NOTE TO EMPLOYERS: Please thoroughly read this template document and amend as appropriate to make it suitable for your organisation, including to meet any legal, regulatory and/or contractual requirements to which you are subject to. This template should be reviewed alongside current statutory carer’s leave rules and forthcoming Employment Rights Act 2025 changes, including strengthened flexible working requirements due to be implemented from 2027. 
The wording contained in this document and the associated template policy is included as a suggestion only, and Legal & General accepts no responsibility nor liability for any policy adopted by you based on this template.
You may, for example, choose to enhance statutory unpaid carer’s leave by offering paid carer’s leave, additional discretionary leave, or broader flexible working options. You may also only be able to offer some of the options under “Policy Commitments”. You may wish to add links to additional documentation provided by your organisation.
Carers Passport 
Name ……………………………………………………………………………..…… 
Manager ……………………………………………………………………….……… 
Date of Initial Discussion ………………………………………………………… 
What is a Carers Passport and how can it help? 
This carers passport has been designed to keep a confidential record of individual employee needs, caring-related impacts and agreed working arrangements for employees who are working carers. It should support open discussion without requiring unnecessary personal or medical evidence about the person being cared for.
We believe recognising working carers is an important step to developing effective support measures for our employees, whilst embedding our organisational culture of supporting employee needs and wellbeing. 
This carers passport has been designed to be flexible and reviewed periodically at agreed times, or as and when circumstances and needs change. It can also help ensure agreed support or flexibility continues, where appropriate, if there are changes to job roles, management structures or working patterns.
Who is a Working Carer?
A working carer is someone who cares, unpaid, for a friend or family member who due to an illness, disability, mental health problem or addiction means they cannot cope without support.
Carers have a day-one statutory right to unpaid carer’s leave of up to one working week in every 12-month period as a minimum. We suggest you check your carer policy for further information on the support available to you.
This Carers Passport is owned by you, as the employee, and as such any detail relating to the person you are caring for should only be recorded where necessary. Employers should explain who will have access to this passport, how it will be stored, and when it will be reviewed or deleted.
This document aims to help you think about your caring role in detail and understand how this affects your work, alongside any impacts it may be having on your health, wellbeing and finances. This is an important step to recognising what support would be beneficial to you, and how that is provided. 
Many aspects of caring are highly sensitive and personal to each individual, and as such, any aspects you do not wish to speak of, or provide information upon will be respected. It is however important to remember that sharing relevant information can help us explore suitable support. 
Current working arrangements and flexibility needs (To be completed by you)
Current role, working days / patterns / hours, current flexible working arrangements, and any changes that may help you balance work and caring responsibilities.


Current Caring commitments (To be completed by you) 
Caring responsibilities, time allocated to caring, any expected change to the caring role in the 
future, what impact do these duties have on work?
 





Current Support received (To be completed by you) 
Is any external support provided / received already to help combine caring with work? Could this 
likely change in the future? 

 
Support Requirements (To be completed by you) 
What additional support could be helpful to enable a manageable work/life balance? This could include flexible working, temporary adjustments, time off for appointments, emergency contact arrangements, statutory unpaid carer’s leave, discretionary paid leave, signposting to internal benefits, or external carer support. Are there any specific struggles to be addressed? 











Workplace Support Options (To be completed by your employer) 
What options are available through the workplace? These should be detailed here with a clear view as to how each option supports working carers. Employers should include statutory unpaid carer’s leave, any enhanced paid carer’s leave, flexible working routes, employee assistance support, wellbeing support, manager guidance, and relevant internal policies.


Agreed Support / Actions (To be completed by your employer) 
What support has been agreed? What are the next steps and how will this be implemented? 
Where flexibility is requested, record whether this is an informal arrangement, a trial period, or a formal flexible working request, and include the reason for any decision made.
When will these changes take effect from? Agree contact methods in case of emergency or sudden change, how carer’s leave requests should be submitted, and who should be contacted if urgent care needs arise.





Benefits & Impacts (To be completed by your employer) 
What is the desired outcome for the employer and employee and how will success be measured? Consider wellbeing, attendance, retention, employee confidence, continuity of work, and whether the agreed support remains reasonable and effective.
Are there any implications to the wider company goals or performance? If so, how can these be reduced or removed? 


Employee Declaration (To be completed by you) 
I consent to my Manager / HR keeping a confidential record of my caring-related support needs, agreed workplace arrangements and review dates. I understand that I do not need to provide evidence of a dependant’s care needs to request statutory carer’s leave, and that I can ask for this passport to be reviewed if my circumstances change.
Employee Signature:      
Employer Signature:       
Date: 
Date:  
Agreed Date of Review:  

External Support Available 
• Legal & General Care Concierge - Telephone 0808 189 3195 
Add details of your own external support here. 
In addition, these links may be helpful to include.
o Age UK's free helpline: 0800 055 6112  
o Independent Age free helpline: 0800 319 6789  
o Carers UK free helpline: 0808 808 7777
