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HEART OF ENGLAND NHS FOUNDATION TRUST 
TIME OFF WORK POLICY
1. INTRODUCTION


This document sets out the framework within which time off from work can be applied for.  Leave of absence regulations are also contained in the Agenda for Change terms and conditions, and the Medical and Dental terms and conditions.

2. POLICY STATEMENT

The Trust is committed to providing reasonable time off for employees, to enable them to meet their commitments outside of work.  However, requests will be balanced against the need to provide a service.  This policy will identify the leave requirements for time of work due to miscellaneous reasons, childcare, professional leave and special leave. 
Under no circumstances should employees benefit financially from taking a period of time off work.
3. SCOPE OF THE POLICY
This Policy will apply to all employees of the Trust, unless stated to the contrary.

The information is not, for practical reasons, wholly comprehensive.  Therefore, in areas where these guidelines are silent the Agenda for Change Conditions and/or Medical and Dental terms and conditions should be referred to.

This policy provides guidance on:

Jury Service



 
Reserve and Cadet Forces



Leave for public duties


Time off for Trade Union duties

General Carers Leave


Study Leave

This Policy does not cover absence for:

Annual Leave

Transport Disruption Policy

Maternity/Adoption/Paternity Leave

Sickness Absence

Career Break


Separate Policies can be found on the Intranet.

4.
MANAGERS’ RESPONSIBILITIES
· To authorise either paid or unpaid leave in accordance with the Policy and ensure this is applied fairly and consistently.

· To respond to requests as soon as possible within one week

· To maintain a full and up-to-date record of leave taken (please see appendix II).

· To arrange for appropriate cover, where necessary.

· To determine the arrangements/procedures for applying for leave.

· To ensure staff are fully aware of the Policy and procedure for requesting leave.

· To enter the relevant leave details on the turnaround document.

· To monitor the leave of staff.
5.
EMPLOYEES’ RESPONSIBILITIES
· To ensure that leave is requested following the appropriate procedure.

· To ensure that Managers are kept informed as to potential leave requirements.

· To provide the appropriate certificated proof in support of the leave.
6.
ATTENDANCE AT COURT AS A WITNESS/JURY SERVICE

6.1
Witness

Employees will be entitled to up to 4 weeks full pay and 4 weeks half pay over any twelve month rolling period if called upon to act as a Witness in a Court case.  This includes any pre-Court meetings.

Any monies paid to individuals by the Crown Prosecution Service or Solicitors or from any other source, apart from allowances for travelling and subsistence expenses, must be reimbursed to the Trust during the full pay period and a percentage agreed during the half pay period.

Employees must submit copies of correspondence requesting attendance to their Manager / Head of Department at the earliest opportunity.

A form of indemnity should be obtained from the Finance Department prior to attending Court which provides the Court with details of the daily earnings of the individual.


6.2
Jury Service
Employees will be entitled to up to 8 weeks full contractual (including contractual overtime) pay and 8 weeks half pay if called upon to attend Jury Service.  During the Monday to Friday period, employees will not be expected to undertake rostered on call, during a period of Jury Service.

Any monies paid to individuals by the Court, apart from allowance for travelling and subsistence expenses, must be reimbursed to the Trust during the full pay period and a percentage agreed during the half pay period.

Employees must submit copies of correspondence requesting attendance to their Manager / Head of Department at the earliest opportunity.

When it is felt that attendance at Jury Service will seriously disrupt the provision of service, Trust Directors have the discretion to request that the service period be postponed.

7.
LEAVE FOR TRAINING WITH THE RESERVE AND CADET FORCES

Employees who are members of the Voluntary Reserve Forces will be entitled to a maximum of 2 weeks paid leave over a year, to attend Reserve Training programmes.

In the event of Voluntary Reserves being “called-up” at the time of National Crisis, employees will be entitled to unpaid leave for the duration of their call-up, on submission of proof of their call up.
8.
LEAVE FOR PUBLIC DUTIES

Where membership of such a body is contemplated, the employee will be expected to discuss the impact of the absence, both in terms of time anticipated to be taken, including the frequency of such and arrangements for cover.  There should be consensus as to these arrangements.

Paid leave of up to 10 planned days will then be granted per year to those employees who have agreed to undertake public duties.  It should be noted that service demands may necessitate cancellation of the agreed leave.

· Member of a Local Authority

· Membership of the Broads Authority

· Membership of any Statutory Tribunal

· Membership of a Board of Prison Visitors

· Membership of a National Health Service Trust, a Regional or District Health Authority or Family Health Services Authority or a Health Board.

