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1. INTRODUCTION
The Amended National Consultant Contract in Wales entitles all substantive employees (including honorary contract holders) within NHS Wales, the opportunity to seek a paid sabbatical for a period of up to three months to undertake activities away from their normal duties, which will subsequently benefit their patient care work.

The basis for any proposed sabbatical leave will arise out of regular job plan reviews and/or appraisals and be subject to the agreement of the employer. Sabbatical leave could be either paid or unpaid to allow an employee to develop their career or pursue a topic of special interest. The exigencies of the services and the spreading of sabbaticals across the Consultant body within the organisation are factors that will affect how, and when a sabbatical is undertaken. However, its timing and nature must also reflect the appropriate stage in the career, and the particular interests of the employee. Sabbaticals may be used to allow an employee to work for another organisation for a short period of time, to allow employees to pursue special projects or to enhance their career development.

Proposed alternative ways of taking such a sabbatical break, e.g. over two separate but shorter periods can also be considered by the employer provided the combined amount of time and costs involved in total, are no higher than those set out below.

The award of sabbaticals will be agreed locally in conjunction with the Local Negotiating Committee (LNC) and in line with the principles of openness and equal opportunities.

It should be noted that the sabbatical scheme is not intended to replace other existing Health Board policies covering special leave, unpaid leave, study leave, flexible working or career breaks.

2. PURPOSE OF SABBATICAL LEAVE
Sabbatical leave will be considered for any of the following purposes:
· To enrich or improve existing skills and practice, or to learn new skills, through a period of extended training/study leave, in the UK or abroad.
· To undertake academic research over a concentrated period.
· To undertake training or study in a non-medical discipline which will enhance the employee’s knowledge and skills applicable to the NHS.
· To undertake a specific piece of work within the Health Board on a secondment basis, which would benefit from Clinical Leadership, e.g. a short-term service improvement project.

This is not an exhaustive list, and proposals by employees who can demonstrate the benefits both personally and to the NHS of a period of sabbatical leave for other purposes will also be considered, e.g. providing clinical care in developing countries, or deprived areas in the UK, provided that there are benefits to the NHS.

3. ELIGIBILITY
Applications will be considered from all employees who: 
· Hold a substantial contract (including honorary contract) with Swansea Bay University Health Board (SBUHB). 
· Have already discussed with their line manager their wish to take a sabbatical which will normally have been identified within their Personal Development Plan (PDP) as being of benefit to the Health Board.
· Have an outline structure of their career development when they discuss taking a sabbatical with the relevant line manager e.g. an agreement in principle to work in another organisation, or an agreement to take up a place on a particular course of education. 
· Apply at least 4 months in advance and undertake a commitment to remain employed with the organisation for 12 months following their return from sabbatical leave. In exceptional circumstances the Health Board would consider applications of less than 4 months, however, there needs to be a legitimate reason why the employee is not able to give the required 4 months’ notice. 

4. ENTITLEMENT TO SABBATICAL LEAVE
An employee may be entitled to paid sabbatical leave where the leave has been identified as having specific benefits to the organisation. Any funding will be managed by the Service Group Medical Director and Executive Medical Director. A lack of funding should not preclude sabbaticals being granted by the Health Board. The feasibility options to backfill should be exploited to cover the period of absence as this be will also be a factor in the decision-making process, as the clinical service should not be disrupted due to the sabbatical leave. If the employee will be paid by the other organisation during the sabbatical, then an unpaid sabbatical leave will be approved. 

· An employee can undertake a sabbatical for a maximum of 3 months 
· There is no entitlement to return early from a Sabbatical, where possible such requests will be considered. 
· Employees are expected to return on the agreed date unless a discussion has been undertaken with the health board around a change in circumstances at the earliest time possible. Failure to return on a specified date without seeking a formal extension may be considered as unauthorised absence.
· For employees wishing to take unpaid leave, the Career Break Scheme is applicable. See the all-Wales Employment Break Policy.

5. TERMS AND CONDITIONS OF A PAID SABBATICAL
· During the period of paid sabbatical leave, the Health Board will contribute pension contributions into the NHS Pension Scheme, subject to the employment contract remaining in force during the sabbatical leave, and to the employee maintaining their pension contributions during the period where they are in receipt of salary from the Health Board. 
· A sabbatical will count towards continuous employment for statutory purposes. 
· During the period of the sabbatical, the employee remains the employee of the Health Board on their current terms and conditions of employment, except as amended by this policy.
· An employee cannot take up paid employment during the sabbatical if their salary continues to be paid by the Health Board. However, if the sabbatical is to be unpaid, the employee will be permitted to take up other paid employment.
· In order to keep the employee up to date, information that the service manager and the line manager considers relevant in relation to developments within the Health Board, or their department, should be sent to the employee. This is the responsibility of the line manager.

