
 
 

 
 

 
 

 
 

 
 
 
 

 
 
 
  

The new guidance and letter advises those vulnerable to remain at 
home if possible, rather than go into work. If the employee cannot 
work from home, what is the position, i.e. does the employer have 
to furlough them, do they get a sick note, etc.? 

Those who have been advised to shield can remain on furlough 
until 2 December. After that date, the guidance changes depending 
on what tier you are in. Within Tier 2, those who are clinically 
extremely vulnerable (CEV) can attend work and so can only be 
furloughed if they are signed off on long-term sick. Anyone in Tier 3 
who has received a shielding notification can be furloughed. 

If you have an employee on furlough who is due an operation and 
you have a company sick pay scheme, would you have to pay CSP 
or just SSP? I think she is not actually sick, just self-isolating while 
she waits for the operation. Once she has the op, I'd pay CSP, but 
not before, plus we only offer two weeks' CSP. Is this right? 

This will depend on the exact wording of your CSP scheme and 
whether self-isolation is or could be classed as sickness or 
absence under the terms of the scheme. 

Are there any circumstances when you can withhold occupational 
sick pay? 

It depends on the rules of your scheme. 

Can you provide clarity around self-isolation rules and 
circumstances when employees should self-isolate? 

In terms of self-isolation, there are five general circumstances 
under which workers should self-isolate AND be in receipt of SSP. 
They are if 1) they have tested positive for coronavirus, 2) they 
have coronavirus symptoms and are awaiting a test result, 3) they 
are a member of the same household or are in a 'bubble' with 
someone who has symptoms or has tested positive for coronavirus, 
4) they have been in close recent contact with someone who has 
tested positive and received a notification to self-isolate from NHS 
Test and Trace, and 5) they have been advised to self-isolate at 
home in the run up to a hospital admission. 

Should we continue to manage employees with long COVID in the 
same way that we would manage long-term sickness, and are there 
any special considerations we have to make? 

Yes. 

We have a employee shielding, as he is classed as clinically 
vulnerable, now until 2 December (end of lockdown). Should he 
come back in or is he allowed to stay home on furlough until March 
even though we have work for him? 

Those who have been advised to shield can remain on furlough 
until 2 December. After that date, the guidance changes depending 
on what tier you are in. Within Tier 2, those who are CEV can 
attend work and so can only be furloughed if they are signed off on 
long-term sick. Anyone in Tier 3 who has received a shielding 
notification can be furloughed. 

Can we use our normal absence procedures if a member of staff 
tells us they have symptoms? 

Probably, although that would depend on exactly what those 
procedures are. 

How should we manage office-based employees who do not want 
to come back into the office, even part-time, in the future as they 
say they work instead of commuting so better productivity. They 
have less than an hour round trip commute. 

Once the pandemic is over, you can insist on attendance back at 
your office. Just be wary if the employee says they cannot attend 
due to a medical condition or childcare. If they want to work from 
home permanently, they can make a flexible working request, 
which you must consider but can reject for one of seven specified 
reasons. 

We use absence triggers and allow so many before moving to 
formal action. What should we consider here for anyone with 
underlying health conditions?  
During the pandemic, staff are choosing not to attend work, but 
have no reason to do so, other that fear or being over-cautious. We 
are a caring company and have all risk assessments in place. How 
long should we tolerate this for? 

In relation to your absence triggers, you will be required to make 
adjustments to those when dealing with employees who are off 
because of a disability. The exact adjustments to be made will 
depend on the specific facts of the case. If staff are refusing to 
attend work without good reason (i.e. they do not have medical 
conditions, they do not have caring responsibilities and they have 
not raised health and safety concerns), you can insist on 
attendance at work and consider disciplinary action for those who 
refuse. I would recommend taking advice on specific cases as this 
can be something of a minefield. 

How do we manage employees abusing the self-isolate service to 
get time off work? The government's IPC funding, which has 
prescribed staff to be paid full pay for self isolation, is going to be 
open to abuse. We are domiciliary care. 

If you had evidence that employees were lying about their reasons 
for absence, this would be a disciplinary offence, but you would 
need the clearest evidence of this before taking action. 

If an employee refuses to wear a face covering with no good 
reason, what are our rights? If 35 are okay with it but just one is not 
because they don't believe in COVID-19, what should we do? 

In the absence  of a legitimate reason (a medical condition, for 
example), you could look to discipline them for failing to comply 
with a reasonable management request. In the current climate, this 
is likely to be quite contentious, so please take advice first. 
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How many times does an employee get paid for self-isolating? 
If a staff member is pregnant and goes into shielding, does the 
company continue paying isolation or does the individual have to 
apply SSP? 

Every time an employee self-isolates, they are entitled to SSP. The 
pregnant employee question is quite complicated and difficult to 
answer based on the information provided. If a pregnant employee 
cannot attend work due to health and safety concerns, they may be 
entitled to full pay during absence, so please take specific advice 
on this point. 

