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Appendix B
MODEL LETTER TO EMPLOYEE GOING ON EXTENDED UNPAID LEAVE BREAK

Dear

Extended Unpaid Leave Break

I am writing to confirm that your Extended Leave request has been granted.  As we discussed, it will start on <Insert Date> and end on <Insert Date>. Your first day back at work will be <Insert Date>.

A period of unpaid extended leave has been agreed for personal reasons and the terms of the arrangement are set out below.  

· The period of extended leave is unpaid. 

· You will reserve the right to return to your existing post unless exceptional circumstances prevail. Under such circumstances you would be fully consulted on any possible alternative arrangements.

· You will be entitled to the benefit of most of your normal terms and conditions of employment, except for terms relating, for example, to wages or salary and the accrual of annual leave throughout the extended leave period. (I.e. you will not accrue leave entitlement for this proportion of time).

· Your service continuity will be unbroken.

· During the break you are required to keep up any loan repayments you may have with the County Council or parties acting on our behalf.

· In relation to the criteria for considering incremental progression, the last 12 months of worked service will betaken into account – so excluding the time spent on unpaid leave.
· During your period of extended unpaid leave you will still be an employee of North Yorkshire County Council and you are required not to participate in any activities that may bring the name of the Council into disrepute.

· You are reminded of the confidentiality clause within your statement of particulars and of the content of the Employees’ Code of Conduct as you are required to adhere to these while on extended leave.

· National Insurance Payments will not be payable during the break.

· Pensions

If you are a member of Teachers’ Pensions you should contact Capita/TP on

            www.teacherspensions.co.uk or 0845 6066166 for full details of scheme 

            regulations relating to unpaid leave. 

If you are a member of the Local Government Pension Scheme (LGPS), you

must pay the contributions based on the pay you would have received if you had not been on leave if the leave is for 30 days or less. Employer contributions will also be paid.

            For leave of 31 days or more, you may elect to pay contributions for the

            whole break up to a maximum of 36 months. Election must be made within 30

            days of return to work or 30 days of leaving you do not return.  Where the

            election is made, employer contributions will be paid. 

            Further details can be obtain from the NYCC Pension Liaison Officer on

            01609 533118 or sue.giffin@northyorks.gov.uk  or the North Yorkshire

            Pension Fund on pensions@northyorks.gov.uk  

            For AVC queries, employees should contact Prudential on 0845 6000343

            or avc.admin@prudential.co.uk (or their own provider in the case of a free 

            standing AVC) for further information.  This is particularly important if the

            arrangement includes life cover. 

· Five weeks before your return date you must contact your line manager to make arrangements for your return. Where possible it is strongly recommended that you arrange a visit to your workplace, before your first day of return, to catch up work events.

Please sign and date the declaration below to confirm your acceptance of the above terms.

Yours sincerely

NAME

POST

…………………………………………………………………………………………………..

I agree to the terms set out in the letter that relate to my period of extended unpaid leave.

Employee signature…………………………………………...

Date……………………………………………………………….

Manager signature………………………………………………

Date……………………………………………………………….

1 signed copy to be kept by the employee

1 signed copy to be kept on the employee’s personal file
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