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General Guidelines:
1. Remove boxes / tables, especially around contents page in order to improve accessibility.

2. Use upper and lower case appropriately. Do not use all capitals.
3. Replace the word ‘staff’ with employee/employees in all cases unless part of a document title or similar.

1. Introduction
This document describes Healthcare Education & Improvement Wales (HEIW) approach to supporting employees who have caring responsibilities. Carers are employees with significant caring responsibilities that have a substantial impact on their working lives. These employees are responsible for the care and support of older, disabled, or ill family and friends who are unable to care for themselves’ (Carers UK definition). 

A growing number of people are having to play a dual role in balancing their jobs with their caring responsibilities. Every day 6,000 people become carers, and an estimated 3.7 million people are working carers in England and Wales. There are an estimated 250,000 carers working in the NHS, many of whom are aged between 45-64 and so are likely to be among our most experienced and skilled staff. In addition, around 75 per cent of NHS staff are women and more likely to have caring responsibilities, figures taken from Carers UK. These employees are responsible for the care and support of older, disabled, or ill family and friends who are unable to care for themselves’ (Carers UK definition). This policy also contributes to our responsibilities under the Equality Act 2010 and Social Services and Well-being Wales Act, 2014 and supports our commitment to Employee Wellbeing. 
HEIW is committed to creating an environment that supports employees with caring responsibilities, assisting them to manage their work/life balance whilst meeting the needs of our organisation. HEIW is furthermore committed to improving the working lives of its staff and supports them in maintaining a healthy work life balance.
The caring responsibilities that staff have outside the workplace is an essential function and HEIW does not just have a legal, but moral, obligation to ensure that caring responsibilities do not jeopardise employees future career prospects. The aim of this policy is to provide flexibility which will in turn have a positive impact around areas such as recruitment and retention, sickness absence and organisational performance and work in conjunction with other policies.
2. Purpose

We recognise that, as the social environment changes, more people are taking on caring responsibilities, and we have a duty to ensure that we provide adequate support to enable staff to maintain a healthy wellbeing. This policy will identify the various areas of support on either a short term or long-term basis and 
provide a framework which is flexible to the needs of both the employee, as well as the needs of the service, providing managers with the tools they need to fully support their staff.
3. Scope
This Carers policy is applicable to all employees of HEIW who have caring responsibilities fitting the definition of an unpaid Carer. It provides advice for managers on assisting staff with caring responsibilities and information for staff on options available to create work/life balance.
The policy aims to: 

( Support employees to remain in work, fulfil their career potential and meet their caring responsibilities at the same time. 

( Support employees balancing work with their caring responsibilities by outlining a range of existing policies and employee support. 

( Increase awareness of managers and all employees of the needs of Carers to ensure a sympathetic response to caring responsibilities/need. 

( Work in partnership with employees in exploring all viable options to enable them to remain effective workers. 

( Help to remove the feeling of isolation and lack of support often experienced by Carers.
HEIW is committed to supporting Carers in accordance with the following aims: 

( Identification as a Carer: Proactively encourage individuals with caring responsibilities to come forward for support as part of an open and positive workplace culture. 

( Recognition of Carers: Employees from across HEIW recognise the valuable role that unpaid Carers play in our families and communities and are proactive in identifying or responding to requests for support from colleagues who are Carers. 

( Offers of and request for support: Where a member of staff has identified themselves as a Carer, guidance will be provided by their line manager on the employment support available to them. Managers will also advise on how staff can access information, advice and assistance from external support agencies relevant to their needs. Carers are encouraged to request specific support where required, in accordance with this policy. Sympathetic consideration will be given where support is requested by Carers in accordance with this policy, based on a shared understanding of the situation, it’s impact on the Carer’s work and the consistency of treatment with other staff in a similar position. 

( No unfair treatment: Staff who have identified themselves as a Carer and/or requested support in accordance with this policy will not be treated unfairly or disadvantaged as a result. 

( Confidentiality: A staff member’s identification as a Carer and support requested will be disclosed no wider than is necessary to ensure the effective day-to-day running of HEIW business.
4. Definitions
HEIW values the contribution of all its employees and acknowledges the valuable role that employees with caring responsibilities have for their families and communities. It is estimated that 1 in 7 Carers are in employment and the number of Carers is growing each year. Not everyone recognises themselves as Carers; the care of an ill, older, or disabled loved one is often just considered a part of everyday life for many people. A carer is defined as someone who looks after a dependant. This could be a partner, child, parent, or person that lives in the same household who cannot manage without help due to sickness, frailty, or disability. The carer’s role is unpaid, unlike that of a care worker or foster carer. Someone can be a carer on a short or long-term basis. 