· Membership of the Managing or Governing Body of an education establishment maintained by the Local Education Authority.

· Membership of the Governing Body of a grant maintained School, Further or Higher Education Corporation, a School Board, Board of Management of a College of Further Education or self-governing School.

· Membership of the National Rivers Authority.

· Membership of Ethics Committee
· Work undertaken on behalf of Department of Health, SHA, Royal College and GMC

In exceptional circumstances, leave in excess of those amounts may be granted, however, this will be conditional upon time lost being made good or forfeiture of annual leave or leave without pay.

Staff appointed as Justices of the Peace will be entitled to up to 18 paid days leave each year to perform their duties.

9.
INVESTITURE WITH AN HONOUR OR DECORATION
If an employee has the distinction of being included in a Royal or professional Honours List, then paid leave may be granted for a reasonable period that is necessary to afford the investiture.  The employee should provide the Manager with a copy of any correspondence received from the Crown, or appropriate body.

10.
ATTENDANCE AS A WITNESS / REPRESENTATIVE AT INTERNAL HEARINGS

Employees who are called as a witness to attend a Hearing (for example a Disciplinary or Grievance Hearing), or who are acting to represent a colleague, will be granted leave with pay.  If the day in question is a day off, then time in lieu will be granted.

Proof of attendance may be required and Managers should be informed of 
the Hearing as soon as possible so appropriate cover can be arranged.
11.
TIME OFF FOR TRADE UNION DUTIES AND ACTIIVITIES


11.1 Accreditation Process

The Trade Union/staff organisation will inform the Human Resources Department of the member who has been elected to serve as an Accredited representative for a specified group of staff.

The HR Consultancy department will advise the line manager of the nomination. The manager must allow the nominee to have sufficient paid time or time in lieu to attend initial training and trade union duties.
On receiving confirmation from the manager that the nomination is 
acceptable, the HR Consultancy Department will then confirm with the 
Trade 
Union/Staff Organisation that the appropriate facilities will be 
afforded to the 
representative.


11.2
Trade Union Duties


A member of staff who is an official of an independent Trade Union 
recognized by the Trust through the recognition agreement is entitled to 
reasonable paid time off during his/her working hours to carry out duties 
which 
are concerned with negotiation with the Trust or for duties 
concerned with 
specific matters such as:
●
Collective Bargaining with the appropriate level of management

●
Informing members about negotiations/consultation with 



management

●
Meetings with other lay officials/full time officer on matters which are concerned with relation between the Trust and its employees.

●
Interviews with and on behalf of members on discipline/grievance/sickness matters.

●
Representation of staff on health and safety issues.

●
Explanation of the role of the union in the workplace to new employees.

●
Representing staff on standing committees of the Trust.
●
Negotiating Policies on behalf of the Trust
11.3 Payment for Time off or Trade Union Duties 

Where paid time off is granted, the member of staff should be paid normal pay including all allowances.

Time off in lieu should be given when the presence of a Trade Union official is requested by the Trust to:

●
Attend a meeting.
●
Represent a member at a grievance or disciplinary hearing.

●
Develop and agree policies

Where it is not possible to give time off in lieu, payment for the additional hours will be made.

11.4 TIME OFF FOR TRAINING OF OFFICIALS

To carry out their duties effectively, officials need to possess certain skills 
and 
knowledge.  Officials will undertake relevant training where 
necessary.

Training should be relevant to the duties of an official and should be approved by the appropriate Trade Union or TUC.

Paid time off work should be granted for initial basic training and any further training relevant to carrying out duties where the officer has special responsibilities or it is necessary to meet circumstance such as changes in structure or new legislation.  *Agenda for Change section 25.4

The number of officials receiving training at any one time should be reasonable bearing in mind:

●
Operational requirements

●
Availability of courses

Trade Unions should give reasonable notice of their nominations for training.

There may be a time when a Trade Union official undergoes training at a time when he/she is off duty.  Time in lieu will normally be given for such time.

11.5 REQUESTING TIME OFF
Trade Union officials requesting time off should provide managers with as much notice as possible and give details of:

●
The purpose of such time off

●
The intended location

●
The time and expected duration of the time off required

●
Excess traveling time out of area

12.
GENERAL CARER’S LEAVE

12.1
Domestic Crisis Leave
The aim of such leave is to provide a response to unexpected and immediate needs in the case of a domestic crisis such as flood, fire or burglary.
Each case will be considered on its own merits.

The employee must contact the Manager or, in their absence the Deputy, immediately upon becoming aware of the need for leave.

The Manager should be provided with full reasons for the request and length of anticipated absence.  It may not be practicable at that stage to discuss the precise arrangements, in which case a further discussion will need to take place on the employee’s return to work.

