[bookmark: _GoBack][image: Z:\CCU\COMMS\CREATIVE\Logos and Branding\DCC NEW LC\NEW DCC to use\DCC LC Black.jpg]		    			                   				
COVID 19 
Frequently Asked Questions (FAQs) 
12 June 2020
Please note – these questions are based on the latest information available at the time, and we reserve the right to change and update our position, depending on the latest advice available and also based on service needs

Schools FAQs – No 2
	
	

	Q1.
	What support is Derby City Council recommending to schools be provided for BAME (Black, Asian and Minority Ethnic) colleagues?
As you will have seen in the media, there is emerging UK and international information suggesting that some people from Black, Asian and Minority Ethnic (BAME) backgrounds are disproportionately impacted by Covid-19. Whilst we know there are factors emerging that can put certain populations at higher risk, we understand that given this disproportionate impact for our BAME colleagues, this can be an even more uncertain and concerning time. 
Derby City Council has written to its BAME colleagues to offer support and offer a COVID-19 BAME risk assessment.  We’ve put together a tool kit for our managers, including a risk assessment form and also guidance about having a sensitive conversation.  We’ve attached the toolkit here, as well as a copy of the letter we’ve sent to our BAME colleagues.
We know that many schools will already have abeen offering appropriate support to your BAME colleagues.  The Council advises its schools to engage with their BAME colleagues, and have a supportive conversation, offering a COVID 19 BAME risk assessment.








	
	

	Q2. 
	Should a school offer a BAME Risk Assessment to (Black, Asian and Minority Ethnic) Agency/Supply workers? 

The Council is offering the supportive conversation and risk assessment to BAME agency workers currently working with us, and we would advise that schools should also offer this to any BAME agency/supply workers working with you.
 


	
	

	Q3.
	Who are Derby City Council defining as vulnerable people?

Schools should refer to the following COVID 19 Who are we defining as Vulnerable People Guidance to understand who the Council is defining as vulnerable people. 



	
	

	Q4.
	Has the advice been revised for shielding and protecting people who are clinically extremely vulnerable from COVID-19?

On the 31 May 2020 revised government guidance was updated for people who are shielding.  
The advice Derby City Council is providing is that colleagues who are shielding remain vulnerable and should continue to take precautions.  Colleagues can now leave their home if they wish, as long as they are able to maintain strict social distancing. 
If a colleague does go out they should take extra care to minimise contact with others by keeping 2 meters apart. This guidance will be kept under regular review by the government.  
Schools may find that colleagues who are not in the extremely vulnerable group who have been shielding are now looking at returning to work.  Derby City Council are advising that in this circumstance that a risk assessment is completed. 


Schools should ensure they offer any support available to colleagues returning to work and look to address the concerns raised. 
Colleagues can also get support from our AXA Employee Assistance Programme and discuss how you are feeling. Please obtain contact information from your Head. 


	
	

	Q5.
	Derby City Council has received a number of queries from schools about colleagues who are working from home or concerned about returning to work.   We thought it would be helpful to set out below the approach the Council has taken in the following circumstances. 

Will a colleague be classed as working from home if they look after a child who needs to self-isolate or is at home due to their nursery being closed?
The Council recognises that a colleague may need to be at home if their child is at home due to school or nursery closures or if the child is self-isolating, either because they or another member of the household has symptoms.
If a colleague is symptom free and they are able to work from home, the advice is that the colleague should be encouraged to talk to their School and discuss how best they can effectively work with a child/children at home for example by adopting a different working pattern.
If it is not feasible for a colleague to work whilst their child is off nursery, and you have explored all other alternative work arrangements, the approach for Derby City Council colleagues is that for pay and salary to remain in place all contractual provisions should be explored, including other leave provisions if alternative work cannot be provided.
If a colleague or child care self-isolating, they you need to follow the government advice regarding self-isolation.
If a colleague is working from home because of COVID 19, and their child’s school/nursery has closed, if they are struggling to complete their daily contracted hours as part of their homeworking arrangements, will they be required to take leave in this circumstance?

Derby City Council expects all colleagues to perform their duties and be flexible to ensure they fulfil their contractual requirements.  Colleagues should be flexible and work together with their partners and care providers to maximise the time they are able to work.   It is advised that Schools may need to look at flexibility of the duties that can be carried out where possible.  Schools should also consider contacting colleagues and discuss any concerns they may have and agree alternative arrangements. 

