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HR FAQ 5 Autumn Term WB 12/10/202   

 

This week's FAQ document summarises advice related to work and travel for those employees who are defined as clinically extremely 

vulnerable, as outlined in the updated Guidance on shielding and protecting people who are clinically extremely vulnerable from COVID-19.  

Further information is provided in the appendices as follows 

 

Appendix 1: outlines which illnesses/conditions are listed within the clinically extremely vulnerable category according to the above guidance. 

Appendix 2: outlines which illnesses/conditions are listed within the clinically vulnerable category according to the guidance on alert levels.  

Appendix 3: provides helpful links to Government guidance for schools and support groups/websites to signpost employees to where needed. 

 

In addition, this FAQ addresses the areas below which have been raised by school leaders directly or during the COVID-19 Virtual Briefing 

Webinars.  

 

● Shielding  

● Vulnerable employees working and living in different alert level areas 

● Pregnancy 

● Childcare bubbles 

● Ventilation systems 

● Common areas/staff equipment 

● Employees concerns about news reports 

 

As Government guidance is being regularly updated, you are strongly advised to check the websites/links in this document to ensure that you 

have the most recent information.  The HR Team will continue to provide advice and support, and if you have any questions in relation to this 

document, please do not hesitate to contact Marie Hall, HR Business Partner (Schools) m.hall2@manchester.gov.uk  07971 385 232.    
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Q1. Does the advice on alert 
levels require clinically 
extremely vulnerable 
employees to shield?  

The revised Guidance on shielding and protecting people who are clinically extremely vulnerable from COVID-19 
explains that shielding will only apply to some very high alert areas, and the government will write to people 
separately to inform them if they are advised to shield. It states that clinically extremely vulnerable people 
are not advised to follow shielding advice unless they receive a new shielding notification advising them to 
do so.  
 
 
 

Q2. Can clinically extremely 
vulnerable employees 
continue to attend work? 

The Guidance on shielding and protecting people who are clinically extremely vulnerable from COVID-19 outlines 
that unless a person is provided with a new shielding letter, they can attend work, if they are unable to 
work from home.  
 
In the Guidance for full opening: schools - GOV.UK it explains that most school-based roles are not ideally suited to 
home working and schools may expect most staff to work on site. Some roles, such as some administrative roles, 
may be conducive to home working, and school leaders should consider what is feasible and appropriate. 
 
Employers should continue to undertake risk assessments when needed, to consider the needs and concerns of 
vulnerable employees and the options/requirements to minimise any risk to them, due to their circumstances and 
the alert level. This may include working from home, adjustments to working hours or agreed alternative duties etc. 
 
If you require advice about an employee's individual circumstances, you should contact your HR provider. 
 
 
 

Q3. Does the guidance for 
clinically extremely 
vulnerable employees differ 
according to alert level?  

The Guidance on shielding and protecting people who are clinically extremely vulnerable from COVID-19 provides 

helpful advice to those defined as clinically extremely vulnerable and is tailored to local alert levels. Employers and 

employees can check the COVID alert level of a local area or search by postcode. 

 
The table below provides a summary of the key points related to work and travel for clinically extremely 
vulnerable employees outlined in the Guidance on shielding and protecting people who are clinically extremely 
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vulnerable from COVID-19, however the full guidance document should be read by employers to assist them 
to advise employees on the various areas it covers. 
 

ALERT LEVEL  KEY POINTS ON GOING TO WORK KEY POINTS ON TRAVEL 

MEDIUM If an employee cannot work from home, 
they can attend the workplace as the 
workplace should be COVID-secure. The 
general advice on work has details about  
what to do if an employee has concerns. 

There are no restrictions on travel at local COVID 
alert level: medium. Clinically extremely vulnerable 
people are advised to limit journeys on public 
transport where possible. 

 

HIGH The advice is the same as for local 
COVID alert level: medium. 

Clinically extremely vulnerable people are to avoid 
travel where possible except for going to work, 
school, or for essential shopping. If they need to 
travel, they should walk or cycle if they can. If this 
is not possible, travelling in a private car with their 
own household or bubble is generally lower risk 
than public transport because they are likely to 
come into contact with fewer people. 

