	
	[image: ]

	Armed Forces Recognition Policy

	August 2026
	



Contents
1.	Introduction	3
2.	Purpose and Scope	3
3.	Types of Reservists	4
4.	Armed Forces Community Definitions	5
5.	Reserve Status Notification	5
6.	Training Commitments and Time Off	6
7.	Mobilisation	7
Line Manager Duties linked to Mobilisation	8
Pre-mobilisation	8
During mobilisation	8
Post-mobilisation	8
Exemption / Deferral / Revocation	9
Contractual Arrangements during Mobilisation	9
Pension Arrangements during Reserve Forces Leave	10
Local Government Pension Scheme (LGPS) Arrangements During Reserve Forces Leave	10
Aviva Pension Scheme Arrangements during Reserve Forces Leave	11
Annual Leave during Mobilisation	12
Protection from Dismissal	12
Redundancy	12
Sick Pay during Mobilisation	12
8.	Return to Work following a Period of Mobilisation	13
Reservist	13
Employer	13
9.	Spouse and Partners	13
10.	Cadet Force Adult Volunteers	15
11.	Military Veterans	15
12.	Recovery of Costs	16
One-off costs	16
Recurring costs	17
Training Award	17
13.	References and additional information	17
14.	Policy Feedback	18
15.	History of Changes	18




1. [bookmark: _Toc236907995]Introduction
SWISCo recognises that some employees are members of the Reserve Forces and values the important contribution Reservists make to the UK Armed Forces, their communities and the workplace. SWISCo recognises that Reservists play an important part in supporting defence capabilities and are increasingly used in a wide range of roles, demonstrating the flexibility and adaptivity needed to meet changing demands. 
SWISCo is committed to the Armed Forces Covenant. Through its pledges, SWISCo seeks to support the Armed Forces Community (AFC) wherever possible and ensures that members of the AFC do not experience disadvantage. The Armed Forces Covenant is a national commitment, ensuring that people who serve, or have served in the Armed Forces, and their families, are treated fairly.
SWISCo also recognises that employees within these groups may sometimes need access to leave arrangement that help them balancing their work responsibilities with commitments linked to their membership of the AFC. This policy works alongside the following policies to provide flexibility, wherever possible,: 
· Leave Arrangements.
· Flexible Working.
· Ways of Working.
· Career Break. 
· Recruitment Policy.
The Ministry of Defence (MoD) remains responsible for supporting employers such as SWISCo in managing the impact of Reservist service and reducing the effects of an employee being mobilised. The MoD acknowledges that this support can only be effective if the Reservist provides their employer details. Without this information, employers cannot receive support or make plans for periods of training or mobilisation. 
To help SWISCo to support employees who are members of the AFC, employees who identify as Reservists, Cadet Force Adult Volunteers, Military Spouses or Partners, or Military Veterans are encouraged to record this information on the MyView Form as a supplementary role. New employees will also be encouraged to share this information during their induction process.

2. [bookmark: _Toc236907996]Purpose and Scope
This policy provides a framework for the support that may be available to employees. It explains the circumstances in which special leave, either with or without pay, may be granted for absences not covered by any other SWISCo leave policies. If longer periods of time away from work are needed, other options may be considered, such as a career break.
This policy aims to ensure that all employees are treated consistently and fairly when balancing work and personal responsibilities. SWISCo is committed to providing a fair and timely process which supports employees through leave arrangements that assist them to meet both work and personal commitments. This policy sets out how requests for special leave will be considered.
SWISCo is committed to support the operations of the UK Armed Forces and to enable employees who are, or wish to become, Reservists to support their Armed Forces Unit without any negative impact on their employment. This policy outlines SWISCo’s responsibilities towards all employees who are members of the Reserve Forces. 
The purpose of this policy, alongside MoD policies, is to make supporting Reservist service as transparent as possible by building and sustaining effective relationships. This is achieved through effective communication, the MoD providing information about what they require of the employee and recognising the mutual benefits that Reservists bring to SWISCo through their skills, experience and understanding of both organisations.
The MoD supports its relationships with SWISCo by working in line with the following principles: 
1. Openness and predictability.
2. Understanding the size and sector within which SWISCo operates.
3. Mutual benefit.
Some parts of this policy reflect statutory employment rights (e.g. statutory sick pay (SSP)) and contractual entitlements (e.g. enhanced annual leave). Other elements are not contractual entitlements (e.g. granting of discretionary leave subject to service need). SWISCo will continue to treat the employment contract of employees who are mobilised for Reserve Service as remaining in operation during the period of mobilisation. There will be no break or loss of continuous service or service-related benefits for mobilised staff.

