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1. Introduction 
 
There are a large number of people providing significant levels of unpaid care, 
enabling people to live longer in the community.  There is also the growing awareness 
around demographic changes and the need for employers to address the needs of 
carers in the workplace and older workers. 
 
Carers are a valuable resource and their contribution and continued health and well-
being is vital. 
 
 

2. Scope of the Policy 
 
This Policy applies to all Council/School staff who have substantial caring 
responsibilities, regardless of length of service or type of contract with the exception 
of those employed on a relief basis.  Part-time staff will receive an entitlement on a 
pro-rata basis related to their full-time equivalent status. 
 

http://intranet/organisational-development-(hr)/policies-procedures/policies-managers-guides.aspx
http://intranet/organisational-development-(hr)/policies-procedures/policies-managers-guides.aspx
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It also states a dependant of an employee has a long-term care need if: 
 

¶ they have an illness or injury (whether physical or mental) that requires, or is 
likely to require, care for more than three months, 

¶ they have a disability for the purposes of the Equality Act 2010, or 

¶ they require care for a reason connected with their old age. 
 
Although it is not possible to define significant in terms of hours or days of care 
provided, the employee will be the first point of contact.  As the sole carer, they will 
have responsibility for the individual at all times, including emergencies and would 
not just provide support for one off hospital appointments/recuperation periods. 
 
Should two people in the same family both provide caring responsibilities (and are 
classed as joint Carers) and are both employed by the Council/School, these 
provisions will be shared.  The employee(s) should disclose this to their 
manager/Headteacher when an initial request is made, further advice can be sought 
from Organisational Development. 
 
 

4. Aims & Objectives 
 
The Council
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Having recognised its role in supporting employees who are carers the 
Council/School has committed to the following: 
 

¶ Promoting the adoption of good practice in carer friendly employment policies 
and working practices, thereby encouraging more carers into employment. 

¶ Ensuring policies are effective and welcome feedback from carers on how our 
policies work in practice. 

¶ Actively encouraging a working environment that supports carers to ensure 
that they feel comfortable and confident in the workplace and to ask for any 
help they may need. 

¶ Increase recruitment and retention of employees by ensuring carers feel 
valued and supported in the workplace. 

¶ Recognising and acknowledging as part of our recruitment and selection 
processes the transferable skills and experience gained and developed by 
carers. 

¶ Dealing with issues in a confidential manner that may be raised between 
employees and their manager, or Organisational Development. 

¶ Enabling managers to support their staff who have caring responsibilities by 
providing information, guidance and advice as appropriate. 

¶ Ensuring there is consistency of treatment between employees with caring 
responsibilities, whilst taking into account the individual and business needs 
of each case. 

¶ Ensuring our employees are not discriminated against or disadvantaged on 
the grounds of caring responsibilities. 

¶ Maintaining links and effective communication with partner organisations in 
order to provide information and access to services and benefits for staff. 

 
 

5. Responsibilities 
 

5.1 Managers/Headteachers 
 

¶ To be aware of the needs of carers and understand the conflicting demands. 

¶ To be responsible for ensuring that staff are aware of the Carers Policy.  
Managers should be flexible and assess all options to encourage and support 
staff to remain in work for as long as possible. 

¶ To ensure that absences, which may have been caused by caring 
responsibilities are dealt with appropriately. 

¶ To keep in touch with employees during periods of leave. 

¶ To be vigilant and offer additional support to a member of staff who is 
experiencing increased stress outside work because of caring responsibilities.  
This could include a referral to Occupational Health or the Council’s Employee 
Assistance Programme. 

¶ To ensure good communication between management and staff, especially 
where there may be organisational changes which may affect the employee’s 
hours of work.  Reasonable notice should be given to the employee to make 
alternative caring arrangements if shift patterns are to change, or overtime or 
working away from home/work base is required. 