VERY HIGH Where at all possible employees are 
strongly advised to work from home, 
because the rate of transmission of the 
virus in the area is very high. If an 
employee cannot work from home, they 
can talk to their employer about taking on 
an alternative role or change of working 
patterns temporarily (for example, to 
avoid travelling in rush hour). If there is 
no alternative, they can still go to 
work.  

Everyone may continue to travel to venues or 
amenities which are open, as well as for work or to 
access education. However, everyone should aim 
to reduce the number of journeys they make. In 
general, clinically extremely vulnerable people are 
advised to stay at home as much as possible and 
avoid any travel into or out of a local COVID alert 
level: very high area. 
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Q4. What level of advice 

should clinically extremely 

vulnerable employees 

follow, if travelling from one 

area to another to work? 

The Guidance on shielding and protecting people who are clinically extremely vulnerable from COVID-19 advises 
that those who are clinically extremely vulnerable should check the COVID alert level of their local area and states 
that  

If you are required to travel into an area at a different local COVID alert level (for example to go to work or school), 
you should follow the guidance for whichever area has the higher alert level. For example, if you live in a 
medium alert area but work in a high alert area, follow the work advice for local COVID alert level: high. If you live 
in a high alert area but work in a medium alert area, continue to follow the advice for high alert areas. 

 

 Q5. What happens if an 

employee receives a new 

shielding letter? 

As outlined in Q1, The Government may advise more restrictive formal shielding measures for the clinically 
extremely vulnerable in the worst affected very high alert areas, based on advice from the Chief Medical Officer. 
This will only apply to some very high alert areas, and the government will write to people separately to 
inform them if they are advised to shield. Clinically Extremely Vulnerable people are not advised to follow 
shielding advice unless they receive a new shielding notification advising them to do so. 

Employees advised to shield are strongly advised to work from home because the risk of exposure to the 
virus in their area is significantly higher. If they cannot work from home, then they should not attend work. 
Employees should be advised to look at Government guidance, to consider what financial support if any is 
available to them. The formal shielding notification they will receive will act as evidence for the employer and for the 
different forms of financial assistance if available. With regards to travel, The advice is to stay at home as much as 
possible and not to travel unless essential. 

Q6. Do the alert levels 
impact pregnant 
employees?  

As outlined in APPENDIX 1, If the employee is pregnant with significant heart disease, congenital or acquired, then 
they will be defined as clinically extremely vulnerable and should follow the relevant guidance for the alert level of 
their local area and where they travel to, please see Q1 -5. Previous advice about pregnant employees and the 
considerations to be given to the working environment/role/health and safety etc can be found in the previous 
FAQs on the Schoolshub Covid Area. 

If you require advice or have concerns with regards to a pregnant employee and their individual circumstances, you 
must contact your HR provider. 
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Q7. Does the clinically 
vulnerable category still 
exist and is there advice for 
these employees? 

Yes, this category still exists and as before is a separate category to clinically extremely vulnerable. Employees 
who have any of the health conditions listed at Appendix 2, may be clinically vulnerable, meaning they could be at 
higher risk of severe illness from coronavirus. They are advised at all alert levels that they  
 

● can go outside as much as they like but should still try to keep overall social interactions low 
● can visit businesses, such as supermarkets, pubs and shops, whilst keeping 2 metres away from others 

wherever possible or 1 metre plus other precautions 
● should continue to wash hands carefully and more frequently than usual and maintain thorough cleaning of 

frequently touched areas in home and/or workspace 
 

There are no restrictions on employees in this category from attending work if they are unable to work from home. 
Employers should continue to undertake risk assessments when needed to consider the needs and concerns of 
vulnerable employees and the options to minimise any risk to them due to their circumstances and/or alert level, 
which may include working from home, adjustments to working hours or agreed alternative duties etc. If you require 
advice about an employee's individual circumstances you should contact your HR provider 

Q8. I am aware of an 
employee who has relatives 
and friends assisting with 
childcare. Is this permitted 
in the new alert levels? 

