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Coronavirus (COVID-19) HR FAQs for Schools and Education Settings 

Introduction: 

This document covers a variety of COVID-19 workplace related questions from a HR 
perspective and should be read in conjunction with national government guidance. The 
guidance is subject to change to reflect any changes to the national effort to combat 
Coronavirus. 

 
Self-isolation  

1. What is the current guidance on self isolation ? 
2. Are staff required to tell the school if they have been in close contact with a 

positive Covid-19 case?  
 

Vaccinations 
 
1.   Can we ask staff if they have been vaccinated? 
2. How can we evidence a member of staff’s vaccination status? 

Keeping education settings open 
 

1. What should I do if an employee refuses to return to work? 
2. What should I do if an employee is clinically extremely vulnerable and was 

previously shielding? 
3. Should employees who are pregnant work from home? 
4. What if an employee can’t attend work due to childcare? 

Staff Absence 
 

1. How should I record absences related to COVID-19? 
2.  I have a staff member off sick with COVID-19 related stress, how should this 

be managed? 
3. Should staff be required to get a ‘fit’ note to remain off work?  
4. What happens if an employee is sick following a COVID vaccination? 

 
 
Personal Protective Equipment (PPE)  
 

1. What should I do if staff members are refusing to come to work due to a lack of 
PPE? 

2. Should staff where face coverings at work? 
 
 
Pay  
 

1. What will an employee be paid if they have to self-isolate? 
 

Important Links 
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Self-isolation  

1. What is the current guidance on self isolation? 

You can find the official advice on the government and NHS websites. Please review this to 
stay up to date and observe the advice.  

Measures put in place under Plan B in England have been lifted as part of the ‘Living with 
Covid’ plan. This means people who test positive for Covid in England are no longer legally 
required to self -isolate. However, if they have any of the main symptoms of Covid-19, if they 
have received a positive Covid-19 lateral f low test (LFD) or polymerase chain reaction (PCR) 
test result, or if they live in the same household as, or have had close contact with someone 
who has had Covid-19, they are still advised to do so.  
 
If a person has Covid-19, they should:  

 
• not attend work. If they are unable to work from home, and do not feel unwell to 

report as absent, they should still stay at home and will be paid normal pay. While 
there is no longer a legal requirement to self -isolate, employers have an obligation 
to protect the health and safety of their workforce and should not knowingly allow 
an employee who is Covid-19 positive to attend the workplace.  

• if they can, let people who they have been in close contact with know about their 
positive test result so that they can follow this guidance 

Many people will no longer be infectious to others after 5 days. They may choose to take an 
LFD test from five days after their symptoms started (or the day the test was taken if they did 
not have symptoms) followed by another LFD test the next day. If both these test results are 
negative, and they do not have a high temperature, the risk that they are still infectious is 
much lower and they can safely return to their normal routine. 

Under the ‘Living with Covid’ plan, workers are not required to tell their employer if they need 
to self-isolate.  

 
2. Are staff members required to tell the school if they have been in close contact 

of a positive Covid-19 case? 
 

• Employees do not have to inform the school if they have been in close contact of 

a positive Covid-19 case or if they have Covid-19. However, the school should 

not knowingly allow someone who has tested positive for Covid-19 to attend the 

workplace.  

 

 
Vaccinations  
 
 
1. Can we ask staff if they have been vaccinated? 

Asking staff whether they have been vaccinated means you will be collecting personal 
data and health data. Therefore, data protection needs to be considered a priority. We 
advise that you seek advice from the Information Management Service to discuss the 
reason you are collecting the data, how the information will be recorded and stored.  
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2. How can we evidence a member of staff’s vaccination status? 

The NHS Covid Pass Verifier app, the online Covid Pass Service or an individual’s NHS 
Covid Pass Letter. You could also view the NHS vaccination appointment card, unless 
you are legally required to check vaccination status.  

We recommend that you seek advice from the Information Management Service with 
regards to processing personal data, especially if you intend to check passes digitally  or will 
be recording vaccination status or recording the status on personal files etc.  

 

Keeping education settings open 

 

If staff are concerned, including those who may be clinically vulnerable or who believe they 
may be at possible increased risk from coronavirus, we recommend school leaders discuss 
any concerns individuals may have around their particular circumstances and reassure staff 
about the protective measures in place. 

1. What should I do if an employee refuses to return to work? 

Category What the employer should do 

Employee is clinically extremely vulnerable Since the 1st April 2021, CEV individuals 
have no longer been advised to shield.  

Social distancing measures have ended in 
the workplace and working from home is no 
longer advised.   

