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� The Business Service Organisation is committed to attracting and �
retaining the experience of staff consistent with the HSCNI commitment to the  
provision of high quality healthcare.  

 
Under the requirements of the Agenda for Change, NHS Terms & Conditions  
Handbook, this policy has been developed, with the intention of facilitating  
requests for Employment Breaks which enables employees to balance work with  
other commitments and responsibilities without detriment to their career or the  
services we offer to clients.  

 
 
2.  Purpose of this Policy  
 

An Employment Break Scheme is a period of unpaid leave which provides an  
employee with the opportunity to leave the organisation for a specified length of  
time with the security of knowing that a job will be available on their return to  
employment (See section 11 Returning to Work). It is a commitment by the BSO  
to ensure effective working arrangements for securing, retaining and encouraging  
skilled staff back to work. It is part of the BSO’s flexible working arrangements  
and is an option for all employees regardless of religious belief, political opinion,  
gender, marital status, sexual orientation, disability, race or ethnic origin, trade  
union membership or age and whether or not they have dependants.  

 
The main reasons for which Employment Breaks can be used include:  

 
• Childcare  
• Eldercare  
• Care for another dependant* 
• Training – where relevant to the post 
• Study leave – where relevant to the post  
• Adoption/ Fostering 

  
*(This includes dependant adults or children within the household and may also 
include someone who reasonably relies on the employee for assistance).  

 
Applications for reasons other than those listed above will be considered on their  
own merits. Employment breaks for a period of one year only are available within  
the confines of the Absence Management Policy as a means of rehabilitative care  
for those staff with sickness problems.  

 
NB. Employment Breaks will not normally be granted for the purpose of taking up  
paid alternative employment with another employer and in these circumstances  
written approval from the BSO is required.  

 
A member of staff granted an Employment Break for the purpose of further  
education will only be permitted to take up employment on a casual basis during  
holidays etc. or to work during a student placement at the relevant grade.  
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To be eligible to be considered for a Employment Break employees must:  
   

� Have at least twelve month’s continuous service with the BSO  
� Have satisfactorily completed their probationary period  
� Have a satisfactory record of performance and conduct 
� Have a permanent contract 

  
Those staff on fixed-term contracts may avail of the Employment Break Scheme  
provided they satisfy the same eligibility criteria other than the permanent nature  
of the contract and the duration of the break does not exceed the remaining time  
of the fixed-term contract. A member of staff who is subject to disciplinary or  
incompetence procedures will not normally be permitted to take an Employment  
Break until his/her standard of service reaches a satisfactory level or until the  
expiry of any disciplinary sanctions.  

 
The granting of an Employment Break is a discretionary matter and not an  
automatic entitlement. Each application will be considered on its own merit and  
in light of the circumstances which prevail in the particular Department/Directorate  
and in the given grade or specialty of the applicant. Every effort will be made to  
strike a balance between the needs of the service and the needs of the individual.  

 
Applications may, however, have to be turned down or delayed where there are  
overriding business considerations. Reasons for refusal will be conveyed in  
writing to the applicant by the relevant manager. Applicants who are dissatisfied  
with the reasons given may access the BSO’s Grievance Procedure.  
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An Employment Break may be granted for a period ranging from a minimum of  
three months to a maximum of five years during the course of employment with  
the BSO.  

 
Employment Breaks may be extended twice for a period of not less than three  
months, provided that the total period does not exceed five years in all.  

 
On return to work following an Employment Break, one additional break may be  
granted subject to the total maximum of five years during the course of  
employment and provided the period of service between the Employment Breaks  
is not less than three months.  

 
A woman who gains approval for an Employment Break to take effect immediately  
after a period of maternity leave is not required to return to work for a period of 3  
months prior to taking the Break. If, however, she resigns during the course of the  
Employment Break or fails to return at the end for a period of at least 3 months,  
she will be liable to refund the whole of her maternity pay less any SMP received.  
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5.  Employment Status during an Employment Break  
 

During an Employment Break the following contractual obligations will continue to  
apply:  

 
� The BSO and employee’s implied obligation of trust, confidence  

and good faith. 
� Obligations relating to notice of termination.  
� Obligations relating to disclosure of confidential information.  
� Obligations relating to acceptance of gifts or other benefits.  
� Obligations relating to unprofessional conduct/conduct likely to bring  

the BSO into disrepute. 
� Obligations relating to the disclosure of criminal convictions.  
� The application of disciplinary and grievance procedures. 

