Civil Service Commission Guidelines on 
Employees Caring for Family Members

1. Background
Some 1.5 million Israelis care for aging, sick and/or disabled family members.
In addition to raising their own family, running their own households and advancing their own careers, they provide an average of 21 hours of weekly care for sick, disabled and/or elderly family members over an average period of 4.5 years.
 Caring for family members is a rewarding task. It provides a sense of satisfaction and enhances interpersonal ties. However, such caregiving also has far-reaching repercussions for caregivers’ physical and mental well-being, their finances and employment, all of which could eventually risk social cohesion, and undermine the job market and the national economy.
Some 60% of family caregivers hold down jobs. Studies have found that one in four employees of any given organization is also a family caregiver. They juggle various tasks and also have to deal with uncertainty and a sense of unease. In fact, caring for relatives is an extra job on top of the one that provides their livelihoods.
The percentage of family members as caregivers is forecast to grow significantly in the coming decades due to demographic trends such as aging, increased life expectancy, growing burden of chronic disease, increased number of working women and complexity of the healthcare system.
Thus, workplace support for employees caring for family members is a national social-economic interest. With that in mind, the Civil Service Commission has formulated general guidelines for employees who are also family caregivers. This policy will initially be implemented as a pilot project, to be re-visited after one year.
2. Guideline Targets

a. To determine policy across the civil service on employees caring for family members.
b. To provide a support toolkit for family caregivers.

3. Guidelines’ definition of a “family caregiver”

A “Family caregiver” is an employee caring for or accompanying a family member experiencing disability, serious or chronic illness and/or functional decline due to aging.

4. Guidelines’ definition of a “family member”

A “family member” is a relative of the first degree: Child, partner, parent (including parents of a partner if said partner does not avail himself/herself of the right to be absent from work – see article 33.255 of the Civil Service Code). In unusual cases, relatives caring for a single or childless or widowed individual can be considered “family members” even if they are not relatives of the first degree, such as aunts and uncles, brothers and sisters, grandparents. 

5. Responsibility for Policy Implementation
Responsibility for implementing the policy is placed on the senior office holder in charge of human resources and/or human capital and/or administration in each and every government agency or ministry or government hospital. 
The referent (point person) for this issue is the ministry or agency official in charge of employee welfare and well-being who has been trained or will be trained for this role by the Civil Service Commission’s Senior Division of Training, Learning and Welfare.
The direct managers/supervisors will seek to locate and identify those of their employees engaged in caring for family members and will help them in accordance with this regulation.
The task of the direct managers/supervisors is highly significant for the support mechanism provided to employees who are also family caregivers.
Direct manager/supervisors who display optimism, flexibility, tolerance and understanding of their employees who are family caregivers, along with helping them at the office level, will significantly alleviate the burden on their employees at their difficult time and thereby contribute to enhancing the employees’ sense of belonging and identification with the organization and its goals. They could even aid in the effort to restore the employees to regular work as soon as possible.
6. A support toolkit for employees who are family caregivers
 Following are various office-level tools and means to assist family caregivers:
a. Determining office policy, locating, informing, marketing and training
Under the deputy director-general (d-g) for administration and human resources/deputy d-g for human capital/administration director, the ministry/agency will determine office policy on support for employees who care for family members, in accordance with the policy, as follows:
· The senior employee welfare officer in each ministry or agency, as the point person for family caregivers, will undergo professional training in dealing with this issue.
· Subsequently, he/she will conduct a survey among all employees to characterize this phenomenon and its implications for the workplace (a survey sample has been distributed to supervisors and can be adapted for relevant agency/ministry use). The survey findings will be presented (without naming names) to the ministry/agency top management and serve as the basis for providing the tools and means to support family caregivers.
· The ministry/agency will inform all employees of the policy and the tools (on the organization’s portal, in a written directive, etc.).
· Managers in the organization will take part in training, seminars and orientation sessions in order to familiarize themselves with the issue and mobilize for the endeavor.
· The ministry/agency employee welfare officer will periodically update managers/supervisors regarding employees who are family caregivers (after obtaining the employees’ permission to share the information).
· Direct managers/supervisors will be asked to display flexibility, empathy, tolerance, and understanding and help the employees through use of the relevant tools.

b. Locating and identifying family caregivers

· Top management will oversee the creation of an organizational environment conducive to a culture of support for family caregivers among the employees. This entails legitimizing and creating a supportive and friendly environment enabling family caregivers to reveal themselves to the relevant professionals within the office without fearing harm as a result or an invasion of their privacy.
· Employees must be made aware of the issue and its implications through one or more of the following means: lectures, orientation sessions, seminars, feedback dialogues, management training (including ahead of periodic employee assessment appraisals), exposing the personal story of a senior official, making information accessible to the staff.
· Unit administrators/direct supervisors/those responsible for verifying staff presence must all be instructed to report unusual staff absences or any change in their performance that raises concern.  If, in examining the case, they find that the said employee is caring for a sick or disabled family member, they are to proceed according to these guidelines.

