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Dear [Insert name]
Re: Employment arrangements during mobilisation
Following the notification of your forthcoming mobilisation with the Reserve Forces, I am writing to set out employment related arrangements which will apply prior to, during, and immediately after your period of mobilisation. 
Special Leave
During mobilisation you will be on unpaid special leave from Falkirk Council, which will count as a period of continuous service. Your period of special leave will commence on [Enter date]. Your approximate date of return to work is [Enter date].
Pay Arrangements
Your departmental salary and benefits in kind will be suspended whilst you are mobilised. Your Reserve Force will assume responsibility for your salary for the duration of your mobilisation.
Benefits
As you will not be in receipt of any salary from Falkirk Council during mobilisation you will need to decide which benefits you wish to continue, suspend or amend during the mobilisation period.
For those benefits that you wish to stop, suspend or amend during mobilisation, it is your responsibility to notify any providers (internal and third party) of the intention to stop, suspend or amend any arrangements. Such notifications must be completed prior to mobilisation.  
You should be aware that failure to notify any providers (internal and third party) of any alterations to contributions/payments will result in the monthly payments continuing to be made as normal by Falkirk Council through payroll and you will be required to reimburse Falkirk Council the full amount within [insert timeframe] of returning to work. 
Falkirk Council recommends that you make any repayments of any contributions/payments that Falkirk Council makes on your behalf on a monthly basis as there may be tax adjustments if repayments are made as a lump sum at the end of mobilisation.
Where you suspended/cancelled any benefits prior to mobilisation, it is your responsibility to contact the provider to make any arrangements to re-start once you return to work.
Annual Leave
Prior to mobilisation you will accrue Company annual leave under normal arrangements and you are encouraged to take this leave where possible prior to mobilisation. 
During the period of mobilisation any Company annual leave will cease to accrue and you will accrue annual leave with Defence.  Defence annual leave arrangements will apply and there is no requirement to advise Falkirk Council of any annual leave taken during the period of mobilisation.
Upon return to work you will start to accrue Company annual leave.  Any untaken accrued Company annual leave should be taken prior to the end of the holiday year in which your return from mobilisation.
Pension 
You are entitled to remain a member of the Local Government/Scottish Teachers (delete as appropriate) Pension Scheme. Your Reserve Force will pay the employer contributions for the period of mobilisation provided that you continue to pay your employee contributions and complete the necessary forms that are contained within your Call Out papers.
You can contact HR/Line Manager [delete as applicable] to discuss your pension, contributions and benefits. If you have opted to join the Reserve Forces Pension Scheme, you will not accrue reckonable service for the Local Government/Scottish Teachers Pension Scheme during your period of mobilisation.
Keeping in Touch 
During our meeting we agreed the most appropriate way of keeping in touch whilst you are away. This will be by [Insert method, for example, next of kin, email, post and telephone]. We have also agreed that we will aim to keep in touch [Insert frequency]. You have confirmed that your next of kin is [ Insert name] and their telephone number is [Insert number].

Sick Pay
During the period of mobilisation you will continue to accrue any service related Company sick pay.  However, should you become sick or injured during mobilisation you will be covered by Defence's healthcare arrangements (including pay) until you are demobilised. If the sickness or injury continues and this results early demobilisation, you will remain covered by Defence until the last day of paid military leave.
After this time you will be covered by Falkirk Council sickness arrangements (in line with local policy).  
If you become ill post mobilisation, and a notional return to work date has been agreed, you will be covered by Falkirk Council Sickness arrangements (in line with local policy).
Return to work
You should provide Falkirk Council with as much notice as is practicable of your return to work date.  This can take place at any time once you know the expected date of demobilisation and the amount of Post-Operational Tour leave plus any other leave to be taken.  Such notification should be to your line manager and/or HR [delete as applicable]. You should maintain contact with Falkirk Council should this expected return to work date change.  Your Line Manager/HR [delete as applicable] will advise Payroll and the relevant Pension Scheme of this return to work date.
Formal Notification Requirements
Once a Reservist reaches their last day of paid military service, under the Reserve Forces (Safeguarding of Employment Act 1985), they have an obligation to formally write to Falkirk Council to request a return to work.  Falkirk Council has an obligation under this act to reinstate the Reservist.  
Under this legislation you must write to Falkirk Council no later than the third Monday after your last day of paid military service to inform Falkirk Council that you are available to return to work.  Falkirk Council will acknowledge receipt of this letter
 
The Role the Reservist is returning to
Upon return to work you will be entitled to the same job or a reasonable and suitable alternative.  In the event that your previous role and reasonable and suitable alternatives no longer exist as a result of changes to the business, Falkirk Council will employ its best endeavours to identify another reasonable and suitable job.
Return to Work Meeting
A Return to Work meeting will be scheduled upon your return to work.  The purpose of this meeting is to discuss the mobilisation experience; the role you are returning to and any associated handover arrangements; pay and benefits and other relevant administration activities and to identify any support that Falkirk Council can offer to ensure a smooth reintegration back into work, including any assistance from Occupational Health.  This is also an opportunity to discuss whether you would consider sharing your mobilisation experiences via communications to raise awareness o0f activities of Reservists within Falkirk Council. 
If you would like to discuss this letter, please do not hesitate to contact me.
Yours sincerely


[insert name and Company position]
Declaration
I understand and accept the arrangements set out above including those variations to my terms and conditions of employment during my period of Reservist Mobilisation.

Signed……………………………………….Date……………………………..

Name…………………………………………

Signed on behalf of Falkirk Council:…………………………………………….

Name:…………………………………………. Date…………………………….

[Copies should be retained by Line Manager/HR & Reservist]