3. [bookmark: _Toc236907997]Types of Reservists
There are two main types of Reservists: 
· Volunteer Reservists - Civilians who join the Royal Naval Reserves, Royal Marines Reserves, Army Reserve and Royal Auxiliary Air Force. 
· Regular Reservists - Former regular service personnel who may retain a liability to be mobilised, depending on the length of their previous service in the Armed Forces.

The Reserve Forces Act 1996 also provides for other categories, including: 
· Full-Time Reserve Service - Reservists who wish to serve full-time alongside Regular Forces for a fixed period in a specific role. 
· Additional Duties Commitment - Part-time service for a specified period in a particular post.
· Sponsored Reserves - Personnel employed by a contractor to provide a service to the Ministry of Defence (MoD).  
· High Readiness Reserves – Reservists, usually with specialist skills, who can be called upon at short notice with the written agreement from their employer. 
Cadet Volunteer Instructors, who are responsible for directly training Cadets, are also covered under this policy. 
This policy applies to all SWISCo employees, whether full- or part-time, including employees on fixed term contracts. It does not currently apply to contractors, subcontractors or agency staff, although this may be reviewed if legislation in relation to temporary staff changes.

4. [bookmark: _Toc236907998]Armed Forces Community Definitions
The Armed Forces Covenant defines the Armed Forces Community (AFC) as including the following groups:
· Regular Personnel - Individuals currently serving in the Naval Service (including the Royal Navy and Royal Marines), Army or Royal Air Force.
· Reservists - Volunteer Reservists, who serve in the Royal Naval Reserve, Royal Marine Reserve, Territorial Army and the Royal Auxiliary Air Force, and Regular Reservists, who form part of the Royal Fleet Reserve, Army Reserve and Royal Air Force Reserve.
· Veterans - Individuals who have served for at least one day in HM Armed Forces, whether as a Regular or Reservist.
· Families - The immediate family members of those listed above. This includes spouses, civil partners, and dependent children. Where appropriate, it may also include parents, unmarried partners and other family members.
· Bereaved - The immediate family members of Service Personnel and Veterans who have died, whether or not their death was connected to military service.