 
 
6.  Applications 
  

Applications giving at least three months’ notice of the intended start date must  
be made to the relevant manager on the standard form attached as Appendix 1  
and should provide the information requested. The time limit may be waived in  
exceptional circumstances only.  

 
Managers should seriously consider the benefits of an Employment Break to both  
the individual and the organisation and must also take into account the effect on  
operational requirements and the need to recruit a replacement. If, following  
discussion with the Human Resources Directorate, a manager cannot approve an  
application, he/she must advise the employee in writing of the reasons. The  
applicant may then access the BSO’s Grievance Procedure if they so choose.  

 
The date on which an Employment Break begins will be a management decision  
taking into consideration the circumstances of the application and the likely time- 
delay in filling the vacancy created.  

 
Employees on an Employment Break should provide the Human Resources  
Directorate with a forwarding address and will be responsible for keeping the  
information up-to-date. Any outstanding arrangements such as lump sum  
payments in connection with car allowances, car loans etc, must be resolved  
before agreement can be given to a request for an Employment Break.  

 
Annual leave due must be taken before the commencement of an approved  
Employment Break. Where possible the last day of attendance should be fixed to  
take account of any untaken leave.  

 
The employee will be required to sign an Employment Break Contract, attached  
as Appendix II.  
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The period of the break counts towards continuous employment for statutory  
purposes.  

 
Other provisions dependant upon length of service, ie. superannuation,  
contractual redundancy payments, annual leave entitlements etc shall be  
suspended for the period of the break.  

 
Employees considering an Employment Break must consult the Payroll  
Department or Pension Branch about their superannuation position.  
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It is entirely the responsibility of the individual to contact the Social Security and  
Inland Revenue to determine whether they are entitled to any Social Security  
benefits and to check the position with regards to National Insurance  
contributions.  
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Employees should note all vacancies/promotions will be placed on hscrecruit.com  
and it is their responsibility to check for posts they may be interested in during the  
Employment Break and are free to apply for other posts during that time. Any job  
offers, however, must be accepted at time of offer and duties taken up as soon as  
possible after appointment, and the terms of the employment break will be  
terminated.  
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Before a break commences, arrangements must be made with the employee’s  
line manager as to how they keep in touch and to agree what job related or other  
information relating to the BSO is to be sent during the period of the break. This  
ensures that the employee is kept abreast of developments while away from the  
workplace.  

 
Professional staff are required to keep up to date with relevant professional  
registration needs, including attendance at specified training courses and  
conferences.  

 
They should also contact the Human Resources Directorate on each anniversary  
of their Employment Break to confirm they have met the requirement to keep in  
touch and that they will continue on the break.  
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Employees on an Employment Break must contact the Human Resources  
Directorate before they are due to return to;  

 
� confirm that they intend to return on the due date;  

or  
� apply for an extension of the Employment Break;  

or  
� indicate that they wish to resign.  

 
The notice period required before the return to work or to request an extension is  
two months if the break is less than a year and six months if the break is one year  
or more. The Human Resources Directorate will advise the relevant Manager of  
all correspondence.  

 
Requests to return earlier than the agreed date shall be considered after  
discussion with the relevant Directorate and after examination of any other  
vacancies that may be available in the BSO as a whole. Whilst every effort shall  
be made to accommodate requests, no guarantee can be given that an early  
return can be facilitated.  

 
Failure to notify the BSO at the agreed time may result in an assumed  
resignation.  

 
Where reasonably practicable, an individual returning to work within one year  
shall return to the same job. In the event that this is not possible, every effort will  
be made to identify a vacancy that is broadly comparable to the employee’s  
former post.  

 
An employee returning to work after a period of one year may return to as similar  
a job as possible.  

 
Whilst the BSO cannot guarantee that the employee will return to their former  
posts or locations, it is agreed that the job shall be at an equivalent salary level,  
reflecting increases awarded during the break. If on return to duty a vacancy does  
not exist in the grade formerly held by the employee, he/she can be offered a  
lower graded post (on protected salary with the appropriate terms and conditions  
of service for a specified period). Every effort will be made to relocate the  
employee to a suitable post at their original grade as soon as possible. Where an  
employee is relocated, excess travelling expenses will not be paid.  

