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Mission Statement 

All policies are written in line with our Trust Mission statement: 

“Inspired by faith through love, friendship and joy.” 

We embrace the teachings of Jesus Christ, infusing every aspect of our trust with love. Our 
pupils, families, and staff are encouraged to show compassion, kindness, and respect to one 
another, creating nurturing environments where everyone feels valued and loved. We foster 
a deep sense of love for God, self, and others, empowering our pupils to make positive 
contributions to society. 

We recognise the importance of relationships and the power of friendship in shaping lives. 
Our schools foster an atmosphere of genuine fellowship, where pupils form deep connections 
with their peers, teachers, and the wider community. We promote inclusivity, understanding, 
and empathy, cultivating an environment where diversity is embraced and friendships are 
built on mutual respect. Our pupils learn the value of teamwork, cooperation, and service, as 
they become compassionate leaders who forge lasting friendships rooted in faith. 

We believe that joy is a reflection of God's presence in our lives. Our schools are places where 
joy abounds, where pupils are encouraged to find joy in learning, discovering their talents, 
and building meaningful relationships. Through engaging and innovative teaching, we inspire 
a lifelong love of learning, instilling in our students a sense of wonder and curiosity about the 
world around them. We celebrate achievements, milestones, and special moments, ensuring 
that joy permeates our school communities. 
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1. Introduction 

1.1 Following the implementation of the Carer’s Leave Regulations 2024, this policy will 
provide further guidance to managers and employees. The Trust recognises that some 
staff are impacted by the responsibility of providing care to a dependent, therefore the 
Trust wants to provide a clear framework and support to its employees. 

 

2. Entitlement 

2.1 The legislation entitles employees up to a week of unpaid leave each year on a 12-month 
rolling basis with a week meaning the length of time an employee normally works over 
seven days. For example, if an employee usually works three days a week, this is pro-
rated to 3 days of carer’s leave in a year. There is a different calculation for those with 
variable hours.  

2.2 The amount of leave does not increase if an employee has more than one dependant in 
need of care, it is still a maximum of one working week every 12 months.  

2.3 An employee can take either a whole week off or take individual days or half days 
throughout the year.  

 

3. Eligibility  

3.1 Employees are entitled to carers leave from the first day of work for their employer. All 
employments rights are protected during carers leave including the right to return to 
the same job and protection from detriment and dismissal.   

3.2 An employee is a carer if they look after someone else because: 

• they have an illness or injury (whether physical or mental) that requires, or is likely to 
require, care for more than three months, or 

• they have a disability for the purposes of the Equality Act 2010, or 

• they require care for a reason connected with their old age 

• They are eligible to request carers’ leave if the leave will be used to carry out caring 
responsibilities for a dependant who has a long-term illness or health condition, is 
disabled, elderly, or has other long-term care needs. 

• A person is a dependant of an employee if they: 

• are a spouse, civil partner, child or parent of the employee, 

• live in the same household as the employee, otherwise than by reason of being the 
employee’s boarder, employee, lodger or tenant, or 

• reasonably rely on the employee to provide or arrange care. 

3.3 Carer’s leave cannot be used to provide general childcare unless the child meets the 
definition above.  

3.4 The employee must provide the correct notice of their intention to take carers leave.  
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3.5 For staff requiring time off for unexpected or sudden problems connected with 
dependents, or that don’t meet the eligibility criteria under this policy, they should refer 
to the Leave of Absence Scheme. 

 

4. Notice Requirements 

4.1 The employee must provide at least 3 days notice if their request is for half a day or a day. 

4.2 If the request is for more than one day, the notice period must be at least twice as long as 
the requested leave. For example, if the request is for 2 days, the notice period must be at 
least 4 days. 

4.3 The notice period needs to be in full days, even if the request includes half day amounts. 
The signed notice must be provided to the line manager declaring the employee is entitled 
to take carers leave and the day/s on which the leave will be taken. See appendix 1 for an 
example notification.  

4.4 The Trust is keen to promote open conversations around caring to help employees find a 
balance between work and caring responsibilities.  

 

5. Evidence 

5.1 The Trust will not ask for evidence relating to an employee’s caring responsibilities or ask 
how they intend to use their leave. The legislation is not prescriptive on what activities 
count as providing or arranging care and the nature of the care that the dependant needs. 

