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CARERS’ POLICY
1.
Introduction

1.1
At Tower Hamlets we recognise the valuable contribution made by employees who are carers and acknowledge the needs and challenges faced by employees who have ongoing regular caring responsibilities and the impact that this may have on their working lives.

1.2
Carers are valued employees whose services the Council wishes to retain.  The Council is therefore, committed to providing support to carer-employees to enable them to continue to provide care in a way which ensures a quality of life for both themselves and their dependents.

1.3
The Council is committed to ensuring that a full range of support is provided to carer-employees to enable them to undertake their work duties, whilst also caring for a dependant.  It recognises that special support and assistance may be required from time to time, to enable them to meet both their work and caring commitments.  It also recognises that the promotion of flexible working practices will assist carer-employees to remain in work.

1.4
This Policy applies to all Council employees who have caring responsibilities. It supports the principles of the Work and Families Act 2006, the Equality Act 2010, the Children and Families Act 2014 and allied legislation in recognition of the need to support carer-employees and to help them maintain their own health and well-being.

2.
Definition of a Carer

2.1
The Work and Families Act 2006 defines a “carer” as:
someone who cares for, or expects to care for, a husband, wife or partner, a relative such as a child, uncle, sister, parent-in-law, son-in-law or grandparent, or someone who cares for, or expects to care for a person who falls into neither category but lives at the same address as the carer. 

3.
Eligibility
3.1
In order to make a request for flexible working under the Flexible Working Regulations you should be employed directly by the Council, have worked for the Council continuously for 26 weeks at the date the application is made and not have made a request during the previous 12 months. However all requests will be considered.
4.
What are eligible employees able to request?

4.1 Eligible employees can request the following:

· a change to the hours they work;
· a change to the times when they are required to work;
· to work from home.

4.2
Through its range of family-friendly policies, the Council seeks to ensure that employees achieve improved work/life balance.  The Council will continue to support carer-employees in accessing and using existing provisions.  These include:
· Annual and Special Leave Procedure

· Flexible Working polices, including Reduced Hours Scheme and Term Time Only
· Parental and Adoption Leave

· Job Sharing

· Part-time working

· Career Break Scheme
· Extended Leave Scheme

· Unpaid Leave

· Employee Assistance Programme
4.3
Detailed information on the above may be found on the Council’s intranet or from your Directorate Human Resources Team.

4.4
The Council is committed to ensuring that practical support is made available, subject to the needs of the service and will encourage managers to adopt a sensitive, flexible and pragmatic approach to meeting the needs of employees who have caring responsibilities in accordance with their individual circumstances.

4.5
Managers are required to ensure consistency and continuity of agreements put in place for carer-employees.  This is particularly useful where there is a change of line management.

5.
Procedure to apply for flexible working

5.1
If you wish to make an application to work flexibly you should apply in writing (see section 6 below). 

5.2
Only one application can be made in a year under the statutory procedure. If the council accepts and agrees to the application, this will mean a permanent change to your terms and conditions of employment. Therefore, it is important that you consider very carefully the following:

· which working pattern will help you best care for your child or dependant; 

· any financial implications it might have on you in cases where the desired working pattern will involve a drop in salary; 

· any effects it will have on service delivery and how these might be accommodated.
6.
Making a Request

You should apply using either:

 the Flexible Working form available here: 


Staff services > HR and workforce development > People management > Flexible working 


or 

the electronic form available through the HR Self Service portal, here:


https://myview.towerhamlets.gov.uk/dashboard/

6.2
You should forward the completed application form to your manager. You may wish to provide evidence of your caring responsibility, e.g. a letter from a doctor, birth certificate, etc. 
6.3
Your manager will meet with you within 28 days after they receive your completed application.  However, if your manager agrees to your request a meeting may not be necessary.   
6.4
This meeting is to give the opportunity for both you and your manager to consider and discuss the desired work pattern in depth, and how best it might be accommodated.  At the meeting the manager will either:

· agree to your request and confirm a start date for the new working arrangements, or

· offer an alternative arrangement agreed to which you both agree, or

· reject the request explaining the business reason(s) why the request cannot be accommodated, along with details of the appeals process. 


You may bring a union representative or a work colleague to the meeting.

6.5
Your manager will notify you of the outcome of your application within 14 days of the meeting and will forward a copy of your application to your Human Resources manager for placing on your personal file.  If your application is approved, you should be aware that reductions in your days/hours of work will have implications for your salary, pension, National Insurance Contributions and annual leave.  You are advised to contact the Pensions Section for detailed advice.

