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COVID-19 Coronavirus — Risk Reduction Framework

This guidance covers:

1. Risk Reduction Framework
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Further guidance on extremely clinically vulnerable (shielded) people
Where staff are in the ‘shielded group’ that have been contacted by the NHS and

instructed to self-isolate due to the very high level of risk for this group, staff must stay
at home until 315t July, and this absence should be recorded as self-isolating (no

Page 8 of 67


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



https://www.gov.uk/guidance/nhs-test-and-trace-how-it-works
https://intranet.birmingham.gov.uk/info/20014/leave_and_time_off/140/book_annual_leave
https://intranet.birmingham.gov.uk/directory_record/1331/view_and_update_employees_digital_personnel_file
/info/50234/covid-19_staff_guidance/2146/covid-19_self_isolation/2

o A | Divininoeh v
02/07/2020 A g

2. Notifying coworkers

When someone first develops symptoms and orders a test, they will be encouraged to
alert the people that they have had close contact with in the 48 hours before symptom
onset. If any of those close contacts are co-workers, the person who has developed
symptoms may ask their employer to alert those co-workers.

At this stage, co-workers should not self-isolate but should follow Government
guidance.

Since 18th May, everyone in England who is showing coronavirus symptoms is
eligible to book a swab test to find out if they have the virus.

People can register for a test at https://www.gov.uk/guidance/coronavirus-covid-19-
getting-tested, after checking their symptoms. Those in England and Wales who do not
have any access to the internet, or who have difficulty with the digital portals, will be
able to ring a new 119 service to book their test. You should ask for the test in the first
3 days of symptoms.

Essential workers are prioritised for testing, while allowing as many tests as
possible for the wider population:
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temperature returns to normal. You do not need to self-isolate if you just have a
cough after 7 days, as a cough can last for several weeks after the infection has
gone
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e Note that this is recorded as a period of special leave, therefore, you will have to
record leave around bank holidays as you cannot have two types of leave on your
record at the same time.

e Managers must notify BCCCovid19@Birmingham.gov.uk of confirmed cases

4. What can managers do to help?

This isn’t a normal work from home situation, it is an emergency situation where we
are required to be at home during lockdown of a pandemic. Our priority is to save
lives.

Managers should be familiar with this staff guidance and should consider the impact of
working in the current situation, particularly with regard to the potential impact on their
employees.

As part of our business continuity planning, we should all be supporting more flexible
working patterns, including home working. It is important that you have ensured that all
members of the team know how they can work remotely. IT&D Services have created
a range of online technical advice and guidance to support remote working, which can
be accessed here, and there is also further information on the ModernWorkplaceHub
at https://birminghamcitycouncil.sharepoint.com/sites/ModernWorkplaceHub

Managers should support staff who are caring/self-isolating, to work as flexibly as
possible, including outside of normal working hours - potentially working evenings and
weekends. Managers must agree the hours that an employee can reasonably work
given other caring commitments and ensure regular contact with employees as well as
when and how this contact will be maintained.

It is important that staff do maintain a record of the hours they have worked, and
ensure they maintain their wellbeing, further advice has been provided on this. A
template is provided for this purpose for staff without access to Borer time recording.
Note that we are requesting Borer to be configured to allow staff to record hours
working from home over a 24/7 period. It is important that staff ensure that they use
the web clocking facility to record hours in Borer.

It is also important that you have thought through how staff who cannot deliver their
role home working can be redeployed from home to support other areas of the
business. This should be worked through within your directorate as part of the
directorate business continuity planning.
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Where staff are on site, reinforce the clean desk policy. This is essential to enable our
cleaning staff to clean down the desk areas regularly. We are asking all managers to
enforce this strictly to make our workplaces safer. We must also reduce sharing of
desks during and seek to allocate staff to use the same operating area/vehicles to
minimise risk of cross-contamination.

Where a family member dies due to COVID-19, managers should show empathy and
compassion to support the employee. Any death of a family member is devasting, but
particularly where we are in social distancing as this will impact on organising funeral
arrangements and trying to console each other. Further guidance is provided in the
‘Health & Wellbeing’ section of this document, and a link to the Compassionate Leave
guidance and policy is here:
https://intranet.birmingham.gov.uk/info/20014/leave_and_time_off/596/personal_comm
itments and_emergencies

5. What can all staff do to help?

We are asking all staff to follow government guidance on social distancing and
continue to follow good hygiene guidance — catching coughs/sneezes and washing
hands regularly with water and soap, and avoiding touching your face.