If a solution cannot be agreed the School may need to accept that there may be a reduction in work output.  In this situation, it may be necessary to record any balance of hours of work that you have not been able to complete as authorised.  Any work that has been completed should be recorded and a record kept. 

If a School colleague has caring responsibilities for a vulnerable adult who usually accesses support from a service which is now closed due to COVID-19.  What can the school do?
Derby City Council recognises that a colleague may need to be at home temporarily if they have caring responsibilities for a vulnerable person who is now at home and we would advise schools to do the same. 
We would suggest that the School discusses with the colleague if they can work from home, including how best a colleague can effectively work with a vulnerable adult at home for example by adopting a different working pattern.
If it is not feasible for the colleague to work whilst the vulnerable adult is home and all other alternative work arrangements have been explored, the school may need to accept this.  The message for all Derby City Council colleagues is that for pay and salary to remain in place all contractual provisions should be explored, including other leave provisions if alternative work cannot be provided.
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Talking to colleagues from vulnerable groups about COVID-19 and wellbeing 



Talking about the wellbeing challenges and risks associated with COVID-19 can be difficult for both the manager and colleague involved. These difficulties could be more pronounced when talking to a member of a vulnerable or at risk group. Any conversation about a colleague’s wellbeing is sensitive and it is important that all colleagues are given the chance to air their views and concerns.  Here are some notes on the key requirements of a successful conversation.



Partnership – the colleague must not feel like this is a process they are being subjected to, we work together to ensure that there is a successful and supportive outcome. Try to hold the conversation in a non-formal manner, maybe over a coffee, if that is possible, if not as informally as possible. Having visual contact can make the difference to the conversation feeling less like a meeting.  Make it a human conversation not a process.



· Engage the colleague in discussing how they are feeling

· Express concerns respectfully without being judgmental 

· Avoid expressing negative judgements or reactions

· Give them space to air their concerns 



Be human – Our colleagues want to be respected as adults and human beings firstly and colleagues secondly, so consider the language and approach you take when arranging and holding the conversation.  It is exactly that, a conversation not a monologue.  Also our colleagues are individuals and will therefore, come to the conversation with different thoughts and expectations.



Empathy – Understanding the position and concerns of colleagues is vital to ensuring they feel understood and supported, listen to what the colleague has to say, ask questions and offer summaries to demonstrate your understanding. Summaries are powerful conversational tools that show you are listening and also increase your understanding



Acceptance – It is normal and to be expected that vulnerable people will have concerns about returning to their work places and will be looking for reassurance about the measures that will be taken to protect their wellbeing. It is important that you acknowledge these concerns and accept that a level of anxiety and distress is okay, perfectly normal and understandable. 



· Accept the person as they are

· No moral judgements

· Be genuine and empathic



Compassion – While each colleague has a responsibility for their own wellbeing, the Council is a caring employer and values each and every colleague. You should demonstrate this by reminding the colleague that they and the role they play are very important. They will have concerns and reservations and we will take all reasonable measures to ensure their safety.



Evoking – Talking about concerns and anxieties can be difficult for many people and some may not understand the value of a wellbeing conversation or risk assessment. Ask open questions starting with Who, What, Why, Where, When or How. These types of questions require more than a yes or no answer and will give you more information; you can then ask more questions and increase your understanding of the colleague’s situation.  It is perfectly reasonable to ask questions that evoke more detailed responses.  It is what you do with that information that is important.  



Non-verbal skills

Most people communicate in many ways. Only 35% of communication is verbal, 65% is made up of facial expressions, tone of voice, movement, appearance, eye contact, gestures and posture.



· Be attentive to what people say and how they say it

· Keep comfortable eye contact

· Dependent on how you communicate, keep open body language

· Offer small nods and sounds of agreement or encouragement. 

· If a colleagues becomes distressed silence can be very supportive



Authenticity

Overall this is your opportunity to show you are an authentic leader and care about your colleagues and want to demonstrate this by the quality of the conversation you have.  