The arrangements to take this leave must be discussed and agreed with the Manager, the arrangements can be as follows;-
· Employee may take unpaid leave

· Employee may work the time back (time worked back must be equal to the length of time absent and undertaken within 1 month of absence)
· Employee may take annual leave

The period of leave will be one day, in exceptional circumstance, the Manager may grant a further period of leave, after having consulted with Human Resources.
12.2
Interviews
Staff who apply for an appointment within the NHS and are requested to attend a selection interview and subsequent medical examination will be granted a reasonable period of paid leave, at the manager’s discretion.

A Manager may request documentary evidence accordingly.

For appointments outside the NHS, staff are required to take annual leave or request unpaid leave.
12.3 
Doctor/Hospital/Medical Therapy Appointments
Wherever possible these should be made outside of normal working hours i.e. before / after commencement / finish of working hours.  Where this is not possible or the case of an emergency, paid leave may be granted.

Appointment cards or letters may be requested by the Manager.

12.4 Compassionate Leave
Compassionate Leave will apply in the case of bereavement following the death of close relative/dependant.

The definition of a close relative means a spouse, partner, child, grandchild, parent, grand parent, sibling or any close relative who had been living with the member of staff.

Up to five working days/nights/shifts (pro rata for part time staff) may be granted with normal pay in any rolling 12 months.

If there are special or unusual circumstance, leave may be extended up to a further 5 working days/nights/shifts with normal pay, following which annual leave or unpaid leave may be granted depending on the situation.

Flexibility in the way such leave is taken will be considered in order to meet the individuals needs.
13. CARING FOR CHILDREN AND ADULTS
Under the Employment Rights Act 1996, individuals have the right to request reasonable time off during working hours.
Carer’s needs may be very simple and may not require time out of the workplace, but may require other arrangements, such as the need to leave work on time or to have access to a telephone during the day. 

Where time off is required, for most cases one or two days should be 
sufficient to deal with the problem.  For example, if a child or dependent 
falls 
ill, this leave should be sufficient to help the employee cope with 
the crisis, to 
deal with the immediate care, visiting the doctor if necessary 
and to make any 
longer term care arrangements. 

The period of leave will be for up to 5 consecutive days, subject to a limit of 10 days within any rolling 12 month period (pro-rata for part time staff).  In exceptional circumstances, the Manager may grant a further period of paid or unpaid leave, after having consulted the Human Resources Consultancy Department.  Requests for time off will be considered independently to the amount of annual leave entitlement an employee has.

Although primarily time off will be given in order to deal with unforeseen, unexpected, circumstances, there may be times when an employee will require time out of the workplace to attend hospital appointments with dependants.  In such cases, the employee must either request annual leave or discuss with their manager the possibility of reducing or re-arranging their working hours.   Appointment cards or letters may be requested by the Manager.  

For staff who have ongoing caring responsibilities for an elderly close relative or disabled child, family member or dependent these will be dealt with on an individual basis through discussion between the member of staff and their manager. Any difficult to resolve situations should be referred to the HR Consultancy Department for advice and support. 

14.
AUTHORISING TIME OFF WORK
The employee must contact their Manager or, in their absence the nominated  
Deputy, immediately upon becoming aware of the need for leave and 
complete the form attached as Appendix 1. 

The Manager should be provided with full reasons for the request and length 
of anticipated absence.  It may not be practicable at that stage to discuss the 
precise arrangements, in which case a further discussion will need to take 
place upon the employee’s return to work.  

Time off for carers / childcare needs must be documented clearly within 
the 
department and also on the monthly turnaround document. It is vital 
that all 
line managers document this correctly, in order for the Trust 
to monitor the 
take up of Childcare / Carers leave. 

Any short or long term changes to working arrangements need to be 
agreed 
and reviewed on a monthly basis. This is to ensure that on 
going support is 
provided and also that changes in circumstances can 
be accommodated.

15.
EXAMPLES OF TIME OFF WORK FOR CARERS/CHILDCARE LEAVE
Below are some of the examples of when Time Off Work may be 
re
quested.  
However, this list is not exhaustive; therefore line managers 
should use their 
discretion in evaluating requests for time off work.  
Human Resources should 
be consulted for guidance if managers have 
any queries about an individual 
case.

· Where a dependent needs to be cared for because of an illness or injury.  Individuals can request to take time off work to make longer term care arrangements.  This might mean making arrangements to employ a temporary carer or taking a sick child to stay with relatives.