6. TERMS AND CONDITIONS OF AN UNPAID LEAVE FOLLOWING A SABBATICAL

If the employee wishes to take longer than 3 months, then the extension will be classed as unpaid leave and managed under the Career Break Policy.  
7. FINANCIAL SUPPORT
The agreement states “a reasonable level of financial support for the necessary additional costs involved in undertaking a sabbatical will be granted by the employer, and during the period of the sabbatical, appropriate locum cover will be provided.”  Any funding will be managed by the Service Group Medical Director and Executive Medical Director and a lack of funding should not preclude sabbaticals being granted by the Health Board.

8. APPLICATION PROCESS
Applications for sabbatical leave should be made using the following procedure:
· Employees should submit a written application on the form provided at Appendix 1. The form should be submitted to the individual’s clinical director/lead a minimum of 4 months before the proposed start date. On receipt, the clinical director/lead and directorate manager should discuss the request with the individual. When considering a request for a sabbatical, the consideration must be given to the provision of cover during the period of absence. The benefits to the service also needed to be taken into account as it is important that the health board benefits from the sabbatical. 
· If the application can be supported by the service, it should then be shared with Service Group Medical Director, who will liaise with Executive Medical Director to take the application to the Local Negotiating Committee for approval. Where possible, requests should be discussed during scheduled meetings but consideration could be given to convening urgent meetings for time sensitive applications. 
· In instances where the application is for the Service Group Medical Director, this must be discussed with the Service Group Director who will then refer to the Executive Medical Director. 

To apply for a sabbatical, individuals should following the process below using the application form (see appendix 1).

a) Employees should write a detailed proposal about what they plan to do during the sabbatical that would benefit the Health Board or wider NHS four months in advance.
b) The employee should attach a copy of his/her PDP from his/her latest appraisal.
c) The proposal should include what changes in working pattern (if any) may be expected when the employee returns to work.

d) The Clinical Director/Lead should arrange to meet with the individual and directorate manager to discuss the application in more detail, including the reason for the sabbatical leave and the structure of the career development. The manager should ensure that the individual has a copy of the Sabbatical Leave Policy and understands the implications of taking sabbatical leave.
e) The completed form should then be forwarded to the appropriate Service Group Medical Director (SGMD) via the Clinical Director/Lead four months in advance of the start of the sabbatical. 
f) Each application will be considered on its own merits, but the following criteria will form part of the considerations: 
· The purpose of the application
· The employee’s present post and the ease with which the employee can be covered on a temporary basis. 
· Flexibility or alternative arrangements which would enable the sabbatical leave to take place.
· The length of sabbatical leave requested.
· Other staff absences within the service.
· Forthcoming organisational change or service changes pending.
· Disciplinary record – any individual with live disciplinary warning would not be eligible.
· The employee’s record of previously agreed periods of sabbatical leave. 
g) On receipt of the application, the Clinical Director and directorate manager must undertake a full discussion with the service group medical director and agree whether the request can be supported. This must be documented on the application form: 
· If possible, measurable criteria should be established for the potential benefits to the employee, the Health Board, and wider NHS so that these may be reviewed after the employee’s return to work and as part of the next appraisal and job planning meetings. 
· Every effort will be made to support applications, but approval is discretionary. If the declining of an application is due to timing and can be accommodated on different dates, this will be shared with the individual as opportunity to rearrange. 
· If the employee’s sabbatical leave application is not supported, the Clinical Director / Clinical Lead will be responsible for informing the employee of the outcome.
· If the application is supported, it should be referred to the Executive Medical Director by the Service Group Medical Director
h) The Executive Medical Director will refer the application to the SBUHB Medical & Dental LNC.  
· This Committee will be responsible for selecting employees and approving their sabbatical application.
· The decision of the Committee will be final.
i) If the sabbatical leave application is approved, all details of the conditions of the leave will be confirmed in writing by the directorate manager. 
j) Employees must formally agree in writing to be bound by the Terms of the Agreement. 
k) The sabbatical leave period should not commence until this agreement has been received in writing.
l) The commencement date of the sabbatical should be agreed by the Clinical Director / SGMD (or Service Group Director for applications from the service group medical director)
m) All approved sabbatical leave applications will be subject to the appointment of a suitable locum employee or other agreed cover arrangements to undertake the employee’s clinical duties. 
n) If the application is approved, either as requested or subject to conditions, the line manager should meet again with the employee to agree the details of how the period of sabbatical leave will be managed. This meeting should cover the following:
· Detailed confirmation of dates of the agreed sabbatical leave
· Employee responsibilities during the period of sabbatical leave
· Keep in touch arrangements 
· Applications to extend the period of sabbatical leave.
· Notice requirements for return to work 
· Terms and conditions associated with the period of sabbatical leave
· Managing outstanding annual leave
· Ensuring there is a robust handover before the employee leaves on sabbatical leave 

