NOTE: The following model policy (originally developed by UNISON UK and updated for PSI’s global affiliates) can be used in the workplace to help support workers during the COVID-19 pandemic.  
Please note that the text in square brackets […] indicates where you need to complete information specific to your workplace, or are notes for you to consider in relation to your negotiations. Make sure you replace or remove all text in brackets before presenting for negotiation with employer.
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1 General principles
1.1 [Name of employer] and [Trade Union] recognise that the Covid-19 outbreak represents an unprecedented crisis for the modern workplace.
1.2 This policy sets out the key measures to ensure that, while seeking to maintain the best service possible over the course of the crisis, government advice will be adhered to and the protection of staff and service user health will be treated as the highest priority.
1.3 In discharging this policy, [telephone / video link] meetings will be held with our appointed union reps on at least a [weekly] basis, supplemented by ad-hoc meetings as required, to consider the effectiveness of policy implementation and any new measures needed, given the rapidly changing developments that have characterised the crisis.
1.4 It is recognised that the effective implementation of this policy demands a spirit of mutual trust between management and staff, and [trade union] will give full support to the responsibilities of the workforce in fulfilling the policy.
2   Procedure for staff experiencing symptoms
2.1 [Name of employer] will publicise to staff that the symptoms of Covid-19 usually come in the form of fever (high temperature), a cough and / or chest tightness accompanied by shortness of breath. 
2.2 Where a member of staff experiences such symptoms, they will notify their line manager and be instructed to remain at home for the period recommended by the government. If they develop symptoms while at work, they will be immediately sent home.
2.3 [Name of employer] will highlight that such self-isolating staff should contact emergency services in the event that their condition deteriorates within the seven days or their symptoms remain after seven days.
2.4 Any period of absence prior to medical confirmation that a member of staff has contracted Covid-19 will be treated as medical exclusion (since their presence at work could put staff at risk) and therefore all dimensions of their pay, terms and conditions will be unaffected.
2.5 If a member of staff is unable to return to work, contact shall be made with the individual or their family to receive an update on their situation. Where government advice is continued isolation despite the lack of a confirmed medical diagnosis, medical exclusion shall continue to apply. Confirmed medical diagnosis of their condition will only be required should the government specify that such confirmation can easily be obtained through medical services. 
2.6 Where a member of staff is diagnosed with Covid-19, sickness absence shall not be counted toward a trigger for action specified in any attendance management, disciplinary or capability policy. 
2.7 At the point any member of staff is diagnosed with Covid-19, they will be paid in accordance with the [name of employer] sick pay policy 
[Where there is no occupational sick pay policy and it is not possible to persuade the employer to maintain normal pay, replace with “At the point any member of staff is diagnosed with Covid-19, they will be paid statutory sick pay from day one” if possible.]
3   Procedure for staff in a household experiencing symptoms
3.1 Staff will be instructed that, as per government requirements, if a member of their household develops symptoms, they will be required to remain at home for the period recommended by the government.
3.2 Such a period of absence will be treated as medical exclusion (since their presence at work could put staff at risk) and therefore all dimensions of their pay, terms and conditions will be unaffected.
3.3 In the event that the member of staff starts to display symptoms themselves, they will move onto the procedure set out in clause two of this agreement.

3.4 While absent on this basis, staff will work from home as far as they are able and to facilitate this staff will take home laptops and mobile phones at the end of the working day whenever possible so that they can react to the sudden emergence of symptoms in the household.
4   Home working

4.1 [Name of employer] will circulate the government’s advice on working from home where possible.

4.2 There will be a presumption in favour of home working for all staff.
4.3 [Name of employer] will enter into immediate discussions with [Trade Union]  over roles that cannot be conducted from home.

4.4 Where a job is essential and absolutely cannot be undertaken from home the measures outlined in section 5 will be undertaken.  
5 Protection measures to be implemented 
5.1 [Name of employer] recognises that physical changes to the workplace and adjustments to working arrangements can reduce the chance of infection spreading through the workforce via respiratory secretions and contaminated surfaces.
5.2 In accordance with employer health and safety duties, a thorough risk assessment will be made of the workplace in the light of the new threat posed by Covid-19. Assessments will include consideration of whether staff health can be protected through the following actions.
5.3 Changes to the workplace
5.3.1 Ensuring adequate availability of hand-washing facilities, utilising soap, water and alcohol-based hand rub, alongside publicising among staff the need for hand washing on arrival at work and throughout the day. 
5.3.2 Reviewing the provision of tissues and sealed bins for disposal, along with the regularity of waste collection.
5.3.3 Considering the intensification of cleaning methods and its regularity. 
5.3.4 Ensuring cleaning staff are provided with disposable gloves and aprons, utilise disposable cloths and mop heads, and deploy both detergent-based and steam cleaning as appropriate. 
5.3.5 In dealing with an area where someone has displayed symptoms, consider whether it is feasible to shut off the area for 72 hours before cleaning, ensure that cleaning staff are provided with surgical masks and full-face visors, specify that waste is double bagged and held for 72 hours before disposal  
5.3.6 If any member of staff is later confirmed as having Covid-19, [name of employer] will work with the relevant government authority to implement any actions required.
5.4 Changes to working arrangements 