· Time off can be requested where the normal carer of the dependent is unexpectedly absent.  For example a childminder may fail to turn up as arranged or the nursery, school or nursing home, may close unexpectedly.

· Time off can be requested to deal with a serious incident involving his or her child during school hours, for example if the child has been involved in a fight, is distressed, has been injured on a school trip or is being suspended from school.

· Compassionate leave in connection with the bereavement of a close relative or dependant, along with attendance at the funeral service.

16.
SUPPORT FOR EMPLOYEES

Managers, where possible, will support individuals with dependants but on some occasions they may recommend that additional support is required, such as Occupational Health intervention, counselling or external agencies.  
Attached at Appendix 3 and Appendix 4 are a list of support agencies for both childcare and carers.

Where an employee has a diagnosed medical condition and a course of treatment has been prescribed requiring regular appointments, such as physiotherapy, the employee may opt to agree to an alteration to working hours/times with the Manager concerned (who should discuss this with Human Resources).  The Trust will however endeavour to support these employees, by provision of time off to undertake treatment.  The Occupational Health Department may need to be involved in determining the long-term capability of the employee.

For periods of sickness absence please refer to the Sickness Absence procedure.  It should be noted that when an employee takes time off from work to undergo cosmetic surgery, with no medical referral, annual leave should be taken.

17.  
STUDY LEAVE
Educational requirements are to be identified annually at an individual’s personal review/appraisal and documented in their Personal Development Plan.

Mandatory training must be attended as appropriate for each group of staff.

In Service Training and Development

The Trust provides a comprehensive programme of training and development activities delivered internally.  Internal training and development will be communicated to all staff on the intranet.  Attendance at these training and development opportunities must be approved by the individuals line managers and should meet an identified need in their Personal Development Plan and should satisfy CME requirements of appraisal for medical staff. 
External Education, Training and Development

Externally provided training and development generally falls into the following categories:

An extended period of study leading to a degree, diploma or other

officially recognised qualification including Contracted Education 

There are three categories of re-imbursement: 

• 100% funding where expertise is essential to the service and approval by  

Clinical Director or Directorate General Manager 

• 50% funding where there is equal benefit for the service and the 

individual 

• 25% funding where the main benefit is to the individual but there is some 

advantage to the service. 

Attendance at conferences or short external training programmes, not necessarily leading to a formal qualification 

The Trust will provide 100% funding, study leave and reimbursement of additional travel costs (including accommodation) to attend these events if any of the following criteria is met: 

a. Where attendance of the employee is required by statute or a code of 

     practice.

b. Where attendance by the employee is required to maintain their 

     professional registration or is necessary for them to continue to perform  

     their role .

c. Where attendance will meet an identified component of the Trust’s / 

    Directorate’s Strategic Objectives or where attendance is required in 

    order to receive information about a new national policy initiative or 

    external influence (e.g. changes to legislation). Generally, as a result of 

    attendance the employee will be required to either: 

• 
Share learning across the Division / Trust 

• 
Implement a change in the workplace. 

Any overseas Study Leave requests should be authorised by the 
Medical Director 
Exceptionally, the Charitable Funds Committee may be approached to fund specific training programmes. 

Where an employee utilises his/her NHS Learning Account money to support training or a development opportunity, which meets an identified aspect of their Personal Development Plan, the Trust will consider funding additional course costs over and above the £150 limit. 

17.3
Leave for Study 
All requests for study leave are subject to the prior approval of the individual’s line manager. In agreeing and planning education, training and development, line managers need to take account of the training needs of all staff in the department in addition to the needs of the service. Line Managers are required to be fair and equitable to all staff, ensuring that no employee receives less equitable treatment than another. 

As a general principle study leave will be granted for all mandatory training. 

Study leave can be used to support: 

• Attendance at internal training programmes 

• Attendance at externally funded training programmes. 

When considering requests for study leave, managers should take into consideration: 

• Previous study leave awarded to the employee 

• Length of course 

• Benefit to the service provided by the Trust 

• Needs of the service and other planned absences. 

For employees undertaking extended periods of study leading to a degree or another formal qualification, managers can approve up to 50% of the total tuition time as study leave. This time must be agreed prior to commencement of the programme of study. This should include any attendance for examinations that fall in work time. Study leave will be granted for attendance only and not for associated study time. Time off for study is based on an eight hour day (where the normal working day exceeds this the difference will be worked on a mutually agreed basis). Time allowed for sitting examinations will only be granted for the first attempt. Further attempts will be taken in the employee’s own time. 

17.5
 Mandatory Training 

Corporate Induction 
All staff including Bank Staff are required to attend the Trust Corporate Induction Programme before commencement of employment. Line managers should ensure that all new appointees attend. 