5. [bookmark: _Toc236907999]Reserve Status Notification
The MoD works on the principle that the support provided by SWISCo is best reflected through the concept of ‘Intelligent Mobilisation’. A Reservist’s Unit may require SWISCo’s consent or permission to ensure the Reservist can attend training or complete a mobilisation. Intelligent Mobilisation involves the Unit, the Reservists and SWISCo working together through open and ongoing communication so that everyone understands the requirements and can effectively manage any impact. Therefore, consistent communication is essential to maintain an effective working relationship.
The MoD will support this relationship by ensuring that additional time away from work as a result of:
· mobilisation, 
· significant training event 
· deployment
follows the ‘Intelligent Mobilisation’ process, which will be led by the Reservist’s Unit.
SWISCo requires all employees to complete the relevant Armed Forces Covenant Form on MyView to identify which Armed Forces Community group they belong to. 
They should then speak with their line manager in order to discuss the employee’s requirements and the support available (e.g. training commitments, flexible working arrangements, mobilisation requirements) as well as any documentation that will be required for payroll purposes. Line managers can seek advice and guidance by contacting hrswisco@swisco.co.uk.
Employees who are interested in joining the Reserve Forces or Cadet Forces, and those who are already Reservists or Cadet Instructors and are considering renewing their commitment should discuss this with their line manager prior to taking any action. SWISCo will support employees who wish to volunteer as Cadet Instructors. Employees can contact the Armed Forces Covenant Lead for more information, please contact HR for further information.
Notification of Reservist or Cadet Instructor status is required to ensure SWISCo can provide appropriate support whilst maintaining service delivery. This also helps with workforce planning during periods of training leave or mobilisation. In addition, SWISCo recognises the valuable skills and experiences Reservists bring to the organisation and values an understanding of where these skills and experiences exist within the workforce. 
Reservist employees are also required to grant permission for the MoD to contact their employer directly. This is known as ‘Employer Notification’ and ensures that SWISCo is made aware of the employee’s Reservist status and understand the rights, obligations and support arrangements that apply.
The MoD will issue written confirmation to SWISCo that the employee is a member of the Reserve Forces. The letter will explain mobilisation obligations and employee rights, employer rights and any financial assistance available if an employee is mobilised. Where possible, it will also provide details of any annual training commitments. The MoD will send a follow-up letter each year to confirm that the information held is still accurate.
Reservists are responsible for ensuring their personal details on MyView remain accurate and up to date. If a Reservist leaves their Reserve Force, they should notify their line manager in writing. The line manager must forward a copy of the notification to hrswisco@swisco.co.uk so it can be placed on the employee’s file.

6. [bookmark: _Toc236908000]Training Commitments and Time Off
SWISCo recognises the importance of Reservist training and the value it provides to the individual, their Reserve Force and SWISCo. 
Reservists are typically required to complete between 30 and 35 days training per year. This training often includes one evening per week, several weekends throughout the year and a two-week training period known as ‘annual camp’. 
Training commitments vary but typically include: 
· Weekly training - most Reservists attend training at their local centre for approximately two-and-a-half hours on one evening per week. 
· Weekend training - Reservists are expected to attend a number of training weekends  throughout the year. 
· Annual training – A two-week training course often referred to as ‘annual camp’. This may take place at a military training establishment, with a Regular Unit, on a training exercise or through a combination of these activities. Training is usually completed within the UK, although some Reservists may train overseas.
SWISCo is committed to providing Reservists with up to ten days (74 hours) of additional paid leave per year, pro-rota where applicable, to enable attendance at the annual camp. Employees should provide their line manager with a copy of their official letter confirming the dates of their annual camp when requesting this leave through MyView.
SWISCo is also committed to providing Cadet Instructors with 5 days (37 hours) of additional paid leave per year, pro-rata where applicable, to enable attendance at the annual camp. Cadet Instructors must submit all requests for leave to their line manager with a copy of their official letter confirming the annual camp dates when requesting this leave through MyView.
SWISCo will aim to approve requests wherever possible, provided sufficient notice has been given to allow for appropriate cover to be arranged. Once approved, leave will not normally be withdrawn unless there are exceptional business reasons which cannot be avoided.
Any unauthorised absence will be managed in accordance with the relevant HR policy. Managers should seek advice from Human Resources in these circumstance. 

7. [bookmark: _Toc236908001]Mobilisation

Mobilisation is the process of calling Reservists into full-time service with the Regular Forces to support military operations. The length of mobilisation will depend on the scale and nature of the operation but will usually not exceed 12 months.
When a Reservist is mobilised for operational service, SWISCo will continue to treat their contract of employment as remaining in operation throughout the period of mobilisation. This means there will be no loss of continuous service. However, annual leave will not continue to accrue during this period as the Reservist will receive pay and annual leave from the MoD.
Following a period of mobilisation, SWISCo will comply with the requirements of the Safeguarding of Employment Act 1985 regarding the employee’s return to work. The Reservist must initiate the process of returning to work in accordance with the requirements of the Act.
Mobilisation call-out papers may be sent directly to SWISCo or the employee. If sent to the employee, they should ensure to pass a copy to their line manager. The documents will include the call-out date and the anticipated mobilisation timeline. Where possible, the MoD aims to give at least 28 days’ notice before the Reservist is required for mobilisation, although there is no legal requirement for a minimum notice period. 
A period of mobilisation normally consists of three stages: 
· Medical assessment and pre-deployment training. 
· Operational tour. 
· Post-operational tour leave.

