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Schools HR – COVID-19 
Update and Considerations for Schools 

 

Dear Head teacher 

Please find below advice which we are providing to School employers for considerations; please be advised this advice is subject to change as 

things progress and the advice is likely to change day to day or as the advice and guidance at a national level grows.  This may mean that the 

advice that was considered on Day 1 and used to make a decision at that point in time, could be different to a decision the advice that you then 

consider and use to inform your decision on day 7, day 12, day 21, etc.  It is therefore important that you consider the advice frequently and you 

note what decision you made at that point in-time.  It is possible that you will over the period of the Pandemic use different decision-making 

thresholds and may therefore not have a consistent application of policy and practice.  In the circumstances this is perfectly acceptable, the 

decisions that you make will be about fairness and equity at that point in time based on the advice and guidance provided at that time by Public 

Health England (PHE), DFE/ National Government, North Tyneside Council and your own considerations/ risk assessment of the matter that 

you are dealing with at that point in time. 

If you have any queries on any of the advice/ comments provided to ensure consistency of the advice and monitoring of the situation we have 

established two main points of contact as follows: 

1. Ring the Nominated HR Advisor – Julie McCallum, HR Advisor (0191 643 8026 / 07583 104 395)  
2. If the query requires a wider response or Gail needs support with the volume of queries there are two escalation points: 

a. Referral to Christina Ponting, Senior Manager – Schools HR (0191 643 8010/ 07970 640 472) – who will then work with 
Gail / contact the School directly; or Gail Jones on 0191 643 4313 or 07989 520 812. 
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b. Additional support will be provided by Gail Jones who will work with Julie and Christina and contact the School 
directly. 
 

We are asking that you please DO NOT contact your HR Business Partner or the Schools HR Helpline as we are trying to provide a co-

ordinated response and limited points of contact, debate and discussion.  Using this limited team member approach, whilst not common 

practice for us will allow us to provide consistent responses and coordinated queries to better inform/ update advice and guidance provided. 

The FAQ’s will change – they will be updated, added to and some items of guidance may be removed – over the period of the Pandemic.  

Where this takes place, we will date track changes, date/highlight additions, date/add comments so that the document is easier to reference/ to 

use as a working guide.  

Please note we are using the term ‘Stay at Home’ (S@H) rather than self-isolate throughout the document following recent guidance from PHE/ 

Employer & HR Forums. 

 

DRAFT -please note the document remains in DRAFT – as a team we have chosen to keep the document in DRAFT as things are/ keep 

changing which is understandable in the circumstances.  We have taken the view that we are unlikely at the moment to get to a version 

finalised anytime soon.  We do, however, stand by the advice we are giving, and each piece of advice is based on our experience, our history 

of working with schools, what we know now/ today and what we think may/might change.  We will keep adding to the document and highlighting 

/noting changes as we go. 

We will also continue to run the HR Helpline for the foreseeable future dealing with specific enquires or to provide further advice and 

assurance.  We are also aware that as Head teachers you are managing the situation for your individual School and you have factors other 

than employees/ HR matters to consider, therefore as part of our service we are also available for you to support you with whatever the 

questions/ queries you are receiving or the thoughts/ challenges you are working through.   

Remember, you are also an employee of your School and are entitled to/ are able to ask for support to help you to look after your wellbeing and 

welfare.  We know you have access to your trade union/ professional association and your own network groups; this is not an easy situation to 

work through and assure others at the same time as looking after yourself - so please don’t hesitate to give us a call. 

 

Schools HR Team 
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Question Considerations/ Policy and Practice Things that School will need to consider 

1. What do I do if an 
employee chooses to 
‘Stay at Home’ (S@H) 
due to their 
experiencing 
symptoms in line with 
PHE directions? 

If one person in any household has a persistent cough or 
fever, everyone living there must S@H for 14 days and will 
remain entitled to their sick pay benefits.  They must follow the 
advice given by PHE.  There is not a need for a sickness note 
or for formal testing/ diagnosis by PHE.  The individual with the 
symptoms actually need only to self-isolate for 7-days as once 
they have the symptoms/ become ill after 7 days it is not 
anticipated that they can pass on the virus to others.  The rest 
of the household would be on 14-day S@H as it can take time 
from the first family member showing symptoms to each 
individual then getting the virus and being virus free; however 
once the 2nd, 3rd, 4th, etc family member becomes ill they only 
need to stay at home for 7 days.  
 
Remember not every case will be the same – some staff will 
develop little to no symptoms beyond the initial absence whilst 
others will have increased/ further symptoms.  The 14 days 
rule is there is to ensure that all individuals in the household 
can be virus free before they can return to their normal routine 
– including returning to work.  However, if after 14 days the 
individual is still feeling unwell/ they are not improved, and 
they have not already sought medical advice they are being 
advised to contact NHS111. 
 
It may be that the individual continues to have a persistent 
cough despite the COVID-19 infection having cleared.  A 
persistent cough alone does not mean that an individual will be 
required to S@H for more than 14 days. 

Keeping in touch with the employee and following PHE 
advice and guidance on when the employee returns.  Talk 
to the employee about how their health/ wellness is 
progressing and prepare for a Return to Work.   
 
Remember to agree a keep-in-touch timetable with the 
employee – this is in line with your sickness absence 
management policy and should be no less than Day 1 and 
Day 3 in the short term.  We would recommend that you 
also consider a Day 6, etc and then regular intervals (2-3) 
days thereafter if symptoms or circumstances require this.  
 
Schools need to understand from their employee when the 
7 days illness period commences as this is different to the 
14-day S@H/ incubation period.  One the person is ill after 
7 days it is deemed they are no longer infectious and can 
return to work.  The other family members need to S@H for 
up to 14 days to either develop the illness (and if they do 
then after 7 days of the symptoms commencing they can 
return to work).  This could in effect mean that: 
 

a) some others in the household may have the virus at 
the same or different stages of its development over 
this period, or  

b) remain virus free after 14 days.  
 
If the individual has not developed the virus after 14 days, 
they are no longer eligible / required to S@H.   
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Where individuals have COVID-19, after 7 days they can 
return to work but Schools may wish to consider such 
individuals not attending work as they may be able to 
qualify for emergency time off to care for their dependents 
in accordance with the Schools Leave of Absence Policy 
and the qualification criteria for dependents leave. 

2. What do I do if the 
person reporting 
poorly is a volunteer, 
agency worker or 
works for another 
organisation? 

For a volunteer refer the advice in Q1 above.   
 
For an agency worker or an individual who works for another 
organisation (including NTC), you will need to refer the person 
to their manager/ company.  You would then need to link in 
with that organisation regarding what they are noting to their 
employee/ worker and what that means for the service/ supply 
they provide to School. 
 
Remember if you have a self-employed person (using IR35) 
you may need to think about the role that they do and what 
additional considerations you may wish to put in place re 
access to site/ pupils.  See Questions below as this will also 
relate to peripatetic tutors, etc.  
 
Also think about if you have a partner organisation working on 
site, e.g. ‘wrap-around’, breakfast club, etc and how you may 
wish to operate with that organisation so that you are both 
confident that you are applying the same standards for S@H 
and ensuring that your School site/ facility is appropriately 
managed/ informed.  

There are a number of questions coming in from agencies/ 
agency workers about whether or not they will be paid if for 
logistical reasons Schools is not open and they are not able 
to delivery to the original assignment. 
 
Schools are recommended not to get into conversations on 
this with supply agencies currently, but the premise would 
be that due to the very nature of the work being supply the 
agency would not be paid for work that is not delivered and 
it is up to the agency/supplier to make a decision about 
what they want to do with their worker – it is not for the 
School to comment / make a determination on this. 

3. What happens after 
14 days of S@H? 

If the employee is still poorly in normal circumstances a Dr’s/ 
sickness/ fit note would be required.  As the first 14 days of 
S@H, whilst being sick is a unique set of circumstances for 
this COVID-19 Pandemic we are recommending to School 

This would result in School making a practical update to 
your existing sickness absence arrangements for 
certification only.  Normal reporting mechanisms and 
expectations would remain in place.  The need / 
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employers for both practical and equity purposes that they 
allow an employee to ‘self-certify’ for up to the full 14-day 
duration.  If an employee was noting that they were still poorly 
after these initial 14 days, then we would need to work with 
School to understand the individual circumstances and why 
the individual was not able to return to work. 

requirement for a Dr’s/ Medical certificate would be enacted 
at Day 15 for any absence linked to COVID-19. 

4. What if the employee 
is a parent/ carer/ has 
dependents? 

You already have a policy in place in School for Leave of 
Absence, which will be inclusive of emergency time off for 
dependants, this policy will not only define who a dependent is 
it will also state how much time can be granted and if this time 
is with or without pay.  We suggest that you are familiar with 
this policy and what the Governing Body have agreed to 
provide. 
 
Remember as a rule of thumb a dependent in most 
circumstances can be a spouse, partner, child, grandchild, 
parent or another person – where the individual named 
DEPENDS on your employee for care.  Your policy will provide 
you with full clarity but the above is noted here for ease of 
reference.  
 
Such leave is provided to allow an individual to provide 
emergency care for a dependent in a set of circumstances, it is 
not intended to provide paid leave indefinitely or for a period of 
more that 1-2 (possibly 3) days as by that time other 
arrangements/ additional support should have been able to be 
put in place.  Some organisations will allow for a period of 
UNPAID leave, but the normal expectation is that the paid 
leave benefit should cease at the 3rd day.   
 

