Carer Passport
Guidance Notes
1. Introduction
NHS Greater Glasgow and Clyde is committed to fostering a supportive, inclusive workplace for all staff, including those with caring responsibilities. The Carer Passport is not a policy, process, or procedure. Instead, it is a practical tool designed to support open conversations between carers and their managers, helping to identify and address any challenges in balancing work and caring responsibilities. The outcome of these discussions may range from simply raising awareness to considering more formal support, such as a flexible working request. Either way, support is available to help you.
2. What is a Carer Passport?
A Carer Passport is a voluntary document that enables you to explain your current caring responsibilities outside of work and how these may impact your work and personal life. It provides a structured way to open a conversation with your manager, aiming to find mutually acceptable solutions that balance your needs with those of the service. The passport can also serve as a record of discussions and agreements, should you wish. It complements existing support provisions and policies.

Your Carer Passport is a living document and should be reviewed and updated as your caring responsibilities change. You are not required to share personal details you are uncomfortable disclosing; you decide how much information to provide, but sharing enough for your manager to understand your situation is important.
3. What Will it Cover?
The Carer Passport can be used to discuss a range of support options, including your right to request flexible working, carer leave, and other support provisions which may be required (such as Peer Support). It does not replace any HR policy (e.g., Flexible Working, Special Leave Policy), but acts as an aid to open up discussion. Once completed, you and your manager should agree on how the document will be stored securely.
4. Benefits of a Carer Passport
· Fosters a supportive working culture where staff feel able to discuss their circumstances in a safe environment.
· Helps communicate existing workplace support and signposts carers to relevant policies.
· Supports staff retention by helping employees balance work and caring.
· Increases employee engagement, motivation, morale, and commitment.
· Embodies our values: care and compassion; dignity and respect; openness, honesty and responsibility, and quality and teamwork.

5. Employee Responsibilities
· Contact your line manager to arrange a meeting to discuss your caring responsibilities.
· Use the meeting to discuss the impact of caring on your work and what support might help.
· Consider the following (as relevant): 
· What are your caring responsibilities? 
· How do they affect your work? 
· What support do you currently receive, and what further support would help? 
· Do you need to apply for flexible working? 
· What would help ensure team/service needs are met? 
· Do you need support from Occupational Health, employee counselling, or external organisations? 
· How might your caring responsibilities change in future?
· Follow relevant procedures if you wish to apply for formal support (e.g., flexible working).
· Review and update the passport if your circumstances or job role change.

6. Manager Responsibilities
· Create a climate where employees feel confident to discuss caring responsibilities in a supportive and confidential setting.
· Arrange a meeting with the employee as soon as possible after a request is made.
· Familiarise yourself with relevant HR policies before the meeting.
· Treat all information in the passport and discussions in strict confidence.
· Understand how caring responsibilities affect the employee’s work and what support can be offered.
· Consider options such as flexible working, carers leave, and other support mechanisms, such as Peer Support.
· Record agreements in the passport and set regular reviews.
· Refer to relevant HR policies for formal changes.
· Remember: the passport belongs to the employee and is confidential. Do not share it without their permission.

7. Review and Changes
The passport should be reviewed when circumstances change or at least annually. Update the passport to reflect any agreed changes and actions. Only the summary information should be retained in the employee’s personal file, with detailed information held confidentially by the employee.
8. Additional Support
Discuss the contents with appropriate contacts, if needed. For further support or guidance, contact the Staff Experience Mailbox, and you may find helpful information within the NHSGGC Carer Guide.
[bookmark: _GoBack]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

· 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. 









Section 2: Carer Passport
1. Caring Responsibilities and Impact
(Outline your caring responsibilities, how they affect your work, and what support you need. Only share what you are comfortable with.)
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2. 
3. Summary of Support and Adjustments
	Adjustment Agreed
	Action Required
	Additional Support Needed

	
	
	

	
	
	

	
	
	

	
	
	



Signatures
Employee: ____________________  Date: _______
Line Manager: _________________  Date: _______
Review Schedule and Updates
	Review Date
	Amendments/ Updates
	Reason for Update
	Employee Signature
	Manager Signature
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