[bookmark: _Toc177371527][bookmark: _Toc180565588][bookmark: _Toc236908002]Line Manager Duties linked to Mobilisation
[bookmark: _Toc177371528][bookmark: _Toc180565589][bookmark: _Toc236908003]Pre-mobilisation
The line manager should: 
· Meet with the Reservist to ensure all mobilisation paperwork has been completed, including pay & pension arrangements.
· Discuss any handover arrangements of work responsibilities.
· Agree how contact will be maintained during mobilisation.
[bookmark: _Toc177371529][bookmark: _Toc180565590][bookmark: _Toc236908004]During mobilisation
The line manager should:
· Maintain contact with the Reservist in line with the agreed arrangements.
[bookmark: _Toc177371530][bookmark: _Toc180565591][bookmark: _Toc236908005]Post-mobilisation
The line manager should ensure that both SWISCo and the Reservist fulfil their return-to-work responsibilities and provide appropriate support during the return-to-work process. 
This should include:
· Notifying HR of the employee’s return, so that payroll can be notified.
· Ensuring IT equipment and building access is reactivated.
· Ensuring any mandatory training is completed as soon as possible after the employee returns.
· Holding regular meetings to support the Reservist during the return-to-work period.
· Making the Reservist aware of any organisational or policy changes that took place during their absence.  
· Considering temporary adjustments to workload where appropriate during the return-to-work period.
· Offering wellbeing support if required.

[bookmark: _Toc177371531][bookmark: _Toc180565592][bookmark: _Toc236908006]Exemption / Deferral / Revocation
In most circumstances, SWISCo will release the Reservist for mobilisation. However, where exceptional circumstances exist, SWISCo may decide that the mobilisation would have a significant impact on the service delivery. In these circumstances, the decision and reasons will be explained to the Reservist.  
Line managers have the right to apply for an exemption, deferral or revocation, if the Reservist’s absence is considered likely to cause serious harm to service delivery.
Definitions of 'harm' will vary from case to case but may include: 
· Damage of reputation, goodwill or financial performance.
· A reduced ability to provide services or carry out operational work.
· Negative impacts on research, development or improvement projects that could not be prevented by financial assistance under Sections 83 and 84 of The Reserve Forces Act 1996.
Details on how to apply for an exemption will be included in the mobilisation call-out pack. Applications must be received by the Adjudication Officer within 7 days of SWISCo receiving the call-out notice. If this deadline cannot be met, permission to submit a late application should be obtained from the Adjudication Officer.
Reservists also have the right to apply for exemption or deferral if the mobilisation would create significant difficulties for them personally.
If SWISCo receives a decision that is considered unsatisfactory, it may appeal to the Reserve Forces Appeals Tribunal. Appeals must be submitted within 5 days of receiving written notification of the decision. If the appeal is unsuccessful, SWISCo will be required to release the Reservist for mobilisation.
[bookmark: _Toc177371532][bookmark: _Toc180565593][bookmark: _Toc236908007]Contractual Arrangements during Mobilisation
SWISCo will continue to treat the contract of employment of employees mobilised for Reserve Service as remaining in operation throughout the mobilisation period. There will be no break or loss of continuous service or service-related benefits. 
Under The Reserve Forces (Safeguarding of Employment) Act 1985, an employee’s service is legally terminated on mobilisation. However, provided the employee follows the required notification process under the Act, they or entitled to return to employment and have their continuity of service restored. 
Where mobilisation takes place, the employee will be granted a period of special unpaid leave. During mobilisation, responsibility for the Reservist’s salary transfers to the MoD. The salary will be based on the military rank. 
If the military salary is lower than the employee’s regular SWISCo salary, it is the Reservist’s responsibility to apply to the MoD for the payment of the difference. This payment is known as a Reservist Award. SWISCo is not required to continuing paying salary during mobilisation.
Any contractual benefits that are suspended by SWISCo during mobilisation may be included as part of the Reservist Award Claim through the MoD.
Before mobilisation, the line manager and Reservist should discuss benefit arrangements. This should identify:
· Which benefits will be suspended during mobilisation.
· Which benefits will continue. 
· How any continuing benefits can be accessed while the employee is away. 
Line managers should seek advice from Human Resources, where required.

