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Return to the workplace discussion checklist for at risk groups

Preparing for a return to the workplace for at risk groups (high and moderate risk groups). 
This checklist can be used to record your discussion with any employee who is considered to be in the high or moderate risk category as defined by the Scottish Government.  This discussion must take place prior to any physical return to the workplace or movement onto the council’s sick pay arrangements.

	Employee:

	Job Title:

	Work Location:
	Hours of Work/ Work Pattern:


	Manager:       

	Job Title:  

	Date:
	Follow Up discussion date(s):  


	Category which the employee falls into:

	High Risk (Section1)
	Moderate Risk (Sections 2 or 3)

	Shielding – must have shielding letter   ☐
	· 70 and over                                  ☐                                       
· Underlying Health Condition     ☐
· Pregnant                                      ☐

	1.  SHIELDING (must have shielding letter)  

	· Advise you are working on the council’s renewal plan and want to provide an update on this and your approach to planning a safe return to work for employees
· Offer reassurance that as an employee who is shielding, they won’t be included in these initial plans based on government guidelines where shielding has been extended until 31 July 2020
· Ask if they have been advised to shield and have received a shielding letter advising this has been extended until 31 July 2020
· Ask that they send you a copy of their shielding letter either through email or post. 
· Advise that they must not return to the workplace and:
a) Should continue to work from home provided it is safe to do so 
Or
b) Should remain absent for now. Advise this will continue to be on full pay, and this period of absence will not be counted towards any sick pay entitlement or in in any absence management processes.   
· Schedule a follow up discussion date (on or around the government revision date)
· If unable to work from home, record as COVID19 - Shielding

	Notes:   

	(Include condition, whether working from home or unable to etc.)












	2. 70 and over and/or Underlying Health Condition (UHC)

	· If the employee does not have a shielding letter, they could be considered moderate risk.   
· Advise that as the stay at home message for people with a UHC and 70 and over has changed, you would like to update them on the council’s renewal plans and your approach to planning a safe return to the workplace for employees. 
· You want to talk about what a return could look like for them, factoring in any adjustments that may be required.
· Offer reassurance that this is about working together to ensure a safe return to normal capacity, but that this may look very different from how we worked before.

	Can you remind me of your UHC?  
Confirm that they have not been issued with a Shielding letter ☐

	


	How are you feeling just now?   Are you managing ok?  Do you have support at home?

	


	Do you feel fit to return to the workplace, once protocols have been agreed? 


	If yes, go to section 2(a).  ☐
	If no, go to section 2(b)  ☐

	

	2 (a) Before any return to the workplace I would like to do an Individual Risk Assessment with you. Detail what RA you will be conducting and schedule a separate time to do this/when you will schedule a separate time to do this.

	



	We now have Physical Distancing in the Workplace Guidance available, which details changes in the workplace.  I will send you a copy of this and would ask that you read this and let me know if you have any questions at our next discussion.  

	



	Circumstances may now be very different and I will need to manage capacity in the office, is there anything you would like me to consider – anything that can support you? For example, in managing caring responsibilities and childcare

	




	Working with a reduced office capacity will likely mean physical changes within our office.  Do you have any specialist equipment in the workplace e.g. chair, keyboard that I would need to consider in our team plan?  If the employee has had a workstation assessment in the past that resulted in recommendations from our Occupational Health provider then this will need to be factored into your accommodation plans.

	





	Thinking about when you do return to the workplace, how will you travel to work?  Is this different to your arrangements before lockdown?  Do you anticipate any difficulties with this?

	



	Do you feel you need any additional supports that we haven’t discussed before returning to the workplace?

	



	Do you have anything else you would like to discuss about returning to the workplace? 

	



	Any other comments?

	



	Ending the conversation:
· Advise that they must not return to the workplace just yet and should:

continue to work from home provided it is safe to do so 
Or
remain absent for now (for those who cannot work from home), they will continue to be paid full pay and this period of absence and this will not be used in an absence management processes.   

· That the Individual Risk Assessment will take place before any physical return to the workplace
· In addition, there will also be a process for the reintroduction to the workplace that will take place and will include the additional Risk Assessments that have been carried out
· Advise that you will be in touch again once you have a confirmed return to work protocols and are in a better position to communicate that
· If unable to work from home, record as COVID19 - UHC

	


	2(b) What are your concerns about returning to the workplace?