¶ To provide access to a telephone, if required, (with privacy) to enable the 
employee to check on the person they are caring for or to arrange 

http://intranet/organisational-development-(hr)/health,-safety-welfare/occupational-health-(insync-corporate-healthcare).aspx
http://intranet/organisational-development-(hr)/health,-safety-welfare/employee-assistance-programme-(care-first).aspx
http://intranet/organisational-development-(hr)/health,-safety-welfare/employee-assistance-programme-(care-first).aspx
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appointments if necessary (payment for calls will be in line with the Policy on 
the Use of Authority-Mobile Telephones). 

¶ To be consistent in adhering to equal opportunities and be fair in their 
approach to requests whilst having the discretion within the parameters of the 
Policy to respond appropriately to individual circumstances. 

 
5.2 Organisational Development 

 

¶ To advise managers and individuals on existing policies/procedures/working 
practices (e.g. Flexible Working Policy, Leave Policy) and changes to 
legislation around “special” leave policies/entitlements. 

¶ To provide continuing support to managers and individuals in the workplace 
and encourage referral to Occupational Health or the Council’s Employee 
Assistance Programme. 

¶ To provide confidential advice, information and support to employees who 
have caring responsibilities. 

¶ To raise awareness of the rights of carers and to signpost staff to relevant 
carer information and support agencies. 

 
5.3 

http://intranet/policies-plans-strategies.aspx
http://intranet/policies-plans-strategies.aspx
http://intranet/organisational-development-(hr)/health,-safety-welfare/occupational-health-(insync-corporate-healthcare).aspx
http://intranet/organisational-development-(hr)/health,-safety-welfare/employee-assistance-programme-(care-first).aspx
http://intranet/organisational-development-(hr)/health,-safety-welfare/employee-assistance-programme-(care-first).aspx
http://intranet/organisational-development-(hr)/health,-safety-welfare/occupational-health-(insync-corporate-healthcare).aspx


 

7 

Carers can work some distance away from the people they provide care for and in 
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8.2 Unpaid Dependants Leave
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Mobile Phones, Laptops and other company property – managers/Headteachers 
should assess and advise employees whether employees should return these, 
depending on the duration of the carer’s break agreed. 
 

8.4 Unpaid Parental leave for carers of disabled children 
 
Eligible employees may be entitled to up to 18 weeks unpaid leave per child until the 

http://intranet/organisational-development-(hr)/policies-procedures/policies-managers-guides.aspx
http://intranet/organisational-development-(hr)/policies-procedures/policies-managers-guides.aspx
http://intranet/organisational-development-(hr)/other-information/forms.aspx
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of Amendment Form and send this to Organisational Development for the necessary 
deductions to be made from the employee’s earnings. 
 
If individual needs are not met by the scope of this Policy there are alternative options 
that can be explored in relation to flexible working that can be further explained by 
contacting Organisational Development. 
 
Abuse of the Provisions 
 
Any abuse of the provisions of the Carers Policy will be dealt with in accordance with 
the Council’s Disciplinary Policy & Procedure or School’s Disciplinary Procedure. 
 
Equal Opportunities 
 
All carers in the workforce should be treated fairly, and offered the level of support 
dependant on their caring situation and work commitments.  They should be well 
informed of the policies in operation for supporting carers.  These policies should be 
accessible to all carers regardless of post held or any of the protected characteristics. 
 
Employees with caring responsibilities will have the same opportunities to get a job 
or stay in work with the Council/School regardless of their responsibilities outside of 
work. 
 
An employee will be protected from detrimental treatment due to the fact that they 
took, sought to take or were likely to take, carer’s leave. 

 
 

10. Further Information 
 

Additional resources, signposting and advice that can help during the times that 
employees may need to utilise their entitlement for Carers Leave, or similarly in 
helping to decide if this is an option for them, can be found in appendix 2. 