You need to consider what your policy current provides for 
and if this time is for paid or unpaid leave.   
 
If your policy provides for up to 3 days paid leave, it may be 
that you wish to increase this to up to 7 days and then 
review this on a case-by-case basis up to a maximum of 
14.  
 
Also, you might want to think about whom you would 
normally deem to be a dependent and if the employee’s 
circumstances change due to other family members being 
unwell with COVID-19 and not being able to provide the 
support that they normally provided. You would need to 
determine if you did this why this role defaulted to your 
employee and why other family members/ partners/ support 
networks were note being used/ available. 
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Emergency time off for dependents is different to other leave 
provisions such as bereavement leave, parental leave, 
Hospital appointments, etc and is provided separately in line 
with the Schools Leave of Absence Policy. 
 
Remember you might also want to think about ‘dependents’ as 
whilst your employee may not normally be the carer, it may be 
that the normal ‘carer’ is poorly with COVID-19 and they may 
then be called upon to provide additional support.  It is not 
being recommended that you automatically grant paid leave 
(and if you did that you offered a maximum amount), but you 
might need to think about circumstances that would be outside 
of your normal/ standard policy remit needing to be considered 
and/ or supported. 

5. What if the individual 
(or my partner) is 
pregnant? 

There is specific guidance via PHE for such individuals – this 
can sometimes be referred to as a ‘high-risk’ group and in 
these circumstances the external advice being provided would 
need to be considered/ followed.  
 
Remember though you can only consider / manage such 
situations if you are aware of them; when you provide updates 
to employees you need to remind/ point out what the PHE 
advice and guidance is around this group as it will be for 
individuals to self-identify.   
 
If you are aware of an individual who is pregnant or may fall 
into one of the other categories, then you will need to talk to 
them and consider what needs to be done with them.  It may 
be that you have to decide and direct what needs to be done if 
you have an individual who you consider to be a ‘high-risk’ but 

Put in place a risk assessment with the individual and keep 
this under review.  Where you agree that the individual is to 
S@H you will need to maintain regular contact with them as 
things change/ progress. 
 
If you feel there is a need for S@H and the individual does 
not, then you will need to make an informed decision/ 
direction on this and advise the individual accordingly.  You 
do have a right to direct the individual to S@H, if you 
believe this is best for their health or if you are of the view 
that staying at work is not in their best interests.    
 
You must make sure that if the individual chooses to stay at 
work that it is their choice and that you review this daily, 
particularly over the next 2-3 weeks as the advice on 
COVID-19 continues to be updated at a rapid pace. 
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the individual is reluctant to engage with the process, or who 
does not see the need to S@H.   
 
Remember when/ once you know you have an individual in a 
‘high-risk’ group you will also need to record your discussions/ 
update existing/ draft new Risk Assessments around this. 
 
The Government updated their advice on this on the 16th 
March 2020; the approach as noted above does not change 
what you need to do.  You still need to talk to a pregnant 
employee and look at their role in School, how they are feeling 
and what they are comfortable with.  Each employee will have 
a view on what is right for them linked to their personal 
circumstances.  If you agree with the individual that they will 
S@H for up to 12 weeks this absence will be recorded but is 
linked with COVID-19 it will be noted as paid absence and will 
not be linked to any sickness absence record or pregnancy 
related sickness absence.  
 
Remember just because an individual’s partner is pregnant 
and it may be agreed for that individual to S@H (irrespective if 
this is your employee or not), the partner of the pregnant 
employee whilst concerned is not eligible for paid time off from 
work.  You may choose to consider unpaid time off for a set 
period, but the logistical and operational needs of the school 
will be your priority. 
 
For queries on underlying health conditions please see the 
new questions added at the end of this briefing. 

It is important to note that COVID-19 S@H pregnancy 
absence is not sickness linked to pregnancy and the 
commencement date of the original maternity leave will not 
change.  
 
If after 12 weeks of absence the maternity leave date has 
not yet commenced, and the individual does not wish to 
return to work and gains a Dr’s medical note then it may be 
in those circumstances that pregnancy related absence 
could affect the commencement date of maternity leave. 
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6. What do I do if lots of 
employees are off 
poorly at the same 
time? 

You will need to consider the School Business Continuity 
Plans around this, you will have recently used something 
similar on this regarding adverse weather protocols where you 
will have considered what can be done if individuals are not 
able to attend work and how you could cover classroom and 
outside of classroom activities and requirements.  As part of 
this planning you will already have identified posts that school 
must have in situ to operate, e.g. first aiders, key holders, 
leadership, DSL, etc.  You will need to think about deputies 
and who may be able to cover for whom.  Whilst Schools will 
have cover arrangements in place it may be that in these 
circumstances you may need to use your Rarely Cover policy.   
 
Throughout this COVID-19 Pandemic you need to still be able 
to operate a safe school in line with your underlying health, 
safety and wellbeing and safeguarding requirements.  Your 
Adverse Weather BCP will cover some similar elements, and 
whilst this is/ was only ever intended to provide for a short-
term solution the rational that you have applied in such 
considerations is similar.  However, some of the ‘narrowness’ 
that might have been provided in this BCP may need to be 
further looked at/ widened, e.g. Cover arrangements (as 
already noted), asking colleagues to undertake duties that they 
would not normally do but with support would be able to do (for 
example administration/ office staff) helping out with 
supervision at lunch times.  It is difficult to provide lots of 
examples as each of your Schools operates independently/ 
separately from each other, but the stance taken in managing 
this COVID-19 Pandemic is that Schools and normal routines 
are an integral part of the current focus on how the Pandemic 
is being managed at a national level, and therefore things that 

Follow the guidance with your BCP, but think about the 
circumstances you have used this in previously comparted 
to now and think about if any of the parameters, etc used in 
the past need to be updated/ reviewed in light of the fact 
that Schools and normal routines are an integral part of the 
current focus on how the Pandemic is being managed at a 
national level, and therefore things that employees may 
have been asked to do in the past might need to be 
refreshed or considered in a different way due to the fact 
the COVID-19 Pandemic is an unprecedented/ changing 
situation. 
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employees may have been asked to do in the past might need 
to be refreshed or considered in a different way due to the fact 
the COVID-19 Pandemic is an unprecedented/ changing 
situation. 
 
Where you use a bought in / third party service you will need 
to talk to that service about what their business continuity 
plans are and how this may/ or may not impact on your day-to-
day operational running of School. 

7. What do I do if 
members of the SLT 
are poorly – either 
individually or at the 
same time? 

Please see response to Q6 above.  Your standard operating 
practice and deputising arrangements will remain in place as 
will your standing orders.  You will need to consider if other 
operating arrangements for a short-period of time would be 
possible/ effective – it may be that you operate in a 
Partnership with other Schools, have good working 
relationships with other Schools or have a reciprocal 
agreement in place and may be able to ask another School to 
provide some leadership support either physically or remotely 
to provide some interim cover.  Think about if the LA can help 
with this and if colleagues who are working as part of the 
School Improvement team (and who may be in a non-business 
critical role) may be able to offer some support.  Again, you will 
need to reference back to your BCP and the considerations 
therein, but the focus is on keeping School operational rather 
than School closure. 
 
Remember as a Head teacher whilst you are the operational/ 
day-to-day lead and must include your Chair in your 
considerations as well as any advice/ guidance provided by 
the Local Authority in line with your delegated authority/ 

See response above for Q6 and think about it you could 
gain support from other schools/ partnerships or the LA. 
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standing orders the decision will ultimately be yours/ be based 
on your recommendations as the Head teacher. 

8. What about home 
working? 

Some staff roles will lend themselves to this more so than 
others, this can be a factor if an individual is in S@H or caring 
for a dependent and in such instances, it is expected that 
individuals would do work where they can.   
 
School must also be equipped to provide work, be reasonable 
about what is expected to be achieved and accept that some 
work may not get done where the individual is not well enough 
to work or where the dependent(s) they are caring for is too 
poorly to be left unattended. 
 
. You will need to consider this; most Schools will not have in 
place a home working policy due to the very nature that 
employees need to be working at the School premises when 
the School is open to pupils or during INSET days.  Some 
Schools may have Support staff who are on 52/52 contracts 
and may already provide for a small element of home working 
over the Summer break, however, in the main Schools require 
their employees to work from the School site when they are at 
work. 

The decisions made in these instances will vary from role to 
role and situation to situation and you will need to consider 
this on an individual/ circumstantial basis and the rationale 
for such may change overtime.  It is also worth noting that 
this is an exception and would not set a precedent or 
expectation that home working is an option that School 
would be willing/ able to accommodate. 

9. What if an employee 
is a reluctant attender 
and wants to S@H but 
does not need to 
S@H? 

You would need to understand why the individual does not 
wish to attend work and what is the basis for their concerns. 
On the basis that the person is not within a ‘high-risk’ group as 
already noted, you will need to make a decision on whether or 
not you can accommodate the absence from work within one 
of the other routes you have available to you – working from 
home, alternative ways of delivering the role they provide, if 
the individual could work reduced hours, take annual Leave 
(accepting that this is a rare option in a school for the vast 

You will need to understand the circumstances for the 
reluctance.  It may be that you choose to consider other 
ways that the employee may be able to be supported to not 
attend work, or to overcome their reluctance, but ultimately 
the individual is required to attend work and undertake their 
duties as required within their role. 
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majority of posts as leave will/ is taken during school closure 
periods), owed lieu time being given, agreement to work back 
the hours taken (if they did not have lieu time and time off was 
granted) or unpaid leave of absence.   
 