Employees providing this care may not even identify as a Carer themselves, remaining unaware that support is available to them both inside and outside of work. By raising awareness of Carers within HEIW we aim to help employees to identify themselves as Carers so that they can become more aware of the support available to them.
A carer may or may not live in the same household of the person they are caring for and may share the caring responsibility with others in the family or a professional.  

A dependant may also be someone who relies on the carer for assistance either as a primary carer or as the only person who can help in an emergency. This includes partners or relatives living with the family. A member of staff’s family may extend beyond the common understanding of a family, and these responsibilities need to be catered for. This may be linked to culture for example and therefore careful consideration should be given to broader family commitments. 

5. Roles and Responsibilities
5.1 Chief Executive 

The Chief Executive holds overall responsibility for the effective management of organisational policies.
5.2 Line Manager Responsibilities 

Managers have the responsibility to familiarise themselves with this Policy and to work within its parameters. The manager needs to look at all options and seek where possible and reasonable to accommodate a long or short-term caring need on an individual basis:
· Treat all employees as individuals and consider each situation on the individual circumstances

· Ensure the confidentiality of employees who disclose caring responsibilities.

· Ensure that employees are familiar with this policy and aware of the support that is available for Carers. 
· Be consistent, ensuring that where possible individual needs are met
· Balance the needs of the service and that of the individual. 
· Support employees to fulfil their potential in work and to meet their caring responsibilities. 
· Be flexible in identifying options if original request cannot be met. Including where possible looking at alternative ways in which responsibilities and tasks can be undertaken. 
· Be aware of and understand the range of options available to support leave and working hours.
· Take time to understand the individuals’ circumstances through timely, compassionate conversations around support needs to maintain staff wellbeing. 
· Consider requests for support from employees with caring responsibilities, with due regard to issues of confidentiality and based on a shared understanding of the situation and the impact it is having. 
· Where a particular need cannot be accommodated, and alternatives have been sought the manager should provide clear and justifiable reasons.
· Ensure reasonable adjustments are considered for employees who are Carers.
· Operate the policy fairly and reasonably, considering the wellbeing of the employee and facilitating measures that enable them to feel valued and able to contribute to the workplace
· Deal with requests in a confidential manner and only share information when the Carer has requested that this happens. 
· Be aware of and adhere to relevant legislation and HEIW organisational policies. 
· Confirm any agreement in writing.
· Ensure that any arrangements agreed do not have any negative impact on other members of staff in the team or division. 

5.3 Employee Responsibilities

Employees are not obliged to disclose to their managers that they are caring for someone but are encouraged to do so in order to benefit from the support available from HEIW. In this way the manager can work with the employee to ensure that, wherever possible, they can effectively balance their work and care commitments. In requesting any change to their working arrangements, either short or long term, the employee should: 

· Be as open with their manager as they feel able about their caring responsibilities to enable them to provide appropriate support. 
· Provide, where possible, reasonable notice of a request to change work pattern due to caring responsibilities. We realise this is not always possible and will seek to support the request to its best ability. 
· Work together with managers in exploring all viable options to remain effective workers to balance work and caring commitments. 
· Provide clear reasons, including an indication of timescales. 
· Be flexible in identifying options and suggesting alternative ways in which responsibilities and tasks could be undertaken. 
· Be prepared to consider alternative options. 
· Update their manager on a regular basis, good communication is the key to a successful arrangement. 
· Take responsibility for their own wellbeing and take appropriate action when work life balance is compromised
· Communicate with colleagues and involve them where possible in decisions which may have an impact on their work.

5.4 People Team Responsibilities

It is the People Team’s responsibility to: 

· Provide advice and guidance to all staff and line managers referring to the Carer’s Policy and procedure to ensure fair consideration and consistency of approach

· Provide support and guidance to managers on the application of this policy
· Support the employee with any redeployment options if available
· Ensure that managers are trained and kept updated on this policy and the issues facing staff who may have caring responsibilities through management training offered by HEIW
· Monitor the use and effectiveness of the policy and review on a periodic basis with Carers
· Ensure recruitment campaigns include promotion of support for staff who are unpaid Carers to encourage a diverse workforce
6. Employee Wellbeing Service

