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1. INTRODUCTION AND SCOPE 

We recognise that some of you have caring responsibilities and that you may 
need our support to combine work with care.  You may acquire caring 
responsibilities unexpectedly or at short notice, or caring responsibilities may 
develop over time, and we acknowledge this may be in addition to time off 
for dependants. 

We recognise the challenges that carers face while trying to balance the demands of caring, 
work, and looking after their own health.  We are committed to doing what we can to help 
to ensure that the health and wellbeing of employees with caring responsibilities are looked 
after. 

This policy applies to all our employees. It does not apply to workers, contractors, 
consultants, or any self-employed individuals working for us. 

This policy does not form part of an employee’s contract of employment, and we 
reserve the right to amend it at any time. 

2. BEING A CARER 

A carer is anyone with caring responsibilities who provides care, assistance and support to 
any other individual who may be seriously ill or unable to care for themselves. 

Carers might find it difficult to distinguish their caring role from the personal relationship 
they have with the individual they are caring for, be it a relationship with a spouse, civil 
partner, child, parent, or friend. Therefore, some employees may not immediately identify 
themselves as a carer. Employees do not need to give evidence of their dependant’s care 
needs. 

 

The activities that carers undertake are wide ranging, including but not limited to: 

● help with personal care; 

● help with mobility; 

● managing medication; 

● practical household tasks; 
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● emotional support; and 

● help with financial matters or administration. 

3. ELGIBILITY 

Whatever your length of service, you have a statutory right to take carer's leave to provide 
or arrange care for a dependant if they have a long-term care need. 

In the context of statutory carer's leave, a dependant means: 

● your spouse, civil partner, child or parent; 

● any person who lives in the same household as you (other than as a lodger, tenant, 
boarder, or employee); or 

● any other person who would reasonably rely on you to provide or arrange care. 

A dependant 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; 

● have a condition that amounts to a disability under the Equality Act 2010; or 

● require care for a reason connected to their old age. 

This statutory right to carer's leave applies to a wide range of caring situations, but excludes 
general childcare, except where your child meets the definition of a dependant with a long-
term care need. 

4. ENTITLEMENT 

You are entitled to one week of unpaid leave in any 12-month period i.e. up to 5 days.  This 
means that a full-time employee is entitled to up to five days' unpaid carer's leave in any 12-
month rolling period. If you are contracted to work four days per week, you will be entitled 
to four days of carer's leave in any 12-month rolling period, and so on. 

You can take the leave in one continuous block, as individual days, or as half days. 

If you are caring for more than one dependant, you do not have a separate entitlement 
to carer's leave for each dependant. 
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5. NOTIFICATION 

You must give notice in writing to your line manager of your intention to take 
carer’s leave and reasonable notice should be provided. 

We ask that you give as much notice as possible when requesting carer's leave so that we 
can plan for your absence. In any event, you must give notice in advance that is either twice 
the number of working days that you wish to take as carer's leave, or three days, whichever 
is the greater. 

While every effort will be made to meet your request, we may postpone a period of carer's 
leave if we consider that your absence will disrupt the operation of the setting. 

If a decision is taken to postpone your leave, the Headteacher will consult with you to find 
an alternative leave period within one month of the carer's leave period requested. 

The Headteacher will write to you within seven days of receiving your notice, and before the 
requested start date of the leave, clarifying the reason for the postponement and the revised 
dates on which the carer's leave can be taken. 

6. CANCELLING YOUR CARER’S LEAVE 

You cannot cancel any carer's leave that has already begun. 

7. RETURNING TO WORK AFTER CARER'S LEAVE 

Following your carer's leave, you have the right to resume working in the same job as 
before on terms and conditions that are no less favourable than the terms that would have 
applied had you not been absent. Your continuity of employment is not affected. 

8. OTHER TYPES OF LEAVE 

The statutory right to carer's leave is intended to be for planned and foreseen caring 
commitments. If you need to take time off to manage an unexpected or sudden problems 
relating to a dependant and make any necessary longer-term caring arrangements, please 
see our Time off for dependants leave policy. 