However, the point remains that if the individual is not poorly 
themselves, is not caring for a dependent or is not in a ‘high-
risk’ group they are expected / required to attend work as 
normal as they will remain in receipt of their employment 
benefits (e.g. pay).  
 
See new additions linked to individuals whose partners / family 
members who may be place on S@H for 12 weeks due to 
other health factors. AND updated Q5 for employees whose 
partners are pregnant.  

10. What if an employee 
runs out of sick pay or 
their sick pay 
entitlement is 
reduced? 

Each case will need to be looked at on an individual basis and 
how the COVID-19 absence affected this, but in the main a 
suggested rule of thumb being proposed is that an individual 
should receive ‘no-detriment’ due to having a COVID-19 
absence period of up to 14 days.   
 
This will also apply for those individuals on S@H due to 
pregnancy or other health related matters, but for these two 
groups this period will be extended by up to 12 weeks. 
 
To explain, examples of this could be where a new employee 
may have used their existing sick pay entitlement, or where a 
longer standing employee is needing to extend their absence 
period by up to 14 days therefore not returning to work on the 
expected date and the timing coincides with when they go onto 
half, SSP or nil pay; or where they have had a period of 

In these instances, you are being asked to consider using 
your discretion and in effect ‘excluding’ any associated 
absence from a reference period/ policy in practice.  It is 
likely that absence coded as COVID-19 would also be 
excluded from future sickness absence/ absence 
management policy actions going forward.  
 
In exercising this discretion School will incur additional 
costs, such absence may be excluded from supply/ 
insurance cover, however, it is highly likely if School do not 
take this stance that TU’s at both a local and national level 
will express their disagreement with this directly to School 
and will no doubt raise this matter on a formal basis at both 
a school and national level either immediately or after the 
COVID-19 Pandemic demand management has dissipated/ 
reduced. 
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absence prior that is still within the reference period (e.g. for 
support staff a ‘rolling’-12-month period) and the sick pay 
entitlement is therefore reduced or not applicable. 
 
You are being asked to consider exercising your discretion to 
extended sick pay entitlement equivalent benefits by up to 14 
days only, we would need to work with you as to how this is 
updated/ advised to payroll/employee services and how this 
affects any underlying sickness absence/ absence / other 
policy management actions that you have in place and from a 
management actions/ policy in practice the view at the 
moment is that any such absence would be discounted / 
excluded from the process.  
 
Also we are noting ‘sick pay entitlement equivalent benefits’ as 
being extended and not sick pay – as sick pay is a standard 
benefit entitlement set down within underlying terms and 
conditions of employment for both support and teaching staff 
(including leadership) and therefore it is not possible to change 
this benefit.  What Schools are being asked to consider is 
providing pay to an employee the same as they would be any 
other employee during a period of COVID-19 absence.  There 
is the potential for this to be expected to be paid at ‘full-pay’ 
and not at the sickness pay entitlement level, e.g. half pay 
entitlement to be paid at full pay, SSP entitlement to be paid at 
full pay and nil pay entitlement to be paid at full pay.  As you 
can imagine we are working our way through the detail/ 
scenarios, but believe this will be the expectation – and that 
this expectation may also be extended to other absence where 
COVID-19 interrupts the absence period, e.g. unpaid, paternity 
leave, etc.  

 
Once the COVID-19 absence is over (maximum of 14 days) 
and the on-going absence from work reverts to the original 
reasons for the absence then the entitlement to benefits 
(before the COVID-19 absence was recorded) would apply; 
as would the Schools normal absence management 
arrangements.   
 
In practical terms the COVID-19 absence is ‘placed-to-one-
side’ in terms of both pay and policy in practice. 
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11. What happens if an 
employee is already 
on a wellbeing/ 
wellness action plan? 

If an individual is on a plan to support them with absence from 
work/ being able to more regularly/ frequently attend work and 
then become poorly due to COVID-19 then the ‘no-detriment’ 
approach (as noted in Q10) is recommended.  Not only would 
this apply to the management of the attendance at work, but 
this could also be a factor in relation to pay/ benefits as noted 
in Q10.   

Please see Q10 and Q12 for comments/ further 
considerations. 

12. What if an individual is 
on a Capability 
support plan and they 
miss targets and 
deadlines as they are 
off poorly or off caring 
for dependents? 

Q10 and Q11 both note a ‘no-detriment’ approach and you 
would need to look at the COVID-19 absence (whether this be 
sickness or dependents leave) and determine where this fell in 
the overall achievement of targets and whether the absence 
failed at a critical point resulting in the target /requirement not 
being achieved.  It could also be a factor that the missed or 
failed achievement could be as a result of other colleague (s) 
not being available or the cancellation of an external/ internal 
event, e.g. training, practice updates, conference. 
 
Such factors would also need to be considered within for 
Performance Management/ Target & Objectives 
considerations. 

This would need to be looked at on an individual case by 
case basis and how critical the absence (or cancelled 
event, etc) was to the failed target/ objective achievement. 
 
This is likely something picked up within a future review 
date/ point and will likely also factor into conversations 
once the COVID-19 Pandemic management dissipates. 

13. What if we are asked 
to support other 
schools – with staffing 
or relocating to 
another site/ or from 
our site temporarily? 

School would need to look at its own BCP as noted previously 
and see if this request could be accommodated.  It might be 
that this request (or direction) would provide support 
physically, intermittently or remotely; or to relocate temporarily 
to another site so that collectively 2 or 3 (or more Schools 
depending on locality) can continue to operate/ stay open. 
 
Ways of working as we have known them to date whilst a good 
reference point will not support fully informed decision making 
in these circumstances and each scenario will present a 
different set of challenges and opportunities.  The focus in the 

Obviously, there are a lot of considerations in this scenario 
and each case will need to be considered at that point in 
time.  It is expected that School Governance and 
Leadership teams would work closely with the LA/ Diocese, 
etc to be supportive of this approach whilst at the same 
time being assured that all due governance, safeguarding, 
staffing and education matters have been duly considered.  
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current situation is that Schools are individual or collectively to 
stay open and colleagues in Schools, the LA (and their 
partners) and associated support services/ teams will work 
together to support this approach. 
 
Trade Unions nationally are in conversations with the 
DFE/Government departments and it is hoped that some of 
the normal restrictions from an employment/terms of 
employment conditions/ benefits that would normally operate, 
e.g. rarely cover, would be reviewed to support this approach.   

14. What would we do if 
‘critical personnel’ in 
line with our BCP 
were not able to 
attend work? 

See Q6 and Q7.  

15. How do we assure 
colleagues and 
parents if an individual 
has been off with 
COVID-19 and is not 
returning to work? 

You will be able to rely on support from the LA inclusive of the 
Director or Public Health for North Tyneside and the 
Communications team with wider communications, but in the 
main this would be linked to if the individual had been at work 
immediately to their becoming poorly, whom they had come 
into contact with and how the situation where they advised that 
they were to be off work (or caring for a dependent relative) 
prior to a COVID-19 related absence was initially managed. 
 
As noted previously once the individual is past the 14-day 
absence period, whilst still retaining a cough they will no 
longer be required to S@H or be infectious.  There is no 
reason for them not to attend work or be around colleagues 
and or students.  

You are advised to link in with the LA colleagues as 
mentioned and take onboard their advice and guidance on 
how best to manage communication with parents/ 
colleagues to support a colleague (or student) returning to 
work after having absence related to COVID-19. 
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16. What about those staff 
who may be asked to 
help to clean/ prepare 
School after 
colleagues/ students 
have been poorly? 

This will depend on the advice given by either PHE or the 
Director of Public Health in North Tyneside and will be 
dependent upon the circumstances relating to the COVID-19 
absence.  Schools will need to think about what they are 
asking their teams and possibly third party/ bought in service 
providers to do.  For Schools where cleaning staff are 
employed by the school you will need to think about those 
employees, what you asking them to do, if this is reasonable/ 
can be accommodated within their normal working hours, if 
they have the right equipment / supplies to do this, if other 
team members can help if this needs to be done within a set 
time window, etc.  School may need to think about bringing in 
additional resources, personnel or an alternative organisation 
to provide help, guidance and support. 

Again, colleagues within the LA will be able to provide 
some further guidance on this and it will be dependent 
upon the circumstances leading up to the COVID-19 
absence and the decisions made prior to and during the 
management of this. 

17. How do I update staff 
– including those not 
currently at work/ off 
site or part-time 
workers, or those who 
have not commenced 
with us yet? 

Use the normal communication methods that you have in 
place in school to provide weekly staff updates.  You will 
already have in place an update schedule/ logistical plan to 
make sure that you update all of your team members 
throughout the whole school, be these teaching or support 
staff, facilities, caretaking staff, full or part time, temporary or 
casual staff (when the latter are in School).  This will already 
include a number of different mechanisms to support the 
diverse team that you have in place, their roles and working 
patterns so you can use those existing arrangements be they 
face to face, telephone, web based, virtual, networks/ cloud, 
etc.  
 