Where applicable, study leave expenses may be claimed during the period of sabbatical leave according to the usual guidelines.

9. ROLES AND RESPONSIBILITIES
The Clinical Lead/Clinical Director/SGMD are responsible for: 
· Having an open and constructive discussion with the employee following receipt of their application. 
· Considering all requests for sabbatical leave in a timely and reasonable manner.
· Ensuring that any decision is balanced against the needs of the service and the needs of the employee. 
· If supporting paid sabbatical leave, the employee can evidence the sabbatical leave as having specific benefits to the health board. 
· Confirming in writing the reasons for the LNC decision to the employee. 
· Completing appropriate documentation to ensure that the sabbatical leave is effectively managed through the ESR and payroll systems. 
· Appropriate cover is provided to cover the employee’s work during his/her absence, such that clinical care and activity standards are not compromised.
· Ensuring that the employee is kept up to date with any matters relevant to their employment during the period of the sabbatical leave.

The employee will accept the following terms:
· The period of paid sabbatical leave shall not be regarded as a break in service, and he/she will continue to be paid as a Health Board employee on their existing terms and conditions of service.
· Pension contributions will continue from the start of the leave. It is the responsibility of the employee to contact the Pensions Department before taking the sabbatical leave.
· To share learning from the sabbatical leave period with colleagues on their return to work.
· To maintain relevant professional registration needs, including attendance at specified training courses and/or conferences. Study leave can be claimed in line with the Study Leave Policy.
· Employees who have been granted sabbatical leave will be required to agree to return to work for the Health Board for a minimum period of 12 months following the end of the sabbatical.
· During the leave the consultant should continue to keep in regular contact with his/her /Clinical Lead/Clinical Director.
· The Health Board must be notified of any change of address during the period of sabbatical leave.
· Recognising the demands of service provision and be prepared to constructively discuss alternatives or changes to their plans in order to balance their own wishes with the needs of the service. 
· Ensuring they comply with and meet the terms and conditions of the sabbatical leave. 
· Where applicable maintain professional registration or other fundamental requirements affecting their role.
· A written feedback detailing the learning/benefits/outcomes of the sabbatical leave, which can be used to promote and encourage participation. This should be provided to the Clinical Director, SGMD (or Service Group Director where relevant) within 3 months of return to work.



During a period of sabbatical leave, an employee may continue to apply for Health Board advertised vacancies. Employees should be aware however, that if they are successful, it is not guaranteed that the sabbatical can continue and this will depend on the exigencies of the service in the area where the new post works. 

10. RETURN TO WORK FROM SABBATICAL LEAVE 
 Prior to taking sabbatical leave, the employee must confirm their date of their return to work in writing to their line manager, The employee will have the right to return to their unchanged substantive post and will be required to provide evidence of their registration before their return to work.  

If the employee wishes to return earlier than the agreed date, the employee should notify his/her line manager in writing as soon as possible, preferably at least one month before he/she wishes to return. Every effort will be made to accommodate the request, subject to the needs of the service.

11. WHERE AN EMPLOYEE DECIDES NOT TO RETURN TO WORK 
If an employee wishes to end their employment during the period of sabbatical leave, the employee should place their resignation in writing to their line manager as soon as possible.