[bookmark: _Toc236908008]Pension Arrangements during Reserve Forces Leave
[bookmark: _Toc236908009]Local Government Pension Scheme (LGPS) Arrangements During Reserve Forces Leave 
Employees on reserve forces service leave can choose to:
· Remain in the LGPS.
· Join the Armed Forces Pension Scheme.
Remaining in the LGPS
If an employee chooses to remain in the LGPS, their pension will continue to be calculated using their assumed pensionable pay. This ensures they continue building pension benefits as though they were receiving their normal salary at work.

If the employee receives any pay from SWISCo during reserve forces leave, pension contributions will not be deducted from that pay.
SWISCo will provide the Ministry of Defence (MoD) with details of the employee’s assumed pensionable pay and the pension contributions that should be paid. The MoD will deduct the employer contributions and pay both employee and employer contributions into the LGPS.
Joining the Armed Forces Pension Scheme
If an employee chooses to join the Armed Forces Pension Scheme while on reserve forces service leave, they will leave the LGPS.
If they have more than 2 years of LGPS membership, they will receive a deferred pension benefit. They may leave this deferred benefit within the LGPS or, where applicable, transfer it to another pension arrangement, including the Armed Forces Pension Scheme.
If they have less than 2 years of LGPS membership, they may be entitled to a refund of contributions. 
When reserve forces leave ends, employees can rejoin the LGPS. Where a deferred LGPS pension exists and has not been transferred, employees may choose to combine it with their new pension membership or keep the pensions separate.
Employees may also be able to transfer their Armed Forces pension into the LGPS within 12 months of rejoining.
As the employee formally left the LGPS during mobilisation, the period is not treated as a break in pension membership and there is no option to buy back lost LGPS pension.
[bookmark: _Toc236908010]Aviva Pension Scheme Arrangements during Reserve Forces Leave  
Employees on reserve forces service leave can choose to:
· Remain in the Aviva Pension Scheme.
· Join the Armed Forces Pension Scheme.
Remaining in the Aviva Pension Scheme 
If an employee chooses to remain in the Aviva Pension Scheme, the Ministry of Defence (MoD) will become a third-party contributor to the scheme.
The MoD will be responsible for calculating and paying the correct employee and employer pension contributions to Aviva throughout the period of reserve forces service leave. 
Joining the Armed Forces Pension Scheme 
If an employee chooses to join the Armed Forces Pension Scheme while on reserve forces service leave, they will leave the Aviva Pension Scheme. 
Employees may be able to transfer their Aviva pension to the Armed Forces Pension Scheme or alternatively, can leave their pension with Aviva as a paid-up pension plan. 
When reserve forces service leave ends and the employee returns to SWISCo, they can rejoin the Aviva Pension Scheme, and may also explore whether their Armed Forces pension can be transferred into the Aviva Pension Scheme. 

