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This Policy applies to all employees of Transport for the North (TfN) and is
intended to enhance the quality of working life by providing employees with an
option to:

e purchase up to 8 days in additional annual leave annually via salary
sacrifice; and/or

e request a period of extended, unpaid leave which is in addition to normal
Annual Leave entitlements and other Statutory Provisions relating, but not
limited to Parental, Shared Parental and Adoption Leave, Maternity and
Paternity Leave, Time Off for Dependents and the Right to Apply to Work
Flexibly.

1. Introduction
This Policy has two options:

. Additional Annual Leave within the annual leave cycle
. Career Break Leave which may span leave cycles

Entitlements to Additional Annual Leave and Career Break Leave is not a
contractual right but will be considered by TfN in light of operational needs. The
employee’s Line Manager in consultation with Head of HR must agree that the
employee can be granted the requested leave.

In the case of Additional Annual Leave this will only be agreed when the period of
absence requested will not require cover to meet the operational needs of TfN.

2. Additional Annual Leave Purchase

Employees can request up to a maximum of 8 days of Additional Annual Leave, pro-
rated for part-time employees, in any one annual leave year.

A call for Additional Annual Leave will be made to all employees on an annual basis
normally in January/February. Applications outside of this time period will only be
considered in exceptional circumstances and on a case-by-case basis.

Additional Annual Leave is administered under a Salary Sacrifice arrangement and
enables an employee, with the agreement of TfN, to change their contract of
employment by reducing their gross pay and increasing their annual leave
entitlement.

The Additional Annual Leave purchase has the potential to reduce the employee’s
tax and National Insurance payments and to reduce the employer’s liability for
National Insurance by the use of a formal Salary Sacrifice arrangement which
changes the employee’s terms and conditions of employment.

The calculation of the salary reduction will be based on the employee’s basic rate of
pay as at 01 April of the participating year. The cost of purchasing additional annual
leave under this scheme is calculated by dividing the employee’s annual salary (full
time equivalent) by 261 (the standard number of working days in a year) to
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determine a daily rate and then multiplying this figure by the number of days being
purchased. The total cost is then spread across the remaining pay periods in the
financial year via salary sacrifice.

The Additional Annual Leave must be taken within the annual leave year for which
the contract of employment was amended and the employee’s gross basic salary
reduced. A request for Additional Annual Leave must include details of when the
leave is to be taken to help the Line Manager plan for the absence.

Once committed, the employee may only withdraw from the Additional Annual
Leave purchased during the agreed period in exceptional circumstances and with
the agreement of their Line Manager and Head of HR. At least one month in
advance, the employee will be required to sign a written agreement to the change
to their contract of employment in advance of any salary reduction and before leave
is taken.

Where the employee is unable to take their leave due to prolonged sickness,
maternity leave or adoption leave, the circumstances will be considered on a case-
by-case basis to determine in consultation with the employee if either a repayment
for untaken leave should be made or the purchased leave can be taken at an
alternative date later in the current leave year or indeed in the next leave year.

On termination of employment, reconciliation will be made of the employee’s
annual leave entitlement. The employee will normally subject to operational needs
be required to take any outstanding annual leave during their notice period. Only
under exceptional circumstances will payment be made in lieu. If the employee has
taken in excess of their proportionate annual leave in the leave year, he/she will be
required to repay the equivalent salary through a deduction from their final salary.

Eligibility
Employees with a minimum of one years’ service with TfN, at the date on which the
application is made, are entitled to make an application.

Previous service with other Local Government Authorities will not count as
continuous service for the purposes of this scheme.

The approval of an Additional Annual Leave Application and will be at the discretion
of TfN as it does not constitute an employee contractual right.

Approval Process

The relevant Line Manager will initially receive the written applications and will
consider the application having regard to the following points:

e The operational requirements of the service in which the post is based,
including any planned structural changes

e Any detrimental effect on the ability to meet customer demand

e Any detrimental impact on the quality of service.
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Automatic refusal will apply where an employee is currently subject to on-going
actions under TfN’s Performance Improvement Policy, Absence & Welfare Policy or
Disciplinary Policy at the time the application is made.

The Line Manager may need to discuss an application with the employee before
reaching his/her decision, as in some cases, an application may need to be
amended. If there are competing requests, the team may be invited to put forward
solutions as to how the requests can be accepted without compromising service
delivery. The focus should always be on making the arrangements work wherever
possible.

When all matters have been considered, a written request to participate in the
additional scheme should be passed to HR & Skills Team for final consideration.

3. Career Breaks

The maximum period of Career Break Leave allowed under this Policy is one year,
every 5 years. The minimum period of leave allowed under this Policy is 8 weeks.
Leave granted for a Career Break will be unpaid.

An application must be made at least 8 weeks prior to the commencement of
leave.

If an employee would like to be considered for a Career Break, they should apply in
writing to their Line Manager stating the purpose for which they wish to take the
break, when they would like it to start, the intended length of the break and the
date on which they would propose to return to work.

Employees have no contractual right to take a Career Break and any request they
may make will be considered in line with the operational needs of TfN’s business. All
such requests will be considered by the Line Manager in consultation with Head of
HR.