 
The employee will be required to undertake any training needed to ensure that  
their knowledge and skills are sufficient to enable them to carry out the duties of  
the job to which they are returning. This will be a condition of acceptance for an  
Employment Break and the detailed requirements will be specified by  
management. Any extra training required for membership of professional bodies,  
such as CIPD, must, however, be undertaken by the employee.  
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If prior to the commencement of an Employment Break an employee was working  
in a part-time/job sharing arrangement, every effort will be made to allow the  
employee to return on that basis. However, there can be no guarantee that this  
will always be possible and in some circumstances employees may be offered a  
full-time post. Employees are therefore required to demonstrate flexibility.  

 
An employee who refuses two reasonable job offers may have their employment  
terminated.  

 
Employees who are unable to resume duty on the due date because of illness will  
be required to produce a supporting medical certificate from the first day of  
sickness and will be referred to the Occupational Health Service.  

 
Line managers are responsible for the development of a comprehensive induction  
and training programme which facilitates the employee’s re-introduction to the  
workplace.  
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Employees will be expected to comply with the terms of this policy and in the  
event of a breach may be subject to the BSO’s Disciplinary Procedure.  
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For the purposes of monitoring the equality implications of applications, all  
records of applications and decisions shall be retained in accordance with the  
BSO’s retention and destruction procedures.  

 
This policy will be reviewed in consultation with workplace representatives in  
2014.  

 
This policy has been screened for equality implications as required by Section 75  
and Schedule 9 and of the Northern Ireland Act 1998 and has no adverse impact  
on Section 75 groups. Equality Commission guidance states that the purpose of  
screening is to identify those policies which are likely to have a significant impact  
on equality of opportunity so that greatest resources can be devoted to these.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



��

�

BSO 
 
APPENDIX I  

 
 

APPLICATION FOR AN EMPLOYMENT BREAK  
 

PART I –for completion by the Applicant.  
 
You are advised to read the Employment Break policy in full before completing this form. 
Failure to comply with your obligations under this scheme may lead to disciplinary action or in certain  
circumstances you may be deemed to have resigned. Failure to return to work on the agreed date 
may result in the termination of your contract of employment. 
 
 
Name: ______________________Grade & Job Title:__________________________  
 
Directorate & Location:__________________________________________________  
 
Length of Service with the BSO: __________  
 
Employment Break requested from _______________ to _______________  
 
Duration: ______________ months/years (delete as appropriate) 
 
Reason for Application:  
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________ 
 
 
DECLARATION  
 
I have read and understood the Employment Break Scheme Policy and agree to abide  
by the terms therein.  
 
SIGNED:______________________________ DATE:___________________________  
 
Please forward to your Line Manager for consideration and discussion with your  
Director. 
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Part 2 –To be completed by Line Manager  
 
Please comment on this application indicating any difficulties that need to be considered  
and how they might be overcome.  
 
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________ 
 
Part 3 - To be completed by Director  
 
I have discussed this application with the line manager and considered the request in  
accordance with the terms of the Employment Break Scheme and:-  
 
* I confirm that I would recommend approval of this application  
 

OR 
 
*I confirm that I am unable to recommend approval of this application at this time for the  
following reasons:- 
 
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________ 
 
 
 
 
 
SIGNED______________________________ DATED__________________________  
*delete as appropriate  
 
Please forward to Human Resources Directorate for processing and/or further  
discussion.  
 
Applicants whose requests are refused must be advised in writing by the Director after  
consultation with the Human Resources Directorate.  
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APPENDIX I  
EMPLOYMENT BREAK CONTRACT 

 
Name: ___________________________________________________________________  
Grade/Job Title_____________________________________________________________  
Directorate/BusinessUnit_____________________________________________________  
Effective Date of Employment Break____________________________________________  
Length of Employment Break: _________________________________________________  
Date of Expected Return from Employment Break: _________________________________  
 

1. I will maintain contact with my Line Manager during my Employment Break. 
  

2.  I will keep the BSO informed of any changes of address or personal details  
during my Employment Break. 

 
3. I understand that should I fail to notify Human Resources of my return or request  

an extension by ______________, I will forfeit my right to return to the BSO  
under this Employment Break contract. 
 

4. I understand that the BSO is not obliged to offer me the same job/grade/hours  
or base on my return from my Employment Break. 

  
5. I understand that the maximum period of an Employment Break is five years and  

in the event of my failure to return to work after that period, the BSO will have no  
alternative but to terminate my contract of employment. 
  

6. I understand that during the duration of this Employment Break, I cannot take up  
alternative salary or wage earning employment.  
 
 
 
 
 
 
 

Signed:________________________________ Date:_________________________  
 
 
 
 
 
 
 
 
 
 
 
 
 
 


