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Sample Carers Policy (detailed)

When to use this model carers policy 
Use this model policy to indicate that your organisation firstly recognises and supports employees who have caring responsibilities and secondly to set out, in one place, what support your organisation offers. The Company/Organisation understands that some employees may find it difficult to combine work and caring and this policy sets out what support the Company/Organisation offers to enable employees to do this.

Definition of carers
The Company/Organisation defines carers as employees with significant caring responsibilities that have a substantial impact on their working lives. These employees are responsible for the care and support of disabled, elderly or sick partners, relatives or friends who are unable to care for themselves. The activities that carers undertake are wide ranging, including help with personal care; help with mobility; managing medication; practical household tasks; emotional support; and help with financial matters or paperwork. 

For the purpose of this policy the needs of carers are different to those employees with mainstream childcare issues. Caring can be unpredictable and emotionally upsetting; it can happen overnight, for example if an employee’s parent has a stroke, or it can creep up on someone, for example if their partner develops a debilitating long term health condition. It is not like mainstream childcare as its circumstances and milestones are different and often more uncertain. 

For example, with mainstream childcare, the child’s journey is more predictable as he or she grows older, goes through schooling and becomes more independent. With caring, the milestones can be very different and go in the opposite direction; for example, an elderly parent becoming more frail and dependant or a disabled child continuing to have high support needs as they become an adult. It is also much easier (and often more acceptable) to talk about childcare in the workplace than it is to discuss caring for a parent with dementia or a partner with a disability, for example. 

Commitment to supporting carers
The Company/Organisation recognises that some people have caring responsibilities and that carers will constitute a part of its workforce. It also recognises that some employees may find it difficult to combine work and caring. The Company/Organisation has therefore adopted the following code of good practice in order to support employees who are also, or who are likely to become, carers. 

The Company/Organisation believes that carers should have the same opportunity to obtain a job within the organisation and keep their job as everyone else and is committed to providing as much support as is reasonably practicable.

Identification and disclosure
Over two million people in the UK become carers every year and around the same number of people cease caring; carers are therefore not a static group and the same will be true within any workplace. The Company/Organisation therefore acknowledges that it needs to strike a balance between recognising the special circumstances of caring and not classifying ‘carers’ as a rigid or separate group as it will be a group whose members - and needs - will be constantly changing. 

Employees may not recognise themselves as carers, for example employees who are caring at a distance - ie supporting someone such as an elderly parent who does not live with them – may be less likely to consider themselves as a “carer”. 

Employees are not obliged to disclose to their line manager that they are caring for someone but are actively encouraged to do so. All line managers should ask whether staff they are supervising have caring responsibilities, and should have due regard to issues of confidentiality concerning this information.

Employees who don’t feel able to disclose this information to their line manager can approach the Employee Carers Network/Carers Champion/HR department (use/delete as appropriate).

Once the carer has been identified the line manager should ensure that they are aware of and feel able to access the range of support The Company/Organisation offers. The line manager should put the carer in contact with the Employee Carers Network and register the carer on the employee carers register/complete the Carers Passport (use/delete as appropriate). 

[The Company/Organisation has a carers register. This is an informal list of employees who have identified themselves as carers and its purpose is to help ensure that appropriate information and support is directed to them. It also aims to provide carers with regular up to date caring information and opportunities to network with other members of staff with caring responsibilities. The Company/Organisation recognises that caring can be unpredictable and that caring situations will vary; the register is therefore flexible in order to allow for employees joining or leaving it as their circumstances change.]

[The Company/Organisation has a Carers Passport scheme - the Passport documents the carer’s needs in the workplace, identifies solutions to those needs, and enables this information to travel with the carer if their job or line manager changes. The contents of the Passport are strictly confidential and treated accordingly – a copy is kept in the employee’s personal file and held by the line manager but nobody else in the organisation has access unless with the employee’s permission. The Passport should set out what the contact arrangements between an employee and his or her manager would be during emergencies.]

Flexible Working 
All employees with caring responsibilities are entitled to request to work flexibly in order to attend to the needs of the individual whom they care for. 