However, could you also remember those individuals who are 
not at work, e.g. due to absence from work be this short or 
more long term – including , sickness, maternity, paternity, 
adoption leave, etc as they will need to be kept up to date, 

All employees need to be communicated with irrespective 
of their role in School and it is important as managers and 
leaders you and your team can communicate with the wide 
employee group that you have in place in school.  You may 
also need to tailor your advice to the different teams in 
schools and / or support some of your people managers to 
provide updates/ better understand queries and concerns.  
 
As already noted, COVID-19 is presenting a unique 
dynamic in how the Pandemic is developing/ being 
managed and communication surrounding this.  This in 
itself is challenging but combine this with personal 
circumstances, concerns, interpretation, rumour, media and 
social media updates and the fast paced nature that such 
updates are arriving you will need to be minded that a 
consistent message and that your managers are confident/ 



 

 

 

 

 

Northumberland HR for Schools 

Human Resources Department, County Hall, Morpeth, Northumberland,  

NE61 2EF 

   
    

 

particularly if keep-in-touch or return to work days are planned 
in the foreseeable future.   
 
Also think about new employees - who have not yet 
commenced with you yet and how you may need to update 
them.  They may have queries about start dates, an underlying 
‘high-risk’ health consideration that you need to be aware of, a 
dependent or may be concerned about what you expect/ might 
need from them.  

feel comfortable in what they are being asked to do and 
how they may respond. 

18. What are the 
employers paid leave 
or unpaid leave 
options? 

You currently have Leave of Absence policy which provides for 
different type of absence within School some paid and some 
not paid.  You also have in place a sickness absence payment 
policy which is aligned to your employees underlying terms 
and conditions of employment and associated service linked 
benefits.  Where a school will differ is that is does not have 
access to annual leave, flexi leave, lieu time, etc as other 
employers might as teachers are employed on contracts that 
afford them paid leave but only when the School is closed.  
Some of your support staff may have access to annual leave 
arrangements where they can ask for leave during term time, 
but this is rare.   
 
Therefore, whilst other employers may be able to offer more 
flexible working arrangements including taking of other paid 
leave or home working by their very nature this is often an 
impossible or impractical option for Schools to consider. 

There is little to no scope for schools to be able to 
accommodate requests for additional leave outside of the 
schools existing policies which have already been covered 
elsewhere in this document. 

19. What about other 
contractual / paid 
benefits? 

We have covered these elsewhere in the briefing, but some 
employees may be in receipt of regular overtime (this being 
different to contractual overtime), additional hours, allowances, 
etc.  Where allowances, etc are paid these will continue as 
normal even if the individual is not able to attend work due to 

Please contact the nominated team as noted at beginning 
of this briefing and we will work through each case with 
you. 
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COVID-19, this will include temporary allowances (unless the 
date of continuation has/ naturally comes to an end). For 
individuals who are in receipt of regular overtime, or other 
similar payments, you will need to contact us directly and we 
will look at each case with you on an individual basis, as it may 
be that ‘no-detriment’ would also apply during a period of 
COVID-19 absence and/or in some other particular 
circumstances.  

20. How do I record 
absence? 

Any absence from School needs to be recorded appropriately 
both on the Schools own reporting systems and where it 
impacts on pay into the Oracle/BMS system which underpins 
the services provided via Employee Services (inclusive of 
Payroll – or similar such systems where you have your HR 
Administration/ Payroll service).  Absence related to COVID-19 
needs to be recorded for both sickness absence and 
dependents leave – the Employee Services Team provided via 
the NTC/ENGIE SLA service offer have the ability to record 
this level of detail and advice will follow within due course so 
Schools are able to capture this level of data.  Where you do 
not use NTC/ENGIE Employee Services teams please make 
sure you are able to capture/ record this level of detail.   
 
It is important that this level of detail is duly noted recorded, so 
that this can be excluded/ highlighted for future reference, 
because such absence will be excluded from future absence in 
absence management, so that entitlement to sick pay, etc can 
be managed (in accordance with the ‘no-detriment’ principal) 
and so that as required cases numbers can the noted to the 
Director of Public Health within North Tyneside/ PHE – as no 
doubt there will be some further analysis/ learning taken from 
the situation once the COVID-19 Pandemic has concluded. 

It is important that absence linked to COVID-19 is duly 
recorded so that this can be identified and highlighted as 
needed.  
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ADDITIONAL FAQ’s @19th March 2020 
 

21. Underlying 
Health 
Related 
S@H – 
Employee 

The Government have announced several medical 
conditions which fall within this category – which we 
have provided to Schools separately.  The Government 
have also said they will implement measures from the 
‘weekend’ – we are assuming this is the 21st March 2020 
– to ensure that “those individuals with the most serious 
health conditions must be ‘largely shielded from social 
contact for around 12 weeks’”.  They have also said that 
for some severe/chronic conditions those individuals will 
be contacted by the NHS directly and given advice that 
is specific/ unique to them – we are assuming that this 
will take place from the 21st March 2020. 
 
Where the individual does not have a condition noted on 
the list, they are not eligible for 12 weeks S@H leave as 
their condition falls outside of the parameters as they are 
currently set.  

Schools are advised to ask their employees to talk to a nominated 
person/ person in school about where they have/ believe that they have 
one of the conditions on the list.  School will then need to talk to that 
employee about their condition and how they are feeling, if they wish to 
S@H for 12 weeks or stay at work.  School needs to then follow a 
similar process as outlined for pregnant employees as noted above, but 
again, the individual must be actively involved in this conversation and 
must agree to the outcome. 
 
As a leader in school you can direct the person to not attend work but 
ideally the none attendance at work for S@H leave will be agreed in 
conjunction with the employee. 

22. Underlying 
Health 
Related – 
S@H 
Partner/ 
Family 
Member 

Where an individual’s partner, child or another person 
who lives in their household has a condition that is noted 
on the list as referenced in Q21, they are not eligible for 
12 weeks S@H leave.  S@H notes self-isolation not 
family isolation and the employee and their family 
member will need to decide how best they manage the 
S@H determination for the individual who has the 
underlying health condition. 
 

Follow a similar process as for a reluctant attender to understand why 
the employee feels they are not able to attend work and to make it clear 
to them what options they have available to them.   
 
It is important to explain to your employee that their request for S@H is 
outside of / does not fall within the scope of the S@H current guidance 
and in the case of an adult is also outside of Dependents leave criteria 
as they are not caring for that person.   
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School may wish to consider unpaid leave if the logistical 
needs of the School could accommodate this and if the 
individual who has the underlying health need is a child 
could dependents leave initially apply for a short period 
of time.   
 
The view here is that dependents leave would not apply 
for an adult as the person is on S@H leave is not on this 
because they are poorly, but as they have been advised 
to self-isolate – potentially including from their own 
family, which is a different situation.  

Dependents leave may apply for a short period of time (at the Schools 
discretion – as noted in Q4) where the person with the underlying 
health condition is a dependent child. 

23. Employees 
over 70 

We are expecting guidance, again from the 21st March 
2020 that individuals over 70 will be directed to S@H.  
We recommend that you identify those individuals who 
are over 70 and talk to them about what this means for 
them and how they are feeling about not being able to 
attend work.   
 
Follow a similar process to that noted for maternity leave 
and look to reach agreement with the individual for their 
not attending work beyond a set date – which may 
potentially be the 23rd March, but you can agree with the 
individual for them to commence S@H leave prior to 
that.  

 

24. Employee 
Support & 
Counselling 

Some schools have access to this via their supply 
insurance, separately or via Occupational Health.  
Different individuals will manage/ consider the current 
COVID-19 situation in different ways and may be able to 
still attend work, whilst other may be able to do this for 
reasons already noted.  As an employer you continue to 
have a duty of care for your employees and will need to 

Remind employees of any services that you already have in place and 
if you do not have independent services in place ring the HR Helpline 
as noted above and we can provide the name of the Counselling 
company and support you and your team member with a direct referral 
– but please remember that the Counselling company will charge for 
their support.  
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consider if you are able to continue to support them over 
this time and what that support may be.  

25. Employees 
Mental 
Health & 
Wellbeing 

Please see comments in Q24.  This also applies where 
individuals may have an underlying condition, or you 
have been supporting them previously with their mental 
health and wellbeing.  This may become an additional 
factor where the individual is required to S@H and you 
will need to think about how School are able to support 
them over this time. 

As this can be quite specific/ linked to individual circumstances and the 
level of support considered/ offered will need to bi-spoke to the 
individual.  Please contact the HR Helpline on the number listed above 
to discuss such matters further. 



 

 

 

 

 

Northumberland HR for Schools 

Human Resources Department, County Hall, Morpeth, Northumberland,  

NE61 2EF 

   
    

 

ADDITIONAL FAQ’s @25th March 2020 
 

26. What do we 
do if an 
Employees 
has an 
underlying 
condition, but 
it is not on 
the list of 
Health 
Conditions 

At the moment we are talking to employees to 
understand what their concerns are as noted in Q4; 
however, we are interpreting the list as it stands and are 
not trying to broaden the list or to include additional 
conditions.  We would advise that Schools note to 
employees that currently the view is that the condition 
they are noting is not within the parameters set and that 
if the employee wishes to take time of work it would fall 
outside of the current arrangements.   
 
Please also refer to Q27 below and Q33 on pay. 

Talk to your employee to understand what their concerns are, see if you 
can accommodate home working, etc. but if not, you will require the 
individual to attend work.  You may be able to offer some special leave 
as noted earlier in these FAQ’s, but you also need to be mindful 
regarding consistency and equity and treating all your team fairly. 
 
