Pandemic Flu
Guidance for Managers and Staff

	1.
	Introduction

The following guidance has been prepared to ensure consistency of application across Services in the event of an outbreak of pandemic flu.

This guidance should be read in conjunction with other related advice and guidance eg Occupational Health.



	2.
	General Principles
It is not possible to provide prescriptive advice or guidance to line managers and staff but the following principles should be applied:

· The health, safety and wellbeing of staff, customers and clients is the primary consideration

· The co-operation and support of staff to work flexibly is essential to offset the impact of staff absence during a pandemic.

· The co-operation and support of trade union representatives is also essential



	3.
	Preparation for a Pandemic


	3.1
	Data Gathering
In order to prepare for a pandemic, Services should gather data, particularly on key staff including:

· contact details for use in an emergency
· whether alternative work locations could be used

· availability of staff who may need to care for dependents during a pandemic

· staff who have skills that would be used during a pandemic



	4.
	Sources of Staffing
To maintain staffing it will be necessary to adopt a number of different approaches including:

· Internal redeployment – staff may not have the right skills and may need retraining (where practicable) or to work alongside colleagues.  Staff may not be in the right location and provided it does not compromise control of infection, staff can be asked to relocate as necessary.
· External Redeployment – staff may be required to work in non-HC establishments eg rural hospital, care home, to maintain care for vulnerable people. Discussions should take place at a local level with NHS colleagues to ensure that there are contingency plans in place for cross agency working in social and health care.
· Relief Staff / Part-time Staff – these staff can be asked to work additional hours.
· Agency Staff – these staff can also be used to supplement existing staff.
· Retired Staff / Recent Leavers – former staff with relevant skills may be a good source.
· Contractors – should be asked to ensure that they can provide adequate staffing during a pandemic.
Care should be taken when redeploying staff to ensure that they are adequately inducted and trained. Any health and safety issues should be assessed and addressed and staff should be provided with all necessary resources to carry out their duties.  Services should consider organising basic training in advance for staff who have been identified as taking on critical activities listed as a corporate priority by the Council.   


	5.
	During a Pandemic


	5.1
	Absence Management
· Staff who display symptoms must be sent home and advised not to return to work until fully recovered.

· Staff must notify their line manager of their absence or ongoing absence using the standard sickness absence reporting procedure.  Medical Certificates should be submitted where appropriate, unless alterntive arrangements are put in place. 



	5.2
	Staff Unable to Attend Work

· Staff who are unable to attend for work due to caring responsibilities (eg children, disabled or older relatives) should be credited with normal hours for that day.  Staff should try and make alternative arrangements as soon as possible in order to be able to return to work as indicated in the Council’s Flexible Working Policy.

· If their normal work base is closed, staff will be expected, if possible, to attend any other specified Council premise.

· Managers should also support and make full use of home working requests in appropriate cases.  Reference should be made to the simplified generic risk assessment checklist for temporary homeworking arrangements (see checklist at the end of this note).  



	5.3
	Flexible Working
· Services should ensure that staff are competent before any duties are delegated to them ( see Section 4 above ).

· Use telephone, teleconferencing and video conferencing wherever possible rather than face to face meetings. Only travel to critical meetings where attendance is essential.


	5.4
	Information and Communication Technology (ICT) 

Technology is in place which enables staff to access their email using non-Highland Council PCs. Additionally; some staff have been given full office access and functionality from home. This access will be prioritised or time staged to ensure critical users, as defined and agreed by the Services, have access and are given priority. 


	5.5
	Terms and Conditions of Service

· It may be necessary to limit annual leave requests to sustain services but there should not be a blanket ban on leave.

· Shift patterns and other working arrangements may need revision.

· Staff employed on a temporary basis or at a higher level during the pandemic should be paid the appropriate rate for the job.

· Staff who are redeployed to undertake duties at a lower level should continue to be paid at their substantive grade.



	5.6
	Working Time Regulations (WTR)

· The WTR will remain in force during a pandemic but their application will need to be reviewed particularly for staff with specialist skills eg agreeing individual opt outs.

· However,  excessive working hours must be avoided, even during a pandemic.



	5.7
	Disclosure Scotland Checks

· It is possible that Disclosure Scotland may be unable to process new disclosure requests during a pandemic.
· However, there is no change to the Council’s Vetting Policy during a pandemic and staff must be subjected to the appropriate level of check in order to undertake particular duties.


	5.8
	Support to Staff

· Clear communication to staff is key to maintaining morale and motivation during a pandemic.

· Managers should also take any necessary practical steps to support staff eg ensuring round the clock catering for staff working into the evenings or overnight.



	6.
	After the Pandemic

· Ensure that those staff that have been working beyond contracted hours are given compensatory leave.

· Review annual leave requests.

· Reinstate the provisions of the Working Time Regulations.

· Learn any lessons from the first wave of the pandemic.




Health and Safety Arrangements for Temporary Homeworking 
The health and safety risks associated with short term home working (mainly ergonomic) are considered to be low. The following checklist therefore applies to periods of short term home working for example during emergency situations to ensure business continuity.  For extended periods of home working a full risk assessment should be carried out in consultation with the Health & Safety Team in accordance with the guidance notes in appendix 1 of the Councils Homeworking Policy:-

http://ntintra1/persintra/policies/Homeworking.pdf
CHECKLIST

Employing Service……………………………………………………………..
Name of home worker ………………………………………………………….

Home address……………………………………………………………………

Post and tasks to be carried out……………………………………………….

……………………………………………………………………………………….

1. Does the post meet the general requirements outlined in the Councils Homeworking Policy?.........................................................................YES/NO

2. Has a suitable work site been identified at the home address? YES/NO

3. Has all work equipment supplied been checked for safety (for example portable appliance testing)?..............................................................YES/NO

4. Is the person familiar with the safe working arrangements of the equipment supplied?..........................................................................YES/NO

5. If the work involves display screen equipment use, has the person been given instructions on how to set up a workstation in accordance with the Council Policy and Guidance on the use of DSE?............YES/NO

 http://ntintra1/persintra/health&safety/Guidance%20on%20Use%20of%20Display%20Equipment%20-%20Updated%20Aug%202008.pdf
6. Can the person make regular contact with the work base?........YES/NO

7. Are suitable arrangements, appropriate to work being undertaken in place for fire safety, first aid and reporting accidents that are work related? …………………………..YES/NO

If all above answers are YES then the post is suitable for temporary homeworking. If the answer to any question is NO then contact the H&S Team for further advice. Tel 01463 703095.
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