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If you require this policy in another format please go the end of this document for details.

Introduction

KCC is committed to helping employees achieve a healthy work-life balance. It is recognised that some employees have specific caring responsibilities outside of work. Managers will, wherever possible, seek to support and assist employees to balance their caring responsibilities with their work.

Purpose

The intention of this policy is to highlight the range of options that, subject to service delivery requirements, are available to support and assist employees in combining their commitments as a carer with their KCC duties. This assistance can be beneficial to both the employee’s wellbeing and service delivery.

Definition of a Carer

A carer is someone who looks after family; partner or friends in need of help because they are ill, frail or have a disability. The care they provide is unpaid and the time required for this commitment will vary depending on the needs of the person receiving the care. The person may require fairly limited help like visiting and shopping, or it could involve carrying out personal tasks such as washing and feeding.

Many people may be working carers at some point in their lives and their caring commitments can be either temporary or on a longer term basis. A carer may not be the main or only person helping to look after someone.

Support options for carers
Employees who are seeking support and assistance in connection with their caring responsibilities will need to share with their line manager some basic information about their care commitments. This discussion will allow the line manager and employee to explore the most appropriate way to accommodate the caring responsibilities whilst ensuring service delivery is maintained. Following the discussion a support plan can be drawn up (see Carer Leave – Guidance which is available on KNet).
Support options include:

· Flexible Working
All KCC employees have a right to request flexible working. There are a wide range of flexible working arrangements that can be considered – either on a permanent or temporary basis. These range from a simple change to the employee’s daily start and finish times to formal contractual changes. The following are some of the main forms of flexible working arrangements:


Flexi-time
This option may assist employees in organising, with line manager agreement, their working pattern to take into account regular caring commitments that they have. For example this could involve starting work later in the morning or leaving earlier in the afternoon. In addition, flexi-leave may allow time off work to cope with unforeseen commitments.

Part-time working

This may be more suitable for employees with significant commitments elsewhere. Job share arrangements can also be considered.

Annualised Hours
This arrangement allows for a set amount of hours to be agreed at the beginning of the year which can be worked at any time to meet the needs of the employee and the service.
Term-time only
Employees on term time only (TTO) contracts will only work during the school term.
9 day fortnight
Employees will complete their ten days of hours within a nine day period.
Further details on some of the main forms of working flexibly are set out in the Work Smart (Flexible Working) – Guidance for Employees document which is available on KNet.
· Carer Leave
It is expected that, for the most part, employees will be able to balance their caring commitments and their work by making use of the range of flexible working options – some of which are identified above. However, there may be occasions, which are usually unplanned and on a short-term basis, where employees may require time off to meet their caring commitments. In this situation, aside from the annual leave arrangements, employees can request to take Carer Leave (which is part of the Personal Leave provisions). The maximum amount of Carer Leave that can be taken in a leave year is five days.

Further information on Carer Leave and Personal Leave is available on KNet.
· Emergency Dependant Care Leave
Employees have the right to take a reasonable amount of time off work to deal with certain unexpected or sudden emergencies involving people who depend on them, and to make any necessary longer-term arrangements. The law defines a dependant as a spouse, civil partner, child or parent. It also includes someone who lives in the same household as the employee, for example another family member. In cases of illness or injury, or where care arrangements have broken down it may also include someone who reasonably relies on the employee for assistance. There is no right in law to paid time off for family emergencies, so any time off would normally be unpaid. 
· Parental Leave

Parental leave is available to employees who have completed one year’s service with KCC and have or expect to have parental responsibility for a child. Employees can take up to 18 weeks unpaid leave per child up until the child reaches age 18. The leave is unpaid and at least 21 days’ notice must be given when making a request. A minimum of one week must be taken per request (a maximum of 4 weeks can be taken in any year). Further information on Parental Leave is included in the Family Leave Information Pack (which is available on KNet).
· Unpaid leave
Employees can request a period of unpaid leave of up to a maximum of six months. Periods of unpaid leave which are longer than ten days must be agreed by the relevant Director. Further information on unpaid leave is included in Chapter G of the Kent Scheme Terms & Conditions (which is available on KNet).
· Timeout
The Timeout scheme allows employees to take a break from work for a period of up to one year with the security of a job to return to. In order to qualify for a Timeout break employees must have at least two years continuous service with KCC. Further information on the Timeout scheme is available on KNet.
Support and information

· support and guidance on health, safety and wellbeing is available

· confidential counselling is available from Support Line on 03000 411 411
· specialist advice and information may be obtained informally from professionals in the Social Care, Health & Wellbeing (SCH&W) Directorate. As a local authority we have in-house expertise on the assistance that may be available. The SCH&W Directorate are not able to assist colleagues directly unless they are a resident in the county, but may be able to offer general advice and information about services available in other places. For further information, irrespective of residency, please telephone 08458 247100 and ask for County Duty Service, e-mail at contact.assessment.service@kent.gov.uk or fax 01233 652261.

Carer’s assessment

Carers have a legal right to have a carer’s assessment. This assessment is usually carried out by the Local Authority in which the carer resides. For further help and information the please contact the County Duty Service using the contact details above.

Website links to external carer organisations, these links will take you to organisations that offer support and guidance to carers:

	www.kent.gov.uk/carers
	www.kentyoungcarers.org.uk

	www.carers.org
	www.carersuk.org

	www.independentage.org
	www.mssociety.org.uk

	www.rethink.org
	www.macmillan.org.uk


For Occupational Health and Support Line – 03000 411 411
Alternative Formats 
This document is available in other formats. Call 03000 421553 or email alternativeformats@kent.gov.uk
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