Please also remember that the individual may still refuse to attend work 
and if this is the case please ring the HR Helpline.  

27. Social 
Distancing – 
Guidance or 
direction? 

  

Schools are being asked to review all arrangements for individuals who 
remain working on the school site/ premises who have indicated they 
have one of the underlying conditions noted below DAILY.   
 
You will remember that we provided a separate ‘list’ noting underlying 
health conditions; this list grouped the underlying health conditions into 
two groups of individuals, this guidance was updated on Monday 23rd 
March 2020 and a new term of ‘Shielding’ was brought in: this notes 
these individuals as extremely vulnerable and the Government update 
guidance is noted below. 
 
What we are now asking you to do is to understand this guidance and 
talk to any employee who remains at work to ensure that their health 
and wellbeing can be protected as much as possible, considering this 
updated guidance. 
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This is the guidance as it stands at the moment; please 
note that it states ‘advised’ and ‘strongly advised’ and not 
directed; guidance also notes that working from home 
and/ or Social Distancing should be accommodated 
‘wherever possible’. 
 
We know that schools have been having conversations 
with individuals on a personal basis and reaching an 
agreement that is supportive of the individuals and their 
circumstances and are aware that in the majority of 
cases Social Distancing via home working 
arrangements, etc is already in place, however, where 
individuals are attending work these arrangements must 
be kept under review.   
 
In the rare event that it has been agreed individuals on 
the above list remain at work a daily review of those 
arrangements with everyone is necessary – particularly 
considering the pace of change in approaches to the 
management/ containment of COVID-19 at a national 
level.   
 
Schools are asked as part of that daily review to ensure 
each individual still wishes to remain at work and to 
further consider/ look at any alternative arrangements 
that are in place to support the employee to stay at work 
and determine if these remain effective.  It may be that 
they individual now no longer feels that being at work is 
an option, the alternative arrangements are out of date or 
that School/ the manager feel the individuals remaining 

 
What do we mean by extremely vulnerable? 

People falling into this extremely vulnerable group include: 

1. Solid organ transplant recipients. 
2. People with specific cancers: 

• people with cancer who are undergoing active chemotherapy or radical 
radiotherapy for lung cancer 

• people with cancers of the blood or bone marrow such as leukaemia, 
lymphoma or myeloma who are at any stage of treatment 

• people having immunotherapy or other continuing antibody treatments 
for cancer 

• people having other targeted cancer treatments which can affect the 
immune system, such as protein kinase inhibitors or PARP inhibitors 

• people who have had bone marrow or stem cell transplants in the last 
6 months, or who are still taking immunosuppression drugs 

3. People with severe respiratory conditions including all cystic fibrosis, 
severe asthma and severe COPD. 

4. People with rare diseases and inborn errors of metabolism that 
significantly increase the risk of infections (such as SCID, homozygous 
sickle cell). 

5. People on immunosuppression therapies sufficient to significantly increase 
risk of infection. 

6. Women who are pregnant with significant heart disease, congenital or 
acquired. 

Shielding is for your personal protection. It is your choice to decide whether to 
follow the measures we advise. Individuals who have been given a prognosis 
of less than 6 months to live, and some others in special circumstances, could 
decide not to undertake shielding. This will be a deeply personal decision. We 
advise calling your GP or specialist to discuss this. 
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at work is no longer a practical/ feasible option for School 
to accommodate. 
 
Where the post is essential / business critical, Schools 
are asked to review this and to further consider: 

a) if this work can be done in another way,  
b) if the work needs to be done now,  
c) if work could be done remotely 
d) if another colleague could pick up this work 
e) if another colleague could be supported remotely 

by the individual working from home/ at another 
location. 

 

The NHS in England is directly contacting people with these conditions to 
provide further advice. 
 
If you think you fall into one of the categories of extremely vulnerable people 
listed above and you have not received a letter by Sunday 29 March 2020 or 
been contacted by your GP, you should discuss your concerns with 
your GP or hospital clinician. 
 
We understand this is an anxious time and people considered extremely 
vulnerable will understandably have questions and concerns. Plans are being 
readied to make sure you can rely on a wide range of help and support. 

 

As noted above the NHS will be contacting individuals by the end 29th 
March 2020 to; however as noted this remains a personal decision and 
the Document states “It is your choice to decide whether to follow the 
measures we advise”.  For these individuals it is imperative that you 
review any arrangements in place in line with the guidance provided. 
We would ask that you talk to any individuals and note the additional 
advice in the Document: 

If you have an underlying health condition listed above, you are at very high 

risk of severe illness as a result of coronavirus (COVID-19) requiring 
admission to hospital. 

Shielding is a practice used to protect extremely vulnerable people from 
coming into contact with coronavirus. 

You are strongly advised to stay at home at all times and avoid any face-
to-face contact for a period of at least 12 weeks from the day you receive your 
letter. Please note that this period of time could change. 

Whilst ‘strongly advised’ remains consistent we would draw your 
attention to the reasons for Shielding as noted above and also the 
reference to AT ALL TIMES and ask that you factor this into 
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conversations with each individual and review/ revise any 
arrangements resulting in the individual remaining at work accordingly.   
We would also note that any individual remaining physically at work 
who falls within the Shielding Groups would be extremely rare should 
be the exception. If you have any individual who falls within this Group 
and they wish to remain at work could Schools, please ring the HR 
Helpline to discuss this. 
 
The Governments Shielding guidance can be found: 
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-
vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-
persons-from-covid-19 
 

It is expected that individuals who are going to receive a letter from the 
NHS regarding Shielding will already have received a letter (or will 
receive a letter by the end of March).  Head teachers are 
recommended to ask their employees to advise them if they receive a 
letter and are then being placed in the Shielding category. 

28. Agency / 
Supply 
workers and 
Pay 

The legislation surrounding agency/ supply working is 
quite clear in that the Agency Worker Regulations govern 
how these arrangements work – an individual must work 
for 12 weeks to be paid the same as a ‘comparable 
employee’.  Where the individual has worked for more 
than 12 weeks whilst they are not a direct employee of 
the School they will receive the same pay (but not the 
same benefits) as an employee of School.  
 
With this in mind where an agency/supply assignment 
originally commenced with a set end date this is deemed 
to be the expected end date and it is likely in these 
circumstances the ‘worker’ engaged via the agency/ 
supply organisation will have an expectation of payment.  

Whether or not the worker is eligible for payment will need to be 
determined on an individual assignment by assignment basis.  Whilst 
the statuory guidance for agency workers is very clear and the 12-week 
period provides a qualifyication for eligibility, the duration of the 
assignment and the original expectation is also a key factor. 
 
Remember the reason for the cessation of any agency worker 
arrangements is an currently due to an unprecidented set of 
circumstances, we would therefore ask Schools to consisder continuing 
to utilise agency/ supply workers as they are now for their own staff/ 
team members.  We understand that Schools will not wish to pay for 
what they are not receiving/ using but such individuals have committted 
to work for school and to provide their services for the set period of time 
– and equally now also have limited ability to gain employment 

https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
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Whether or not the individual has a ‘right’ to be paid is 
open to interpretation and will be dependent upon the 
duaration of the assignment – both from comencement 
to expected termination.  If the assignment is over 12 
weeks (or was intended to be over 12 weeks) it is likely 
the individual is eligible for the payment.  If the 
assignment was not intended to last for 12 weeks then it 
is unlikely the individual is eligble for the payment.   
 
In considering the above School needs to review the 
original duration of the assignment and what the 
‘expectation of payment’ is/ was.  In the event that the 
assignment for the agency/ supply worker was ‘open 
ended’ or ‘not originally defined’ School need to again 
look at the duration of the assignment todate or how long 
the assignment was expected to last for.  In reaching this 
decision School needs to consider: had it not been for 
the changes School are now needing to accommodate 
due to COVID-19 measures would the assignment have 
continued?  If the answer is yes then it is reasonable for 
the worker to be paid for the duration of the assignment 
irrespective of whether or not the 12 week qualifying 
period has not been reached.  
 
Where School do not wish to do continue to pay the 
agency (who in turn pay the worker) for assingments 
under 12 weeks, School needs to be aware that this 
could be challenged at a later date/ in the future and that 
this could also be linked to less favourable treatment 
particularly in relation to part-time workers.  This is going 
to be one of those things that will take time to work 

elsewhere.  It may be that they qualify as being a Furlough Worker (see 
Q29 for additional information), but equally they may not. 
 
We would therefore ask Schools to review the individual agency/ supply 
worker arrangements that they have in place and determine if School 
are required to or will offer payment to the agency/ supply company 
based on the advice provided.   
 
Where Schools are unsure, wish to discuss option or test out what they 
are wanting to do then we would ask that you contact the HR Helpine 
directly as they are a number of factors to be considered, over and 
above pure eligibility.  
 
Where it is believed that an individual is covered by COVID-19 
measures e.g. S@H, Socially Distancing, Pregnancy, or Shielding only 
– they may be eligible for payment, but the circumstances and value of 
that payment may vary.  Again we would ask that you contact the HR 
Helpline to discuss these circumstances/ each case. 
 
Where an individual is working under a casual or time-sheet 
arrangement please refer to Q31 and 32. 
 