 

http://intranet/organisational-development-(hr)/other-information/forms.aspx
http://intranet/organisational-development-(hr)/policies-procedures/policies-managers-guides.aspx
http://intranet/organisational-development-(hr)/schools-hr/policies-for-school-based-staff.aspx


 

 

 

 

 

 

 

 

Appendix 1: Request Form For Carers Leave 
 

 
PLEASE COMPLETE THIS FORM AND RETURN TO HRpayroll@blaenau-gwent.gov.uk 

 

SECTION 1 ² TO BE COMPLETED BY EMPLOYEE 
  

Full Name:  
  

Job Title:  
  

Personal Reference Number (please note this is mandatory):  
  

Type of Carers Leave required:  Planned  Unplanned  Paid  Unpaid 
  

Leave Date(s) Required:  
    

Total Number of Days:  Identified as a Joint Carer?  Yes  No 
     

Employee’s Signature:  Date:  

 
 
 

SECTION 2 ² TO BE COMPLETED BY MANAGER/HEADTEACHER 
  

Date Request Received:    Agreed  Declined 
      

Total number of days used of annual paid entitlement:    
      

If unpaid leave taken – basic amendment completed?  Yes  No 
     

Manager’s Signature:  Date:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 
March 2024  

Request Form For 

Carer’s Leave 

mailto:HRpayroll@blaenau-gwent.gov.uk


 

 

Appendix 2: Carers Support 
 

Flexible Working 

 
It is important to ensure that flexibility is available to all employees, in particular to those who 
have to balance work and caring.  Offering flexibility can ensure that employees are able to 
continue working effectively and add value to the Council/School, whilst at the same time 
coping with external pressures.  Often the arrangements that have to be made for carers 
are straightforward and can be easily put in place by the manager/Headteacher or 
Organisational Development.  Most caring emergencies for which specific arrangements 
have to be made will be relatively short term, and therefore it is important to emphasise the 
need for an ongoing flexible approach. 
 
 

Arrangements at Work 

 
There may be a need, either temporarily or permanently, for working arrangements to be 
adjusted to meet individual circumstances.  The work life balance approach recognises that 
people have different interests and responsibilities they want to fulfil. 
 

http://intranet/information-security.aspx


 

 

Occupational Health Service 

 
The Council/School has an occupational health provision that provides support and advice 
to staff on health and wellbeing.  As part of the Attendance Management Policy employees 

http://intranet/organisational-development-(hr)/health,-safety-welfare/employee-assistance-programme-(vivup).aspx
https://vivup.yourcareeap.co.uk/?CODE=110053
https://blaenaugwent.yourcarewellbeing.net/#/


 

 

Financial I



 

 

¶ Do they get any time for themselves? 

¶ Do they want information about benefits? 

¶ Are they worried they may have to give up work? 

¶ Is the person they care for getting enough help? 
 
Please contact C2BG on 01495 315700 to request a referral to the Social Work Team for a 
carer’s assessment. 
 

 

Further Information and Advice 

 
Carers UK/Carers Wales 
There may be a number of local carers’ organisations in the area where you live where you 
may be able to get a range of support, advice and information.  To find out more about 
resources in your area go to the Carers UK website www.carersuk.org or call carers line 
0808 808 7777. 
 
The Care Collective 
1-3 Central Mews, Market Street, Pontypool, NP4 6JN 
Tel: 01495 769996 
Email: info@thecarecollective.wales 
Website: www.thecarecollective.wales 
 
Age Cymru 
Tel: 029 2043 1555 
www.ageuk.org.uk/cymru 
 
Citizens Advice Bureau 
Tel: 03444 772020 
https://www.citizensadvice.org.uk/wales/ 
 
Aneurin Bevan University Health Board 
Headquarters, 

http://www.carersuk.org/
mailto:info@thecarecollective.wales
http://www.thecarecollective.wales/
http://www.ageuk.org.uk/cymru
https://www.citizensadvice.org.uk/wales/
mailto:abhb.enquiries@wales.nhs.uk
http://www.wales.nhs.uk/
mailto:FIS@blaenau-gwent.gov.uk
http://www.blaenau-gwent.gov.uk/resident/health-wellbeing-social-care/support-for-children-families/family-information-service/
http://www.blaenau-gwent.gov.uk/resident/health-wellbeing-social-care/support-for-children-families/family-information-service/
http://www.gavo.org.uk/