Managers should also ensure all new starters receive a local induction into their Department in accordance with the Trust’s Departmental Induction Procedure. 

Refresher Training 
All staff are required to complete the specified refresher mandatory training every 12 months, as in the Mandatory Training Policy. 

All employees have a personal responsibility to attend mandatory refresher training. Managers are responsible for ensuring their staff are supported to complete mandatory refresher training at the required frequency. 

17.6
Process for Applications 
Staff wishing to undertake study leave must complete the attached form 
on 
Appendix 1 and identified the financial arrangement agreed with their line 
manager ensuring the appropriate authorization has been obtained..
18.
SPECIAL LEAVE WITHOUT PAY

The Trust believes that the leave entitlements outlined in this document will accommodate the requirements for all aspects of time off.

However, in exceptional circumstances which are not covered by the foregoing provision, requests for unpaid leave may be authorised by the Manager.  Any leave taken, without that authorisation, leaves the employee liable to disciplinary action.

The Manager must also consult Human Resources, prior to the granting of such leave.

If a Bank Holiday falls in the middle of an unpaid period, the employee will not be eligible for payment.

The affect of any unpaid leave upon pension contributions should be discussed with Employee Services.

19.
PROCEDURE FOR REQUESTING TIME OFF
Employees requiring leave should apply in writing (except in the case of an emergency) using the appropriate form (please see appendix I).

20.
RECORDS

The Manager will be required to maintain records of leave (see Appendix II) and complete the Turn Around document indicating reason for leave.
21.
MONITOR AND REVIEW

This Policy will be monitored and reviewed by the Human Resources Director and updated / amended through the Joint Negotiating Consultative Committee.

APPENDIX I

HEART OF ENGLAND NHS FOUNDATION TRUST
REQUEST FOR TIME OFF WORK
	Section 1: to be completed by the member of staff 



	Name: 


	Department/Ward: 

	Job Title: 


	Personal No: 

	Type of Leave requested: 



	Reason for Leave: 



	Period of leave requested from (date):  

                     to (date): 



	Number of days/nights/shifts requested paid: unpaid: 

Number of hours requested paid: unpaid: 

	Signature: 


	Date: 

	Section 2: to be completed by the manager 



	Name: 


	Department/Ward: 

	Job Title: 



	Number of days/nights/shifts approved paid: unpaid: 

Total number of hours approved paid unpaid: 

	Signature: 
	Date: 



	Reason for refusal, if appropriate (see 3 “Managers’ Responsibilities”): 



	It should be noted that pensions contributions are payable during periods of unpaid leave and are the responsibility of the member of staff. Specific advice should be sought from the Pensions section within the Payroll Department upon return to work. 
A copy of this form should be retained on the member of staff’s personal file 






















     Appendix 2
TIME OFF WORK RECORD

Year:  .......................................................................................................

Name: ......................................................................................................

Department………………...........................................................................

Personal No: ............................................................................................



Start Date: .................................................................................................
	MONTHS
	  1     
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	3
	4
	5
	6
	7
	8
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	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22
	23
	24
	25
	26
	27
	28
	29
	  30  
	 31
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Appendix 3

SERVICES AVAILABLE

The following services/staff benefits are available to you:

· Childminder/nursery provision.

You need to decide whether you want the placement to be near your home or near your work (when making this decision you need to bear in mind future pre-school places, family/friend support and travelling times as most nurseries do have a penalty/fine system for late collection of children). For the Birmingham area please contact the Childcare Information Bureau (Tel: 0121 303 3521).  For Solihull please contact the Childcare Information Service (Tel: 0121 788 4288).

· Special needs placements
If your child requires a placement to support a special need, eg, Autism, Learning Disability, sensory disability, please contact either the Childcare Information Bureau (Tel: 0121 303 3521) or the Childcare Information Service(Tel: 0121 788 4288 )  who hold a comprehensive database on services available 

· Black, Minority and Ethnic Requirements
If your child has a specific cultural/religious need, the Childcare Information Bureau and Service hold this information on a central database.  As part of the educational curriculum, all nurseries and childminders follow educational guidelines in enlightening children to the diverse culture they live in.

· Busy Bee Voucher Scheme
This is an easily accessed system that enables you to save money when paying for registered childcare.  To receive an information pack, please contact Busy Bees direct, (Tel:  08000 430 860).