5.2 However, some responsibilities and activities may include: 

• Providing personal and practical support – keeping them company, undertaking 
household chores. 

• Helping them with official matters – accompanying them to a financial/legal 
appointment, helping with paperwork/bills, collecting pension/benefits. 

• Providing personal and/or medical care – accompanying them to a medical 
appointment, collecting prescriptions, administering medication. 

• Making arrangements related to their care – dealing with social services, moving them 
into a care home, making home adaptations. 

 

6. Approval of request 

6.1 Once a request has been submitted by an employee for carer’s leave, it cannot be refused. 
It can, however, be postponed if the absence would cause serious disruption. 

6.2 If the decision to postpone is taken, the line manager will put the reason for the delay and 
new date in writing to the employee within 7 days of the original request, and before the 
requested start date of the leave. The revised date will be within one month of the 
originally requested date for the leave. 
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7. Deduction from salary 

7.1 The unpaid leave will normally be deducted from salary in the month, or the month after, 
that in which the leave is taken, subject to payroll deadlines.  

7.2 Pension contributions will cease during periods of unpaid carers leave. Employees in the 
Local Government Pension Scheme must decide if they want to pay contributions to buy 
back the lost pension. Members of the Teachers’ Pension Scheme are unable to continue 
paying their pension contributions during a no-pay period. As such this period will be 
classed as days excluded and will not be counted as pensionable service. 

 

8. Flexible working 

8.1 Because caring responsibilities can ebb and flow depending on a range of health and 
personal factors, employees may want to draw on the Flexible Working policy to support 
their needs.  

 

9. Support 

Carers UK - Help and advice | Carers UK 

• Carers UK is a national charity for carers, offering information, support and guidance. 

Carers Wakefield - Wakefield Carers - Helping Carers Care (carerswakefield.org.uk) 

• Carers Wakefield is a voluntary organisation providing advice, information and 
support to carers across the whole Wakefield district. 

Your Life Your Way - Your Life, Your Way - Caring for someone (yourlifeyourway.uk)  

• Your Life Your Way provide services to carers who provide support to an adult in the 
East Riding area. 

Carers Leeds - Carers Leeds – Supporting unpaid carers 

• Carers Leeds is an independent charity providing specialist and tailored support to 
carers in the Leeds district. 

North Yorkshire Council - Support for adult carers | North Yorkshire Council 

• North Yorkshire Council provide help and advice to carers.  

 

10. Monitoring and Review of this Policy 

10.1 The Trust shall be responsible for reviewing this policy from time to time to ensure that 
it meets legal requirements and reflects best practice. 

 

The Bishop Konstant Catholic Academy Trust is an exempt charity regulated by the Secretary of State for Education.   It is a company 

limited by guarantee registered in England and Wales, company number 08253770, whose registered office is at 

St Wilfrid’s Catholic High School & Sixth Form College, Cutsyke Road, Featherstone WF7 6BD 
 

https://www.carersuk.org/help-and-advice/
https://www.carerswakefield.org.uk/
https://www.yourlifeyourway.uk/caring-for-someone/
https://www.carersleeds.org.uk/
https://www.northyorks.gov.uk/adult-care/carers/support-adult-carers
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Appendix 1  
 

DATE 

Dear <Name of line manager> 

 

I am writing to inform you that I am eligible to take statutory unpaid carers leave and wish to 
provide you with notice of intention to take this leave. As per legislation I am providing you 
with the correct notice period which is DELETE AS APPLICABLE (for requests of half a day or a 
day) 3 days or (for requests of more than a day) twice as many days as the number of days 
leave I am requesting.  

 

I confirm that I have a dependant that meets the below definition: 

1. are a spouse, civil partner, child or parent of the employee, 

2. live in the same household as the employee, otherwise than by reason of being the 
employee’s boarder, employee, lodger or tenant, or 

3. reasonably rely on the employee to provide or arrange care. 

 

I confirm that I am a carer because my dependent meets the below definition: 

1. they have an illness or injury (whether physical or mental) that requires, or is likely to 
require, care for more than three months, or 

2. they have a disability for the purposes of the Equality Act 2010, or 

3. they require care for a reason connected with their old age. 

 

I intend to commence my carers leave on <First date of leave> and end my carers leave on 
<Last date of leave>. I will return to work on <First date back at work>.  

 

Yours sincerely 

<Signature> 

<Name> 

<Role> 

 

 

 

 