We understand that some schools may use various supply insurance 
Schemes including those provided by the Authority, and that those 
schemes may be being placed on hold/ stood-down, declining new 
claims, etc.  We appreciate that this is a concern for Schools but the 
employment rights of workers and the Schools ability to pay are in this 
instance two separate things.  The Government has indicated that 
Schools will be provided with financial support once the COVID-19 
Pandemic has passed, what this looks like and how much it entails we 
do not know at this stage.  It may be that insurance schemes are able 
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through any formal challenge process via the Courts for 
non-payment – and whilst any challenge would be 
brought against the agency, if the reason for the worker 
not being paid was because the School would not pay 
the agency an Employment Tribunal might well find that 
the school was responsible for the breach in the contract 
between the agency and their worker and School could 
therefore be liable for non-payment. 
 
Where an agency/ supply worker is covered by COVID-
19 measures e.g. S@H, Socially Distancing, Pregnancy, 
or Shielding only – they may be eligible for payment. 

to pay for claims or they may decline to pay for claims, however, this 
financial challenge is not one that a straightforward answer can be 
provided for currently.  We are recommending to Schools that they 
therefore follow the HR / employment law guidance within this 
document and do not fall fowl of that as the Schools budget position/ 
financial challenges will not be a defence of justification for non-
compliance where an individual is eligible for payment. 
 
We will of course after the COVID-19 Pandemic has passed work with 
Schools that are part of our SLA to support them with any financial 
challenge queries or questions that may arise in the future and support 
them with providing a rational regarding why the School has/ may have 
incurred additional costs for workers/ agency/ supply.  

29. What is 
Furloughing/ 
a Furloughed 
Worker? 

This term has been introduced by the Chancellor on the 
20th March 2020; Furlough Leave is linked the COVID-19 
Job Retention Scheme – further guidance is noted 
below:  

(https://www.gov.uk/government/publications/guidance-to-employers-
and-businesses-about-covid-19/covid-19-guidance-for-employees) 

Furloughed workers - If your employer cannot 
cover staff costs due to COVID-19, they may be 
able to access support to continue paying part of 
your wage, to avoid redundancies. 
 
If your employer intends to access the 
Coronavirus Job Retention Scheme, they will 
discuss with you becoming classified as a 
furloughed worker. This would mean that you are 

We do not expect this to be a query in Schools and are therefore 
provided this update for information only.  

https://protect-eu.mimecast.com/s/Up26CONpfpBgDLiwglLG?domain=gov.uk
https://protect-eu.mimecast.com/s/Up26CONpfpBgDLiwglLG?domain=gov.uk
https://protect-eu.mimecast.com/s/ZzfGCPOqiKL2B1TQM7Rh?domain=gov.uk
https://protect-eu.mimecast.com/s/ZzfGCPOqiKL2B1TQM7Rh?domain=gov.uk
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kept on your employer’s payroll, rather than being 
laid off. 
 
To qualify for this scheme, you should not 
undertake work for them while you are 
furloughed. This will allow your employer to claim 
a grant of up to 80% of your wage for all 
employment costs, up to a cap of £2,500 per 
month. 
 
You will remain employed while furloughed. Your 
employer could choose to fund the differences 
between this payment and your salary but does 
not have to. 
 
If your salary is reduced as a result of these 
changes, you may be eligible for support through 
the welfare system, including Universal Credit. 
 
We intend for the Coronavirus Job Retention 
Scheme to run for at least 3 months from 1 March 
2020 but will extend if necessary. 

 
Each employer will need to make a determination as to 
whether or not they are placing their employees on 
Furlough Leave.  We understand that those employers 
need to make this decision and will communicate with 
their employees directly.  We do not expect Schools to 
have employees who will qualify for Furlough Leave; 
however, organisations who provide support/ services to 

https://protect-eu.mimecast.com/s/Zg75CQPrSkwKn1s5sZ9Q?domain=gov.uk
https://protect-eu.mimecast.com/s/Zg75CQPrSkwKn1s5sZ9Q?domain=gov.uk
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Schools may be considering/ have placed their 
employees onto Furlough Leave.  

30. Will 
employees 
be paid if 
they are not 
at work? 

Where an employee qualifies to be either: 

• Stay @ Home COVID-19 symptoms or 
Household – paid leave 

• Social Distancing/ Shielding – 0-69 with their own 
condition – paid leave 

• Social Distancing – Pregnant – paid leave 

• Social Distancing – over 70 – paid leave 

• Social Distancing – as directed by the NHS – 
higher level health condition (tier 2) – paid leave 

• Staying at Home to support a family member – 
who may have an underlying condition (or are 
pregnant) – dependent leave at the Schools 
discretion.  These individuals do not qualify 
currently for other paid leave. 

• Reluctant / Not wanting to attend work – unpaid 
leave or sickness absence. 

The above assumes that the individual has full 
employment benefits and rights and the response above 
needs to be considered in conjunction with the previous 
responses within these FAQ’s.  Advice is based on the 
Government guidance in place at this current moment in 
time.  Should the guidance change then the scope of 
paid and unpaid leave may change, and we would 
update Schools accordingly thereafter. 

Some of this distinction is straight forward as the individual 
automatically qualifies, but it becomes more difficult for those where it is 
not the employee who falls within a category, e.g. their family member.  
We totally understand that the individual may wish to be able to support 
their family member, but the entitlement to paid leave as Schools are 
deemed to be an essential part of the Governments response to 
ensuring that key workers are able to go to work means that employees 
need to come to work.  Whilst Schools may currently be offering rotas/ 
or requiring individuals to attend less all individuals unless they are in 
an excluded group need to come to work.  
 
We are aware that some schools are trying to accomoodate individuals 
personal circumstances and potentially not placing them on to a rota/ or 
indicating that those individuals do not need to attend work, and whilst 
some of this can be accommodated in the very short terms under 
special leave arrangements this is not a long-term solution.   
 
Schools need to be mindful that equity, fairness and consistency remain 
a key factor in employment all individuals have a right to the same 
treatment.  Whilst some employees may be able to accommodate 
personal circumstances more eaily than others, all individauls are 
finding the current situation stressful and uncertain and it is not 
appropriate to place one individuals needs over and above those of 
other workers where neither individual falls within a ‘protected’ group. 



 

 

 

 

 

Northumberland HR for Schools 

Human Resources Department, County Hall, Morpeth, Northumberland,  

NE61 2EF 

   
    

 

31. How will 
individual’s 
absence be 
recorded? 

If an individual is not at work and they fall into COVID-19 
S@H, Socially Distancing, Shielding category this would 
be recorded to specific COVID-19 absence (coding will 
be provided separately to provide more clarity for this).  
Such absence is not deemed to be sickness absence as 
the individual is still available for work/ working from 
home.   

If an individual whilst on COVID-19 S@H, Socially 
Distancing, Shielding category then develops COVID-19 
Sickness this would be recorded as sickness specifically 
linked to a COVID-19 sickness absence.  Again, 
separate information will be provided regarding codes/ 
recording.   

You may also receive a query where an individual is on 
maternity/ adoption leave, long-term sick leave, etc and if 
they become poorly due to having COVID-19 or they 
qualify for S@H; it could be that such absence would 
need to be altered to reflect a change in the absence for 
a set period of time.  It may be that this is just noted – 
particularly for maternity/ adoption leave as to change 
the leave category could affect pay entitlements.  For 
sickness absence again it could be a case of recording 
this separately, or it could be a case of interrupting the 
absence and adding the COVID-19 sickness absence 
into the time off – this will depend on individual 
circumstances and benefit entitlements and will need to 
be considered/ discussed on a case by case basis. 

Please review the guidance provided seperately on this and if you have 
any queries please ring the HR Helpline. 
 
For long term absence – maternity/ adoption, sickness it will be 
necessary to look at each individual case circumstance to determine 
how best to record this absence and if this affects underlying benefit 
entitlements. 
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If an individual is absent for other reason this needs to 
be recorded as it normally would have been, e.g. 
dependents leave, sickness absence, etc. 

32. What are 
regular or 
irregular 
hours 
contracts? 

These individuals are defined as employees who are 
working in School on an ad-hoc or as and when required 
basis.  This in practical terms means that you will 
process a timesheet or give an instruction to Employee 
Services/ Payroll to pay the individual when they have 
worked.  These individuals are like agency workers in 
that they may have a right to receive a payment.  This 
right will be dependent upon how often they have worked 
over a reference period, e.g. 12 weeks - it could be in 
these circumstances these individuals qualify for 
payment.  Additionally, they may also qualify for COVID-
19 paid absence in line with previous responses.  

Schools now need to consider if they have any indviduals that the 
believe fall within this category, but in the main if the person has worked 
for School consistently over the past 12 weeks you will need to ensure 
that they receive a comparable payment and would need to provide an 
instruction to Employee Services/ Payroll to that effect 
 
Where you are unsure if the individual qualifies for a payment or wish to 
talk through options please contact the HR Helpine. 

33. Casual or 
Zero-base 
Hours 
working? 

Please see Q31.   

34. Previously 
undisclosed 
health 
conditions? 

Several individuals are noting that they have an 
underlying health condition which School were/ are not 
aware of or one that is not obvious.  Schools are not able 
to access Occupational Health records to confirm this 
and should have been aware in the first instance and 
measures out in place to support this.   

