Dear Colleagues,

Please see information below relating to: -

o Recording of COVID-19 issues and Sick Leave during the COVID-19 Pandemic
o COVID-19 Special Leave with Pay arrangements

Take care and stay safe,

Marie Creedon

HR Manager

23 April 2020

Recording of COVID-19 issues and Sick Leave during COVID-19

Note for all Staff

Staff should inform Human Resources (HR) as soon as is possible if they have been affected
by any COVID-19 related issues. Staff should use the dedicated e-mail address
AlertHR@cso.ie for this purpose.

Staff are reminded of the requirement to contact their respective line managers by telephone
before 10am on the first morning of their absence for any non COVID-19 illness. This is a very
important part of absence management and it continues during the current crisis.

Note for Line Managers

Line Managers should inform Human Resources (HR) as soon as is possible if they are notified
of any COVID-19 related issues by staff reporting to them. Line Managers should use the
dedicated e-mail address AlertHR@cso.ie for this purpose.

Line Managers are still required to log all non COVID-19 unscheduled sick absences to
PeoplePoint. This is a very important part of absence management and it continues during
the current crisis.



COVID-19 Special Leave with Pay arrangements

When does Special Leave with Pay apply during the COVID-19 crisis?

Special Leave with Pay should only apply when an employee: -

1) is advised to self-isolate and is displaying symptoms of COVID-19 or
2) has had a positive test.
Medical or HSE advice should be followed. Special Leave with Pay for COVID-19 is being used

in place of sick pay. Employees are not entitled to days in lieu of bank holidays whilst in receipt
of special leave with pay.

How should advice of the need to self-isolate be recorded?

Appropriate medical/HSE confirmation of the need to self-isolate and/or a diagnosis of
COVID-19 will be required.

If written confirmation is not available, the recording of medical or HSE advice to self-isolate
will take the form of a self-declaration. This does not mean that employees can voluntarily
choose to self-isolate. Medical/HSE advice will be required, however the reporting of same
will take the form of a self-declaration (see self-declaration form at Appendix 1 below).

Special Leave with Pay does not apply in the following circumstances: -

1) employees with caring responsibilities or
2) employees living with high risk individuals
In such instances, employers should facilitate flexible working including working from home

and/or working adjusted hours to facilitate employees to balance work and caring
responsibilities.



APPENDIX 1 COVID-19 SELF DECLARATION FOR SPECIAL LEAVE WITH PAY

Employee Details

First name

Surname

Grade

Department

Business Unit

Dates of Special Leave with Pay for COVID-19 related self-isolation

Number of days advised to self-
isolate

Commencing on (DD/MM/YYYY)

Ending on (DD/MM/YYYY)

Advised to self-isolate by (X)

GP HSE
Hospital Other (please specify)
=N

Advice received via (X)

Telephone Letter/email/text (please attach
copy to this form)

In person Other (please specify)
=




Details of Advice to Self-Isolate

Name of adviser (e.g.
name of GP, HSE
worker)

Date and time advice
given

Details provided to the
adviser by you (e.g.
places and dates of
exposure etc)

Declaration

| confirm | have read and understand the provisions of Special Leave with
Pay as set out in Part IX of Circular 02/1976.

YES

| understand that in the event of non-compliance with the provisions of
special leave with pay (including the requirement to provide bona fide!
confirmation of self-isolation/diagnosis of COVID-19) existing procedures,
including disciplinary measures may be invoked.

YES

| understand that any overpayment of salary which may arise from non-
compliance with the provisions of special leave with pay will be repaid.

YES

| have attached relevant documentation (where applicable)

YES

Employee Signature

Date

Manager Approval

Manager Signature

Date

Data Protection

The data requested in this form will be used to process your application for Special Leave with pay
(COVID-19 related) and will be retained as part of your personnel record for the appropriate period
of time. The employer will treat all information and personal data you give according to the law.

1 Bona fide in relation to a representation or communication means in good faith and well founded in

fact. The employer reserves the right to request further confirmation.