There is a lot of information to help employees contained within this staff guidance and
also on the intranet and internet COVID-19 Coronavirus.

You should inform your manager if you have any pre-existing health conditions, so that
managers can support you and seek Occupational Health advice.

Please work with management and your colleagues and be as flexible as possible to
support services to citizens.

6. Advice for carers

Currently there is no additional advice for carers and there is no additional risk to
being in the workplace if staff are practicing good hygiene before returning home.
However, if a member of staff lives in a household with someone who is in the shielded
group, they should only attend work only if social distancing can be adhered to;
Managers should allow staff who live with someone in the shielded group to work from
home where possible. For reference, the highest standard of infection control — for
clinical professionals in hospital settings - recommends:

When your shift finishes
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e Wash hands and forearms with soap and water and dry them
e Remove uniform/clothes and
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8. Process maps for reporting absence

COVID-19 Process Map for reporting purposes (employees)
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COVID-19 Process Map for reporting purposes (agency workers)
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COVID-19 Coronavirus — Staff Guidance on Working from Home

This guidance covers:

1. Working from home 20
2. Employees that do not have technology to work from home 22
3. Top 5 tips for managing remote workers 23
4. Social media 25
5. Health and safety guidance for temporary working at home 25

1. Working from home

National guidance states that all staff should be temporarily working from home,
unless providing front-line critical services.

The council is following the guidance both on social distancing and self-isolating.
Managers are enacting their business continuity plans which include homeworking
arrangements. All staff who can work remotely from home should be doing so in line
with these national guidelines.

There is a variety of work that can be undertaken at home, some tips and examples
are below:

e Update your preferred telephone contact number on Outlook (especially if you
haven't already diverted your council work landline number to your mobile)

e Make sure your email signature includes your contact details including a
telephone number (where you have BCC telephone equipment)

e Do not use out of office auto responses if you are working from home - this is not
necessary and is driving up email volume

e If you are absent (ill/on leave) activate your ‘Out of Office’ message to
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e Continuous Professional Development (CPD)

e ODP development, including Peer to Peer coaching meetings and workbooks

e Other online training, e.g. with professional bodies, industry guidance etc.

e Background reading related to work activities

e Updating departmental policies and procedures;

e Apprenticeship related work;

e Support other colleagues to deliver council work, e.g. report writing, making calls,
reviewing documents, data entry etc.

e Check out the Government Coronavirus Information Service on WhatsApp
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Staff having difficulties with IT access should report issues in the usual way, either
online via the IT&D Portal or by phoning the IT&D Service Desk. Further online
advice is available here.

3. Top 5 tips for managing remote workers

Tip 1: Establish new ground rules for communication

As soon as possible agree with your team how you will work together effectively in
this new virtual environment. Agree as a team which method; (email, instant
messaging, text, phone, video, Teams etc.) you will use for the various types of
interaction you need to have over the coming weeks and the frequency of this e.g.
daily, every couple of days.
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unrecognised and let them know that just because they may be out of sight, they’re
certainly not out of mind.

Tip 5: Embrace the opportunity that home working brings

Despite the tough challenges that this period will bring, offset these where possible
by promoting autonomy and flexibility for your team. Show them that you trust them
to deliver their goals in their own way, and in doing so — you may just help them grow
and achieve more, for themselves and for you, in the process!
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4. Social media

Staff are still expected to follow the council’s code of conduct. Any comments on
Social Media which may be viewed as bringing the council into disrepute will be dealt
with as a disciplinary matter.

5. Health and safety guidance for temporary working at home

Whilst working at home on a temporary basis, you must take reasonable care for
your own health and safety, otherwise it is an act or omission.

There are many things that we can do at home to look after our own health and
safety, including not sitting in one position for too long; taking regular breaks; setting
up a suitable workstation; using items around the house such as boxes to ensure that
laptops are at the right height; using a cushion to support your back.
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Temporary Working from Home

With many of us now working from home on this temporary lockdown basis, it is
important that we try to maintain our health and comfort as best we can and
proportionate to the work we are doing.