Information related to childcare is addressed in the guidance documents for each specific alert level (see below).  
In relation to employees who ask friends/relatives to assist with childcare, the advice is as follows 
 

ALERT LEVEL GUIDANCE  

MEDIUM Local COVID alert level: medium - GOV.UK 

Family and friends can continue to provide informal childcare as long as groups from different 
households don’t exceed 6 people. You should, wherever possible, keep your distance from 
people you do not live with (unless you have formed a support bubble with them). 

HIGH Local COVID alert level: high - GOV.UK 

The following people can provide childcare support in private homes and gardens: 
 

 Registered childcare providers, including nannies  

 People in your support bubble 

 People in your childcare bubble 
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A childcare bubble is where someone in one household provides informal (unpaid and 
unregistered) childcare to a child aged 13 or under in another household. For any given 
childcare bubble, this must always be between the same 2 households. Friends or family who 
do not live with you and are not part of a support or childcare bubble must not visit your home 
to help with childcare. Childcare bubbles are to be used to provide childcare only, and not for 
the purposes of different households mixing where they are otherwise not allowed to do so. 

VERY HIGH Local COVID alert level: very high - GOV.UK As above   

If you become aware that an employee is not following the Government guidance for their local alert level, you 
must discuss with them the circumstances and the impact this may have/has had to the risk within the school. 
Should you need further advice you should speak to your HR provider. 

Q9. Does coronavirus mean 
that air conditioning 
systems should not be 
used? 
 

The Guidance document Safe working in education, childcare and children’s social care settings, including the use 
of personal protective equipment (PPE) was  updated on the 13th October. It outlines that you can continue using 
most types of air conditioning systems as normal. However, if you use a centralised ventilation system that 
removes and circulates air to different rooms, it is recommended that you turn off recirculation and use a fresh air 
supply. The document provides a link to the HSE advice Air conditioning and ventilation during the coronavirus 
pandemic which outlines that  

General ventilation: - Employers must, by law, ensure an adequate supply of fresh air in the workplace and this 
has not changed. Good ventilation can help reduce the risk of spreading coronavirus, so focus on improving 
general ventilation, preferably through fresh air or mechanical systems. Where possible, consider ways to maintain 
and increase the supply of fresh air, for example, by opening windows and doors (unless fire doors). Also consider 
if you can improve the circulation of outside air and prevent pockets of stagnant air in occupied spaces. You can do 
this by using ceiling fans or desk fans for example, provided good ventilation is maintained. 

The risk of transmission through the use of ceiling and desk fans is extremely low providing there is good 
ventilation in the area it is being used, preferably provided by fresh air. 

Air conditioning: - The risk of air conditioning spreading coronavirus s (COVID-19) in the workplace is extremely 
low as long as there is an adequate supply of fresh air and ventilation. You can continue using most types of air 
conditioning system as normal. But, if you use a centralised ventilations system that removes and circulates air to 
different rooms it is recommended that you turn off recirculation and use a fresh air supply. 
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You do not need to adjust air conditioning systems that mix some of the extracted air with fresh air and return it to 
the room as this increases the fresh air ventilation rate. Also, you do not need to adjust systems in individual rooms 
or portable units as these operate on 100% recirculation. You should still however maintain a good supply of fresh 
air ventilation in the room. If you’re unsure, ask the advice of your heating ventilation and air conditioning (HVAC) 
engineer or adviser. 

Q10. Employees want to use 
the microwaves/kitchen 
equipment. I had restricted 
use as part of our risk 
assessment, can I revisit 
this? 

You may want to consider how facilitating the use of a microwave/kitchen equipment may impact your risk 
assessment i.e. the risk of employees gathering to use the equipment, requirements to clean down inside and 
outside (i.e. buttons etc.) before and after use and the risk of this not being done. You could consider increasing 
the equipment available so use can be limited to certain groups/bubbles. If you decide to re-introduce the use of 
microwaves/equipment following review of your risk assessment, the controls and the reasons for them should be 
made clear to staff, usage should be monitored and if the controls are not followed this should be reviewed. 

Q11. I limited the use of staff 
rooms to encourage social 
distancing but employees 
want me to revisit this, can 
I? 

