
Emergency Situations  

HR policies and processes 

Temporary Measures – as at 19 March 2020 – recent updates are highlighted in 

yellow 

 

The following measures will be applied in exceptional circumstances and supersede 

existing HR policies for the duration of the emergency situation.  These will be kept 

under review as national guidance is updated and we gain a greater understanding 

on the issues impacting on staff. 

Homeworking  

• As current policy.  Employees working at home must be contactable during 

working hours. It is important that regular communication is maintained. 

• Homeworking.  If there is a national/council decision to invoke homeworking 

there will be no need to ‘evaluate the suitability’ to the extent set in the policy 

document.  

• Standard day hours can be recorded. (Additional hours should not be worked 

unless line manager agrees a longer day is required).  

• Employees may work from home if they have caring responsibilities and are 

operationally able to do so. The line manager can agree whether it is 

appropriate to work some hours in ‘split shifts’ throughout the day when it is 

possible to do so. Standard day hours can be recorded. 

 

Normal Duties/Place of work closed 

• If an employee’s normal place of work is closed or closed to the public, staff 

will be required to work or carry out other reasonable duties on behalf of the 

council.  It is reasonable to expect staff to work from other locations and carry 

out other duties commensurate with their grade and skill set. 

• If staff do not wish to undertake reasonable alternative duties, then annual or 

unpaid leave must be agreed with the line manager.  

• If no work is available or it is not possible to redeploy to an alternative location 

or duties then staff may go home.  Staff must stay available to be called in as 

required and agree with their manager suitable check in requirements e.g. 

staff may be asked to check in every day to see if work is now available.  If 

staff do not wish to be called in then annual or unpaid leave must be taken. 

Leave (annual, Purchased Additional Annual Leave (PAAL) etc.) 

• If leave was booked and the employee wants to cancel it, then this is at the 

manager’s discretion, taking into account the business needs and if work is 

available, otherwise the planned holiday stands.  If agreement to cancel leave 

poses any problems with carry over from one leave year to another this 

should be discussed with the manager. 



• PAAL – cancellation agreed as above.  If it is agreed to cancel then it will be 

possible for the line manager to agree to carry over at the end of the leave 

year. 

• If in the unlikely event the council needs to ask staff to cancel planned leave 

then the council will give the appropriate statutory notice which is the same 

amount of days as the leave itself (e.g. for 4 days leave, 4 days’ notice is 

required to cancel this).  If this means that staff incur additional expenses then 

the council will reimburse these on production of evidence / receipts 

• If an employee is on leave and becomes sick then once reported they will 

move onto sickness absence and the leave will be reimbursed. 

Unpaid Leave 

• Any new unpaid leave requests – managers will decide as per policy. 

• Managers may approve unpaid leave regardless of the length of service of the 

employee. 

Dependant’s Care Leave 

• If there is a need to look after a dependant because normal arrangements are 

not available, then staff will be allowed to work from home (where possible) or 

take special paid leave, staff should remain contactable.  If they do not wish to 

be contacted/work from home then they can take usual dependant’s care 

leave, annual or unpaid leave.  

 

Ill Health Policy 

• If an employee is absent due to sickness for any reason other than Covid19 – 

record as normal on MyView. 

• If an employee is sick with Covid19, managers should report this as per 

instructions and record as sickness on MyView. 

• If an employee is self-isolating in line with public health advice – the line 

manager needs to report this to HRPolicyandOperations@southglos.gov.uk 

ext 8948.  Self-isolation will not count as sick pay or sickness absence in line 

with NJC guidance.  The employee will be paid and this should be recorded 

as ‘special leave’.  

• Sickness due to Covid 19 will not count towards sickness triggers within the 

policy. 

Flexi-time 

• Self-isolation should be recorded as Special Leave. 

• If working from home – only book a standard day unless otherwise agreed 

with line manager. 

Variable hours contract staff (formerly zero hours) and Casual (worker) Staff 
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• If an employee/worker is signed up to a rota/planned day and cannot work 

through sickness then normal sick pay provisions apply and the absence 

should be reported in line with instructions. 

• If an employee/worker is signed up to a rota/planed day and the need for this 

has been cancelled then the employee will be paid and may be ‘redeployed to 

other work in line with the grade and skill set or the absence recorded as 

‘special leave’. 

• If an employee cannot attend a rota/planned day due to self-isolation then this 

will not count as sick pay or sick absence in line with NJC guidance.  The 

employee will be paid and this should be recorded as ‘special leave’.  

Annualised Hours staff 

• Annualised hours staff are normally contracted for a set number of hours in a 

year and paid for this in 12 monthly instalments irrespective that they may 

work the hours in a more random way.  Where work is planned, then the 

above arrangements apply.  If work has not been planned then this can be 

worked later in the year.  This will be kept under review as to the length of 

time the revised arrangements are in place for and how reasonable this is.   

Agency staff 

• If the place of work is closed or if an agency member of staff is not required 

then managers should consider standing down the assignment. 

• If the agency member of staff is sick or self-isolating then the arrangements 

that apply to them are arranged directly with their supplying agency. 

Occupational Health 

• If an employee thinks that they may have a condition related to those 

conditions outlined in the Public Health England guidance that requires them 

to self-isolate, our Occupational Health provider can offer support in 

determining whether they are fit for work or need to take the advised 

precautions.   

• If a manager would like OH to discuss an employee’s particular condition with 

them, calls with one of our occupational physicians may be arranged by 

calling 0118 207 6190 or via email admin@cordellhealth.co.uk.  

 

 These arrangements will be kept under review and may be amended as required. 

 

https://www.gov.uk/government/publications/covid-19-guidance-on-social-distancing-and-for-vulnerable-people/guidance-on-social-distancing-for-everyone-in-the-uk-and-protecting-older-people-and-vulnerable-adults
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