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As of 26 April 2021, all employees shielding will be expected to return to work as per Scottish Government guidance. It is anticipated that this will be a big transition for staff who have been off for a prolonged peiod of time and to some it may be challenging and overwhelming. 
It is important to support shielding employees as plans are put in place to support their return to work. In order to help you support employees who have been shielding, we have created a checklist to ensure all necessary steps are taken to ensure employees return safety to work. 

It would also be beneficial to ensure that employees who have been able to attend work compassionately welcome back their shielding colleague offering understanding, flexibility and support.

Please note: Before an employee member returns to the workplace please arrange a time and date to speak with them to understand any concerns they may have regarding returning to work and to complete an enhanced return to work, including National Occupational Risk Assessment. This discussion requires to take place prior to any physical return to work via a mutually agreed method of communication and reviewed when the employee returns to the workplace.
	SYSTEM UPDATES
	(

	SSTS - Conclude staff members “SP - Coronavirus – Underlying Health Condition” absence for employees returning to work, including working from home.
If employee is unwell and not fit to return to work, this should be updated on SSTS as sick leave. The employee should be advised of the change of leave status and that they will also revert to Occupational sick pay entitlements. If you feel the circumstances are exceptional, please contact the HR COVID Support Team who will raise this to the HR Depute Director where appropriate.
	

	WORKPLACE REQUIREMENTS
	(

	Enhanced Return to work (page 4)
	

	National Occupational Risk Assessment– COVID Age Medical Risk Assessment Guidance. (link p.4)
	

	Working from Home Risk Assessment and Work from Home Guidance 
	

	COVID GUIDANCE, FAQS AND SUPPORT FOR NHSGGC STAFF
	(

	All COVID guidance and FAQ’s are located on the NHSGGC website. Link 
	

	Lateral Flow testing available to all employees returning from shielding who will not be home workers. For information and guidance please use the link: NHSGGC : Lateral Flow Device Testing Guidance 
	

	Support and Advice Contact Information:

· COVID-19 Staff Support Line: 0141 303 8968 

· Occupational Health team on occhealth@ggc.scot.nhs.uk 
· HR COVID Team hr.support@ggc.scot.nhs.uk  
· HR Enquiry Team hr.support@ggc.scot.nhs.uk  

· The NHS 24 Mental Health Hub is available 24 hours a day, 7 days a week, on 111. 

· Samaritans are also available 24 hours a day, 7 days a week, on 116 123.
Continued…

· The Chaplaincy service has launched the Staff Listening Service which runs from 9am to 10pm, seven days a week. Please call 0141 201 1100 and ask to be put through to Chaplaincy.
· More support can be found at NHS Inform Your mental wellbeing

	


	POINTS OF DISCUSSIONS
	(

	· Annual leave: Allocation and a plan of when these hours can be used in this new annual leave year. Possibly using some allocation to phase their return.

· Department updates
· Emphasise Support and Advice Methods in place.

· Establish if scheduled check-ins to monitor return to work are necessary.

· Remind staff member it is mandatory to wear a face mask unless extempt by health condition whereby OHS can provide assistance.
	


	FREQUENTLY ASKED QUESTIONS

	Question:
	Answer:

	When are shielding arrangements due to end?
	It is expected that Greater Glasgow and Clyde will move to level 3 on the 26th April 2021 and employees on the shielding list who are currently in Level 4 will be able to return to the workplace, if they cannot work from home. Updated Shielding letters have been distributed by the CMO and are currently valid until 30 June 2021.

	What support is available for employees returning from shielding?
	Before any shielding employees return to work, an informal meeting will take place to discuss any concerns and allow employees to complete an enhanced return to work including the National Occupational Risk Assessment with their line manager.

	How much annual leave can be carried over when an employee has been shielding?
	An employee who has been shielding is able to carry forward any remaining annual leave from the 2020/2021 leave year into 2021/2022. Normal public holiday provisions will apply.

	Have employees accrued public holidays during shielding?
	Normal provisions apply for public holidays. i.e employees who were not rostered to work during any public holidays will be entitled to keep these hours.

	What leave should be used for any shielding staff wishing to use a phased return when returning to work?
	Annual leave should be used to facilitate a phased return. 

	How do you calculate an employee’s annual leave entitlements?
	Please refer to the Annual Leave Calculator on HR Connect for further information on calculating annual leave entitlement.

	What happens if an employee is unfit to return to shielding?
	If an employee is not fit to return from shielding this should be recorded as sick leave. The employee should be advised of the change of leave status and pay will revert to occupational sick pay entitlements.

	All necessary risk assessments have been completed which demonstrate the employee remains at a very high risk of contracting COVID if they return to the work place. How should this be managed?
	In this scenario further guidance can initially be obtained from the OHS by emailing occhealth@ggc.scot.nhs.uk or calling 0141 201 0594.                      

	Is Lateral Flow Testing available for employees returning from shielding? If so, how is this arranged?
	Yes, the tests are available to all staff who are not working from home. These are allocated out by management and it is expected that tests are completed twice weekly and recorded accordingly. 