	




	Have you thought about any adjustments that would benefit from and enable a safe return to the workplace?

	



	I can consider alternative duties for you – how would feel about that?  Is there anything I would need consider with this?  

	



	Ending the conversation:
· Remind your employee that you are preparing a business renewal plan
· You are hopeful that once a return to work date has been confirmed, that they will feel able to return to the workplace in some capacity, with any reasonable adjustments in place
· Advise that plans have not been finalised as yet and:

they should continue to work from home provided it is safe to do so, and you will contact them again on date set
Or
· remain at home for now (for those who are not working from home) and you will discuss this again in two weeks, however, if they still feel unable to return to work that they will be placed on sickness absence and the Council’s sick pay arrangements will apply.   This will include the requirement of a fit note, sick pay arrangements and absence management processes

· Schedule a follow up discussion, usually around two weeks following this discussion.

	3. Pregnant  

	· Advise that as the stay at home message for people who are pregnant has changed, you would like to update her on the Council’s renewal plans and your approach to planning a safe return to the workplace 
· You want to talk about what a return could look like for her, factoring in any adjustments that may be required.

	Can you remind me of your due date (Expected Week of Confinement)?  

	



	How are you feeling just now? Has your pregnancy been going well?

	



	Do you feel you can return to the workplace, once arrangements have been agreed? 


	Yes, go to section 3(a)  ☐
	No, go to section 3(b)  ☐

	

	3 (a) Before any return to the workplace I would like to do a Pregnant Workers Risk Assessment with you. Detail what this will involve and when you intend to schedule/arrange to schedule. 

	



	We now have physical distancing in the workplace guidance available, I will send you a copy of this and would ask that you read this and let me know if you have any questions at our next discussion.  

	



	We will be working with reduced office capacity which will likely mean physical changes within our office.  Do you have any specialist equipment in the workplace e.g. chair, keyboard that I would need to consider?  Anything that is related to your pregnancy we can pick up during the Risk Assessment.  If the employee has had a Workstation Assessment in the past that resulted in recommendations from our Occupational Health provider then this will need to be factored into your accommodation plans.

	



	Circumstances may now be very different and I will need to manage capacity in the office, is there anything you would like me to consider – anything that can support you? For example, in managing caring responsibilities and childcare.

	



	Thinking about when you do return to the workplace, how will you travel to work?  Is this different to your arrangements before lockdown? Do you anticipate any difficulties with this?

	



	Do you feel you need any additional supports that we haven’t discussed before returning to the workplace?

	



	Do you have anything else you would like to discuss about returning to the workplace? 

	



	Ending the conversation:
· Advise that they must not return to the workplace just yet and should:

continue to work from home provided it is safe to do so 

Or
Remain absent for now (for those who cannot work from home).  You will continue to be paid full pay and this period of absence will not be used in any absence management processes.   

· That the Pregnant Workers Risk Assessment will take place before a physical return to the workplace
· In addition, there will also be a process for the reintroduction to the workplace that will take place and will include the additional Risk Assessments that have been carried out
· Advise that you will be in touch again once you have a confirmed return to work protocols and are in a better position to communicate that.

	

	2(b) What are your concerns about returning to the workplace?

	



	Have you thought about any adjustments that would benefit from and enable a safe return to the workplace?

	



	I can consider alternative duties for you – how would feel about that?  Is there anything I would need consider with this?  

	



	If you feel you are unable to return once return to work protocols are agreed, 

	Due date (EWC) Is more than 4 weeks ☐
	Due Date (EWC) is less than 4 weeks ☐

	You will be placed on sickness absence and the Council’s sick pay arrangements will apply.   This will include the requirement of a fit note, sick pay arrangements, and absence management processes. 
	You will be placed onto Maternity Leave and the Council’s conditions in relation to this will apply. 

	Ending the conversation:
· Remind your employee that you are preparing a business renewal plan
· Advise that plans have not been finalised as yet and they should:

continue to work from home provided it is safe to do so 
Or
· remain absent for now (for those who are not working from home) until a date is communicated to you and further discussion can take place

· Schedule a follow up discussion, usually around 2 weeks following this discussion.
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