A Career Break Application may be for one of the following reasons. This list is
illustrative rather than exhaustive:

To care for elderly relatives or other dependents
Bereavement/compassionate reasons

Voluntary work

Travelling

Study.

The duration of the Career Break and TfN’s ability to grant it will depend on the
team’s ability to continue to perform its function efficiently and maintain service
levels.

Where a request for a Career Break is granted by TfN, the HR & Skills
Representative will write to the employee advising them of:

The date the Career Break will start and end

The reason for the Career Break

The terms under which early termination of the Career Break can be made
Arrangements for maintaining contact with TfN
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e Confirm that no further applications can be made within the next five
years.

During the Career Break an employee will, where reasonably possible:

Provide a forwarding address for correspondence

Keep in regular contact with their Line Manager

Attend consultation meetings

Continue to uphold TfN’s employment, Policies and Code of Conduct.

Any time where an employee attends work during the Career Break will be paid
their normal salary for those days.

If an employee is granted a Career Break, their continuity of employment will
continue, unless the granted Career Break is 6 months or over. If the Career Break
continues for 6 months or over, the continuity of service will be broken by that
break and the contract of employment will terminate on employee’s last day of
work immediately before their Career Break commences.

When an employee therefore returns to work at the end of the Career Break if
greater than 6 months, this will be a new period of employment with TfN and
neither the period of their previous employment with TfN prior to the Career Break
nor the Career Break itself will count as part of their continuous period of
employment with TfN. Employees should also be aware that the loss of continuity of
employment will have an impact on any statutory rights or contractual benefits that
are linked to or dependent on continued employment or length of service.

If TfN agrees to grant a Career Break, this will be on the basis that an employee
agrees to return to work on a specified date. Providing this and the other conditions
for Career Breaks are met, they will be able to return to work with TfN at the end of
the Career Break. This will be a return to the same job on the same terms and
conditions as they occupied before the Career Break, unless a redundancy situation
has arisen. If, however, there is some reason other than redundancy why it is not
reasonably practicable for an employee to be taken back in their original job, they
will be offered alternative work on terms and conditions which are no less
favourable overall than the terms and conditions of employment which applied to
them immediately before their Career Break.

On their return to work, TfN may, at its absolute discretion, require the employee
to undertake a period of retraining as necessary.

Except where an employee is ill and they have followed TfN’s normal procedures in
relation to sickness absence, if they fail to return to work on the agreed return date
at the end of a Career Break, they will forfeit their right to return to work with TfN.
They will then not be able to return to work at a later date.

The salary paid on return will be the incremental point reached by the employee at
the date of the commencement of the Career Break.
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Annual Leave will not be accrued during the Career Break. However, where an
employee is required to attend work, annual leave will subsequently be accrued on
a pro rata basis.

Annual Leave accrued prior to commencement of the Career Break must be taken
as part of the Career Break. The duration of the Career Break will be adjusted
accordingly.

Employees on a Career Break will be excluded from TfN’s Sick Pay. However,
periods of leave taken under this Procedure will count towards continuous service
for the purpose of calculating Sick Pay entitlements.

Undertaking any paid employment during the Career Break is prohibited, without
the prior consent of TfN.

An employee who wishes to return to work before the agreed expiry date of the
period of unpaid leave must give a minimum of 28 days’ notice. This will be at the
discretion of TfN.

An employee who fails to return to work in accordance with agreed timescales may
be subject to TfN’s Disciplinary Policy.

An employee who does not wish to return to work at the end of their Career Break
must give notice in writing and in accordance with the terms of their Contract of
Employment.

Eligibility
Employees with a minimum of three years’ service with TfN, at the date on which
the application is made, are entitled to make an application.

Previous service with other Local Government Authorities will not count as
continuous service for the purposes of this scheme.

The approval of a Career Break Application and will be at the discretion of TfN as it
does not constitute an employee contractual right.

Approval Process

The relevant Line Manager will initially receive the written applications and will
consider the application having regard to the following points:

e The operational requirements of the service in which the post is based,
including any planned structural changes

e The burden of any additional cost for cover which may be incurred (additional
cost will usually lead to the request being denied)

e Any detrimental effect on the ability to meet customer demand

e Any detrimental impact on the quality of service.

Automatic refusal will apply where an employee is currently subject to on-going
Performance Improvement Policy, Absence & Welfare Policy or Disciplinary Policy
action at the time the application is made.
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The Line Manager may need to discuss an application with the employee before
reaching his/her decision, as in some cases, an application may need to be
amended. If there are competing requests, the team may be invited to put forward
solutions as to how the requests can be accepted without compromising service
delivery. The focus should always be on making the arrangements work wherever
possible.

When all matters have been considered, a written request for a Career Break
should be passed to HR & Skills Team for final consideration.

4. Appeals

Employees must be given written reasons for the refusal of any application for
either Additional Annual Leave Purchase or a Career Break. An employee who is
dissatisfied with any decision made in respect of this Policy should instigate the
appeals process as set out within TfN’s Grievance Policy.
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