It is acknowledged that for those staff working from home for the first time, there may
not have been the provision of a full and traditional office workstation.
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COVID-19 Coronavirus - Staff Guidance on Wellbeing

This guidance covers:

1. Wellbeing 27
2. Employee Health and Wellbeing Support 28
3. 10 Tips to Manage your Health & Wellbeing 29
4. External Resources 32
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2. Employee Health and Wellbeing Support

As an employee of Birmingham City Council, you have access to the following health
and wellbeing support services:
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Contact the Chaplains:
peter@birminghamcouncilchaplains.co.uk
val@birminghamcouncilchaplains.co.uk
rachel@birminghamcouncilchaplains.co.uk
or call 07746299 676

Visit the intranet pages for more information on the Chaplains.

For more wellbeing help and support see the links below:

e Coping with anxiety during COVID-19

e Eating and drinking well during COVID-19
e Looking after yourself and others

e Smoking and COVID-19

e Staying active during COVID-19

e Managing money during COVID-19

w

.10 Tips to Manage your Health & Wellbeing

The Wellbeing Team have produced health and wellbeing advice for employees of
Birmingham City Council in the form of regularly updated top tips including looking
after our wellbeing, connecting virtually using Teams, and has embedded audio
commentary from our Employee Assistance Programme (EAP) about the
independent support they offer. - https://www.birmingham.gov.uk/info/50234/covid-
19 _staff guidance/2148/covid-19_health_and_wellbeing/2

If you have any other useful internal and external resources that can be featured in
future top tips, then please contact wellbeingteam@birmingham.gov.uk

The government has provided some useful tips on how to look after your mental
health and wellbeing during the Coronavirus (Covid-19) outbreak. The full guidance
is available on the GOV.UK website here.

e Consider how to connect with others: Maintaining relationships with people you
trust is important for your mental wellbeing. Think about how you can stay in
touch with friends and family via telephone, video calls or social media instead of
meeting in person — whether it's people you normally see often or connecting
with old friends.
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Help and support others: Think about how you could help those around you - it
could make a big difference to them and can make you feel better too. Could you
message a friend or family member nearby? Are there community groups that
you could join to support others locally? Remember it’s important to do this in line
with guidance on coronavirus (COVID-19) to keep yourself and everyone safe.
And try to be accepting of other people’s concerns, worries or behaviours.

Talk about your worries: It is quite common to feel worried, scared or helpless
about the current situation. Remember that this is a difficult time for everyone and
sharing how you are feeling and the things you are doing to cope with family and
friends can help them too. If you don’t feel able to do that, there are people you
can speak to via NHS recommended helplines or you could find support groups
online to connect with.

Look after your physical wellbeing: Your physical health has a big impact on
how you are feeling emotionally and mentally. At times like these, it can be easy
to fall into unhealthy patterns of behaviour which in turn can make you feel worse.
Try to eat healthy, well-balanced meals, drink enough water, exercise inside
where possible and outside once a day, and try to avoid smoking, alcohol and
drugs.

If you are able to go outside, consider walking or gardening (keeping the
recommended 2 metres from others as outlined in the social distancing
guidance). If you are staying at home, you can find free easy 10 minute work outs
from Public Health England or other exercise videos to try at home on the NHS
Fitness Studio. Sport England also has good tips for keeping active at home.

Look after your sleep: Feeling anxious or worried can make it harder to get a
good night’s sleep. Good-quality sleep makes a big difference to how you feel
mentally and physically, so it’s important to get enough.

Try to maintain regular sleeping patterns and keep good sleep hygiene practices
— like avoiding screens before bed, cutting back on caffeine and creating a restful
environment. The Every Mind Matters sleep page provides practical advice on
how to improve your sleep.
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e Itis okay to acknowledge some things that are outside of your control right now
but constant repetitive thoughts about the situation which lead you to feel anxious
or overwhelmed are not helpful. The Every Mind Matters page on anxiety and
NHS mental wellbeing audio guides provide further information on how to
manage anxiety.
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Telephone: 0300 123 3393, (9am-5pm Monday to Friday)

Email: info@mind.org.uk

The Infoline gives information on types of mental distress, where to get help, drug
treatments, alternative therapies and advocacy.

Samaritans

Telephone: 116 123 (Free 24 hours a day)

Email: jo@samaritans.org

Provides confidential, non-judgmental emotional support for people experiencing
feelings of distress or despair, including those that could lead to suicide. You can
phone, email, write a letter or in most cases talk to someone face to face.

NHS: Every Mind Matters
Expert advice and practical tips to help you look after your mental health and
wellbeing.