c. Internal office committee for family caregivers 
Each ministry/agency will set up a committee to support family caregivers from among its staff, headed by the senior deputy d-g for administration and human resources or someone he/she designates. Committee members will include the employee welfare officer as a referent for family caregivers and a representative of the organization’s human resources department.
The committee will be authorized to discuss applications from employees who are absent from work for long periods of time due to illness of a family member only in unusual and severe cases of illness.[endnoteRef:1]  [1: *Severe and unusual medical cases, such as serious and chronic disease, oncological disease, dialysis, psychiatric conditions, organ transplants, severe disability due to illness, a disabled relative/parent not under the care of a nursing or disability institution or of professional support staff, complex surgery that requires prolonged periods of rehabilitation, etc. ] 

Employees seeking committee authorization for long absences from work will submit their requests to the employee welfare officer, who will examine it and represent them before the committee and offer his/her recommendations.
The Committee’s Authority:
1. Approving use of annual sick leave days
The committee will be authorized to approve the use of additional sick leave days from an employee’s annual allotment after he/she has used up the sick leave allotted for care of family members as detailed in section 33.25 of the Civil Service Code, not to exceed 24 additional sick leave days a year (the committee may approve partial sick days or hours at the expense of the employee’s annual allotment), leaving intact at least six days of the allotted sick leave days.
The committee will examine the cases with which it is presented in accordance with the laws, regulations and instructions of the Civil Service Commission on this issue, in accordance with the employee’s special personal and family circumstances, as well as in accordance with the criteria set forth below (but will authorize no more than 24 additional sick leave days, as previously noted).
2. Support hours
An employee needing time to care for sick or disabled family members will be entitled to up to three hours of paid absence a month (i.e. at the employers’ expense) after having utilized his/her rights in accordance with the law governing sick pay for family members’ care as set out in section 33.15 of the Civil Service Commission Code, and has also used up his/her right to additional sick days as approved by the internal office committee.
3. Approval of unpaid leave/part time work/work from another branch of the office/others – An employee may be allowed to take up to 30 days of unpaid leave a year to care for a family member or be authorized to work part time for a certain period or to work out of another branch of the office. They may also be provided with other possible solutions – in accordance with circumstances and needs.

4. Professional counseling - In certain unusual cases, the committee will consider providing external professional counseling for employees who are family caregivers if the ministry/agency has an additional budget for such use.  The committee will determine in advance the criteria for such counseling and the number of sessions that may be approved for employees needing them.
Each ministry/agency will operate within the bounds of the internal committee in accordance with the nature and unique characteristics of its staff.

Criteria for committee decisions on staff members who are family caregivers
The committee will consider applications according to the following criteria:
- The opinion and recommendations of the senior employee welfare officer
- The degree of closeness of the employee’s family member
- The severity of the patient’s condition and extent of dependence on the caregiver
- The length of time the employee dedicates or is required to dedicate to caring for the family member (months/days/hours)
- The number of those in the employee’s family requiring care (if there is more than one dependent relative)
- Paid care hours the family member receives (if at all) and/or assistance from additional or other sources
- The number of paid vacation and sick leave days at the employee’s disposal when applying to the committee
- An opinion/assessment of the employee’s performance
What other/additional solutions are available to help the family caregiver, other than authorizing an absence from work at the expense of sick leave days?
d. Additional support tools for employees who are family caregivers
(Beyond the law on paid leave for family member care - section 33.25 of the Civil Service Commission Code, and in addition to the internal agency committee’s decisions)
· Flextime – The senior deputy d-g for administration and human resources is authorized to allow an employee to work flexible hours and thus enable him/her to make up the hours and days he/she took off to care for family members.
· Application to the Civil Service Commission Committee on Staff Absences Due to Family Illness – In unusually severe or special circumstances, and after the employee has exhausted all of his/her rights as detailed in section 33.25 of the Code and after all his/her rights have been exhausted by the internal ministry/agency committee, the ministry/agency may apply to the Civil Service Commission Committee on Staff Absences Due to Family Illness, pursuant to section 33.257 and our circular of 27.1.2019.
· Each ministry/agency is entitled to encourage the formation of support groups within the office for employees who are family caregivers.
· The internal ministry/agency committee will convene after one year to examine implementation of the guidelines.

6 One year pilot review 
The Civil Service Commission’s Inspection Department will conduct a review of the pilot’s implementation after one year to examine the extent of the toolbox use in helping employees who are family caregivers, as detailed in the following instructions:
a) [bookmark: _GoBack]At the end of the one-year pilot, the ministries/agencies will be required to report to the Inspection Department on their implementation of the guidelines in a format to be decided by the department in cooperation with the Training, Learning and Welfare Department of the Civil Service Commission.
b) During the pilot year, the welfare officer in each ministry will document committee decisions and keep an excel sheet that will include all the activities conducted by the ministry and the employees eligible for benefits within the framework of the circular.
c) The data reported by the ministries will be analyzed by the Inspection Department, and the resulting insights will be made public in each ministry.
d) These data will serve as the basis for a decision by the Committee on Family Caregivers whether to continue implementing the policy defined in these guidelines, and how.
Enclosed is an Excel reporting sheet to be administered by the ministerial welfare officer during the pilot year. At the end of the year, the officer will hand the report to the Civil Service Commission’s Senior Department of Human Capital Supervision.