We are getting a lot of anxiety absence. We have a pre-
employment form which staff have to declare any longstanding 
issues which might affect their ability to perform their duties/work. If 
they put 'No' on the form, how do we stand when they are off sick 
and tell us it is a longstanding issue they are off with? 

I'm afraid there is nothing you can do. There is no requirement for 
employees to disclose existing conditions. 

Do I have to pay staff to isolate? Yes. Every time an employee self-isolates, they are entitled to SSP. 

Are staff entitled to full pay whilst off with COVID-19 or self-
isolating? Does this come out of the Infection Control Fund? 

Staff are only likely to be entitled to full pay if you have a 
contractual sick pay scheme that entitles employees to full pay for 
absence. Whether or not self-isolation is covered will depend on 
the exact wording of the scheme. 

This may not be so relevant; can you advise how we can manage 
employees who don't want to wear masks, not in connection with 
specific tasks but generally due to COVID-19? If they are exempt, 
do they have to show proof of exemption? 

In the absence of a legitimate reason (a medical condition, for 
example), you could look to discipline them for failing to comply 
with a reasonable management request. In the current climate, this 
is likely to be quite contentious, so please take advice first. 

What should we do regarding staff attending the office whilst 
awaiting a test result? Issue was four days ago and the employee 
chose postal test. It's not arrived yet, it might be inconclusive, and it 
will take days to be collected and processed. In the meantime, we 
are falling further and further behind in the office as I closed it as a 
precaution whilst I had it deep cleaned and fogged! Am I right or 
too cautious? 

Any employee with symptoms will need to self-isolate, but once the 
office has been deep cleaned, it should be safe for workers to 
return. 

Can you claim back SSP for shielding employees who are absent 
for more than two weeks? 

No. 

Should we be marking employees absent due to COVID as on sick 
leave? 

Yes, I think that would be fine. 

I am experiencing extensive problems with staff having to isolate 
frequently because of school children being sent home and asked 
to isolate. What is the correct management of these situations? 

Employees who have to take time off to care for dependants are 
eligible to be furloughed. 

I have an employee who was furloughed in March. Since then, they 
have had a change in terms and conditions effective 1 October 
whereby their hours and salary were reduced. I am expecting them 
to want to continue to be furloughed as they live with someone who 
is shielding; this is fine with the extension to the CJRS scheme but 
all the reading I have made states I have to use their reference 
period of their pay from March. This means they will take more 
money than their current contract. I just want to make sure we are 
doing things as we should and not compromising the validity of our 
claim. I have heard of examples whereby people are taking home 
less; our situation is the reverse. 

You have to use their pay as at 19 March 2020 for the calculations. 
There is no way around this. 

Is there guidance for BAME Doctors during the COVID-19 
pandemic? 

I am not aware of anything specific unfortunately. 

In a circumstance where an employee has been working from 
home, but whose wife then contracts COVID-19 and the employee 
has to provide childcare for nursery-age children who are isolating 
(and care to his wife), making meaningful work impossible, how do 
we stand legally as far as sick pay / parental leave / unpaid leave is 
concerned? 

Employees who have to take time off to care for dependants are 
eligible to be furloughed. 

If employees have to self-isolate and cannot work from home, 
should this go down as sick leave? Or could an employee opt to 
take annual leave? 

The employee could opt to take annual leave if they wished. 

We currently pay our employees SSP for any sickness and would 
like to offer a little bit more. Have you come across any sickness 
policies/schemes that seem to work well? 

It’s a matter for individual employers to decide. Each will have 
differing resources, so you need to work out what you can afford. 

What is the period of time for normal sick pay before going onto 
SSP nowadays. Would like an up to two years' employment and 
more than two years' employment idea please. 

It varies from employer to employer. Each will have differing 
resources, so you need to work out what you can afford. 

If you have been near someone who has had the virus and you 
then have a test and it comes back negative, do you still have to 
self-isolate for up to 14 days? An employee's sister was sent home, 
as she had symptoms, and so my employee also self-isolated. Both 
had tests and were negative. However, both still self-isolated for 14 
days. Could my employee have come back earlier? 

The guidance around that sort of situation is unclear. If they had 
been told to self-isolate by Test and Trace for a specific period, 
then that is something they may have had to adhere to. If they had 
not been contacted by Test and Trace and the test came back 
negative, I think they could have returned at this point. 

Is there any documentation that we should request from the 
employee to confirm their COVID-19 test results? 

The documentation will vary depending on how the test was taken. 

1. How can we manage staff who say they do not feel safe coming 
into the office even though we have very stringent measures in 
place and we are an educational establishment that has to remain 
open and we need staff to be working on site for our students? 
2. How do we manage staff who say they have anxiety related to 
COVID-19 so don't want to come into work, yet they have been or 
are planning to travel abroad? 
I would be interested to see if any others have had similar issues 
and how they have dealt with these. 

