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	Career break scheme application form

	Human Resources

	


	Full Name:
	
	Grade:
	


	Service:
	
	Department:
	


	Length of career break requested (up to a maximum of one year):
	


	Reason for request (please tick relevant boxes):


	· To care for a child
	

	· To care for a dependent relative
	

	· Educational or training purposes
	

	· To travel
	

	· Developmental opportunities
	

	· To undertake voluntary work
	

	· To take extended leave to visit family
	


	Further details of application


	Please give details about the reasons for the proposed career break, such as the person cared for, travel proposed, education or qualifications to be gained.

	


	How do you think your duties or job can be covered if your application is granted?

	


	Notice and key duties


	Normally you must give 28 days notice of the date you wish your career break to commence.


	Please state the date you wish to start your career break:
	


	Please state the date you wish to return to work:
	


	You may return to work early provided that you give a minimum of one months notice. In all cases the council will only facilitate an early return if there are no additional costs or detriments to the service.


	Undertaking


	a) I agree that I have read and understand my responsibilities under the council’s career break scheme.

b) I recognise that the career break scheme is designated to offer me the opportunity to take unpaid leave. I therefore undertake to waive my right to take any paid leave which may arise during my career break under the provisions of the Working Time Regulations.

c) I undertake either:
· Not to take such leave.

OR

· If I do exercise my right to take such leave, I authorise the council to deduct from my pay, with immediate effect, an amount exactly equivalent to the amount of paid leave I take.

d) I agree to give a minimum of one month’s notice of an early return to work and not that in all cases the council will only facilitate an early return if there are no additional costs or detriments to the service.

e) I agree to provide the council with up to date contact details and note that failure to do so may lead to disciplinary action, particularly if I fail to return to work on the agreed date.

f) I agree I will only undertake voluntary or paid work when I have written permission from Harlow Council to do so. I understand that failure to ensure this will lead to an investigation under the Disciplinary Procedure a result of which could be disciplinary action.
g) I agree that if I do not return to work on the agreed date and I cannot satisfy the council that I have good reason for my failure to return, I will be subject to formal disciplinary action and note that the subsequent investigation may conclude that my employment contract be terminated.



	Employee signature:
	
	Date:
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