· Crèche Facilities
Many colleges and training centres now provide crèche facilities. If you are pursuing external  training/personal development, call them to see if a crèche facility is available. Alternatively you could contact the Childminder Network Services, Birmingham (Tel: 0121 464 4879) or Solihull (0121 788 5374)

· Emergency Childcare Provision
If your current childcare provision breaks down or you need to access a short term emergency Placement, please contact the Childminder Network Services, Birmingham (Tel: 0121 464 4879) or Solihull (0121 788 5374).

· Family Tax Credit and Working Family Tax Credit

please contact the Inland Revenue direct and someone will be able to answer your questions 

(Tel:  0845 300 3900)

· Thinking of joining the NHS
Job Centres now provides a wide number of initiatives including New Deal for Single Parents.  They will work closely with the NHS in assisting you with childcare provision to enable you to return to work.

· Play schemes/activity clubs
Please contact the Childcare Information Bureau (Tel 0121 303 3521) or The Childcare Information Service (Tel: 0121 788 4288), who will provide you with a comprehensive list of venues.

WHY WE VALUE & SUPPORT CHILDCARE?

More than 250,000 NHS staff have children under 14 and supporting these staff to ensure that they can access good quality, affordable childcare makes sense and helps us to ensure we retain our highly skilled workforce.  The information provided should help you to find the most suitable arrangements for your children, thus enabling you to continue to further your career within the NHS. 

CONTACT NUMBERS:-

HR Department – Heart of England NHS Foundation Trust 

0121 424 0639

Childcare Information Bureau - 

0121 303 3521

Childcare Information Service - 

0121 788 4288

Childminder Network

Birmingham -  0121 464 4879

Childminder Network 

Solihull – 0121 788 5374

Busy Bees Vouchers - 

Freefone 08000 430 860

Appendix 4
BIRMINGHAM HEARTLANDS & SOLIHULL NHS TRUST

USEFUL CONTACTS FOR CARERS

	CONTACT


	ADDRESS DETAILS
	TELEPHONE NUMBER
	COMMENTS

	Occupational Health Department


	Stratford House, Heartlands Hospital, Bordesley Green 
	0121 424 0610
	

	Human Resources 
	Stratford House, Heartlands Hospital, Bordesley Green 
	0121 424 3635


	

	Staff Side Convenor
	Solihull Hospital, Lode Lane, Solihull
	0121 424 4123


	

	Acocks Green Carers Group
	The Library, Shirley Road, Acocks Green
	0121 442 3468 or 0121 706 2115
	People who care for someone with a mental / physical disability or are elderly and frail.



	Allenscroft Carers Group 
	153 Allenscroft Road, Kings Heath, B14 6RP
	0121 444 7097
	Parents / carers of adults with learning disabilities



	Asian Mental Health Services Carers Group
	12-13 Greenfield Crescent, Edgbaston, B15 3AU
	0121 685 6770
	

	Birmingham Carers Association & Birmingham Carers Support Services (BCSS)
	Freepost Mid 18897, Birmingham B20 2BR
	0121 303 4044 Helpline: 0121 686 4060

Email: help@carer.org
	BCSS provides advocacy, befriending, information and raises awareness for carers

	Black and Ethnic Minority Carers Support Group
	Room 11, Ruskin Chambers, 191 Corporation Street, Birmingham, B4 6RP
	0121 236 5991 or Rethink on 0121 236 4286
	

	C4C – Caring for Carers
	Sutton Coldfield Baptist Church, Trinity Hill, Sutton Coldfield, B721TA
	0121 355 5088 (fax:  0121 354 2813) 

Email: chris@scbc.org.uk

	

	Crossroads Association (Caring for Carers)
	Birmingham Central / South 

Birmingham West

Solihull & Birmingham East


	0121 449 1485 Email bcscrossroads@hotmail.com
0121 507 1183

0121 733 7295
	

	Dementia Information Support Group for Carers
	Milton Grange, 16 Handsworth Wood Road, Birmingham, B20 2DR
	0121 554 9355 

Asian Contact 07793 725764


	

	Florence Vale Relatives Support Group 
	Reservoir Court Day Centre, Reservoir Road, Erdington


	0121 685 6805
	Carers of people under treatment for dementia or mental health

	Forward
	The Carpenters Arms, 13 Boldmere Road, Sutton Coldfield


	0121 321 2285
	Support Group for Lone Parents

	H.O.P.E. (Hearing Others Positive Experiences)
	Chinnbrook Centre, Billesley, Birmingham


	0121 464 4772
	Carers of children with any special needs

	Hall Green Carers Group
	St Peters Church, Highfield Road, Hall Green, Birmingham
	0121 442 3468
	People who care for someone with either a mental or physical disability or are elderly and frail

	Harborne Carers Support Group
	Heathcote House, Vivian Road, Harborne


	0121 303 3310
	

	Heart of Birmingham Carers Support Worker
	Small Heath Health Centre, 42 Chapman Road, Birmingham 


	0121 255 4226
	

	Impact (Involving More Parents & Carers Together)
	c/o Harris House, St Agnes Road, Moseley, Birmingham
	0121 444 6215
	Carers of children / young people with any disability / development delay.