Employers have a legal responsibility to 
protect their employees and others from 
risks to their health and safety.  

It is advised that a meeting is held with the 
employee to discuss an individual risk 
assessment and the measures in place to 
mitigate against risk.  

Measures can include: 

• Continuing to work from home 

• On site roles with limited contact 
with others 

• PPE if the risk assessment identif ies 
it as measure to reduce risk 

• Regular hand washing and other 
health and safety measures put in 
place as part of the risk assessment 
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Employee is clinically vulnerable (but not 
clinically extremely vulnerable) 

The employee can continue to attend 
school. The measures outlined in the risk 
assessment should continue to be followed 
and an individual risk assessment carried 
out with the employee.  
 

Employee lives with someone who is 
clinically extremely vulnerable  

The employee can continue to attend 
school. The measures outlined in the risk 
assessment should continue to be followed. 
Further discussion about individual 
measures should also be explored and an 
individual risk assessment carried out with 
the employee. 

Employee lives with someone who is 
clinically vulnerable (but not clinically 
extremely vulnerable) 

The employee can continue to attend 
school. The measures outlined in the risk 
assessment should continue to be followed. 
Further discussion about individual 
measures should also be explored if 
needed. 

Employee has childcare responsibilities If they are unable to send their child to 
school or there is a breakdown in child care, 
then a discussion around alternative options 
should take place. 
Please contact HR to discuss further. 

Employee is refusing to return to work 
based on their unions advice 

Discuss with the employee their concerns 
about returning to the school setting and 
any alternatives they can see to continue to 
provide the role required by the school. 
Please contact HR to discuss further. 

Employee is refusing to return to work as 
they are concerned about contracting 
COVID-19 
 

Discuss with the employee their concerns 
about returning to the school setting and 
any alternatives they can see to continue to 
provide the role required by the school. 
Please contact HR to discuss further. 

 

Following the discussion, we advise you contact HR on 01452 425888 (option 2, option 4) to 
discuss the next steps or your HR provider if you do not purchase GCC HR Services. 

 

2. What should I do if an employee is clinically extremely vulnerable? 

Since the 1st April, clinically extremely vulnerable individuals have been advised that they are 
no longer required to shield.  

Social distancing measures have ended in the workplace and working from home is no 
longer advised. 

However, employers still have a legal responsibility to protect their employees and others 
from risks to their health and safety.  
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It is advised that a meeting is held with the employee to discuss the school’s risk 
assessment and the measures in place to mitigate against risk. An individual risk 

assessment should be carried out with the employee to discuss and put in place specific 
measures to mitigate against risk.  

Measures can include: 

• Continuing to work from home 

• On site roles with limited contact with others 

• PPE if the risk assessment identif ies it as measure to reduce risk 

• Regular hand washing and other health and safety measures put in place as part  of 
the risk assessment 

Please find template letters on Schoolsnet to invite a conversation about a return to work 
and to confirm plans for the return of a clinically extremely vulnerable person. 

3. Should employees who are pregnant work from home? 

Employers should follow the advice in the Coronavirus (COVID-19): advice for pregnant 
employees.  
 
Pregnant women are in the ‘clinically vulnerable’ category and are generally advised to 
follow the above advice alongside this group, which applies to all staff in schools. All 
pregnant women should take particular care to practise frequent thorough hand washing, 
and cleaning of frequently touched areas in their workspace, and follow the measures set 
out in the school’s risk assessment to minimise the risks of transmission.  
 
All employers must undertake a workplace risk assessment for their pregnant employees as 
soon as the employee notif ies them in writing that they are pregnant. The workplace risk 
assessment should already consider any risks to female employees of childbearing age and, 
in particular, risks to new and expectant mothers (for example, from working conditions, or 
the use of physical, chemical or biological agents). Any risks identif ied must be included and 
managed as part of the general workplace risk assessment. As part of their risk assessment, 
employers should consider whether adapting duties and/or facilitating home working may be 
appropriate to mitigate risks. The risk assessment should be regularly reviewed.  
 
If a school is notif ied that an employee is pregnant, breastfeeding, or has given birth within 
the last 6 months, the employer should check the workplace risk assessment to see if any 
new risks have arisen. If risks are identif ied during the pregnancy, in the first 6 months after 
birth, or while the employee is still breastfeeding, the employer must take appropriate 
sensible action to reduce, remove or control them.  

Where a significant health and safety risk is identif ied for pregnant workers, employers 
should adjust the working conditions or hours to remove the risk, where reasonably 
practicable to do so, or offer alternative work on the same terms and conditions. If this 
cannot be done, advice is that pregnant employees should work from home. If they can’t 
work from home, they should not attend the workplace and should be paid full pay.  This is in 
line with normal requirements. 