You must be mindful of the risk of adult to adult transmission and how and where this will be most likely using your 
risk assessment in order to minimise this risk.  The Guidance for full opening: schools - GOV.UK outlines that 
Schools should also plan how shared staff spaces are set up and used to help staff to distance from each other. 
Use of staff rooms should be minimised, although staff must still have a break of a reasonable length during the 
day. 

How you arrange access to/the use of the staff room will have been advised by your original health and safety risk 
assessment to ensure the workplace is COVID secure etc. If you plan to change your arrangements around use of 
a staff room/other area a new risk assessment should be undertaken to consider what the arrangements will look 
like, what the risks are and how you will minimise risk to ensure limited contact and prevention of transmission. As 
adult to adult transmission is problematic and is more likely in communal areas, changes will need to be 
communicated clearly to employees in terms of the controls/plans/arrangements to reduce risk and what the 
requirements are to ensure social distancing.  

Q12. Employees are 
concerned and anxious that 
the school is not reporting 
its positive cases, as the 
school does not appear on 
the lists provided by local 
newspapers, how do I 
address this?  

Employees who raise this issue with you, should be assured that there is no cause for concern. Information about 
positive/suspected cases in your school are reported by you/your Business Manager, to the relevant sources as 
required (see the GM document and step by step guidance which can be found on the Schoolshub Covid Area). 
 
Although local newspapers are listing the information they have about schools and infection rates, this information 
is not provided by schools directly and as such may not provide an accurate record  
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APPENDIX 1: Definitions of clinically extremely vulnerable groups according to Guidance on shielding and protecting people who are 

clinically extremely vulnerable from COVID-19 

People who are defined as clinically extremely vulnerable are at very high risk of severe illness from coronavirus. There are 2 ways you may be identified as 
clinically extremely vulnerable: 

1.You have one or more of the conditions listed below, or  
2. Your clinician or GP has added you to the Shielded Patient List because, based on their clinical judgement, they deem you to be at higher risk of serious 
illness if you catch the virus. 
 
If you do not fall into any of these categories, and have not been contacted to inform you that you are on the Shielded Patient List, follow the general staying 
alert and safe guidance for the rest of the population. If you think there are good clinical reasons why you should be added to the Shielded Patient List, 
discuss your concerns with your GP or hospital clinician. People with the following conditions are automatically deemed clinically extremely vulnerable: 

● solid organ transplant recipients 

● people with specific cancers: 

○ people with cancer who are undergoing active chemotherapy 

○ people with lung cancer who are undergoing radical radiotherapy 

○ people with cancers of the blood or bone marrow such as leukaemia, lymphoma or myeloma who are at any stage of treatment 

○ people having immunotherapy or other continuing antibody treatments for cancer 

○ people having other targeted cancer treatments that can affect the immune system, such as protein kinase inhibitors or PARP 

inhibitors 

○ people who have had bone marrow or stem cell transplants in the last 6 months or who are still taking immunosuppressive drugs 

● people with severe respiratory conditions including all cystic fibrosis, severe asthma and severe chronic obstructive pulmonary disease (COPD) 

● people with rare diseases that significantly increase the risk of infections (such as severe combined immunodeficiency (SCID), homozygous sickle 
cell disease) 

● people on immunosuppression therapies sufficient to significantly increase risk of infection 

● women who are pregnant with significant heart disease, congenital or acquired  

● other people who have also been classed as clinically extremely vulnerable, based on clinical judgement and an assessment of their needs. GPs 
and hospital clinicians have been provided with guidance to support these decisions 
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APPENDIX 2 

Clinically vulnerable people are those who are: 

● aged 70 or older (regardless of medical conditions) 

● under 70 with an underlying health condition listed below (that is, anyone instructed to get a flu jab each year on medical grounds): 

○ chronic (long-term) mild to moderate respiratory diseases, such as asthma, chronic obstructive pulmonary disease (COPD), 

emphysema or bronchitis 

○ chronic heart disease, such as heart failure 

○ chronic kidney disease 

○ chronic liver disease, such as hepatitis 

○ chronic neurological conditions, such as Parkinson’s disease, motor neurone disease, multiple sclerosis (MS) or cerebral palsy 