	Princess Royal Trust for Carers
	Birmingham – Milton Grange, 16 Handsworth Wood Road, Handsworth Wood, Birmingham B20 2DR

Solihull – Offices at Solihull Carers Centre, Baptist Centre, Headingham Grove, Chelmsley Wood B37 7TP

Drop in Centre – The Priory, Church Hill Road, Solihull, B91 3LF


	0121 303 4044

0121 788 1143
	

	Solihull Carers Advice Service
	Baptist Church Centre, Headingham grove, Chelmsley Wood, B37 7TP
	0121 788 1143
	


Approval/Ratification Checklist 
	Title
	Time Off Work Policy


	
	Ratification checklist
	Details

	1
	Is this a:  Combined Policy & Procedure      

	2
	Is this:     Revised            

	3*
	Format matches Policies and Procedures Template (Organisation-wide) 
	

	4*
	Consultation with range of internal /external groups/ individuals 


	JINC

JLNC

HR Committee


	5*
	Equality Impact Assessment completed 
	Applies to all employees regardless of length of service or any other derterminating factor

	6
	Are there any governance or risk implications? (e.g. patient safety, clinical effectiveness, compliance with or deviation from National guidance or legislation etc)
	N/A

	7
	Are there any operational implications?
	Ensuring appropriate staffing levels when individuals take leave

	8
	Are there any educational or training implications?
	Briefing to line managers

	9
	Are there any clinical implications?
	

	10
	Are there any nursing implications?
	

	11
	Does the document have financial implications?
	Cost of potential agency cover for unexpected leave

	12
	Does the document have HR implications?
	HR Committee

	13*
	Is there a launch/communication/implementation plan within the document?
	HR Business Consultant

	14*
	Is there a monitoring plan within the document?
	

	15*
	Does the document have a review date in line with the Policies and Procedures Framework?
	December 2010

	16* 
	Is there a named Director responsible for review of the document?
	OD and HR Director

	17*
	Is there a named committee with clearly stated responsibility for approval monitoring and review of the document?
	HR Committee


Document Author / Sponsor

Signed ……………………… ………….…………

Title…………………………………………………

Date…………………….………….………….……

Approved by (Chair of Trust Committee or Executive Lead)

Signed ……………………… ………….…………

Title…………………………………………………

Date…………………….………….………….……

Ratified by (Chair of Trust Committee or Executive Lead)

Signed ……………………… ………….…………

Title…………………………………………………

Date…………………….………….………….……
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Attachment 2: Equality and Diversity - Policy Screening Checklist
	Policy/Service Title: Time off Work Policy
	Directorate: HR Consultancy

	Name of person/s auditing/developing/authoring a policy/service: H Barlow

	Aims/Objectives of policy/service: Guidance on entitlements to time off work


	Policy Content: 

· For each of the following check the policy/service is sensitive to people of different age, ethnicity, gender, disability, religion or belief, and sexual orientation? 

· The checklists below will help you to see any strengths and/or highlight improvements required to ensure that the policy/service is compliant with equality legislation.


	1. Check for DIRECT discrimination against any group of SERVICE USERS:

	Question: Does your policy/service contain any statements/functions which may exclude people from using the services who otherwise meet the criteria under the grounds of:
	Response
	Action required
	Resource implication

	
	Yes
	No
	Yes
	No
	Yes
	No

	1.1
	Age?
	
	No
	
	
	
	

	1.2
	Gender (Male, Female and Transsexual)?
	
	No
	
	
	
	

	1.3
	Disability?
	
	No
	
	
	
	

	1.4
	Race or Ethnicity?
	
	No
	
	
	
	

	1.5
	Religious, Spiritual belief (including other belief)?
	
	No
	
	
	
	

	1.6
	Sexual Orientation?
	
	No
	
	
	
	

	1.7
	Human Rights:  Freedom of Information/Data Protection
	
	No
	
	
	
	

	If yes is answered to any of the above items the policy/service may be considered discriminatory and requires review and further work to ensure compliance with legislation.