Health and Safety Executive
Advice on lone working without supervision, working with display screen equipment,
stress and mental health.

Carers Support: Supporting carers and advice on any issues affecting you.
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are inevitable. A life transition is usually a life changing event that causes us to re-
examine our present realities. This module aims to support your health and wellbeing
and should help you cope with any life transitions that you or someone you know
may be going through.

Access this module here:
https://birmingham.learningpool.com/totara/coursecatalog/courses.php

6. Domestic Abuse
(includes controlling, coercive, threatening, violent or abusive behaviour)
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Wolverhampton Council
Children’s Social Care

01902 555392

Wolverhampton Council
Children's Social Care
website

Regional/National Helplines

e West Midlands Forced Marriage (24hr helpline): 0800 953 9777
e National Domestic Violence Helpline (24hr helpline): 0808 2000 247

e National Centre for Domestic Violence: text ‘NCDV’ to 60777 or call 0800 970

2070

e National LGBT+ domestic abuse helpline: 0800 999 5428

e Rape Crisis England and Wales: 0808 802 9999

e Men’s Advice Line: 0808 801 0327
e Respect helpline (for anyone worried about their own behaviour): 0808 802 0231

e Citizens Advice
¢ Women’'s Aid

e Useful Apps for victims: Hollie Guard, Bright Sky

There are two e-learning courses on iLearn that cover aspects of domestic abuse.

These include:

e Coercive control
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around the city. Staff are advised that they must protect identity passes (ensuring
these are hidden in public) as there is a potential risk of people wanting to steal
these.

Please note that ID passes are only being produced for business continuity critical
services for key/critical workers. If you require an ID pass, the process to follow is
detailed in the 'New Starters' section of the Intranet..

In addition, where staff are working in identified critical roles, managers can request
a letter from the Directorate Business Continuity Representative that will confirm
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council will allow staff who have been asked to cancel, or not take leave, in order to
meet unexpected demands in critical services, to carry forwards 10 days A/L in 19/20
and 20/21. This change does not impact on the carry forward of statutory annual
leave (under working time regulations) where staff have been absent due to long
term sickness.

Where staff had booked leave, and now wish to cancel, as they cannot go on holiday,
this can be agreed by management, however, managers and staff must recognise
the wellbeing benefits of time away from work. Staff must recognise that whilst
they are being paid, they must be available to work, and may be deployed elsewhere
in critical services.

Staff who are not key/critical workers must continue to take annual leaving during the
lockdown period. It is recommended that managers and staff seek to agree planned
leave which ensures the equivalent of at least two days leave each month as staff
should take breaks to support their wellbeing during a challenging period. Managers
should encourage staff to schedule leave over the next three months to help plan
activity and make sure that people are not working constantly over an extended
period. This also avoids building up a large amount of untaken leave, and lots of
employees requesting significant amounts of holiday during a short period later in the
year, if this situation arises it would not be appropriate for managers to approve the
carry forward of additional leave.

Quarantine on returning to or entering the UK from abroad

The Foreign Office advice currently remains unchanged — people should not travel
abroad other than for essential purposes.

From 8 June 2020, any person entering or returning to the UK from abroad is required
to provide contact details and remain at the contact address provided for a period of

Page 41 of 67


https://intranet.birmingham.gov.uk/info/20014/leave_and_time_off/140/book_annual_leave
https://www.gov.uk/guidance/travel-advice-novel-coronavirus
https://www.gov.uk/guidance/travel-advice-novel-coronavirus

) M | Divininehars
02/07/2020 A e

Special consideration should be given to the reason for travel and whether there are
any extenuating circumstances. The following situations may require additional
flexibility in arrangements:

e Travel abroad for a family funeral or the serious illness of a close family member

e Holiday booked prior to the quarantine regime where cancellation would result in
financial loss for the employee

e Pre-booked holidays where the tour company have rescheduled for a fixed date
where cancellation by the employee will result in a financial loss
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Employees and managers must follow all sickness absence reporting procedures.
The frequency of contact between the employee and manager will depend on the
reason for absence, but should ensure that the point at which the employee would be
fit to work is identified, and where applicable sick pay arrangements should cease
during the 14 day quarantine period if the employee is fit to work but cannot resume
work due to ongoing quarantine.

Failure to follow or abuse of the above guidance could lead to formal disciplinary
action being taken against you.

Purchased Annual Leave

If you have PAL for the 19/20 leave year, due to the impact of the COVID
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