The Company/Organisation offers various types of flexible working: (use/delete as appropriate)

· Flexi-time. Employees are required to work within set times but outside of these ‘core hours’ have some flexibility in how they work their hours. 
· Home working or mobile working. Mobile working is where employees spend part or all of their working week away from the workplace. 
· Job sharing. Usually two employees share the work normally done by one person.
· Part time working. Employees might work shorter days or fewer days in a week. 
· Term-time working. Employees don’t work during school holidays and either take paid or unpaid leave or their salary is calculated pro-rata over the whole year. 
· Shift-swapping or self-rostering. Employees agree shifts among themselves and negotiate with colleagues when they need time off with the process being overseen by managers. 
· Staggered hours. Employees have various starting and finishing time. 
· Compressed hours. Employees work their total hours over fewer working days eg a ten day fortnight is compressed into a nine day fortnight. 
· Annualised hours. Employees’ hours are calculated over a whole year and then split into ‘fixed shifts’ and ‘reserve shifts’ which can be agreed on a more flexible basis. 

Employees who have worked for the Company/Organisation for at least 26 weeks can make a request for flexible working. If agreed it would result in a permanent change to their terms and conditions. Only one request is allowed in a year. The 
Company/Organisation can refuse a request, but will give the employee good business reasons from a specific list which is set out in the law. Employees can appeal against this decision.  For further information, please refer to the Flexible Working Policy.
Employees and line managers should consider whether a trial period might help – this gives both parties an opportunity – without commitment – to test out the suggested flexible working pattern to see what impact it has both on the business and the employee. 

Line managers should also consider informal arrangements such as use of a telephone, or private time/space to make calls, at work, in connection with their role as a carer or a car parking place (see also Other Support for carers)

Crisis situations
The Company/Organisation recognises that employees with caring responsibilities can't always plan ahead - accidents or illnesses can occur without warning and care arrangements can break down unexpectedly. Emergency leave is therefore important to carers, who can be called home at short notice on such occasions. All carers are entitled to take time off in order to attend to the sudden needs of the individual whom they care for. 

All employees have a statutory right to take “reasonable time off” to deal with unexpected situations involving a dependant. Employees must inform their line manager as soon as possible after the emergency has happened. This emergency leave is paid at the discretion of the line manager (use/delete as appropriate). 

A dependant includes an employees’ husband, wife or partner, child or parent, or someone living with them as part of their family. Others who rely on them for help in an emergency may also qualify. 

The situations where emergency leave might be taken are:
· a disruption or breakdown in care arrangements
· when a dependant falls ill, has been assaulted or in an accident (including when the person is hurt or upset rather than physically injured) 
· to make longer term arrangements for a dependant who is ill or injured (but not to provide long term care themselves)
· to deal with an incident involving a child during school hours
· to deal with the death of a dependant.



Carers Leave (use/delete as appropriate)
The Company/Organisation acknowledges that employees with caring commitments may need further time off to deal with medical appointments/discharge from hospital etc.

Employees should discuss with line managers, in advance, any leave which they can reasonably expect to need for their caring commitments so that managers and the other members of the team can plan work, meetings and other leave around those dates.

Some types of medical appointments can be booked in advance and carers are  expected to book these at the start or end of the working day, to minimise disruption at work. With prior approval, time off for planned appointments can normally be made up later, taken as flexi or annual leave. 

The Company/Organisation acknowledges that employees with caring responsibilities may need flexible leave arrangements as well as flexible working arrangements in order to manage all aspects of their caring role. It therefore provides the following special leave options which should be discussed with the line manager:

· Paid emergency leave 
· Compassionate leave (paid/unpaid) 
· Carers leave (paid/unpaid) 
· Matched leave 
· Borrowing/buying leave 
· Career breaks


Other support for carers (use/delete as appropriate)
All employees with caring responsibilities are entitled to use the telephone at work, in private, in connection with their role as a carer. 

All employees with caring responsibilities can have access to car parking close to the workplace (if available) if they need to get in and out of work to attend to person they are caring for. 

There is an employee assistance programme which offers information and advice on some of the practical issues employees may be facing including claiming benefits and allowances, organising respite care, fundraising and obtaining specialised equipment. 

Information about external sources of support is also available on the staff intranet. 

The Company/Organisation has an Employee Carers Network which is run by carers with support from HR. The network provides practical peer to peer support and information and also works with HR to raise awareness and promote carer friendly policies and practices within The Company/Organisation. The network also provides workshops for carers eg on managing stress/health. 