More information on supporting colleagues during the pandemic…

DCC Covid-19 Wellbeing support 

https://www.axabesupported.co.uk/services-areas/mental-wellbeing/anxiety-and-covid-19/



https://www.gov.uk/coronavirus



https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/5-steps-to-working-safely





Further development information you can tap into, to support you having conversations… 



The importance of interpersonal skills   



Communication and interpersonal skills at work



3 principles of a coaching approach 



Living authentically through mindful communication



Improve your intercultural competence
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Dear (name)



[bookmark: _Hlk41073341]We are writing to all our Black, Asian and Minority Ethnic Colleagues as we know you may be really worried about the emerging UK and international information suggesting that some people from Black, Asian and Minority Ethnic (BAME) backgrounds are disproportionately impacted by Covid-19.  We want to do all we reasonably can to support you to stay safe. 



We know at a national level an inquiry has been launched to understand why some people from BAME backgrounds appear to be disproportionately affected by coronavirus, but these inquiries can take time and we want to support you now.  As ever, social distancing is so very important to all of us, so please remember to social distance to keep yourself safe.



Line Manager & other support



You can contact your line manager about any health concerns you might have, but we know at the moment many colleagues are operating out of their usual environment, so Occupational Health are also available to support you on 01332 640543. You can also get support from our AXA Employee Assistance Programme and discuss how you are feeling, please obtain the contact information from your school Head. We have our Chaplaincy Service, Mental Health First Aiders and also our Black, Asian and Minority Ethnic Employee Support Network who can all support you through this difficult time.   



It’s really important that you look after your mental health at this very worrying time so please use the services we’ve got on offer and don’t forget you can also call the Samaritans too.



Risk Assessment



We are offering you the opportunity to have a risk assessment, specifically designed to support our BAME colleagues. We are continuing to support our managers with training on handling sensitive conversations to make sure they feel confident in completing this COVID 19 risk assessment with you and can support you in the best possible way.  If you want to complete this assessment, please contact your line manager who will support you through the assessment.



Staff Testing



All BAME colleagues will have priority access to testing during the first five days of any symptoms, so if you or your family members have any symptoms, then please get tested as soon as possible. We are currently offering the COVID-19 test for any colleagues who are in the first five days of having symptoms due to good available capacity, and you can access the link here https://iderby.derby.gov.uk/coronavirus/testing/. However if this changes, BAME colleagues will remain on our priority list. This also applies to any of your family members who live with you (who are also in the first five days of symptoms).





Wellbeing Support



If you develop any COVID-19 symptoms please stay at home, self-isolate in line with the national guidance and let us know as soon as possible.  Please tell us about any symptoms that worry you so we can support you and provide you and your family access to the testing process. Our iDerby site has a vast range of wellbeing support information, as does our external facing Derby City Council website. Both websites can be found at www.iderby.derby.gov.uk/coronavirus/wellbeing and www.derby.gov.uk/coronavirus-covid19/mental-health-and-wellbeing. If you do not have access to iDerby, you can access the content via your line manager, or you can access the external website using the above link. 



Vitamin D

There is national advice for all to take vitamin D supplements between the months of September and March. This has been extended to advise that all who have reduced sun exposure (due to staying at home) and those with darker skin (and so reduced vitamin D production in sunlight) should take vitamin D all year round. This is important for general and bone health but there is no current evidence that this reduces the risk of coronavirus. Further advice can be found on the NHS Choices website https://www.nhs.uk/conditions/vitamins-and-minerals/vitamin-d/ 





We are very grateful and value your contribution during this difficult time.  If , there are any other ideas or suggestions that would support you and our other BAME colleagues, please do let us know. 



We appreciate all that you are doing every day, showing you are truly Here for Derby. 







Kind Regards
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COVID -19 COLLEAGUE RISK ASSESSMENT – AT RISK GROUPS 

		DIRECTORATE AND SECTION

		

		NAME OF COLLEAGUE:


JOB TITLE: 


WORKING HOURS:


ETHNIC ORIGIN:


GENDER:


IMPAIRMENT IF YOU ARE A DISABLED PERSON





		LOCATION

		

		



		ASSESSMENT DATE

		

		



		LINE MANAGER NAME

		

		





Introduction


The Government has highlighted certain groups are more at risk from COVID -19 than others. Black, Asian and Minority ethnic groups have been recognised as one of these groups.  Please make sure you conduct a thorough risk assessment using this template with your colleague(s) to help save lives.  Please ensure the assessment is carried out sensitively and keep them confidential.

