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CARER LEAVE SCHEME

1. INTRODUCTION
1.1 The Board recognises that in exercising its responsibility for staff welfare there is a need to deal consistently and sympathetically with staff problems, particularly in the area of their domestic responsibilities.


This Guideline has been prepared to assist Heads of Departments, Principals, Line Managers and Health & Welfare staff in considering whether Carer Leave is appropriate in particular circumstances.  It is vital that this leave is applied consistently and fairly throughout all Departments and that it is not abused.
1.2 A discretionary one day’s leave with pay is currently available to officers in the case of serious illness at home.  In many cases this will be sufficient to allow the emergency situation to be attended to.

However where additional leave is requested to cover a domestic problem the following conditions should be applied.

2. DEFINITION OF CARER LEAVE

2.1 Carer Leave is paid leave which may be granted to staff who require time off from work in order to cover short-term domestic difficulties such as those associated with the care of sick or elderly relatives and/or children of school age.

3. SITUATIONS WHERE CARER LEAVE IS APPLICABLE

3.1 The purpose of this leave is to assist staff in meeting Carer’s needs of a short-term nature.  It applies only in circumstances which are unforeseen or where there has been little or no notice of the difficulty arising, eg a child or dependant relative suddenly becomes ill or where staff are confronted with a childminding problem of which there has been little or no notice.
3.2 Where such difficulties have been anticipated, eg several days in advance, then staff are expected to make alternative arrangements or to apply for annual leave.

3.3 Carer’s Leave allows for up to three days with pay.  However in many circumstances a shorter duration of leave will be sufficient.  The purpose of the leave is primarily to given staff time to make alternative arrangements and there is no automatic entitlement to the full three days.

Carers wishing to be with their children or dependant relatives in times of illness will normally be expected to take annual leave.  It may however be appropriate to grant 

3.4 either a half day or one day’s Carer Leave to allow the individual to make alternative care arrangements.  Where there is an emergency situation, eg child or close relative suddenly becomes seriously ill or has an accident, then up to three days’ Carer Leave may be granted.

3.5 Staff who experience persistent Carer difficulties should be advised and counselled by the Line Manager or Principal on the need to make reliable arrangements.

3.6 Staff are expected to inform their Manager or Principal as early as possible on the first day of the requested leave.

3.7 Manager or Principals must record the leave on the form attached and a copy should be forwarded to Health & Welfare Services in order for the leave to be recorded.  Carer Leave should be recorded no the time sheets under ‘Other Absence’.
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NOTIFICATION OF CARER LEAVE

I wish to advise you that:

NAME:












POST:













SECTION/SCHOOL:











has been granted Carer Leave with pay

FROM: __________________________________TO____________________________ (inclusive)

Circumstances: _________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Signature:
__________________________________________________________________
Designation:
__________________________________________________________________

Date:

__________________________________________________________________

To be completed by Line Manager and forwarded to Health & Welfare Services, The Southern Education and Library Board, 3 Charlemont Place, The Mall, Armagh, BT61 9AX.

          Carer Leave
                3                                
                           Health & Welfare Services


                                                                                                                                                                         December 2006

