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1.

Policy Statement

Neath Port Talbot Council recognizes and understands that some employees
may find it difficult to combine work and caring and this policy sets out what
support the Council offers to enable employees to do this.

Definition of a Carer

Neath Port Talbot Council defines a carer 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 Council 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. We have,
therefore, adopted the following code of good practice in order to support
employees who are, or who are likely to become carers.



We believe 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 Council 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 their trade union representative or HR Officer.

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 Council offers.

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 Council offers various types of flexible working:

e 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.

e Home working / mobile working. Employees spend part of their working
week away from the workplace.

e Job sharing. Usually two employees share the work normally done by one
person.



e Reduced hours working. Employees might work shorter days or fewer
days in a week.

e 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.

e Compressed hours. Employees work their total hours over fewer working
days e.g. a ten day fortnight is compressed into a nine day fortnight.

All employees have the right to request flexible working. If agreed it would
result in a permanent change to their terms and conditions. Only two requests
are allowed in a year. The Council can refuse a request, but will give the
employee good business reasons from a specific list which is set out in the
Flexible Working Policy. Employees can appeal against this decision. For
further information, please refer to the Flexible Working Policy on the HR
Intranet.

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.

Crisis situations

The Council recognises that employees with caring responsibilities are not
always able to 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.

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:
e adisruption or breakdown in care arrangements
e when a dependant falls ill, has been assaulted or in an accident
(including when the person is hurt or upset rather than physically injured)



e to make longer term arrangements for a dependant who is ill or injured
(but not to provide long term care themselves)

e to deal with an incident involving a child during school hours

¢ to deal with the death of a dependant.

7. Carers Leave

The Council acknowledges that employees with caring commitments may
need time off to deal with medical appointments/discharge from hospital etc.

As of April 2024 employees are legally entitled to a minimum of one week of
unpaid leave per year (pro-rata) in order to care for a dependent with a long-
term care need. This is defined as a long-term iliness or injury (physical or
mental) that requires (or is likely to require) care for more than three months, a
disability as defined under the Equality Act 2010, or issues related to old age.
The leave may be taken in either individual days or half days, up to a block of
one week. In order to take the leave, notice of either twice as many days as
the period of leave required, or three days (whichever is the greater) will have
to be given. This right is applicable from the first day of the employee’s service
and requires no evidence to be provided other than self-certification.

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 or through use of the
statutory entitlement of one week’s unpaid leave.

The Council 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 options which should be discussed with the line manager:-:

Parental Leave

Time off for dependants

Additional Annual Leave Purchase Scheme
Career breaks



8. Other support for carers

All employees with caring responsibilities are entitled to use their telephone at
work, in private, in connection with their role as a carer.

Information about external sources of support is also available, please see
below:-

Carers UK - https://www.carersuk.org/wales

Dewis Cymru - https://www.dewis.wales/support-for-carers

NHS Direct Wales - https://www.nhsdirect.wales.nhs.uk/livewell/carers/

Carers Trust Wales - https://carers.org/country/carers-trust-wales-cymru

9. Employers for Carers (EfC)

As of November 2022 NPT Council is a member of Employers for Carers
(EfC).

EfC allows employees to access support from the EfC digital platform, full of
practical guides, e-learning and toolkits. The council also benefits from access
to tailored, expert consultancy and training services.

This platform aims to support employees who are working carers by taking
care of their mental and physical well-being, and to also help those who have
caring responsibilities to remain at work.

There is support for line managers to receive support and training via EfC and
working carers will have access to flexible working, carers leave, training
sessions and more.

Create an account by visiting efcdigital.org and selecting ‘create new account’.
You will need our membership code to do this, which is: EFC4002

10. Role of line managers

Managers, especially line managers, are the gatekeepers to this policy and
play a key role in its implementation. The Council 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. Please
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see Appendix A (Carer’s Toolkit) for further support in facilitating these
conversations with employees.

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.

Creating a workplace culture that is supportive to carers also requires the
endorsement of top-level management. This Policy has been approved by the
Council’'s Personnel Committee.

11. Review

This policy will be reviewed in two years, following changes in legislation or as
a result of operational issues.

Neath Port Talbot Council understands the difficulty that some carers face and
Is committed to providing as much support as is reasonably practicable.

The Council 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.



Appendix A — Carer’s Toolkit
Carers Toolkit
Summary

This Carer's Toolkit can be completed by anyone who has caring
responsibilities. If you have caring commitments which affect your work now or
may do in the near future, you may find it beneficial to complete this tool, you
may also wish to do this with your manager. It can be a 'live' document that
can be reviewed and updated when circumstances change, whether that is the
demands of the job, or the nature of the caring responsibilities.

It is suggested as a minimum that the guidance document should be reviewed
annually or as circumstances change.

We pride ourselves on being a supportive and inclusive employer, but we also
have to balance the needs of our people with caring responsibilities with the
needs of Neath Port Talbot Borough Council. This tool can support a
conversation which helps to find this balance.

Employee Details

Forename
Surname
Employee Number
Job Title

Caring and Work
Thinking about your caring role and how it affects your work.
What are your caring responsibilities?

How does this affect your work?

What impact does work have on your caring responsibilities?
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How do you expect your caring role (and its impact) could change in future?

Getting support

Are you aware of the Councils membership with Employers for Carers (Carers
Wales)? Please find further details here. www.efcdigitalwales.org

Do you already receive any support in work to help combine caring with work?
Yes/No (add details)

What additional support would help you?

Are you aware of the following resources available to you outside of work?

- Neath Port Port Talbot Carers Carers Service Carers Service | Neath
Port Talbot Carers Service | Wales (nptcarers.co.uk)

- Government guidance Care and support statutory guidance - GOV.UK
(Www.gov.uk)

- Helplines for carers Helpline and other support | Carers UK

- Dewis Cymru - Find local and national organisations and services
that can help you https://www.dewis.wales/

Any other questions or issues?

Action
Please use this section to record any agreed action points for either the

employee or the line manager.
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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 Carers Leave Act 2023

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.

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.
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