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1.0 [bookmark: _Toc151973454]What is a Carer?

A carer is anyone who cares, unpaid, for a friend or family member who, due to illness, disability, a mental health problem or an addiction, cannot live independently without their support. The carer doesn't have to live with the cared for person to be considered a carer. One in 7 NHS Lothian staff are likely to have caring responsibilities outside of work.

[bookmark: _Toc151973455]2.0	What is the Carer Passport?

[bookmark: _Hlk146009741]The Carer Passport is essentially a record of agreed actions following a conversation about the flexibility needed to combine work and care. This conversation involves balancing the needs of the employee with the needs of the organisation, using existing organisational policies. Where requests for flexible working are made, this should be supported where possible and should only be refused for valid service or organisational reasons.

The purpose of this passport is to:
· make sure that everyone is clear and has a record of what adjustments have been agreed.
· reduce the need to reassess adjustments every time there is a change in job, location, or manager.
· provide the employee and their manager with the basis for future conversations about adjustments.

Completion of the passport is voluntary. The passport should be completed with  reference to the NHS Scotland Workforce Policies which support work life balance e.g. Flexible Work Pattern, Flexible Work Location and Special Leave.

It is not expected that staff members with short term caring responsibilities complete the passport, however the manager should ensure that the staff member is supported in meeting their work and caring responsibilities.

[bookmark: _Toc151973456]3.0	How to use the Carer Passport

The passport should be completed through a supportive discussion between the employee and their line manager.

[bookmark: _Toc151973457]3.1	Section 1: About the caring responsibilities

The employee can choose to share as much information as they are comfortable with. It is not compulsory to share any specific information, but it might help both parties to better understand the caring responsibilities. 

Questions for the employee to consider:
· What are your caring responsibilities? 
· How does this affect your work?
· What impact does work have on your caring responsibilities?
· How do you expect your caring role (and its impact) could change in future? Caring responsibilities may not be evident for all conditions and in all circumstances.
· What do you currently have in place to support you to look after the person you care for while you are working? For example: 
· someone else takes them to important appointments
· carers attend for personal care a certain number of times a day
· although at home there are no formal care arrangements but they call you during the day whilst at work

[bookmark: _Toc151973458]3.2	Section 2: What adjustments would help manage work and caring responsibilities?

All parties should familiarise themselves with the NHS Scotland Workforce Policies on supporting the work life balance (e.g. Flexible Work Pattern, Flexible Work Location, Special Leave etc). This should help inform the discussion on what options are available and what would be most helpful.

Some examples may include:

· Flexible work patterns e.g., annualised hours, compressed hours, flexi time, self-rostering, part time working and job-share.
· Flexible work location e.g., home working or hybrid working.
· Provision of equipment or technology to support flexible working.
· Carers leave.
· Career Break.


[bookmark: _Toc151973459]3.3	Section 3: Adjustments agreed

This is where the discussion so far is summarised to what is practicable, reasonable in the circumstances and likely to be effective. Each action should be detailed clearly and state who will do what. If there is uncertainty about how to take an adjustment forward, detail who will look into this and when.

[bookmark: _Toc151973460]3.4	Review

The passport should be reviewed regularly (at least every twelve months, or sooner if there is any change to the job or caring responsibilities) to check if the adjustments are still appropriate and effective. For agreements under the NHSScotland Flexible Work Location and Work Pattern policies, in addition to the annual review, there is a formal review every two years to assess whether the arrangement can continue.  This is a good opportunity to check the progress of implementing adjustments and follow up as required. It is also a chance to review and assess how effective adjustments are once in place. If adjustments are no longer working, then they can be removed and other options should be considered.

[bookmark: _Toc151973461]4.0	Changes to role/ manager/ location etc.

If the employee changes their job role or has a new manager, the employee should provide them with a copy of the passport so that they understand what adjustments have been made.

If the employee is in the same role and their caring responsibilities remain the same, the new managers should accept the adjustments outlined in the passport. 

If the employees caring responsibilities change, come to an end, or if they moved to a new role, department, or site, or there are other changes to the job which mean that the adjustment may no longer be appropriate, then the adjustments should be reviewed straight away.

[bookmark: _Toc151973462]5.0	Storage of the Passport

[bookmark: _Hlk146009604]The Carer Passport is a confidential document. Upon completion a copy should be provided to the employee and a copy retained securely on the employees Personal File in accordance with NHS Lothian’s Information Governance Guidance and GDPR legislation.

[bookmark: _Toc151973463]Carer Passport

STRICTLY CONFIDENTIAL

	Carer Passport for (employee):
	

	Completed on:
	

	Completed with (line manager):
	

	Review date (no more than 12 months from original meeting date):
	



	1. About your caring responsibilities

	







	2. [bookmark: _Hlk148512458]What adjustments would help support you to manage your work and caring responsibilities?

	







	3. Actions/adjustments agreed
	Responsibility
	Date

	


	
	

	


	
	

	


	
	




Employee signature: ……………………………………………	Date: dd/mm/yyyy

Manager signature: …………………………………………….	Date: dd/mm/yyyy


[bookmark: _Toc151973464]Carer passport review record
	I believe that there are changes in my caring responsibilities (and/or changes
to my situation which impact on my caring responsibilities) that require the
following changes to be made to the current agreed adjustments.

	






	Revised actions/adjustments agreed following review
	Responsibility
	Date

	


	
	

	


	
	

	


	
	




Employee signature: ……………………………………………	Date: dd/mm/yyyy

Manager signature: …………………………………………….	Date: dd/mm/yyyy

Date of next review: dd/mm/yy


[bookmark: _Toc151973465]Resources
[bookmark: _Toc151973466]NHSScotland Workforce Policies
· Special Leave 
· Flexible Work Location 
· Flexible Work Pattern 
· Career Break 
· Parental Leave 

[bookmark: _Toc151973467]Internal resources
NHS Lothian Carers Network – http://intranet.lothian.scot.nhs.uk/StaffRoom/StaffNetworks/CarersStaffNetwork/Pages/default.aspx

NHS Lothian Reasonable Adjustments Guidance –
http://intranet.lothian.scot.nhs.uk/HR/az/Documents/Reasonable%20Adjustments%20Guidance.pdf

Lothian Work Support Services – https://services.nhslothian.scot/lothianworksupportservices/

NHS Lothian Staff Support And Counselling – http://intranet.lothian.scot.nhs.uk/Directory/OccupationalHealthAndSafety/StaffSupportAndCounselling/Pages/default.aspx

NHS Lothian Carer Support Team - http://intranet.lothian.scot.nhs.uk/Directory/Carers/Pages/Default.aspx 

[bookmark: _Toc151973468]External resources
VOCAL (Voice of Carers Across Lothian (Edinburgh and Midlothian)) – https://www.vocal.org.uk/

Carers West Lothian - https://carers-westlothian.com/ 

Minority Ethnic Carers of People Project (MECOPP) – https://www.mecopp.org.uk/

[bookmark: _Toc151973469]Training resources
learnPro modules (https://nhs.learnprouk.com/) – Think Carer and Think Working Carer modules can be found in the CPD section of learnPro by searching for “carer”

Carer Events and Training (free training for carers) – https://www.carerstraining.co.uk/

VOCAL training for employers - https://www.vocal.org.uk/how-vocal-can-help/for-employers/training-courses/ 

NES Trainee Development and Wellbeing Service – Trainee Development and Wellbeing Service (nhs.scot)
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