Timing at the moment does not provide for effectively 
challenging this and once the COVID-19 Pandemic has 

We are aware that Schools are facing an increase in employees 
disclosing underlying health conditions that School were not previously 
aware of and also that since the Governments advice on the 23rd March 
2020 this self-declaration of an underling health condition has increased 
– and it is expectated that this pattern may continue.   
 
Schools are asked to remember that each individual is coping with and 
managing the current COVID-19 circumstances/measures differently, it 
is not appropriate to ask for a Dr’s/ Medical or Occupational Health 
confirmation at this stage.  It is important that Schools talk to their 
employees to understand the reasons for the more recent self 
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passed and individuals return to work as normal there 
will need to be a number of follow-up conversations. 

However, in the interim you need to accept an 
individual’s declaration that they have an underlying 
health condition at face value and support that individual 
to manage their condition in line with COVID-19 
guidance regarding underlying health conditions as 
already noted. 

decalration and consider how they are able to best suppport that 
employee.  If the employee continues to state that they have an 
underlying health conditon then school need to work with the employee 
to accommodate the underlying health conditon as they have for any 
other employee to date, e.g. home working, socially distancing, 
shielding, S@H. 
 
Schools will have/ be noting those individual who are exercising their 
right under Socially Distancing or Shielding to not be at work and will 
also be recording the underlying health condition (s) declared.  Once 
the individual returns to work there will be a number of support 
measures, policies and practices implemented to ensure that the 
employer is able to support the employee with the underlying health 
condition.  In the event that an individual declared an underlying health 
condition that proves to not be the case, then a separate conversation 
will be had with the individual, their Head teacher/ manager with 
appropriate support from Schools HR (if Schools are not using Schools 
HR they will need gain this support from their own HR provider/ 
support).  It will be important to unpick the circumstances surrounding 
the self-declaration and the individuals thought proceses, it will not 
automatically follow that there is a consequence of this, it may be more 
likely that the individual may need support in another way/ or via other 
means, e.g. support with mental health or other wellbeing / wellness 
support measures. 
 
If schools wish to discuss cases where individuals have more recently 
declared an underlying helath condition then they are asked to contact 
the HR Helpine.  

35. Can we 
validate in 

Please see Q33.  
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individuals 
claim of 
having an 
underlying 
health 
condition? 

36. Do I still need 
to follow 
Safer 
Recruitment?  

Schools are being asked to not accept offers of support 
from well meaning, known to or any other person or 
organisation during this time and are asked to strictly 
adhere to Safer Recruitment/ Essential Recruitment 
practices. 

We are aware that some Schools have been contacted 
by individuals who may have worked for School prior, 
been linked via an agency/ supply working arrangement, 
be self-employed and have worked for School prior or 
have worked for another organisation known to school, 
e.g. a Local Authority, Charity, Volunteer agency. 

Schools must follow Safer Recruitment guidance and must not engage 
with individuals via a shortened/ fast tracked process – even if the 
individual is know to the School and have been linked/ worked in the 
previously.   
Whilst DBS can be fast tracked via the DBS Service and/or suppoprt 
teams the overall Safer Recruitment process and principles including 
must be followed.  This is particularly important at the moment when we 
are all working within unprecedented circumstances it is even more 
important to ensure that the individual is suitable to work with children, if 
they understand safeguarding requirements, etc.   

37. How should 
you 
communicate
with 
employees 
who are 
currently not 
at work – 
including 
those may be 
on a limited 

It is important that employees are kept-up to date as 
possible with current arrangements in Schools.  We  
have suggested that Schools use their existing measures 
to communicate with employees during School closure 
as they do currently, but if School does not have an easy 
mechanism for this in place they should consider using 
other forms of communication, Text messages, 
WhatsApp; Zoom, Google Hangout, Microsoft Teams, 
Facebook, etc to ensure that all employees are able to 
receive important messages and updates. 

School will also need to consider how it communicates 
with employees were absent from work prior to the 

Whilst Social Media sources are a great route to communicate please 
ensure that communciation remains work appropriate.  Could we also 
ask Schools to remind their employees if they are working from home/ 
short-time working/ rostered reduced working, Socially Distancing, on 
S@H or Shielding - they need to remain appropriate/ professional in 
any on-line profiles/ comments.  There are a number of individuals who 
are remaining at work either by organisational need or choice and some 
employers are reporting that on-line posts from colleagues who are not 
in that postion or not in an essential occupation are not always proving 
to be helpful.   
 
Schools will of course have their own Social Media policy and will know 
when or if it is appropriate to remind their employees of this.  Q42-44 



 

 

 

 

 

Northumberland HR for Schools 

Human Resources Department, County Hall, Morpeth, Northumberland,  

NE61 2EF 

   
    

 

working or 
rota system? 

COVID-19 Pandemic, e.g. those on maternity/ adoption 
leave or those on long term sickness absence. 

offer further guidance on this expectations of employers whilst more 
flexible working arrangements are in place.  

38. Should I pay 
individuals for 
additional 
hours 
worked? 

We would recommend that individuals underlying 
contracts of employment are used as a reference point, 
the majority of individuals in Schools are not working 
their contracted hours or undertaking their full duties and 
whilst many will be working more flexibly they are not 
working more than what is required of their normal 
weekly working arrangements so there is not an 
expectation that an additional payment would result. 

Where an individual is requested to work additional 
hours over their weekly requirement or to work to do 
another job that is at a higher level, then there may be a 
requirement for additional payments, and this will need to 
look at on a case by case basis.  This could also include 
those who are on term time working as the calculations 
for pay are quite specific and any change to working 
patterns asking individuals to work outside of their 
‘normal’ working pattern will need to be considered. 

Most Schools are operating on the basis that flexible 
working via a rota system is resulting in the majority of 
individuals working under their weekly hours requirement 
as even whilst home working there is not sufficient work 
to keep the individual 100% engaged as they would be if 
they were at School.  Therefore working ‘additional’ 
hours is highly improbable. 

Schools need to again be careful regarding consistency, 
equity and fairness and not being reliant on a set number 

The general principle is that additional hours payments would not be 
made, as the majority of individuals in schools are working less than 
they normally would.  There will be some exceptions where an 
individual is obvioulsy working extra hours, working at a higher level, 
being called out, or working against a separate set of contractual 
arrangements, but in the main this principle should operate in most 
circumstances. 
 
Schools are asked to consider and record what they are asking 
individuals to do against a work rota and to note the limited working 
patterns that are in place; if they believe an individual may qualify for 
additonal payments or the individual believes they may qualify for 
additional payments, Schools are asked to contact the HR Helpine. 
 
 
The Trade Unions themselves have a view on this and are rightly 
providing advice to members on what they believe to be correct in the 
circumstances.  We understand that thr government will provide some 
further advice on this, particularly in relation to the Easter break and 
what Schools are/ may be asked to support.    
 
However, overall Schools are being aksed to work with their team on 
the principle that individual should receive no detriment and that each 
individual should be treated fairly and equitably.  
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of volunteers or those who give their time more freely.  
Schools must remember that the contract of employment 
is still in place and individuals are paid to work, it is 
therefore perfectly reasonably for a school to request an 
individual to attend work (assuming they do not fall into 
one of the previous exclusion as noted, e.g., S@H, 
Socially Distancing, Shielding, etc). it may be if the 
request to work runs over/ into a period when a person is 
not contracted to work or would not normally be at work, 
(e.g. the Easter break) and they have already worked 
over their hours or have worked more than other 
employees that School may wish to consider a lieu time 
or other measures. 

39. Are all Staff 
in Schools 
Key 
Workers? 

All staff in schools are deemed to be key workers and 
are being asked by the Government to support the 
National response to COVID-19.  Schools will have 
factored all employees into the Schools Business 
Continuity Plan and whilst employees may not be 
actually doing their ‘day-job’ they will be considered to be 
another adult in School.   

We are aware that most Schools as part of their planning 
will have put in place a rota due to limited pupil numbers 
resulting in individuals being placed on short time 
working whilst remaining in receipt of full pay/ contractual 
terms.  Some of those individuals are working at home 
as they have been given work or have a role that allows 
them to do that; whilst others will simply be just at home 
without work being allocated as their role may be such 
that the tasks they can be given cannot be 
accommodated easily at home, e.g. catering, teaching, 

Schools are asked to note this and to look at utilising all staff in School 
so that again all staff are asked for their help and support equally and 
staff are not felt that they are being excluded, that their offers of help 
are being ignored or that they are not an equally important member of 
the schools staff team/ resource. 
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classroom support; or that there are enough staff on the 
rota already to cover those tasks and those staff are not 
needed today/ this week.  

Schools are also being asked to think about if staff who 
would normally provide support in School are not needed 
to do that, e.g. catering as School lunches are not being 
provided and those staff directly work for the School (see 
comment below) then those staff could easily be asked 
to help out with a pupil activity (obviously supported by 
other members of staff) that may or may not be linked to 
food preparation/ learning more about food.  This will 
depend on individual circumstances and is not provided 
as the only example or a direction of how this may work, 
we are merely noting this so that Schools again consider 
using all School employees equally, fairly and 
consistently. 

The key message in this is that all staff who are 
employed to work in a school are key workers.   

As noted above it may be that some staff, e.g. catering 
actually work for another organisation and may have 
been requested by that employer to work elsewhere to 
support the provision of other essential services and 
therefore may not be based at School to provide support. 