6.1 Occupational Health 
Occupational Health services are provided to HEIW by Cardiff and Vale University Health Board.  The Occupational Health Service is a free, impartial, confidential service providing advice and guidance to both managers and staff.  Staff can self-refer to occupational health or be referred by their manager.  The service covers pre-employment screening (where appropriate), and management and self-referrals to Occupational Health (including OH Physiotherapy) for all HEIW staff. Occupational Health can offer help, advice, and assessment on keeping well at work. This may be through access to leaflets, counselling or simply having a contact name that Carers know they can turn to if needed. Managers are also encouraged to contact Occupational Health so they can support staff with caring responsibilities.  Employees are encouraged to speak to the HEIW People Team prior to submitting the self-referral Occupational Health Service - Cardiff and Vale University Health Board (nhs.wales) 

More information can be accessed using the link: http://www.cardiffandvaleuhb.wales.nhs.uk/employee-wellbeing-service. 

6.2 Wellbeing support for Staff
Good health and wellbeing are essential for staff to be engaged, productive and resilient.  This particularly important for staff managing caring responsibilities alongside their employment at HEIW.  We recognise the additional stress that this can place on our staff and there is a range of health and wellbeing resources available for staff which includes resources to support mental and physical well-being, managing stress and financial wellbeing.  These can be accessed through the HEIW intranet site, for staff who cannot access the site managers, the People Team or Wellbeing Lead cab facilitate access to the resources.
Included in the resources are access to Sleepio which is a digital programme that teaches techniques to improve sleep and Daylight which teaches techniques to take control back from feelings of worry and anxiety.
HEIW employees currently have continued access to Thrive: Mental Wellbeing, a clinically effective app for the prevention, early detection and management of anxiety, depression and stress. Thrive (Thrive: Mental Wellbeing | Home) is the only NHS approved mental health app for organisations. It tackles common stressors including sleep, bereavement, work issues and more. Users are screened for anxiety and depression using NHS approved assessments; the app will then signpost users to external support services. Employees can download the Thrive: Mental Wellbeing app from the Apple or Android app store and sign up using your access code HEIW21.
Canopi offers free and confidential mental health support for NHS and social care staff across Wales with access to various levels of mental health support.  This was previously known as Health for Health Professionals Wales (HHP Wales).  Canopi offers self-help, guided self-help, peer support and virtual face to face therapies with accredited specialists.  Their support can be accessed through the website by telephone or by e-mail:

Website:
Canopi (nhs.wales)
E-mail:
canopi@cardiff.ac.uk
Telephone:
0800 058 2738

As well as the initiatives covered in this policy, any member of staff who becomes a carer should consider informing their GP, so they can access additional support where needed. There is also a lot of useful advice on the Carers Wales website (https://www.carersuk.org/files/section/5445/carers-wales-looking-after-someone-2019-web.pdf), including how to get a carer’s needs assessment and access to support from the local authority to help juggle work and care commitments.

Appendix 2 contains a list of organisations which might be useful to our staff. These organisations may provide hints and tips on maintaining general wellbeing, advise on benefits and help with form filling, and put carers in touch with each other. 

7. ENTITLEMENT TO LEAVE

7.1 Emergency carers and dependant leave
In order to meet any immediate caring emergencies, managers may grant no more than 3 days per episode or no more than 6 days paid Emergency carer’s and dependant leave (pro rata) in any rolling 12 month period. Other types of leave may be taken to extend this period of absence. As an alternative or in addition to this, short periods of ‘home working’ may be an option in some circumstances. 
The aim of Emergency carers and dependant leave is to provide a suitable response to an employee whose normal care arrangements breakdown at short notice or who finds that they have to care for a child or dependant who suddenly becomes ill. Emergency carers and dependant leave may also be granted to enable the employee to make alternative arrangements or cope with a specific long-term care challenge. Emergency carers and dependant leave cannot be granted for scheduled hospital or similar ad hoc appointments when annual leave should be used or time taken worked at another time with manager’s agreement.  

This provision is provided through the All Wales Special Leave Policy: 7.1.1 Emergency carer’s and dependent leave.
7.2 Unpaid leave

When all paid forms of leave have been utilised, in exceptional circumstances and with the approval with the line manager, staff may be granted unpaid leave. to access the application form to request Special Leave and select ‘Other Reason’ and ‘Unpaid’.