· Be mindful that your team member may be really scared of catching COVID -19 or passing it on to family members, so work through their fears and do what you can to help and support them


· Think about a wide range of work-related adjustments / solutions to help. Contact colleagues within HR, Corporate Health and Safety or the Lead on Equality and Diversity should you require further advice. – for example, working from home, removing a task which may put one of our BAME colleagues at more risk.

· It is important that our colleagues provide as much information as possible so they can be effectively supported during this time.

· Remember that for a few of our BAME colleagues, English may be a second language so if they are struggling to understand, please use our Interpretation and Translation Service and arrange a BSL interpreter too where needed


		List of suggested significant hazards – anything that could potentially cause harm? 

		Tick if risk to COVID-19 exposure is likely?

		List what measures are in place to protect colleague?

		Could exposure still occur?

		What more needs to be done? List extra measures needed, who will be responsible for any actions and their timescales – add these to the action plan section. Speak with HR, Corporate Health and Safety Team or the Lead on Equality and Diversity for advice, guidance and support 



		WORK ACTIVITY 



		Providing Care

		

		

		

		



		Team working

		

		

		

		



		Face to face customer interaction 

		

		

		

		



		Night work

		

		

		

		



		Lone working 

		

		

		

		



		Mobile worker

		

		

		

		



		Cleaning tasks

		

		

		

		



		Visiting people in their own homes

		

		

		

		



		Other, please list below

		

		

		

		





		ENVIRONMENT



		Care Setting

		

		

		

		



		Office 

		

		

		

		



		Open Plan/Multi-functional building – e.g. C/House

		

		

		

		



		Outside working

		

		

		

		



		WFH

		

		

		

		



		Travel to and from work setting

		

		

		

		



		In People’s own homes

		

		

		

		



		Other, please list below

		

		

		

		





		EQUIPMENT



		Use of Council Vehicle

		

		

		

		



		Provision of Personal care equipment

		

		

		

		



		DSE

		

		

		

		



		Using cleaning products 

		

		

		

		



		PPE currently provided

		

		

		

		



		Shared tools / appliances

		

		

		

		



		Other, please list below

		

		

		

		





		WELLBEING

		

		

		

		



		Underlying health condition(s)

		

		

		

		



		Any medical conditions requiring regular medication, tests or review  

		

		

		

		



		Living in the same household as somebody shielding, over 70 or at risk – 

		

		

		

		



		Living in a Multi-generational Household 

		

		

		

		



		COVID -19 Anxiety 

		

		

		

		



		Expectant Mother – complete required risk assessment

		

		

		

		



		Other, please list below

		

		

		

		





		Risk assessment action plan



		Actions required

		By who

		By when

		Date completed

		Comments



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





		Date agreed with individual

		

		Review date
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RISK ASSESSMENT FORM


		DIRECTORATE AND SECTION

		     

		WORK ACTIVITY OR ENVIRONMENT 


     





		LOCATION




		     

		



		DATE OF ASSESSMENT

		     



		



		NAME OF ASSESSOR/S

		     



		





		List significant hazards – anything that could cause harm. 

		What harm could occur and who might be affected?

		What measures are already in place to protect people?

		What harm could still occur and how likely is this?  

		What more needs to be done?  List extra measures needed, the person responsible for action and timescales. 



		     



		     

		     

		     

		     



		     



		     

		     

		     

		     





		List significant hazards – anything that could cause harm. 

		What harm could occur and who might be affected?

		What measures are already in place to protect people?

		What harm could still occur and how likely is this?  

		What more needs to be done?  List extra measures needed, the person responsible for action and timescales. 



		     



		     

		     

		     

		     



		     



		     

		     

		     

		     



		     



		     

		     

		     

		     





		List significant hazards – anything that could cause harm. 

		What harm could occur and who might be affected?

		What measures are already in place to protect people?

		What harm could still occur and how likely is this?  

		What more needs to be done?  List extra measures needed, the person responsible for action and timescales. 



		     



		     

		     

		     

		     



		     



		     

		     

		     

		     



		     



		     

		     

		     

		     





		Assessment agreed by all team members?


     

		Formal review date?


     



		Date sent to Health and Safety Representative?


     

		Date sent to Health and Safety Adviser?
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