5.4.1 With the aim of minimising contact through travel and meetings, putting in place the following measures:
· A presumption in favour of allowing staff to work from home and a review of technical support needed to facilitate such working;
· Cancellation of all non-critical meetings;
· Holding meetings through telephone and video conferencing;
· Cancellation of all travel outside the office that is not simply to and from home;
· Where working from home is not possible, allow changes to hours that facilitate travelling outside peak times.
5.4.2 Organising the workplace to reduce contact through “social distancing” (in recognition that transmission is more likely between people at a distance of less than two metres), more effective separation of the working times and spaces used by different teams of workers and limiting contact where possible with service users (through such methods as replacing face-to-face meetings with telephone or email contact).
5.4.3 Ensuring these changes to working arrangements are given the highest priority for staff who are particularly vulnerable to serious consequences if they contract Covid-19. The categories of staff most at risk are older workers, pregnant workers, staff with weakened immune systems and staff with long-term conditions such as diabetes, high blood pressure, asthma, cancer, heart disease and chronic lung disease. 
6 Procedure for staff with underlying health conditions, including disabled     workers, and for pregnant workers
6.1 [Name of employer] will highlight to all staff (irrespective of whether there is a record that they are disabled or pregnant) any government advice on staff with underlying health conditions, who should work from home if at all possible.
6.2 This includes workers with diabetes, high blood pressure, asthma, cancer, heart disease and chronic lung disease.
6.3 Every effort will be made to allow staff members with underlying conditions to work from home. If this is not possible due to the nature of the job then, as a reasonable adjustment, consideration will be given to temporarily redeploying the staff member to a role that can be undertaken from home, with the agreement of the staff member. If redeployment is not an option then a risk assessment will be undertaken and additional steps such as re-allocation of duties or enhanced personal protective equipment will be considered.
6.4 Regardless of how effectively such a worker can work from home, their pay shall continue at the normal rate throughout this time.  

7   Dealing with staff shortages
7.1 It is recognised that the Covid-19 crisis raises the likelihood of severe staff shortages in some or all of [name of employer]’s operations. In dealing with these shortages at a departmental or organisational level, the following approach will be taken:
· A workload review will prioritise activities and identify the least essential work that can be set aside over the crisis;
· Consideration will be given to recruiting staff on temporary full or part-time contracts;
· While redeployment of staff may be necessary, a voluntary approach will be targeted that allows for appropriate training to fulfil new roles and does not require staff to fulfil roles beyond their grade.
· Annual leave that has already been agreed will be respected as far as possible, particularly for those who have already made holiday payments. Request to cancel leave will form a last resort and notification will respect the legal requirement for a notification period double that of the cancelled leave. 
· In the event of the Covid-19 crisis continuing for many months as predicted, the inability to take annual leave in the usual way will be recognised by relaxing limitations on the carryover of leave to the following leave year. 
7.2 A further pressure on staffing may arise from a reduction in transport services as travel restrictions are intensified. At this point, travel to work may become impossible or beyond reasonable expectations of efforts required to reach the workplace. Management and unions shall work jointly to consider any feasible transport options, working from home arrangements or adjustments to hours that can help to resolve any issues. However, staff who can still not attend will not be subject to any detriment to pay or leave entitlement as the normal provisions to deal with similar situations, such as an adverse weather policy, cannot apply given the unprecedented period for which issues are likely to apply.
8   Procedure for staff with caring responsibilities
8.1 Where a member of staff has caring responsibilities for a dependant such as someone who is over 70 during the proposed period of enforced isolation at home, children during a school closure, a dependant with one of the conditions set out in section 5.4.3 of this agreement or a dependant who has contracted Covid-19, it may be possible to respond through extensive working from home arrangements. However, in recognition that these circumstances will place immense demands on carers, these arrangements will be supplemented by the extension of paid special leave for a period of up to [15 days], which may be taken in [half-day] segments in combination with working from home.
8.2 Additional requests for paid special leave to fulfil caring responsibilities will be submitted to the relevant line manager to be considered on a case-by-case basis. Any difficult to resolve situations should be referred to the HR department for advice and support. [If an agreement cannot be reached for additional paid special leave, it may be useful to seek an explicit commitment to allow additional unpaid parental leave beyond the standard entitlement in a year].
9   Protecting other staff groups
9.1 This policy will be shared with any contractors to seek the same standard of protection for contractor staff, in recognition that the mixing of directly employed and contractor staff in the workplace staff means that the health of all is dependent on the same high standards implemented throughout the combined workforce.
9.2 Planned payments to contractors will be maintained over the period of the Covid-19 crisis in recognition that the pay, terms and conditions of contractor staff are dependent on these payments. 
9.3 It is jointly understood by unions and management that members of staff with immigration applications, visa renewals and other government processes may experience delays during this period that might require extra time to resolve.
10   Maintaining records

10.1 A log will be maintained of staff who are self-isolating and any member of staff who is diagnosed with Covid-19.
10.2 In order to ensure effective contact with staff throughout any period of absence, [name of employer] will ensure that emergency contact details are brought up to date. 

10.3 Reasons for absence are classified as special category personal data and therefore will be processed in accordance with  relevant Data Privacy laws and in a way that does not allow for identification of any individual in any general communication unless it is in compliance with relevant health and safety legislation.
11   International standards
Except as otherwise expressly provided by law, the terms of this agreement shall be interpreted according to the provisions of International Labour Organisation Conventions and Recommendations.
12 Signatories 

This agreement comes into force on:

Date:………………………………..

This agreement will be reviewed on:

Date:………………………………..

SIGNED …………………………….  for [name of employer]
DATE ………………………………..

SIGNED …………………………….. for [Trade Union]
DATE ………………………………..
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