The Company/Organisation has a Carers Champion whose role is to raise awareness of caring, promote the take up of carer friendly policies and ensure equal treatment of carers across the organisation. Individual employees can contact the Carers Champion directly if they have any issues that they feel they can’t discuss with their line manager. 

Support for line managers (use/delete as appropriate)
Managers - especially line managers – are the gatekeepers to this policy and play a key role in its implementation. The Company/Organisation recognises that each carer’s situation is different and may require a different response from the manager, taking into account the whole range of organisational support available. 

Employees need to feel able to take up these policies without feeling that they might be treated less favourably. Managers can help by creating an open workplace culture that is supportive to carers and would benefit from attending training on supporting carers in the workplace. Creating a workplace culture that is supportive to carers also requires the endorsement of top-level management and The Company/Organisation has a senior level Carers Champion who acts as an ambassador and promotes carer friendly support. 

Law relating to this document
Leading statutory authority

Work and Families Act 2006
Equality Act 2010
The Employment Rights Act 1996
Employment Relations Act 1999
Since April 2007 the Work and Families Act 2006 (The Work and Families (Northern Ireland) Order 2006 in Northern Ireland) has given carers, as well as parents, the right to request flexible working such as changing hours or working from home. 

The Act currently defines a carer as someone who cares for, or expects to care for, a spouse or partner, a relative such as a child, uncle, sister, parent-in-law, son-in-law or grandparent, or an adult who is not a relative but lives at the same address as the carer. Under the National Carers Strategy, published in June 2008, there was a government commitment to review the definition of ‘carer’ in the Flexible Working Regulations to consider extending it to the 20% of carers who currently miss out. These are carers who are not a close relation of the person they care for or who do not live with them. Evidence shows that most employers are open to requests from people not currently eligible under the new law, such as those that care for, say, an elderly neighbour. 

This policy goes beyond what the law requires in offering the right to request flexible working to all employees with caring responsibilities. 

Where an employer decides to consider a request for flexible working from an employee who does not have the statutory entitlement to make such a request, it is not obliged to deal with the request under the statutory procedure for flexible working requests. Consequently, the specified time limits, the duty to hold a meeting with the employee, and the limited reasons available for refusing a request will not apply. 
However, the refusal of a non-statutory request for flexible working on inadequate grounds, or without proper consideration, may give the employee a number of potential claims, so the employer should ensure that requests made outside the statutory procedure are handled fairly and consistently. The claims most likely to arise are constructive dismissal, sex discrimination, age discrimination and/or disability discrimination. 

A claim for constructive dismissal may arise if an employer arbitrarily or unreasonably refuses an employee’s request for flexible working and, in refusing the request, acts in a way likely to destroy or seriously damage the relationship of trust and confidence (which is implied into all contracts of employment).

Protection from discrimination
If an employee is looking after someone who is elderly or disabled, the law – under the Equality Act 2010 – will protect them against direct discrimination or harassment because of their caring responsibilities. This is because they are counted as being ‘associated’ with someone who is protected by the law because of their age or disability.  Employers need to ensure that they do not discriminate against employees with caring responsibilities. Direct discrimination is where an employee is treated less favourably than someone else because they are caring for an elderly or disabled person. Examples of this could include someone being refused a job because of their caring responsibilities or an employee not being offered a promotion because of their caring responsibilities. 

Relevant case law
Coleman vs Attridge Law
In November 2008 the Employment Tribunal in London ruled that protection for carers against discrimination “by association with disability” can be given under existing UK law. This follows the ruling of the European Court of Justice in July 2008 in the case of Sharon Coleman, a carer who claimed that she was discriminated against and harassed because she had a disabled son and was treated less favourably than employees whose children weren’t disabled. The Court ruled that the laws which protect disabled people against discrimination not only apply to the person themselves, but also to their carer.

Notes 
The Company/Organisation understands the difficulty that some carers face and is committed to providing as much support as is reasonably practicable. 
The Company/Organisation welcomes comments and suggestions from all staff on how the organisation may further improve the working environment so that it is better equipped to deal with the varying needs of carers in the workforce.

Warning 
Employers should take care not to discriminate against carers as the Equality Act 2010 protects job applicants and employees against direct discrimination or harassment if they are associated with someone who has a protected characteristic, for example a disability.





Sample detailed carers policy | © Employers for Carers & Carers UK		          6

image1.jpeg
employers for

carers