[bookmark: _Toc236908011]Annual Leave during Mobilisation
Reservists should be encouraged to take any accrued annual leave before mobilisation begins. 
SWISCo is not required to continue accruing annual leave for a Reservist during mobilisation. While serving full-time with the Armed Forces, Reservists will accrue annual leave through the MoD. 
When they return from mobilisation, Reservists are entitled to a period of Post-Operational Tour Leave (POTL). During this period, they will continue to be paid by the MoD.
[bookmark: _Toc236908012]Protection from Dismissal 
A Reservist’s employment cannot be terminated because of their military duties or because they may be mobilised. 
Dismissal for either of these reasons would be a criminal offence under Section 17 of the Reserve Forces (Safeguarding of Employment) Act 1985. 
[bookmark: _Toc236908013]Redundancy
Reservists may be included in a redundancy selection process where this is necessary because of a service reorganisation, a downturn in business activity or the closure of a department. 
However, all employees should be treated fairly and consistently in accordance with SWISCo’s Reorganisation and Redundancy Policy. Redundancy selection criteria should not discriminate against Reservists because of their Reserve service or liability for mobilisation. 
[bookmark: _Toc236908014]Sick Pay during Mobilisation
During mobilisation, Reservists will continue to accrue any entitlement linked to service-related occupational sick pay. 
If a Reservist becomes sick or injured during mobilisation, they will be covered by Defence Medical Services. Any financial support, including pay, will continue until they are demobilised. If the sickness or injury results in early demobilisation, Defence Medical Services will continue to provide cover until the final day of paid military leave. After this date, the employee will return to SWISCo’s normal sickness arrangements and will be managed in line with the Managing Attendance Policy. 
If a Reservist becomes sick after mobilisation has ended and a return-to-work date has already been agreed, the absence will be managed in accordance with SWISCo’s Managing Attendance Policy. 

8. [bookmark: _Toc236908015]Return to Work following a Period of Mobilisation
Both the Reservist and SWISCo have responsibilities under The Reserve Forces (Safeguarding of Employment) Act 1985 in relation to the employee’s return to work following mobilisation.
[bookmark: _Toc177371534][bookmark: _Toc180565595][bookmark: _Toc236908016]Reservist
Employees are encouraged to contact their line manager informally as early as possible to discuss their return to work. To meet the requirements of the Act, the employee should then submit a formal written application to return to work.
If the service has been reorganised during the employee’s period of mobilisation and it is no longer reasonable or practicable for them to return to their substantive post, SWISCo will offer suitable alternative employment.
Where applicable, if the employee is not satisfied with the alternative employment offered, they must write to their line manager explaining why they believe there is reasonable cause for not accepting the role. 
If an employee believes that SWISCo’s response to their application does not meet their rights under the Reserve Forces (Safeguarding of Employment) Act 1985, they may apply to a Reinstatement Committee for consideration (please see the Additional Support and Information section). The Reinstatement Committee is an independent tribunal and will review the application and may make an order for reinstatement and/or compensation where appropriate. 
[bookmark: _Toc177371535][bookmark: _Toc180565596][bookmark: _Toc236908017]Employer
SWISCo has a responsibility under the Reserve Forces (Safeguarding of Employment) Act 1985 to reinstate a Reservist following mobilisation. Where possible, the employee will return to their former role. If this is not possible, SWISCo will offer a mutually acceptable role on terms and conditions that are the same as those applied prior to mobilisation.
SWISCo should ensure that the employee is reinstated within 6 weeks of the last day of their full-time military service. Once reinstated, the Act provides a period of protection (typically 13 to 52 weeks depending on the length of service prior to mobilisation) during which SWISCo must retain the employee provided it remains reasonably practical to do so.
The periods of protection are as follows:
· Up to 13 weeks prior service requires 13 weeks 
· 13 to 51 weeks requires at least 26 weeks 
· 52 weeks or more requires at least 52 weeks.
SWISCo is not required to reinstate an employee if more than 6 months have passed since the end of their full-time military service. 