40. Should 
School stay 
open if no or 
pupils are 

Schools are being asked to prepare for pupils who are 
eligible to attend. e.g. those who are on EHCP’s, Key 
Workers children, vulnerable, etc - as expected each day 
and to remain open for a set period of time – which may 

This may mean that staff are coming to work and being sent home, or 
coming to work and staying at work to support fluctuating numbers of 
pupils, however, there is little that can be done around this at the 
moment as there is little predicatabily re the COVID-19 Pandemic and 
how individual pupils and their families/ carers are responding to this. 
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attending 
School?  

be later than the normal school start time to 
accommodate this.   

We are aware that Schools are dealing with fluctuating 
pupil attendance at the moment and this is much lower in 
some schools than expected.  However, the view is that 
over time whilst continuing to fluctuate this may also 
increase and School are to remain open to their pupils 
therefore school need to ensure that a core number of 
staff (on a rota) with the ability to call others in is in place 
on a daily basis. 

 
Schools need to prepare for/ expect this accommodate and also follow 
their standard pupil attendance / absence protocols for pupils that they 
are expecting to attend – as they have been advised to do/ in 
accordance with advice provided seperately via other service teams. 
 
Also remember that you will need to accommodate FSM provision so 
whilst School may not have pupils or have fluctuating/ limited pupil 
numbers with them on different days they may still need to ensure that 
School are open to facilitate FSM provision including collections/ 
deliveries until a set time each day. 

41. If staff are 
working on a 
rota system 
or working 
from some 
should they 
be available 
for work? 

If staff are working from home and they are not on S@H, 
Socially Distancing, Shielding then they are technically at 
work – on the assumptions as noted in Q38 above. In 
practical terms what this means is that they are available 
for work and whilst they may not be on a rota on that day 
in the event that other colleagues who are on the rota 
are not able to attend they should expect to be called in 
– and be stood down from the rota on another day/ date.  

School need to think about if there is a cut-off point to 
call in – see Q39, but in addition to this School should be 
following its standard staff absence reporting practices, 
so if an individual is not available for work due to illness, 
etc they must ring in by a set time – those arrangements 
remain in place which would then give School time to 
‘ring-round’ / call-in those who were not rostered to work 
on that day if they were needed.  

Schools need to be clear with their employees that being on a rota does 
not mean that they are not available to work and should not make plans 
which places them in a position that they are not available.  But School 
should provide a ‘cut-off’ time so that staff know if they have not been 
called in by a set time (unless in exceptional circumstances, e.g. where 
a member of the team is at work and needs to go home) then then the 
rota as planned/ expected is operational for that day/ date. 
 
Please refer to Q37 for a reminder on Social Media and individual 
comments and profiles. 

42. Do I need to 
remind 

You may need to remind employees, as referenced 
previously that the contract of employment continues to 
operate, as do Codes of Conduct, Teacher Standards, 

We do not believe that this is necessary in the majority of cases, but we 
are aware that sometimes individuals can put themselves in positions 
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employees of 
expectations 
whilst not in 
School during 
the workday?  

Safeguarding, Child Protection, etc – so that even if an 
employee is not physically at work on that day (when 
their normal work pattern, etc would require them to be) 
or they are not on S@H, Socially Distancing, Shielding 
then they are technically at work and normal 
expectations of being an employee of the school 
continue to apply. 

that can mean that they fall foul/ outside of the employers normal / 
standard expectations. 
 
Schools are asked to consider if this is something that they want to do 
for their team either currently, in the future or periodicallly. 
 
Please refer to Q37 for a reminder on Social Media and individual 
comments and profiles. 

43. Home 
Working - 
employer 
duties – do 
these 
remain? 

As noted, whilst an employee may be not at work as they 
are home working or not rostered to be in work on the/ 
that day, they remain technically at work and employer / 
employee duties remain in place.  Individuals continue to 
have a duty to keep themselves safe as well as the wider 
employer duties and it will be helpful for Head teachers 
to remind their employees of their own duty to 
themselves as well as the employer’s duty of care, etc. 

ACAS have produced some guidance on this that Head 
teachers in the absence of having a specific school or a 
current school policy in place, are recommended to 
familiarise themselves with and compare/ check what 
arrangements they have already put in place against the 
guidance. https://archive.acas.org.uk/homeworking 

As noted above the employers duties and responsibility remain during a 
period of home work or short-term/ rostered reduced duties or hours.  
Whilst not all Schools directly employ their staff and the underlying 
employer may be the Local Authority ( Community or Voluntary 
Controlled Schools only) the day-to-day operational manangment of the 
School including the health, safety and wellbeing of all employees in 
School is a delegated responsibility conferred onto the Governing Body 
and the Head teacher via Local Management of School, Schools 
Delegation/ Standing Order arrangments, Schools Standards and 
Framework Acts, etc.   
 
This operational duty cannot be passed over to the Local Authority and 
Head teachers are required to undertake/ fulfill these/ those duties and 
responsibiliities accordingly – as if the employee were at work and a 
safe place or work was/ is being provided. 

44. Can 
employees 
ring the HR 
Helpline? 

The HR Helpline has been set up to support Head 
teachers to manage their employees, we do not expect 
to step in to the day-to-day operational management 
decisions/ relationship between and employee and their 
Head teacher, however we are receiving an increasing 
number of calls and this is significantly limiting our ability 

Could Head teachers please ensure they talk to their employees and if 
there remains a query work with us directly to resolve the query/ 
provide the response directly back to their employee.  We appreciate 
that the resolution may not be what the employee would like/ want, but 
that does not mean that it is not the right decision, or that the Head 
teacher has not managed the situaton well/ appropriately.   

https://archive.acas.org.uk/homeworking
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to respond to Head teachers directly or to produce FAQ’s 
in a more timely manner. 

Could we please ask that all Head teachers talk to their 
employees in the first instance to pick up any queries or 
concerns?   

Please note that where an employee does call us, we will 
advise the employee that we will need to talk to the Head 
teacher about the employee’s query and will enquire 
about the conversation that the Head teacher and the 
employee have already had.  We will then if needed 
provide additional advice to the Head teacher and refer 
the matter back to them to resolve directly with their 
employee. 

45. What about 
notice 
periods / 
standard 
resignation 
dates and 
recruitment? 

We are aware that the Easter period is typically a very 
busy time for school recruitment. In light of the current 
school closures, there may be disruption to the 
recruitment and resignation processes for all staff, but in 
particular the requirement for teachers to provide written 
notice by 31 May of their intention to leave a school’s 
employment by 31 August of any year. (For head 
teachers the deadline to provide written notice is by 30 
April of their intention to leave a school’s employment by 
31 August of any year). 
  
The extent of the impact will vary from school to school 
and therefore, we do not believe that a national alteration 
to resignations dates will be forthcoming at this time and 
schools may wish to consider or may be asked to 
consider a flexible response, on a case-by-case basis, if 

We are aware that some individuals are currently working their notice 
and they should be treat the same as any other employee during this 
time, continuing to be requried to work on a rota, S@H, Socially 
Distancing, Shielding, etc. 
 
We are also aware that some individuals have asked if they can 
withdraw or change the date of resignations.  We would ask Schools to 
consider each individual request on a case-by-case basis but in the 
main would recommend that existing resignations should continue to 
operate as they have been accepted. 
 
We are aware that further guidance from the DFE has been requested 
to ensure that there is not a deficit of teachers and/or leaders, who have 
been unable to move around the system, ready for the Autumn term.  
We will provide further clarity within due course but would also ask that 
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it appears that teachers and leaders are impacted in their 
ability to give notice in the normal timeframe.  
  
In terms of recruitment, schools may wish to consider 
managing applications and interviews in an alternative 
way, e.g. virtually.  We accept that this will have 
limitations and other normal observation processes such 
as lesion observations, pupil involvement/ interactions, 
in-tray exercises, etc will not be possible to put in place.  
A number of Schools have active recruitment on-going 
and respect that there is a fine balance between having 
an individual in post ready for when the school day 
returns to normal and/ or not having sufficient or the right 
quality people in post to deliver the curriculum/ support 
the needs of pupils.  
 
Schools can of course also consider placing an active 
recruitment on hold or choosing to delay advertising 
vacancies until later in the year.  
 
We understand that employees who are looking to resign 
and/or retire themselves, are being encouraged to 
provide as much notice as possible, and stay within the 
standard notice period dates as far as is possible/ as 
they would normally be expected to give – this being 
contractual notice for support staff (linked to continuous 
service/ contractual terms) and the notice times as 
indicated above for teaching staff. circumstances. 

if you wish to discuss a specific resignation situation that you contact 
the HR Helpline. 
 
In relation to recruitment Schools will need to consider what can work 
well for them in the circumstances as their remains a need for an 
appropriate person of the right quality to work in school/ be appointed to 
the post.  We respect that this is going to come down to what works for 
each post in school and it may be prudent to move forward with one 
recruitment process but not another.  Remember some individuals may 
also (even virtually) be available if they are a critical post holder in their 
own school or are poorly due to COVID-19 or other factors.  
If Schools would like to chat through a specific recruitment exercise, the 
range of options and the opportunities and limitations that the current 
COVID-19 Pandemic restrictions pose then please contact the HR 
Helpline. 
 

46. Employees 
working from 

Please refer to comments in Q37 and also Q42-44 
regarding both employer and employee expectations and 
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home or 
working on 
restricted 
duties/ rota 
and Social 
Media? 

duties whilst employees are working more flexibly not 
from their normal work location. 