See further advice on health and safety for pregnant workers from HSE. 

 

https://www.gloucestershire.gov.uk/schoolsnet/gccplus/staff/hr-employment-handbook-and-advice-line/covid-19-coronavirus-guidance/covid-19-hr-faqs-and-important-information/
https://www.gov.uk/government/publications/coronavirus-covid-19-advice-for-pregnant-employees/coronavirus-covid-19-advice-for-pregnant-employees
https://www.gov.uk/government/publications/coronavirus-covid-19-advice-for-pregnant-employees/coronavirus-covid-19-advice-for-pregnant-employees
https://www.hse.gov.uk/mothers/index.htm
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There has been a particular emphasis on those women who are pregnant and at around 26 

weeks’ gestation, or at any stage if they have an underlying medical condition, and the 

increased risk of becoming severely ill, and of pre-term birth if they contract coronavirus 

(COVID 19).  Further considerations should be made from this stage.  As previously advised, 

it is important to undertake a thorough risk assessment, which is regularly reviewed, and to 

consider any measures required to mitigate the risk to them, not only from coronavirus, but 

any other workplace risk which may affect their pregnancy. The school will need to ensure 

that any measures identif ied by a risk assessment, such as adequate ventilation, good 

hygiene and cleaning, are applied strictly. Pregnant employees should continue working only 

if the risk assessment advises it is safe to do so after suitable control measures have been 

put in place. Pregnant workers should be involved in the risk assessment process and be 

satisfied that their continued working in the area does not put them or their baby at risk.   

Where the risk assessment identif ies that there are significant risks to the pregnant 

employee and they cannot be sufficiently mitigated or removed, the advice is that pregnant 

employees should work from home. If they can’t work from home, they should not attend the 

workplace and should be paid full pay.  In undertaking the risk assessment, it should take 

into consideration the views of the pregnant employee, consider the views of their medical 

advisers, and seek advice from Occupational Health.  

 
Read more guidance and advice on coronavirus (COVID-19) and pregnancy from the Royal 
College of Gynaecologists. See further advice on health and safety for pregnant 
workers from HSE. 

 
4. What if an employee can’t attend work due to childcare? 

During the covid-19 emergency, GCC are temporarily allowing Headteachers and managers 
to approve up to 10 days paid leave in a six month period for the purpose of providing care 
to a dependent child (or a severely disabled young adult) where normal care arrangements 
have been disrupted due to the covid-19 emergency situation. 

 The provision is dependent on business continuity needs and alternative options should be 

explored. The discretionary provision applies pro-rata for part-time employees and operates 

separately from and in addition to the normal annual leave entitlement for Support Staff.  

Local Authority Maintained schools should implement the same discretionary allowance. We 
advise academies to also do the same, although they are not required to.  

Employees also have a separate entitlement to take unpaid parental leave of  up to 18 weeks 
(per child) at any time until the child is 18. However, advance notice must be given by the 
employee. 

 

 

 

https://www.rcog.org.uk/en/guidelines-research-services/guidelines/coronavirus-pregnancy/covid-19-virus-infection-and-pregnancy/
https://www.rcog.org.uk/en/guidelines-research-services/guidelines/coronavirus-pregnancy/covid-19-virus-infection-and-pregnancy/
https://www.hse.gov.uk/mothers/index.htm
https://www.hse.gov.uk/mothers/index.htm
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Staff Absence 

 

1. How should I record absences related to COVID-19? 

If an employee is unfit for work because of COVID illness, normal absence reporting 
procedures apply. Please find here a link to our model absence declaration form to 
complete. Employees can self certify for the first seven days. If they are still unwell after 
seven days, they will not need to get a GP note. For staff having to be out for more than 
seven days due to COVID-19, the government have produced an on-line form which can be 
found here: Online isolation notes providing proof of coronavirus from work  

If needing to self isolate, staff should follow the normal absence reporting procedure but it 

should not be recorded as sickness absence. 

2. I have a staff member off sick with COVID-19 related stress how should this 
be managed? 

The view is that this is not dealt with as a COVID-19 issue. Absence as a result of COVID-19 
related stress will be managed under the normal absence management process and will 
count toward the normal absence triggers.  

Support for staff who are off with stress can be sought through Occupational Health, if the 
school purchases this service, and the Employee Assistance Programme, or any similar 
programme. 