7.3 Parental leave

A member of staff who is a parent of children under 18 years of age may take unpaid Parental Leave in order to look after a child or to make arrangements for the good of their child as allowed by the NHS Terms and Conditions of Service Handbook, Part 5: Equal Opportunities, Section 33: Caring for Children and Adults, this will be agreed in line with terms and conditions of service pending completion of a local policy.
7.4 Employment Break 
Alternatively, an employment break can help reduce stress in those trying to balance work and home commitments. This is an opportunity to leave the workplace for a specific period of unpaid leave and return to the same or similar position inside HEIW at the end of that period. The minimum duration of an employment break is 3 months; the maximum 5 years. More detail can be found in the HEIW Employment Break Policy.
Please note that all leave is at the manager’s discretion and authorisation will be dependent on service requirements. 
Any request will be looked at on an individual basis, although a consistent approach will be taken when considering requests. Any solution will be tailored to the organisations and the individual’s needs at any given time and therefore solutions for different scenarios may be different. 
Managers will be required to provide a reasonable explanation for the decision that has been reached. 

8. FLEXIBLE WORKING
Leave or employment breaks are designed to cover emergency or short-term needs. It is important that staff who are carers are aware of the other work life balance options available to them as covered in NHS Terms and Conditions of Service Handbook, Part 5: Equal Opportunities, Section 34: Flexible Working Arrangements and are put into practice in HEIW through the Flexible Working Request Policy and Procedure.
9 MONITORING

An accurate record of all special leave requests, paid and unpaid, should be maintained on the Electronic Staff Record (ESR), to enable the organisation to correctly process pay, to consider whether there are any issues that may be contributing to unintended discrimination and ensure that the process is fairly and equitably applied to all individuals and groups. 
10. USEFUL RESOURCES
· NHS England and NHS Improvement has developed a working carers passport to support NHS employees and line managers.
· Carers UK have recently developed a guide Let’s talk about flexible working which has practical information to help staff with caring responsibilities and start the conversation with their line managers.
· The CIPD report Supporting working carers (2020) examines how working carers combine their caring responsibilities with paid employment, and the difference employers can make by supporting them. 
· A report from Carers UK highlights the importance of having established policies in place to support staff with caring responsibilities.
· Business in the community has developed a Supporting carers in the workplace toolkit which provides the knowledge and practical advice organisations need to support informal carers.
· NHS Employers has developed guidance around supporting staff with underlying health conditions and those who are in higher-risk groups.
· A Shielding Experts webinar was hosted by the West Yorkshire Health and Care Partnership along with the Local Resilience Forum, West Yorkshire Prepared on 3 February 2021, providing a valuable opportunity to listen to people about their experiences of shielding. 
11. IMPLEMENTATION, MONITORING, REVIEW AND DISTRIBUTION
This policy will be maintained and updated by HEIW People Team. HEIW will review the operation of the policy as necessary.  At a minimum the policy will be reviewed at least every 3 years.

The policy will be available to employees via HEIW’s intranet site. Where employees do not have access to the intranet, their manager must ensure that they have access to a paper or electronic copy of this policy.

12. INTEGRATED EQUALITY IMPACT ASSESSMENT (EqIA)

HEIW is committed to ensuring that, as far as is reasonably practicable, the way it treats its employees reflects their individual needs and does not discriminate against individuals or groups. 
HEIW has undertaken an Integrated Equality Impact Assessment (EqIA) and received feedback on this policy and the way it operates. HEIW wanted to know of any possible adverse or differential impact that this policy may have on any groups in respect of age, disability, gender identity; marriage (including same sex) or civil partnership, pregnancy and maternity issues, race, religion and or belief sexual orientation, transgender, carer, Welsh language, or other protected characteristics. 

In exploring these possible adverse or differential impacts HEIW acknowledge the intersectionality of individuals. Meaning that due regard has been given to the way in which power structures based on factors such as: age, disability, gender identity, sexuality, race, religion, belief or non-belief and religion interact with each other to create barriers of overlapping discrimination and disadvantage. 

The assessment found that the policy created a number of opportunities for positive impacts on individuals and groups and enabled HEIW to make plans for any necessary actions required to minimise any potential negative impacts. Ensuring as an organisation we meet our responsibilities under the equalities, Welsh language and human rights legislation and promote good practice.

	Emergency / Unforeseen situations
	Long term

 caring responsibilities
	Short term / Planned 

caring responsibilities

	For example:

· A dependant being admitted to hospital or becoming ill or injured

· Unexpected failure of normal care plan

· Child unexpectedly unable to attend or sent home from school perhaps due to adverse weather


	When an employee is permanently responsible for delivery of all or part of ongoing care, or accompanying a dependant to regular clinics or appointments


	For example: 

· Nursing care following serious illness or discharge from hospital
· Relocating situations i.e. To or from the cared for person’s home or into residential care
· Attending DSS Benefit or legal hearings on behalf of the cared for person.  



