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Carer’s Leave Policy

Introduction

The University of Manchester Conferences (UMC) Limited (“The Company”) recognises
that some of our employees have caring responsibilities and we want to support those
employees balancing work and care. Providing care can place significant demands on
the time, energy and emotional resources of carers, and can cause disruption to family

and work life.

The Company recognises that the roles and responsibilities of carers can vary
significantly, including the caring work that they do as well as the level of care that they
provide. The Company also recognises that caring situations can also change over time,

including at short notice.

The Company aims to provide a supportive environment and approach to the needs of
carers, including creating an environment in which carers can openly discuss their

specific circumstances and needs with their manager.

This policy provides employees with guidance on their eligibility to request one week of

unpaid carer’s leave per rolling 12 months.

2. Scope

21

2.2

This policy applies to all employees within The Company who have caring
responsibilities. This policy is not intended to apply to those with normal childcare
responsibilities (excluding children with disabilities); please refer instead to our policies

on family leave and support.

Eligible employees may request carer’s leave from their first day of employment with The

Company. There is no minimum length of service required for eligibility.
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For the purpose of this policy, carers are defined as employees with caring
responsibilities for a dependent, which has a substantial impact on their working life. A

dependent is defined as someone who has:

A physical or mental iliness or injury that means they are expected to need care
for more than three months
A disability as defined by the Equality Act 2010

Care needs due elderly age

A dependent may be a partner, child, relative or any other person who relies on an
employee for care. It does not need to be a family member and the employee does not

need to live with the dependent.

The activities that employees with caring responsibilities undertake are wide ranging,

including, but are not limited to:

Help with personal care

Help with mobility

Managing medication

Practical household tasks
Emotional support

Attending medical appointments

Help with financial matters or paperwork.

3. Roles and Responsibilities

3.1

3.2

Employees are encouraged to disclose to their manager that they are a carer and if they
feel comfortable in doing so, share the nature and scope of their caring responsibilities.
If the employee does not wish to discuss their caring responsibilities with their manager,

they may contact a member of the People directorate for a confidential discussion.

It is then the responsibility of the manager to:

Discuss the employee’s specific needs with them, including any adjustments that

may be required to support them at work.
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e Ensure that employees are aware of their leave entittements and appropriate
University policies.

e Respond to flexible working requests made under the UMC Flexible Working
Policy.

e Respect the employee’s preferences around confidentiality in relation to their
caring responsibilities.

e Ensure they provide their employee with email confirmation that they approve the
request.

e Ensure their employee submits a request for unpaid Carer’s Leave via Connect
in a timely manner, so that the relevant deductions can be applied to the
employee’s pay.

e Where it isn’t possible for an employee to submit the request via Connect, the

line manager can submit it on their behalf.

4. Taking Leave Supporting Carers

4.1

4.2

4.3

4.4

4.5

Employees are entitled to request up to one week of unpaid carer’s leave every rolling
12 months. A ‘week’ is equivalent to the length of time an employee usually works over
a 7 day period, e.g. a part-time employee who works four days a week would be entitled

to four days carer’s leave, as that is what equates to a full working week for them.

Employees are required to seek approval from their line manager before submitting a

request for unpaid Carers Leave via Connect. Evidence of the approval (e.g. email

confirmation) must also be uploaded as part of the request on Connect.

The time can be taken as a whole week, individual days or half days throughout the year.

Whilst carers are only permitted one week of carer’s leave per rolling 12 months, they

are entitled to use that leave to support more than one dependent.

Employees must provide their line manager with reasonable notice before they want their
leave to start, a minimum of double the notice for the time required off e.g. if the request

is for two days’ leave, then four days’ notice must be given.
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4.6

4.7

4.8

4.9

4.10

4.1

Employees are not required to provide detail about what the leave is being used for e.g.
taking a dependent to a medical appointment and line managers should not ask for

evidence of the need for carers leave.

Line manager’s cannot decline a request for carer’s leave, however if the time requested
off would result in significant operational impact, then line managers may ask the

employee to take the leave at a different time.

If the original request is delayed, then line managers must ensure they agree another
date within one month of the original requested date for leave. Line managers must also
put the reason for the delay and the agreed new date in writing to the employee, within
seven calendar days of the original request, and before the requested start date of the

leave.

Employees with caring responsibilities often need the ability to work flexibly. Carers have
the right to request flexible working under the UMC Flexible Working Policy. Line
managers are encouraged to take a positive approach to flexible working requests,

including utilising trial periods to evaluate new working arrangements.

However, not all requests for flexibility need to be formal requests. It may be sufficient
to make some minor changes to working practices. Examples may include, allowing
members of staff to have access to a telephone or private space to take telephone calls,
flexibility on allowing individuals to attend appointments in relation to their caring
responsibilities and make any lost working time up, hybrid working where practicable, or

flexibility to take short notice holiday or change shifts where applicable.

Important considerations for managers:

e Carers do not need to be registered and are not required to provide evidence that
they are a carer.

e Carers should not be asked to justify why they need to take carer’s leave.

e Carers cannot always plan when they need time off and may be called away at
short notice.

e Their first priority will be to the person they are caring for.

e Work can often be a respite for employees who are carers.
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e Carers may not recognise symptoms of stress within themselves.

e Some carers may not identify themselves as a carer.

Emergency Leave

5.1 There may be situations where carers need to take leave at short notice, for example in
an emergency or where other care arrangements have broken down. In these
circumstances, The Company has a policy on Special Leave which sets out provisions

for paid time off to deal with an emergency.

Additional Support

6.1 Employees who are providing care can access support via the University’s Employee

Assistance Programme. External advice and support is available through Carers UK or

the Carers Trust. Where an employee is finding their own health impacted by their caring

responsibilities, advice can be sought from Occupational Health.
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