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DOCUMENT CONTROL
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REVISION | DATE DESCRIPTION AUTHOR
1 1 April | New Trust policy following new legislation coming | Helen
2024 info effect from April 2024; The Carers’ Ruddle
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1.INTRODUCTION

This policy outlines the statutory right and responsibilities of employees to carers leave
and the procedures to be followed in order to arrange this leave.

This policy applies to all employees of Delta Academies Trust (the Trust) and does not
apply to agency workers or self-employed contractors.

Throughout this policy, reference is made to the *“Manager”. For clarity, this means the
Principal/Head of Academy in the case of academy based employees, or the Line
Manager in the case of Core Team employees. If the employee requesting carers
leave is the Principal/Head of Academy, they should interpret “Manager” as being
the Executive Principal or ELT Education Lead that they report to.

The right to unpaid carers leave is a statutory right, infroduced by The Carers Leave
Regulations 2024 which came into effect in April 2024. Carers leave is for employees
to take time off work to provide or arrange care for a dependent with a long-term
care need.

Throughout the implementation of this policy, provision will be made for employees to
be accompanied to meetings by either a work colleague or a trade union
representative. This is considered to support the process in the following ways:

English may not be the employee'’s first language and a companion may be

in a position to help facilitate the discussions.

e It may be necessary under the Equality Act 2010 as part of a reasonable access
requirement for a disabled employee.

e |t can give the employee confidence.

e The colleague or frade union representative may have experience of prior
successful arrangements and knowledge of wider workforce practices.

e To help deliver and fair and transparent process.

2.ENTITLEMENT TO CARERS LEAVE

An employee is entitled to carers leave from the first day of their employment with the
Trust.

An employee is entitled to take up to a maximum of one weeks’ unpaid carers leave
in any 12 month rolling period, as long as they meet the criteria outlined in section 4
and comply with the notice requirements outlined in section 6.
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3.DURING CARERS LEAVE

With the exception of terms relating to pay, the employee’s terms and conditions of
employment remain in force during carers leave.

If the employee received any non-cash contractual benefits such as a laptop, mobile
phone, health benefits or car, these would continue to be provided as normal during
their period of carers leave.

Holiday entitlement will continue to accrue during carers leave.

4. CONDITIONS OF CARERS LEAVE

From é April 2024, employees are entitled to take unpaid carer’s leave to give or
arrange care for a ‘dependant’ who has:

e A physical or mentaliliness or injury that means they're expected to need care
for more than three months.

e A disability (as defined in the Equality Act 2010).

e Care needs because of their old age.

The dependant does not have to be a family member. It can be anyone who relies
on them for care.

Carer’s leave is available to employees who meet the following conditions:

¢ They have a ‘dependent’ with along-term care need (as defined above).

e They want to be absent from work to provide or arrange care for that
‘dependent’.

¢ They have not exceeded the maximum amount of one week of carer’s leave
within the 12-month rolling period.

This provision does not extend to domestic animals.

5.EVIDENCE

Under The Carer’s Leave Regulations 2024, the Trust cannot require an employee to
supply evidence in relation to a request for carer’s leave before granting the leave.
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6.NOTICE PERIOD

An employee must provide advance notice of their wish to take carers leave. This
should be either twice as many days in advance of the earliest day or part day
requested in the notice, or three days in advance of the earliest day or part day
requested in the noftice; whichever is the earlier.

Examples:

A full time employee wants to take carers leave for two full days on Monday 13 to
Tuesday 14 May 2024. The employee would need to provide advance notice of
this request by no later than Tuesday 7 May 2024 (four days before the first day
requested) as this is earlier than the three days stated above.

A full time employee wants to take carers leave for one full day on Monday 13 May
2024. The employee would need to provide advance notice of this request by no
later than Wednesday 8 May 2024 (three days before the first day requested) as
this is earlier than the twice as many days (which in this case would be two) stated
above.