1) Our Back to Business Hub, accessed via our main Coronavirus 
Advice Hub, has a detailed guidance note on refusals to return to 
work which explains what to do in these circumstances. 2) Similar 
considerations apply in respect to refusals to return to work due to 
anxiety, so again please review our guidance note for details. 



 
 

 
 

 
 

Can you provide guidance on staff taking leave when their child has 
to self-isolate following an instruction from a school? 

Employees who have to take time off to care for dependants are 
eligible to be furloughed. 

If a member of staff has school-age children that are sent home for 
two weeks, how as a business should we manage this? Particularly 
if the employee is unable to work from home. The potential, of 
course, is that one person could repeatedly need time off for 
dependant care. 

Employees who have to take time off to care for dependants are 
eligible to be furloughed. 

Can you offer advice on how to deal with staff working in 
educational settings that are required to return to work but have 
been signed off by their GP due to anxiety over COVID-19? 

If they have been signed off sick, then I would recommend dealing 
with them in accordance with your absence procedure. 

Can you advise on entitlement to pay with regards to staff absence 
due to childcare issues when children are sent home from school 
because of a COVID-19 case? 

Employees who have to take time off to care for dependants are 
eligible to be furloughed. 

When staff are absent due to work-related stress, is it still okay to 
contact them? 

Yes, but be careful not to contact them too frequently as they do 
need to be left alone to recuperate. 

A long-term sickness absence member of staff will return soon 
(she's had an operation). During her absence, we've discovered 
both capability and disciplinary issues. Can these be tackled 
immediately upon her return? 

They can be tackled on her return but tread carefully to avoid any 
accusations that they are linked to her absence. 

Regarding recovery from surgery, this is sick pay isn't it? Does it 
need a fit note from the hospital/GP? 

They would need a sick note if they were absent for more than 
seven days. 

In order to claim back annual leave during a period where a person 
has been sick, do they not require a medical certificate from a GP?  

Only if absent for more than seven days. 

With the changes to the SSP waiting days, in relation to COVID-
related absence, does the individual need to be off work for four 
plus days for the SSP to be paid from day one?  

No. 

Could furlough be an option for pregnant ladies during the 
pandemic?  

If they have been signed off on long-term sick, then possibly. There 
are special protections that apply to pregnant workers and they are 
entitled to full pay if they cannot attend work due to health and 
safety concerns, so please take advice on any specific situations. 

What's the best way to deal with an employee who says they have 
been in contact with someone who is confirmed as having COVID 
but has not yet been contacted by the Test and Trace service? 

It's a matter for your discretion. If they are asymptomatic, there is 
no requirement for them to self-isolate but you may choose to send 
them home as a precaution. If you did that, they would be entitled 
to full pay. 

Can you tell me what would be included in a Stress Risk 
Assessment? 

Please see our Coronavirus Advice Hub for guidance. 

Is anxiety regarded as a disability? It depends on whether or not the impact of the condition satisfies 
the definition of disability under the Equality Act. 

If a pregnant employee is shielding on sick pay and they reach four 
weeks before the expected due date, will this also trigger their 
maternity leave? 

Good question. It will depend on whether the absence is pregnancy 
related. If so, then yes, I think it would trigger maternity leave. 

If someone is under a formal absence process, can you reasonably 
ask the individual to provide a GP note for future absences of less 
than seven days? 

No. 

Regarding sickness during holiday, you mention they would get that 
holiday back, but surely only if a GP note is provided? 

Not necessarily. GPs generally will not provide fit notes for 
absences of less than seven days. 

We have a member of staff with COPD (Chronic Obstructive 
Pulmonary Disease). He is classed as extremely vulnerable.  
 
He is a tutor and delivers our construction course. He submitted a 
sick note at the beginning of September (beginning of the academic 
year) saying that he needs to shield, although the government 
guidance at the time was that extremely vulnerable staff could 
come into work if the workplace was COVID-secure. We have 
carried out the necessary risk assessments covering all staff, and 
an additional one to address his concerns. Unfortunately, he was 
not happy with the measures we offered to put in place for him, and 
as construction is a very hands-on course, we have not deemed it 
possible for him to deliver it via Zoom, with the Moodle support.  
 
Therefore, we had to hire an agency tutor, and our tutor has been 
off sick since September. He is being paid SSP.  
 
On Monday 23 November, he emailed a letter from his GP 
confirming his extremely vulnerable status and advising him to stay 
at home.  
 
Should we have furloughed him effective from 5 November and 
paid him 80% pay instead of SSP? Until the lockdown is in force? 
 
Can furlough be used for extremely vulnerable staff who are self-
isolating as advised by their GP, along the government guidelines, 
during the national lockdown? 

Any CEV employee who has been signed off on long-term sick can 
be furloughed. However, furlough cannot be backdated. It only 
starts when you agree with the employee that they will be 
furloughed. 

 