Staff Absent Due to COVID-19 (Long Term)

Return to / Remaining in Work Process

This document pack has been compiled to provide comprehensive access and links to all guidance and toolkits to support staff and managers in discussions with those who have been absent from work for an extended period of time as a result of COVID-19 or managers whose employees are at higher risk but able to remain in work with reasonable adjustments made.
The pack comprises:

1. NHS Greater Glasgow and Clyde Enhanced Return to/Remaining in Work Form
This form is an enhanced version of current return to work form. It is intended to be more comprehensive due to nature and to take cognisance of period of absence and that staff member may be apprehensive about returning or remaining in the workplace. Also to ensure that all necessary support and adjustments are considered. Also to be used to bring staff up to date on operational changes, PPE, social and physical distancing arrangements.

2. National Occupational Risk Assessment
Where the employee has been absent, this form is to be used alongside the enhanced return to work form. This guidance explains the risk assessment process in relation to the specific risk of COVID-19 to individuals in the workplace. Staff should be supported to complete a risk assessment with their manager and then this should be used to help support and agree on a course of action. If managers wish to email completed risk assessments to seek support rather than a management referral then these can be sent to Occupational.Health@ggc.scot.nhs.uk.
Link to Occupational Risk Assessment
3. Risk Assessment Tool

This tool should be used in conjunction with the COVID-19 Occupational Risk Assessment

Guidance above and will help staff assess their vulnerability from COVID-19. The outcome should be the basis of a discussion between the member of staff and their manager. The aim is for an agreement to be reached on how they can work safely. This can be viewed at the link below or as part of Annex A to the document above.
https://alama.shinyapps.io/Covid_Age/
4.
Support and Advice

Support and advice is available from the Occupational Health team on occhealth@ggc.scot.nhs.uk. 
Staff Absent Due to COVID-19 (Long Term)
Enhanced Return to/Remaining in Work Discussion - Confidential
This document is intended to assist discussing and planning a return to work for those staff who have been absent from work for an extended period of time as a result of COVID-19 and those employees at higher risk due to COVID-19 but are able to remain in work with reasonable adjustments. It should be considered alongside the Risk Assessment process in place. It is therefore envisaged this discussion will take place prior to any physical return to work via a mutually agreed method of communication and reviewed when the staff member returns to the workplace. 

The purpose of this document is to discuss the practicalities of a safely returning to/remaining in work, inform the staff member of any changes to their physical environment and explore any areas of concern which the returning staff member may have. This will allow any agreed arrangements to be put in place and set out regular review timescales. 
	Name of Employee
	
	Directorate
	

	Job Title
	
	Manager
	

	Date of Review
	
	First Date of Absence (If applicable)
	

	Date Initial Risk Assessment Completed
	


1. Can the employee work from home?
	Yes
	
	No
	
	Partially
	

	Details
	


Refer to the Working from Home Risk Assessment and Work from Home Guidance. 
2. Returning to/ Remaining in work
	What adjusted working arrangements have been in place during lockdown? 

	E.g. temporary homeworking, supporting ad-hoc projects. Detail ongoing engagement arrangements.


	Does the employee have any caring commitments that have been affected by COVID-19 e.g. breakdown in normal caring arrangements?  

	Discuss how these may be overcome and note down any solutions.


	Does the employee have any underlying health conditions which require support in the workplace going forwards? 

	Consider how underlying health condition impacts on ability to undertake role and location – does this need to be considered more widely and for longer term. Arrange referral to Occupational Health for longer term assessment of role and impact as a result of underlying health condition.



	Does the employee have any underlying health conditions which require support in the workplace in light of extra health and safety obligations? 

	See Risk Assessment. Consider how this impacts on ability to undertake role and also physical arrangements in relation to social distancing etc. Consider referral to Occupational Health for longer term assessment of role and impact as a result of underlying health condition.


	How will the employee travel to work? 

	Specify if they are using public transport or their own vehicle and, if so, are they aware of arrangements for facemasks and local parking arrangements.


	Will the employee need any further training on new or updated processes?

	

	Is the employee familiar with new health and safety procedures in place to prevent the spread of Covid-19? 

	Discuss or confirm that the employee has received information on health and safety measures in place on return such as changes to entrances/exits, Social Distancing Guidance and risk assessment put in place for area, department and site as well as PPE equipment, staff testing regime etc.


	Is the employee aware of who to contact if they have symptoms of, or believe they have been exposed to, Covid-19?

	Confirm here if the employee is aware of the appropriate procedures and how.


	How much annual leave does the employee have left to take? What are the arrangements for taking annual leave on return?

	

	How is the employee’s mental health and wellbeing?  

	Discuss how the employee is feeling and their stress levels. Concerns about returning, wanting to return to office. Consider further support.


	Are any additional support measures available?

	Confirm if employee knows how to contact Occupational Health services, online support etc. 



	Does the employee have any other concerns? 

	

	Any other comments?

	

	Return to/ Remaining in Work Plan

	Date of return to work (If applicable)

	

	Location of workplace 

	

	Hours: [Specify if there are to be temporary changes to hours] 
	

	Date of review: [outline when any temporary changes are to be reviewed] 
	


	Line Manager Signature
	
	Date
	

	Employee Signature 
	
	Date
	


Further Support and guidance                                                                                                                                                                  

https://www.nhsggc.org.uk/your-health/health-issues/covid-19-coronavirus/for-nhsggc-staff/staff-support-and-wellbeing/
Arrangements to Support Staff Health and Wellbeing
https://www.nhsggc.org.uk/your-health/health-issues/covid-19-coronavirus/for-nhsggc-staff/general-staff-guidance-resources/
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