6.6
Under the Flexible Working Regulations, your manager can only consider one statutory request to work flexibly every twelve months.  However, the Council will consider all requests when received including requests for other types of flexible working options.  
6.7
You will only be entitled to have one application heard in accordance with your statutory rights.   However, if your circumstances or your dependents needs change, you can submit an additional application which the Council will consider.
7. 
Declined Applications and delays in reaching decisions
7.1
Reasonable grounds for refusal as listed under the Employment Rights Act 2002 are:

· The burden of additional costs

· Detrimental effect on ability to meet customer demand

· Inability to re-organise work among existing staff

· Inability to recruit additional staff

· Detrimental impact on quality

· Detrimental impact on performance

· Insufficiency of work during the periods the employee proposes to work

· Planned structural changes
7.2
As previously stated, there may be occasions where your manager will want to take further advice or make additional arrangements prior to notifying you with their final decision.
7.3
Your manager will need to consider the needs of the service when considering your request and may decline your application.  If this is the case, it will be confirmed in writing to your outlining the reasons why.

7.4
In these cases your manager should advise you (and your representative if appropriate) of the reason for any delay in writing setting a new deadline within a reasonable time for their response.

8.
Right of Appeal against Refusal of the Request

8.1
The appeal process is designed to be in keeping with the overall aim of the right of encouraging both parties to reach a satisfactory outcome at the workplace. 

8.2
You have the right to appeal against your manager’s decision within 14 days of receiving the notification in writing. 

8.3
If you have submitted a statutory request under the Flexible Working Regulations, you will be entitled to a two stage appeal process.

8.4
The first stage will be to make your appeal in writing within 14 days after receiving written notice that your request has been declined.  When appealing, you will have to set out the grounds for your appeal and ensure that this is dated.  Your appeal will then be heard by a more senior manager to the one that originally considered your application, within 14 days.  You are entitled to be accompanied by a colleague or a trade union representative.  Where the decision is taken by a third tier manager, an independent third tier manager can hear your appeal and likewise for a Service Head.  You will receive written notice of the outcome of the appeal.  You also have a further right of appeal, which will be considered under the final stage of the Grievance Procedure.

8.5
Should you not have a statutory right under the Flexible Working Regulations, and you wish to appeal, you can seek resolution through the Final Stage of the Grievance Procedure.  You must put your appeal in writing to your Corporate Director (and also send a copy to the Directorate Human Resources Manager).  The Corporate Director (or her/his nominated deputy) will then convene a meeting.  The reply from the Corporate Director (or her/his nominated deputy) will then be the final response by the Council.

9. Additional Considerations
9.1
Where your request is agreed, your manager will need to consider how to maintain communication with you if your working pattern changes and ensure that performance management principles are consistently applied.  It may be necessary to amend the frequency or timing of performance management reviews and learning and development opportunities to reflect your new working arrangements.
9.2
Before you consult your manager, you will need to consider that the agreement will be made and reviewed on a regular basis.

9.3
Adjustments to your working hours may result in reduction in pay, National Insurance Contributions and pension and you need to consider this beforehand (see 6.4.1 above). 
10. Further Information

10.1
For further information or advice on any aspect of this procedure, please contact the Human Resources & Workforce Development Central Services Team.
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APPENDIX - USEFUL CONTACTS
Age UK:
Information on care of the elderly, including local branches

Tel: 0800 169 6565

Web: http://www.ageuk.org.uk/

Benefits:

Information on financial support for parents and carers

Tel: 0800 882200

Web: https://www.gov.uk/browse/benefits/entitlement

Carers Trust:
Information and support for carers of carers looking after family, partners and friends in need of help because they are ill, frail or have a disability

Web: http://www.carers.org

Childcare Link:

National website gives regional data on childcare provision. Private firm.

Web: https://www.childcare.co.uk/

Contact a Family

Support and advice for families of children with any disability

Tel: 0808 808 3555
Web: www.cafamily.org.uk
Family and Childcare Trust
Information and advice on childcare

Web:  http://www.familyandchildcaretrust.org/
Disability Rights 
Information for the disabled and those who care for them

Web: https://www.gov.uk/browse/disabilities/rights

NHS Choice

This provides advice on its services, patient’s rights and local and national support. Also gives information on illnesses and conditions and self help groups including advice to unpaid carers.  

http://www.nhs.uk/Pages/HomePage.aspx

Gingerbread

Information for lone parents

Tel: 0808 802 0925

http://www.gingerbread.org.uk/
Working Families

Information on childcare and flexible working

Tel: 0300 012 1312

http://www.workingfamilies.org.uk/
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