We recognise that you may need a longer period of time off work that goes beyond your 
statutory entitlement to carer's leave under this policy. In such cases, we may agree for you 
to take the time off work as discretionary authorised, unpaid absence. 
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9. FLEXIBLE WORKING 

We realise that flexible working can help navigate the challenges of caring while also 
working. If you feel that you would benefit from a permanent change to your working 
arrangement to help balance your work responsibilities, we encourage you to look at our 
Flexible Working Policy. 

We also appreciate that the option to work flexibly on a temporary (rather than permanent) 
basis may be enough for you to balance work and your caregiving responsibilities. This could 
include working from home, hybrid working or changing your start and finish times. 

If you feel that you would benefit from a temporary change to your working arrangement on 
an ad hoc basis, you should discuss and agree these with the Headteacher.  

We will try to facilitate temporary flexible working arrangements wherever this is possible 
and will continue to review these to ensure that they meet your needs. 

10. EMPLOYEE ASSISTANCE PROGRAMME 

We provide an Employee Assistance Programme (EAP) which offers information 
and advice on some of the practical issues that carers may face including 
claiming benefits and allowances, organising respite care etc.  Should you 
need further support at this time you are able to contact our employee 
assistance programme by contacting;  Schools Advisory Service (SAS) 01773 
814404. 

11. EXTERNAL SOURCES OF INFORMATION 

There are various organisations that provide help and support to carers, including: 

● Carers UK, which provides help and advice for carers on employment rights, benefits 
and tax credits, assessments, and other practical matters for carers; 

● Support and benefits for carers - Social care and support guide - NHS, which provides 
a wealth of information and advice for carers; 

● Grace Care Consulting, which provides advice and support on care, special needs and 
neurodiversity; all needs and neurodiversity. 

● Age UK and Independent Age, which offer information and support to anyone 
providing informal unpaid care to an older person through a range of local services; 

https://www.carersuk.org/help-and-advice/helpline-and-other-support/
https://www.nhs.uk/social-care-and-support/support-and-benefits-for-carers/
https://www.graceconsulting.co.uk/
http://www.ageuk.org.uk/
http://www.independentage.org/
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● Contact a Family, which provides support, advice and information to families with 
disabled children; and 

● Carers Trust, which works with other organisations to provide access for carers to 
breaks, information, advice, education, training and employment opportunities. 

 

Form – Notification of intention to take carers leave  
Please give this completed form to your line manager or Headteacher. 

Personal details 

Employee's name:   

Job title:   

Department:   

Start date:   

Please confirm each day or half day 
that you are requesting carer's leave: 

  

A. Declaration (please tick - you must meet this criterion to be eligible to take carer's leave): 

I will be absent from work for the purpose of providing or arranging care for a 
dependant.   

 

B. Declaration (please tick one option): 

http://www.cafamily.org.uk/
http://www.carers.org/
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The dependant is my spouse, civil partner, child or parent.    

The dependant is a person who lives in the same household as me (other than as a 
lodger, tenant, boarder or employee)  

  

The dependant is a person who reasonably relies on me to provide or arrange care.   

C. Declaration (please tick one option): 

The dependant for whom I request carer's leave has an illness or injury (whether 
physical or mental) that requires, or is likely to require, care for more than three months  

  

The dependant for whom I request carer's leave has a condition that amounts to a 
disability under the Equality Act 2010  

  

The dependant for whom I request carer's leave requires care for a reason connected 
with their old age. 

  

Notes 

You must meet the criterion under Declaration A, as well as one criterion under Declaration B 
and one criterion under Declaration C. Please note that you will be UNPAID while taking carer's 
leave as per the policy. All other benefits will remain in place. For example, holiday entitlement 
continues to accrue. Pension contributions will continue to be paid. 

Employee signature:   

Date:   
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Authorisation  

 

I have checked the above information 

 

 

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

 

Headteacher  

 

 

 

 

 