	2. Check for INDIRECT discrimination against any group of SERVICE USERS:

	Question: Does your policy/service contain any statements/functions which may exclude employees from operating the under the grounds of:
	Response
	Action required
	Resource implication

	
	Yes
	No
	Yes
	No
	Yes
	No

	2.1
	Age?
	
	No
	
	
	
	

	2.2
	Gender (Male, Female and Transsexual)?
	
	No
	
	
	
	

	2.3
	Disability?
	
	No
	
	
	
	

	2.4
	Race or Ethnicity?
	
	No
	
	
	
	

	2.5
	Religious, Spiritual belief (including other belief)?
	
	No
	
	
	
	

	2.6
	Sexual Orientation?
	
	No
	
	
	
	

	2.7
	Human Rights:  Freedom of Information/Data Protection
	
	No
	
	
	
	

	If yes is answered to any of the above items the policy/service may be considered discriminatory and requires review and further work to ensure compliance with legislation.

	TOTAL NUMBER OF ITEMS ANSWERED ‘YES’ INDICATING DIRECT DISCRIMINATION = 

	3. Check for DIRECT discrimination against any group relating to EMPLOYEES:

	Question: Does your policy/service contain any conditions or requirements which are applied equally to everyone, but disadvantage particular persons’ because they cannot comply due to:
	Response
	Action required
	Resource implication

	
	Yes
	No
	Yes
	No
	Yes
	No

	3.1
	Age?
	
	No
	
	
	
	

	3.2
	Gender (Male, Female and Transsexual)?
	
	No
	
	
	
	

	3.3
	Disability?
	
	No
	
	
	
	

	3.4
	Race or Ethnicity?
	
	No
	
	
	
	

	3.5
	Religious, Spiritual belief (including other belief)?
	
	No
	
	
	
	

	3.6
	Sexual Orientation?
	
	No
	
	
	
	

	3.7
	Human Rights:  Freedom of Information/Data Protection
	
	No
	
	
	
	

	If yes is answered to any of the above items the policy/service may be considered discriminatory and requires review and further work to ensure compliance with legislation.

	4. Check for INDIRECT discrimination against any group relating to EMPLOYEES:

	Question: Does your policy/service contain any statements which may exclude employees from operating the under the grounds of:
	Response
	Action required
	Resource implication

	
	Yes
	No
	Yes
	No
	Yes
	No

	4.1
	Age?
	
	No
	
	
	
	

	4.2
	Gender (Male, Female and Transsexual)?
	
	No
	
	
	
	

	4.3
	Disability?
	
	No
	
	
	
	

	4.4
	Race or Ethnicity?
	
	No
	
	
	
	

	4.5
	Religious, Spiritual belief (including other belief)?
	
	No
	
	
	
	

	4.6
	Sexual Orientation?
	
	No
	
	
	
	

	4.7
	Human Rights:  Freedom of Information/Data Protection
	
	No
	
	
	
	

	If yes is answered to any of the above items the policy/service may be considered discriminatory and requires review and further work to ensure compliance with legislation.

	TOTAL NUMBER OF ITEMS ANSWERED ‘YES’ INDICATING INDIRECT DISCRIMINATION = 


Signatures of authors / auditors:





Date of signing:
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Equality Action Plan/Report
	Directorate: HR Conultancy


	Service/Policy: Time off Work Policy



	Responsible Manager: Head of HR Consultancy


	Name of Person Developing the Action Plan: H Barlow


	Consultation Group(s): JINC, JLNC, HR Committee


	Review Date: December 2010


The above service/policy has been reviewed and the following actions identified and prioritised.  
All identified actions must be completed by:  _________________________________________

	Action:
	Lead:
	Timescale:

	Rewriting policies or procedures
	
	

	Stopping or introducing a new policy or service


	
	

	Improve /increased consultation


	
	

	A different approach to how that service is 

managed or delivered
	
	

	Increase in partnership working


	
	

	Monitoring
	
	

	Training/Awareness Raising/Learning
	Briefings to Line Managers and article in Heatbeat

	

	Positive action


	
	

	Reviewing supplier profiles/procurement

arrangements
	
	

	A rethink as to how things are publicised


	
	

	Review date of policy/service and EIA:  this 

information will form part of the Governance

Performance Reviews
	
	

	If risk identified, add to risk register.  Complete an 

Incident Form where appropriate.
	
	


When completed please return this action plan to the Trust Equality and Diversity Lead; Pamela Chandler or Jane Turvey.  The plan will form part of the quarterly Governance Performance Reviews.

	Signed by Responsible Manager:
	
	Date:
	





Paper Copies of this Document


If you are reading a printed copy of this document you should check the Trust’s Policy website (� HYPERLINK "http://sharepoint/policies" ��http://sharepoint/policies�) to ensure that you are using the most current version.