12. DISCIPLINARY ACTION 
The Health Board reserves the right to take appropriate action staff if: 
· They fail to co-operate with the requirements of the sabbatical leave
· They fail to return at the end of the sabbatical unless a discussion has been undertaken with the health board around a change in circumstances at the earliest time possible. Failure to return on a specified date without seeking a formal extension may be considered as unauthorised absence

13. REVIEW PROCEDURE AGAINST DECISION NOT TO GRANT A SABBATICAL 
Decisions regarding sabbatical leave should be dealt with in a reasonable manner. An employee who believes that their request has been unreasonably refused has the opportunity to request a review against the decision using the following procedure:
· A written letter of review must be submitted to the Executive Medical Director within 14 calendar days of the letter confirming the refusal. The letter should detail the reasons why the employee believes the original decision was not appropriate. 
· The Executive Medical Director will review the original decision and meet with the LNC Chair to assess whether or not the decision reached was appropriate in all the circumstances. In making this decision the Executive Medical Director may find it helpful to meet with either or both the employee and manager where appropriate. The outcome of the review will be communicated in writing to the employee. The outcome of the Executive Medical Director and LNC Chair decision is final.



14. PROCEDURE REVIEW
The Health Board will monitor the use of sabbatical leave to ensure the scheme is working effectively and to ensure that those employees eligible are applying and taking such leave. Those who have not done so will be supported in applying for sabbatical leave if appropriate/necessary.

The procedure itself will be subject to regular review by the Health Board’s LNC with any amendments being agreed through this Committee.

Appendix 1
APPLICATION FOR SABBATICAL LEAVE

APPLICATIONS MUST BE SUBMITTED TO THE CLINICAL DIRECTOR AND REACH THE SGMD’S OFFICE BY THE 28TH FEBRUARY FOR SABBATICAL LEAVE APPLICATIONS THAT ARE INTENDED TO TAKE PLACE IN THE FOLLOWING FINANCIAL YEAR.

	
SURNAME:

	
FIRST NAME:

	
GRADE:

	
STAFF NO:


	
DEPARTMENT:

	
HOSPITAL :

	
DATE OF COMMENCEMENT OF POST:




EMPLOYEE PERSONAL STATEMENT 





















RATIONALE FOR SABBATICAL LEAVE (AS INFORMATIVE AS POSSIBLE)












































RATIONALE FOR SABBATICAL LEAVE (AS INFORMATIVE AS POSSIBLE)

The proposal should include what changes in working pattern (if any) may be expected when the employee returns to work

FULL DETAILS OF COVER TO BE ARRANGED BOTH CLINICALLY AND ADMINISTRATIVELY WHILST ON SABBATICAL (E.G. LOCUM COVER):












DETAILS OF COVER FOR OTHER DUTIES IF EMPLOYEE HOLDS ANY e.g. TEACHING etc:










COSTS INCURRED BY LEAVE













DETAILS OF COSTS / EXPENSES INCURRED BY SABBATICAL LEAVE

Please provide in the following table details of full costs that will be incurred, this should include the full cost to the Directorate of funding the sabbatical, including costs of any locum cover during the employee’s absence:
		
	DETAILS OF COST

	COST 
£
	ESTIMATED OR ACTUAL

(PLEASE SPECIFY)

	


	
	

	


	
	

	


	
	

	


	
	

	


	
	

	


	
	






NB: The Health Board will reserve the right to refuse the reimbursement of expenses incurred by the employee if they are not specified above.

TOTAL COST OF SABBATICAL LEAVE: £ ____________

Please specify below if any awards or Bursaries have been granted from any other organisation which will be used to help fund the sabbatical:




DURATION OF SABBATICAL (MAXIMUM OF 3 MONTHS): __________________

PROPOSED DATE ON WHICH SABBATICAL LEAVE WILL COMMENCE: ____________
(NB: This date is subject to approval and may be changed in agreement with the employee)

Please ensure that you attach a copy of your PDP from your latest appraisal.

EXPRESSION OF INTENT TO RETURN

I confirm that I intend to return to my substantive Consultant post for a minimum of 12 months following the end of the Sabbatical Leave.

Signed: _______________________________	Date: ________________ 

DECLARATION

To be signed by the Consultant applying for the Sabbatical leave:

Signature: _____________________________	Date: ________________

Print name: ____________________________	

AUTHORISATION

The Sabbatical Application for the above named Consultant will be supported by the Division:

Directorate Manager

Signed: _____________________ Print name: ___________________ Date: _________

Clinical Director

Signed: _____________________ Print name: ___________________ Date: _________

Service Group Medical Director

Signed: _____________________ Print name: ___________________ Date: _________


DATE RECEIVED BY HEALTH BOARD MEDICAL DIRECTOR: 	…………………………….

REFFERED TO LNC					_________________________

DATE OF LNC					_________________________

DECISION OF LNC					_________________________

APPROVED   /   REJECTED

CONDITIONS OF APPROVAL (IF APPLICABLE):

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

NOTIFICATION SENT TO FINANCE: __________________     DATE: ___________
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