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[bookmark: _Toc159594615]Introduction
1.1 UEL is committed to providing, creating and maintaining a supportive environment which promotes equality across our University community and enables carers to balance their home and work commitments without detriment.
1.2	The Carer’s Leave Act 2023 makes provision for employees who balance work with caring responsibilities. Employees with caring responsibilities have the right to one week of unpaid Carer’s Leave in any 12 month period in order to provide or arrange care for a dependent with a long-term care need.
[bookmark: _Toc159594616]Definitions
2.1	Dependants in this context are:
· a spouse, child or parent of the employee
· someone who lives in the same household as the employee as part of the family (excluding tenants, boarders, or live-in employees)
· someone who reasonably relies on the employee to provide or arrange care.
1. A dependent has a “long-term care need” if 
· they have an illness or injury which is likely to require care for more than three months;
· have a disability under the Equality Act 2010; 
· or require care for a reason connected with old age.
[bookmark: _Toc159594617]Entitlement
3.1	Employees are not required to supply evidence to support their request to take Carer’s Leave.
1. The minimum period of leave that may be taken is half a working day. The maximum period is one week. Leave does not need to be taken on consecutive days. A “working day” means the period in which an employee is normally expected or required to work on the day the leave is to be taken.
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1.4 An employee wishing to take Carer’s Leave is required to give written notice to their line manager, by completing the Request for Carer’s Leave form (Appendix 1). 
1.5 The required notice is the earlier of 
· 3 days before the first day/part day of Carer’s Leave
· Twice as many days in advance of the earliest day/part day specified in the notice as the number of days/part days to which the notice relates (e.g. to take 2 days of Carer’s leave at least 4 days’ notice would be required.)
1.6 Managers are expected to be sympathetic to the needs of employees with caring responsibilities and may exercise their discretion regarding the notice required for Carer’s Leave, depending on the circumstances.
1.7 The line manager is required to email a copy of the approved form, and if applicable postponement letter, to the People Hub team who will retain a record for monitoring purposes. 
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5.1	It may be necessary to postpone Carer’s Leave if it would be unduly disruptive to the operation of the department or University during the period identified in the notice. 
1. Following consultation with the employee, the line manager will give notice of any postponement in writing (Appendix 2), stating the reason for the postponement and setting out the agreed dates the employee can take Carer’s Leave.
1. If a postponement is necessary, the employee will be permitted to take a period of Carer’s Leave of the same duration no later than one month after the earliest day/ part day of the employee’s request for Carer’s Leave. The postponement notice will be given to the employee as soon as reasonably practicable but not later than the earlier of 
· seven days after the employee’s notice was given to the employer, or 
· before the earliest day/ part day requested in the employee’s notice. 


[bookmark: _Toc159594620]Appendix 1 - Request for Carer’s Leave

	Employee Name
	Click or tap here to enter text.
	School/Service
	Click or tap here to enter text.
	Job Title
	Click or tap here to enter text.
	Please confirm each day or half day that you are requesting Carer’s Leave
	Click or tap here to enter text.

You must meet criterion A, as well as one criterion under B and one criterion under C, to be eligible to take Carer's Leave.

A. Declaration, please tick. 
	I will be absent from work for the purpose of providing or arranging care for a dependent
	☐

B. Declaration, please tick one option.
	The dependant is my spouse, civil partner, child or parent OR
	☐
	The dependant is a person who lives in the same household as me (other than as a lodger, tenant, boarder or employee) OR
	☐
	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 OR
	☐
	The dependant for whom I request carer's leave has a disability under the Equality Act 2010 OR
	☐
	The dependant for whom I request carer's leave requires care for a reason connected with their old age.
	☐


	Employee Signature
	

	Date 
	Click or tap to enter a date.
	

	The Carer’s Leave requested above is
	Approved / Postponed

	Manager
	Click or tap here to enter text.
	Date
	Click or tap to enter a date.


Please email a copy of the completed and approved form to the People Hub Team. If Carer’s Leave has been postponed a copy of the letter in Appendix 2 must also be included
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Dear [name]
Postponement of your requested Carer's Leave
Thank you for your notice requesting a period of carer's leave and discussing your request with us on [date].
Regrettably, we find it necessary to postpone your leave as we feel that your absence on [insert date(s)] would cause significant disruption to the department. This is because [insert reason].
Postponing your leave is not a decision that we have taken lightly as we recognise the difficulties of trying to balance the demands of caring and work.  We appreciate your understanding in this matter and are pleased that you have agreed to postpone your carer's leave to [insert date(s)].

Yours sincerely,

[insert name]

CC: People Hub Team