3. Should staff be required to get a ‘fit’ note to remain off work?  

If the absence is due to COVID-19 symptoms, then a fit/sickness note is not required. 
However, if they are absent for more than seven days due to COVID-19 symptoms, they can 
be asked to produce an online form to prove isolation, generated via the government 
website. If the absence is not related to COVID-19, the normal absence reporting processes 
should be adhered to and a fit note should be provided if the absence lasts longer than the 
self-certified seven days. 

4. What happens if an employee is sick following a COVID vaccination? 

Any sickness absence occurring after receiving a Covid-19 injection is treated as normal 
sickness absence (absence for non-Covid reasons). 

 

Personal Protective Equipment (PPE) 

1. What should I do if staff members are refusing to come to work due to a lack 
of PPE? 

The school should review their risk assessment and where applicable individual employee 
risk assessments. Those risk assessments should inform whether PPE is required and 
should be reviewed regularly during the COVID-19 pandemic. Draft risk assessments can be 
found here  

https://www.gloucestershire.gov.uk/media/5369/model_absence_declaration_form_for_schools_oct_2010cc25.doc
https://www.gov.uk/government/news/online-isolation-notes-launched-providing-proof-of-coronavirus-absence-from-work
https://www.gloucestershire.gov.uk/schoolsnet/noticeboard/schoolsnet-bulletin-board/covid-19-school-briefing-15-may-2020/
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The National Government advise the majority of staff in education settings will not require 
PPE beyond what they would normally need for their work. 

PPE is only needed in a very small number of cases including: 

• Children, young people and students whose care routinely already involves the use 
of PPE due to their intimate care needs should continue to receive their care in the 
same way 

• If a child, young person or other learner becomes unwell with symptoms of 
coronavirus while in their setting and needs direct personal care until they can return 
home. A fluid-resistant surgical face mask should be worn by the supervising adult if 
a distance of 2 metres cannot be maintained. If contact with the child or young 
person is necessary, then disposable gloves, a disposable apron and a fluid-resistant 
surgical face mask should be worn by the supervising adult. If a risk assessment 
determines that there is a risk of splashing to the eyes, for example from coughing, 
spitting, or vomiting, then eye protection should also be worn 

Government guidance on implementing protective measures in education settings can be 
found here. 

Following a risk assessment if an employee still refuses to attend work, please contact HR to 
discuss. 

2. Should staff wear face coverings at work? 

Schools and colleges will have the discretion to require face coverings in indoor communal 
areas where social distancing cannot be safely managed if they believe that it is right in their 
particular circumstances. 

Examples of where education leaders might decide to recommend or mandate the wearing 
of face coverings - for pupils, staff and visitors - in communal areas of the education setting 
include: 

• where the layout of the school or college estate is areas which can become crowded 
or is an enclosed space  

• where on top of hygiene measures, permitting the use of face coverings for staff, 
pupils or other visitors would provide additional confidence to parents  

Pay 

1. What will an employee be paid if they have to self-isolate? 

An employee will be advised to self-isolate when they are: 

1. Self isolating due to demonstrating COVID-19 symptoms 
2. Self isolating due to being in close contact with someone who has tested positive for 

Covid-19, or because a member of their household has tested positive or is 
demonstrating COVID-19 symptoms 
 

• Type 1 – will be paid as sick pay 

• Type 2 – will be paid as special paid leave if the employee cannot work from home 

From the 16th August 2021, people who are fully vaccinated or over the age of 18, will not 
legally need to self-isolate following close contact with someone who has covid-19; however, 

https://www.gov.uk/government/publications/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings/coronavirus-covid-19-implementing-protective-measures-in-education-and-childcare-settings
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they are advised to do so.They will still need to take a PCR test and self -isolate if it is 
positive.   

Working from home:   If an individual has a role that enables them to work from home and 
they feel well to do so, they should do so.  If their role will not enable working from home 
they will continue to be paid their normal salary during the period of self-isolation.   If at any 
point during self -isolation they become unwell, this will be classed as sickness absence and 
the sickness absence provisions will apply.      

Important Links: 

Our plan to rebuild: The UK Government's COVID-19 recovery strategy 

Coronavirus outbreak FAQs: what you can and can't do 

Apply for a coronavirus test 

Coronavirus (COVID-19): UK red list travel ban countries 

 

https://www.gov.uk/government/publications/our-plan-to-rebuild-the-uk-governments-covid-19-recovery-strategy
https://www.gov.uk/government/publications/coronavirus-outbreak-faqs-what-you-can-and-cant-do/coronavirus-outbreak-faqs-what-you-can-and-cant-do#workers-rights
https://www.gov.uk/apply-coronavirus-test
https://www.gov.uk/guidance/transport-measures-to-protect-the-uk-from-variant-strains-of-covid-19#red-list-travel-ban-countries