9. [bookmark: _Toc236908018]Spouse and Partners
SWISCo recognises that spouses and partners of regular Armed Forces personnel often make personal sacrifices to support their husband, wife, or partner’s military career. These sacrifices may include:
· Move home regularly.
· Live away from families and support networks.
Experience challenges in gaining employment because of the mobility associated with military life.
Consequently, SWISCo is committed to supporting military spouses and partners sympathetically in the following ways:
· Where an employee is the spouse or partner of a Regular Armed Forces Person, requests for leave or flexible working to help manage family responsibilities during periods of deployment or military exercises.
· Consider leave requests that allow military spouses or partners to spend time with a regular Armed Forces Person following an operational deployment, including periods of Rest and Recuperation (RnR).
· Requests to change approved leave arrangements at short notice due to changes in deployments dates.
· Where a military spouse or partner needs to relocate because of military service commitments, SWISCo will support them in seeking suitable employment opportunities in the new location where appropriate. This may include, within reason, providing protected time to apply for roles and unpaid leave to attend interviews.
· For office-based roles and where possible, SWISCo will consider requests for flexible working arrangements that involve changing the employee’s work location if this would enable them to remain employed by SWISCo.
· Employees can access wellbeing support through Wellbeing Supporters, Counselling Services and the Armed Forces Community Support Group (Please additional support and information section below).
Employees who are military spouses or partners of an Armed Forces Person are encouraged to inform their line manager of their circumstances so that any appropriate support or adjustments to working arrangements can be considered.

10. [bookmark: _Toc236908019]Cadet Force Adult Volunteers
SWISCo is committed to supporting the Cadet Forces through its Armed Forces Covenant pledges. SWISCo recognises the positive contribution that the Cadet Forces bring to society through the training and development opportunities they provide to young people. This training helps cadets to contribute to their communities both during their time with the Cadet Forces and in later life. SWISCo acknowledges the important role that Cadet Force Adult Volunteers (CFAVs) play in delivering and supporting these activities. 
To support CFAVs, SWISCo will seek, wherever possible, to help employees meet their voluntary commitments. While most cadet activities take place during evenings and weekends, SWISCo recognises that some activities may take place during normal working hours. It is also recognised that some CFAVs are required to attend annual camps, which are usually one week in duration, to provide appropriate supervision and support to cadets.
Specifically, SWISCo will:
· Consider requests for flexible working arrangements that help CFAVs to meet their volunteering commitments.
· Provide CFAVs with an additional five days of paid leave each year to enable them to attend annual camp. This leave may also be taken as individual days during the year to support cadet activities that take place during normal working hours.
· Consider requests for additional time off for training. In these circumstances, support will be provided through up to 5 days of Special Unpaid Leave per year.

11. [bookmark: _Toc236908020]Military Veterans
SWISCo recognises the valuable skills and experience that Military Veterans bring to the workplace. These qualities can make a significant contribution to the effectiveness of the organisation and its teams. 
SWISCo actively seeks to employ Military Veterans and values the service they have given in the Armed Forces. Their transferrable skills gained through military service may include problem-solving, leadership, teamwork, integrity, the ability to learn quickly, communication and the ability to perform under pressure.
To support Military Veterans, SWISCo is committed to offering, where possible, short-term unpaid work placements. These placements can help individuals to gain experience and complete practical assessment requirements for qualifications they may be undertaking as part of their resettlement into civilian employment. Applications can be made through SWISCo’s Work Experience Program.
SWISCo recognises that some Military Veterans may choose not to disclose their military service because they believe it could negatively affect their job application. To help address this concern, SWISCo will continue to work with recognised organisations that support the transition of Armed Forces personnel into civilian employment.
Current SWISCo employees who are Military Veterans are encouraged to inform their line manager of their Military Veteran status. This helps to ensure that any appropriate support, understanding or guidance can be provided where needed.
Where applicants disclose their Veteran status during the recruitment process, SWISCo will prioritise interviews for Veterans and they will be offered an interview, if they broadly meet the shortlisting criteria and have demonstrated relevant transferable skills for the role.