The trust requires employees to submit their notice request using the form at Appendix
A providing the following information (which could relate to all or part of the carers
leave the employee is entitled to take):

¢ Specify the employee is entitled to take carers leave in accordance with the
regulations.

¢ Specify the days on which the carers leave is to be taken and whether this
relates to part or full days.

Where the employee fails to provide advance notice in line with the required
fimescales, the Trust may choose to waive this requirement and the employee will be
treated as having provided the required notice. The form (Appendix A) must still be
completed as soon as the employee returns to work to ensure up to date records are
maintained.

7.TAKING CARERS LEAVE

Carers leave may be taken in full days or half days and can be taken as consecutive
or non-consecutive days up to a block of a maximum of one week.
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A week is an employee’s normal working week, i.e., if an employee works three days
per week, a week of carers leave will be three days.

Note — if an employee needs to care for more than one person, they cannot take a
week of carer’s leave for each dependant. They can only take one week every 12
months. The week of leave can be used for more than one dependant.

If the employee is a parent, they can take up to 18 weeks' leave to look after their
child. This is separate to carer’s leave and is covered under the Trust’s Parental Leave
Policy (available via SharePoint).

8.POSTPONEMENT OF CARERS LEAVE

The Trust cannot refuse a request for carers leave but does have discretion to
postpone a request for carers leave where it is reasonably considered the operation
of the Academy or Trust would be unduly disrupted if the employee took carers leave
during the period requested.

Carers leave should not be postponed for longer than necessary and in any event no
more than one month after the earliest day or part day of the employee’s original
request. Notice of postponement will be issued to the employee in writing providing
the reason for the postponement and the agreed alternative dates for taking carers
leave.

9.RETURNING TO WORK

An employee returning to work after an isolated period of carers leave is entitled to
return to the job in which they were employed directly before their absence and on
the same terms and conditions of employment.

10. RECORD KEEPING

The Trust will keep a record within the employee’s personal file of any carers leave
taken during their employment.
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11. FURTHER SUPPORT

Where longer term carers leave is required, the employee should consider alternative
options available within the Trust including but not limited to parental leave, flexible
working, or taking annual leave.

The Trust provides all employees with access to an industry leading Employee
Assistance Programme, Care First, which is available at any time and day for
independent and confidential information and support. This service can be accessed
on 0800 174319 or online at www.carefirst-lifestyle.co.uk.

The NHS website also offers an overview of the support available for carers and can
be accessed at Support and benefits for carers - Social care and support guide - NHS

(Wwww.nhs.uk).

12. MONITORING AND REVIEW

Through monitoring and review, the Trust will ensure that
e Individual records will be freated as confidential.
¢ Consistency of application and adherence to Equality legislation.
e An Equadlity Impact Assessment is completed.

This policy will be reviewed every three years, or when there are changes to relevant
legislation by the Trust in consultation with recognised Trade Unions.
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APPENDIX A — REQUEST FOR CARERS LEAVE
FORM

Request for Carer’s Leave Form

This farm should be completed by the employes (section 1-3] and submitted in accordance with the
requirements of the Trust's Carer's Leave Policy. Pleaze ensure all sections are com pIEtEd.l

1.Personal details

Employee name
Employee job ttle

Acadermy
Employee payroll number

2.Carer’s leave reguest

| can confirm that | meet the conditions outlined in the Trust’s Carer’s leave policy and would like
to reguest the carer's leave listed below.

| understand that this leave will be up to 2 maximum of one week (equzl to my normal working
week) within 2 12 month rolling pericd.

5Start date End date Full f half day Total number of days

3.Carer's leave request declaration
| can confirm that all information | have provided on this form is accurate.

Signature: Date:

Part 4 should be completed by the manager.

4. Jutcome
Manager name
Manager job title

Reguest status [circle) | Approved az above Postponed
If postponement has been agreed, outline the agreed dates below
Start date End date Full § half day Total number of days

| can confirm that | have approved the carer's leave.

Manager signaturs: Date:

HR35 — Delta Carer's Leave Policy vl
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