You will be expected to keep your department up to date with any changes to your current contact details and maintain contact with the department. 
· A Career Break cannot be used to take paid employment with another employer. Should you wish to undertake any paid work for another organisation you will need to seek permission in writing in advance from the Head of Department. 
· You are expected to comply with your contractual obligations towards the University (eg regarding notice of resignation, disclosure of confidential information, Intellectual Property, etc) and you will continue to be subject to the relevant University policies and procedures.

· You may not use or disclose to any person any confidential information that is in any way related to your position.
· You will be expected to keep abreast of developments in your field and maintain any memberships of professional bodies which may be required for your return to work.
At the end of the Career Break
The University will make all reasonable efforts to allow you to return to your post, or an equivalent post, at the end of your period of unpaid leave. However, it cannot guarantee that you will be entitled to resume working in the post, and on the terms, applying prior to the Career Break. This will be at the discretion of the University based on the needs of the University at that time. In the event that it is not possible for you to resume employment in your current post the University will try to find a suitable alternative position for you within the University, but cannot guarantee your ongoing employment.

Should you wish to request to return to work on different terms, for example different weekly hours of work, then the normal flexible working application arrangements will apply.
As you will accrue statutory paid annual leave during your Career Break, and are required to take this leave before your return to work, the final weeks of your Career Break may, in effect, be paid annual leave.
In the event that your circumstances were to change and you were to decide not to return to work, your normal contractual notice period will apply, but your notice period may be unpaid.
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