12. [bookmark: _Toc236908021]Recovery of Costs
While a Reservist is mobilised, SWISCo is not required to continue paying their salary because they will receive their full military salary from the Ministry of Defence (MoD). 
However, SWISCo may choose to continue paying a Reservist from the date of mobilisation until the first full monthly military salary has been received. During this time, any money paid by SWISCo to the Reservist must be repaid in full, once the full military salary has been paid by the MoD. The designated contact should ensure that Payroll is informed of the mobilisation and the date on which SWISCo’s salary payments should stop.
Where mobilisation takes place, the employee will be placed on a period of Special Unpaid Leave. 
Financial support for employers when a Reservist is being mobilised is governed by the Reserve Forces (Call-out and Recall) (Financial Assistance) Regulations 2005. If mobilisation results in additional costs for SWISCo, the organisation may apply to the MoD for financial assistance. 
Examples of costs that may be recovered are set out below. 

[bookmark: _Toc236908022][bookmark: _Toc180565601]One-off costs 
There is no limit on the amount that can be claimed, provided the claim is supported by appropriate documentation.
SWISCo may claim for:
· The cost of employing a temporary replacement where those costs exceeds the Reservist’s normal earnings.  
· Advertising costs associated with recruiting a replacement.
· Agency fees incurred in securing temporary cover.  
[bookmark: _Toc180565602][bookmark: _Toc236908023]Recurring costs 
SWISCo may also claim for ongoing costs, including:
· Overtime payments made to employees covering the work of the mobilised Reservist. 
· Costs of employing a temporary replacement. 
· Training costs that arise because of the employee’s mobilisation, where additional training is needed on their return to work. The MoD will reimburse training costs that would have been incurred regardless of mobilisation.
The maximum amount that can be claimed is £110 per day (£40,000 per annum) for each normal working day that the Reservist is absent on military service. In order to claim financial assistance, SWISCo will provide the MoD with appropriate supporting evidence. 
With exception of training-related claims, applications for financial assistance must be submitted within 4 weeks of the Reservist being mobilised. 
[bookmark: _Toc180565603][bookmark: _Toc236908024]Training Award
If a Reservist needs additional training as a direct result of their mobilisation, excluding routine training, the line manager may submit a claim to recover the associated costs.
Claims must be submitted within 8 weeks of the Reservist returning to work.
Any training covered by the claim must begin within 6 months of the employee’s return-to-work date. 

[bookmark: _Toc236908025]Additional support and information
1) SaBRE (Supporting Britain’s Reservists and Employers) www.sabre.mod.uk Helpline: – 0800 389 5459. This is a free telephone helpline open during office hours where advice and guidance can be obtained on training, mobilisation and employment issues. 
2) Royal Navy website http://www.royalnavy.mod.uk/careers/royal-navalreserves/about-the-reserves 
3) Army Reserves http://www.army.mod.uk/belong/reserve/ 
4) Royal Air Force Reserves www.raf.mod.uk/reserves 
5) Navy Personal and Family Service and Royal Marines Welfare http://www.royalnavy.mod.uk/welfare/welfare-teams 
6) Army Welfare Services http://www.army.mod.uk/welfare-support/welfaresupport.aspx 
7) RAF Welfare and Support https://www.raf.mod.uk/community/ 
8) SSAFA- The Armed Forces Charity https://www.ssafa.org.uk/ 
9) Reserves Mental Health Programme (in partnership with the NHS referred via GP) 0800 032 6258 or https://www.gov.uk/guidance/support-for-war-veterans  
10)  SWISCo employees who wish to contact the Armed Forces Lead are required to contact Human Resources for the relevant employee. 
11)  Reinstatement Committee information to find in JSP 532: guidance for reservists returning to civilian employment following a period of mobilised service: https://assets.publishing.service.gov.uk/media/5a78ede9ed915d0422066763/jsp532.pdf
12)  Armed Forces Community Support Group: John.Williams@swisco.co.uk

13. [bookmark: _Toc236908026]Policy Feedback
Should you have any comments regarding this policy, please address them to Human Resources as hrswisco@swisco.co.uk 

14. [bookmark: _Toc236908027]History of Changes
This policy was first agreed in November 2025
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