	All Wales Special Leave Policy
Emergency Carer’s and Dependant Leave 


	Flexible Working Policy: 
Part time working, 
Compressed hours, 
Home working
All Wales Employment Break Scheme

	All Wales Special Leave Policy
Annual Leave Policy 
Unpaid leave

Flexible Working Policy
Parental leave
All Wales Employment Break Scheme


	Managers may grant no more than 3 days paid Emergency Carer’s and Dependant Leave per episode or no more than 6 days paid leave (pro rata) in any rolling 12 month period.
	The minimum duration of an unpaid employment break is 3 months; the maximum 5 years. 
	When all paid forms of leave have been utilised, staff may be granted unpaid leave.
Up to four weeks unpaid parental leave per child may be taken in blocks of one week in the same year.

The minimum duration of an unpaid employment break is 3 months; the maximum 5 years. 



Appendix 1

Appendix 2 Helpful Organisations 

Below is a list of the main organisations that can provide help and assistance, but there will be many local facilities in your area that can also help. These organisations can help with form filling, benefits advice as well as your rights around employment and training. 

Also your local Social Services Department will have a list of local organisations, care homes and respite facilities. 
Carers Wales, Unit 5, River House, Ynysbridge Court, Cardiff CF15 9SS Tel no: 029 20811370 
info@carerswales.org  www.carerswales.org

Age Concern & Help the Aged in Wales, Ty John Pathy, 13/14 Neptune Court,  Vanguard Way, Cardiff CF24 5PJ Tel: 029 2043 1555 http://www.accymru.org.uk

Care & Repair Cymru, Norbury House, Norbury Road, Fairwate,r Cardiff  CF5 3AS 
Tel: 029 2057 6286   http://www.careandrepair.org.uk 

Hafal, Suite C2, William Knox House, Britannic Way, Llandarcy, Neath SA10 6EL 

Tel: 01792 816600 http://www.hafal.org

Christian Lewis Trust, 62, Walter Road, Swansea SA1 4PT Tel: 01792 480500 http://www.christianlewistrust.co.uk  

Crossroads Wales, 3rd Floor, 33-35, Cathedral Road, Cardiff CF11 9HB 
Tel no: 029 2009 0087 

All Wales Forum of Parents & CARER’S, The Old House, Fedw Hir, Llwydcoed, Aberdare CF44 0DX Tel: 01685 886558 

Alzheimer’s Society, 3rd Floor, Baltic House, Mount Stuart Square, Cardiff CF10 5FH 
Tel: 029 2048 0593 http://www.alzheimers.org.uk 

Learning Disability Wales, 41, Lambourne Crescent, Llanishen, Cardiff CF14 5GG 
Tel: 029 2068 1160 http://www.learningdisabilitywales.org.uk 

Multiple Sclerosis Society Wales, Temple Court, Cathedral Road, Cardiff CF11 9HA 
Tel: 029 2078 6676 http://www.mssociety.org.uk/wales/index.ht ml

Contact a Family Wales, 33 –35, Cathedral Road, Cardiff CF11 9HB Tel:  029 2039 6624   wales.office@cafamily.org.uk http://www.cafamily.org.uk/inyourarea/wales/index.html  

Princess Royal Trust for CARER’S, Victoria House, 250, Cowbridge Road East, Canton, 
Cardiff CF5 1GZ Tel: 07725416031 Tel: 02920 221788 http://www.CARER’S.org/  

www.direct.gov.uk/CARER’S Government website for the latest information and services. 

Counsel and Care Tel no: 0845 3007585 advice@counselandcare.org.uk www.counselandcare.org.uk 

Community Legal Services, Tel no: 0845 3454345 www.clsdirect.org.uk 

The Stroke Association, Greenmeadow Springs Business Park, Unit 8, Cae Gwyrdd, Tongwynlais Cardiff  CF15 7AD Tel: 029 2052 4400 http://www.stroke.org.uk/

SNAP Cymru, 10, Coopers Yard, Curran Road, Cardiff CF10 5NB Tel: 029 2038 8776 http://www.snapcymru .org/

Parkinsons Disease Society, Maritime Offices, Woodland Terrace, Maesycoed, 
Pontypridd CF37 1DZ Tel: 0844 225 3715 http://www.parkinsons.org.uk/

CARER’S Line, Tel no : 0808 808777 (Wed & Thurs  10-12 & 2-4) www.CARER’Suk.org 
Visit your local Citizens Advice Bureau www.adviceguide.org.uk

Working Families 0800 0130313 www.workingfamilies.org.uk
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