○ diabetes 

○ a weakened immune system as the result of certain conditions or medicines they are taking (such as steroid tablets) 

○ being seriously overweight (a body mass index (BMI) of 40 or above) 

● pregnant women 
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APPENDIX 3 

 

                                                                                         USEFUL  LINKS/INFORMATION 

Government Guidance for full 
opening of schools in Autumn term  

Guidance for full opening: schools - GOV.UK 
 
Guidance for full opening: special schools and other specialist settings 

 

Safe working in education, childcare and children’s social care settings, including the use of personal 

protective equipment (PPE)  

 

COVID-19: cleaning in non-healthcare settings outside the home 

 

Protective measures for holiday and after-school clubs, and other out-of-school settings during the 

coronavirus (COVID-19) outbreak 
 

How schools can plan for tier 2 local restrictions 

COVID-19 contain framework: a guide for local decision-makers  
 
What parents and carers need to know about early years providers, schools and colleges in the autumn 
term 
 
 
 

Information on local restrictions Local COVID alert level: medium - GOV.UK 
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Clinically Extremely Vulnerable/ 
Shielded employees   
 
 
Clinically Vulnerable employees 

Updated list of medical conditions falling into the category of clinically extremely vulnerable i.e. 
‘Shielded’: Guidance on shielding and protecting people who are clinically extremely vulnerable from 
COVID-19  
 
List of those conditions/illnesses falling into clinically vulnerable category: Staying alert and safe 
(social distancing) - GOV.UK (see part 9) 
NHS Guidance on the above: Who's at higher risk from coronavirus (COVID-19) 

Pregnancy  RCM and FOM joint statement on Occupational health advice for employers and pregnant women 

Maternity Acton UK https://maternityaction.org.uk/covidmaternityfaqs/ 

Information and support on 
common illnesses/ conditions and 
coronavirus for employer/ees 

Mental Health: Coronavirus and your wellbeing | Mind, the mental health charity - help for mental 
health problems (Mind Uk) 
Diabetes: Updates: Coronavirus and diabetes (Diabetes UK) 
MS: COVID-19 coronavirus and MS treatments (MS Society UK) 
Asthma: Shielding advice for very high-risk groups (Asthma UK) 
Cancer: Coronavirus (COVID-19) and Cancer (Cancer Research UK) 
COPD: What should I do if I have COPD? (British Lung Foundation)) 
Heart Disease: Coronavirus: what it means for you if you have heart or circulatory disease (British 
Heart Foundation) 
Kidney Disease: Coronavirus (COVID-19) guidance for patients with kidney disease (Kidney Care UK) 
                             Coronavirus (COVID-19) (National Kidney Foundation) 
Liver Disease: Coronavirus (COVID-19) – health advice for people with liver disease and liver 
transplant patients (British Liver Trust) 

Information for Carers  Coronavirus (COVID-19) (Carers UK) 

https://www.ageuk.org.uk/information-advice/care/helping-a-loved-one/ (Age UK) 

Testing/infection and outbreaks  Coronavirus (COVID-19): test kits for schools and FE providers 
 
Coronavirus (COVID-19): getting tested - GOV.UK 
 
Staying alert and safe (social distancing) - GOV.UK 
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Stay at home: guidance for households with possible or confirmed coronavirus (COVID-19) infection 
 
Testing and tracing for coronavirus (COVID-19) 
 
Please also see MCCs Step By Step Guidance and the accompanying Guidance to support Covid-19 
Contact Tracing in Non -Residential 0-19 Educational Settings in Greater Manchester document. The 
most recent versions of these documents can be found on the Schoolshub Covid Area. 

Health and Safety 
The Health & Safety team are available to provide advice and support to school leaders on H&S 
issues/concerns where required. Please email the duty officer at health.and.safety@manchester.gov.uk 
or contact Amie Stocks - Lead Health and Safety Officer (Children Services) - 07766 696 847 
a.stocks@manchester.gov.uk. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 


