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Guidance: Staff with Caring Responsibilities
At NHS Scotland, we recognise and value the vital role many staff play as carers outside of work. Balancing work and caring responsibilities can be challenging, and we are committed to providing flexible, compassionate support to help you manage both. 
This guide summarises your entitlements and the support available, so you can feel confident in accessing the leave you need. This guidance should be read alongside the Once for Scotland Special Leave Policy, and further information can be found on the HR Connect Carers page. 


· Definition
A carer is someone who has responsibility for a family member, partner, friend, or another individual who relies on the employee.



· Managers: Respecting The Caring Role
Managers should avoid making assumptions about the availability of other family members to provide care. The reasons someone is identified as a carer are often complex and personal. Staff should be supported without judgement or expectation that others should share the caring role.

This aligns with the Special Leave Managers Guide which emphasises the importance of a supportive and non-intrusive approach.


· Carer Leave
As a carer, you may require time off to support the person you are caring for. At times, you will know when that is required, however at other times, this will be unexpected, and unplanned. 
The below table shows you the types of leave you can access to support, when needed:
	Planned Carer Leave 
(Including Medical Appointments)
	If you care for someone who:

· Needs care for more than 3 months due to physical or mental illness/injury,

· Has a disability as defined by the Equality Act 2010,

· Requires care due to old age

You are entitled to up to one working week of unpaid planned leave, per 12-month period. This covers pre-planned medical appointments, even if they fall during your scheduled work time. If you need more time, you can use annual leave, flexible working arrangements, or consider a career break. 

To access unpaid planned leave, as much notice as possible should be given, but no less than 3 days.
How to record: Unpaid planned leave should be logged on SSTS as “unpaid special leave”. “One working week” means your contracted weekly hours (e.g. 37 hours for full-time staff).

	Unforeseen Carer Leave

Paid Special Leave for Emergency / Unexpected Situations

	For urgent, unforeseen situations (such as a sudden illness or emergency involving a dependant, or where childminding arrangements become unavailable at short notice), you may be granted up to one working week of paid leave per occurrence.
Each incident is considered separately, and paid leave is subject to managerial discretion and reasonableness. This can be extended up to 2 weeks, either paid or unpaid.
In exceptional circumstances where long distance travel is required to provide care, planning made be required by the employee, such as booking transport. However, this time off will still count as unplanned because the reason for travel wasn’t expected (for example, an emergency or ill health). In such situations, the employee should discuss the matter with their line manager as soon as possible to agree appropriate arrangements.




· If Your Request for Time Off is Refused
If you feel your reasonable request for time off is unfairly refused:

· Document your request in writing (email or letter).

· Request a meeting with your manager to discuss the decision.

· If unresolved, raise the issue through the Grievance Policy. You can also seek advice from HR or a trade union representative.



· Support and Information
You’ll also be able to find more support and information on the below pages on HR Connect:

· Carers in the Workforce
· Information for Carers 
If you need help interpreting the policy or support with a specific situation, please contact Human Resources or your trade union representative. 
You could also use the NHSGGC Carer Passport to help guide conversations with your line manager and keep a record of agreed details and outcomes.
· Health and Wellbeing 
The Occupational Health Service can provide health and wellbeing support, should you need this whilst undertaking your caring responsibilities. In addition, we have a dedicated NHSGGC Carer Peer Support Hub.

With the guidance and expertise of our Peer Support Team, the Carer Peer Support Hub aims to:
· Provide a supportive space to talk about carer-specific challenges

· Offer networking opportunities to connect with others who share similar experiences

· Be a supportive, listening ear whenever it’s needed
If you would like to get in touch with a peer supporter in the Carer Hub, please email ggc.peer.support@nhs.scot, adding 'Carers Hub' to the subject line.
You can also drop-in, call or email the Support and Information Service, and the Spiritual Care team can also provide confidential spiritual, emotional and bereavement care and support.
If you require support with parental leave, other types of special leave or sickness absence, please refer to the following policies for guidance:

· Once for Scotland Attendance Policy
· Once for Scotland Special Leave Policy
· Once for Scotland Parental Leave Policy
