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Issue No. 06 | 7th April 2020

TO ALL BRANCHES WITH BT MEMBERS

Dear Colleague,

Update Frequently Asked Questions (FAQs)

Please find updated FAQs. In a previous bulletin there was reference to both HMRC claims and home insurance. You will find an update on this within the HR FAQs.
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Email djukes@cwu.org | Direct line 020 8971 7290
Communication Workers Union, The communications union
Headquarters 150 The Broadway | Wimbledon | SW19 1RX
T 020 8971 7200 | F 02089717300 | www.cwu.org | @CWUNews

Please consider the environment before printing this email


Andy Kerr Deputy General Secretary | Twitter @CWU_AndyKerr
Headquarters 150 The Broadway, Wimbledon, London, SW19 1RX
image5.emf
Managers FAQS  02.04.2020.pdf


Managers FAQS 02.04.2020.pdf
What should | do if someone calls in sick with suspected or confirmed

coronavirus?

If you’re reporting an absence case, you should record it in the usual way (under the
category of ‘cold/flu/respiratory’). Additionally,

We also need all managers to complete this Formwize (except those in Enterprise who
should use the ReCOVer app) for any of their direct reports who have been off work or are
currently absent with:

e Covid-19 diagnosed

e Covid-19 symptoms

e social distancing or self-isolating

e or unable to work due to school closure and child care.

Managers should do this for anyone who has already taken absence since 1 March. From
today, managers can stop using the CARM system to report coronavirus related absence.
If you’re self-isolating, tell your manager as soon as possible. Say whether you plan on
isolating yourself for 7 or 14 days (depending on whether you live on your own or with
others as per government guidelines).

NHS 111 can provide you with a self-isolation note. You’ll need to provide a copy to your
manager.

Someone | manage is on a work site, when official guidance says they

should be self-isolating. What should | do?
Send them home right away. And if they have questions about self-isolation, refer them to
these FAQs.

Someone | manage is asking to change the way they work to look after

children while schools and nurseries are closed. What should | do?

Last updated: 30 March 2020

Because of closures, many parents find themselves in a difficult situation. They will look to
managers like yourself for leadership.

If someone you manage is worried about childcare, discuss their individual case and outline
their options. Decide whether they need to work from home or take leave by asking these
guestions or anything else you think’s relevant:

e Could anyone else help with childcare?

e Is their child independent enough to look after themselves while they work?

e Could they work from home, while handling childcare responsibilities?

e Would changing their shifts or reducing their hours help?

e Would it be best to take annual leave?

Because of these exceptional circumstances, we're allowing people to use one week of their
holiday allowance for 20/21 (the coming holiday year) now.



http://www.formwize.bt.com/coronavirus

https://111.nhs.uk/covid-19

https://111.nhs.uk/isolation-note/



We expect colleagues to use their holiday allowance for the current holiday year before

asking for paid special leave. But if they’ve exhausted their allowance and there’s no

alternative, you should approve the leave until they’re able to make other arrangements.

Here’s how this paid special leave will work:

It won’t count as sickness absence. Instead, it should be recorded as paid special leave as

follows based on the system you’re using...

o Fusion HR system - paid special leave (Add a comment giving ‘coronavirus (looking after
dependents)’ as the reason.)

o |EX- Self-isolate - Paid Leave

e Kronos — Self-isolation - Virus isolation

e ESS/MSS — Paid Leave

We also need managers to complete this Formwize. (except those in Openreach who should

complete the people tracker and Enterprise who should use the ReCOVer app) Please do

this for anyone who has already taken absence since 1 March. You no longer need to use

the CARM system to report coronavirus related absence.

e You should continue to review the situation with the individual.

e You should keep discussing with the individual whether there’s another way to care for
the children during these closures.

e They should do as much of their job from home as possible.

We reserve the right to withdraw, review or amend these arrangements because of a change

in circumstances or new advice.

Last updated: 30 March 2020

Someone | manage has cancelled the holiday they planned for March at
short notice, because of coronavirus. Now they want to carry this leave
over into the next holiday year. What should | do?

People are able to carry over up to one working week. The system does this automatically.

If they want to carry over more than one week of leave, they’ll need agree this with you. BT
and Openreach colleagues should apply through the exceptional carry over process.

When you’re making the decision to approve or deny this request, take the individual’s
circumstances into account, including whether they:

can demonstrate coronavirus has disrupted their plans

have made this request in the past

missed an opportunity to use the leave before now.

We reserve the right to withdraw, review or amend these arrangements because of a change
in circumstances or new advice.

If someone | manage has a period of sickness absence because of

coronavirus, should | see this as adding to their overall level of absence?
You should disregard sickness absences due to coronavirus when looking at absence levels.
This may still be reported to you as our systems can’t currently differentiate coronavirus
from other absences but if someone can prove they’ve been formally diagnosed with



https://hr.bt.com/en-global/Documents/All/Safety_wellbeing/Health/How_to_Report_COVID-19_absences.pdf

http://www.formwize.bt.com/coronavirus
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coronavirus, we won’t take formal action over their absence (unless they’ve been travelling
in defiance of public health advice and restrictions).

We reserve the right to withdraw, review or amend these arrangements because of a change
in circumstances or new advice.

Someone | manage is anxious about coming into our work site but they’re

not in a vulnerable category. What should | do?

Last updated: 30 March 2020

With effect from 23" March 2020, you must work from home if possible. Some roles will
require people to continue to travel into our sites and if you manage someone who has
particular cause for concern - an underlying health condition for example - consider:

e making adjustments

e allowing them to work from home

e suggesting they take annual leave.

You may want to refer them to our occupational health team. This team can explain
whether they’re particularly vulnerable.

In exceptional circumstances, you can approve paid special leave, but this shouldn’t be the
norm. If this is approved, please also capture some additional information to take the best
possible care of our people using this Formwize

We will deal with people who are being unreasonable and are refusing to work according to
our discipline policy.

We reserve the right to withdraw, review or amend these arrangements because of a change
in circumstances or new advice.

Someone | manage is unwell and needs to self-isolate. What should | say

to the rest of the team?

Last updated: 30 March 2020

If the Individual concerned is happy for you to tell the rest of your team that they are now
unwell, then you can do so. It might be helpful to explain, where the person was working
before they fell ill and to remind the rest of the team what they should do if they develop
symptoms.

If the individual concerned is not happy for you to inform the rest of the team that they are
unwell and self-isolating, then you can let the rest of the team know that one of the team is
unwell, but without naming the individual concerned (this is very important).).

Refer the team to these FAQs and other official sources of advice.

Someone | manage is refusing to work from home, without giving a good

reason. What should | do?
With effect from 23™ March 2020, anyone who can work from home must do so.



http://www.formwize.bt.com/coronavirus



If someone has concerns about working from home, hear them out. You may be able to
help.

If they have a health condition that prevents them from working from home, you should
contact HR Services who can advise whether you should seek advice from our occupational
health team.

We will deal with people who are refusing to work from home without good reason
according to our disciplinary process.

Someone | manage is showing symptoms of coronavirus, but refuses to

self-isolate. What should | do?

With effect from 23" March 2020, anyone who is able to work from home, must do so. For
the people who are still in our sites and offices, we have the duty to care for everyone in the
business. To do this, we need to contain the spread of the virus as best we can.

So if someone you manage has symptoms and comes into a work site, send them home
immediately.

If they refuse, ask why and remind them of government guidance. This should be enough to
change their mind.

If you think it’s necessary, you could always suspend their building access.

Someone | manage is extremely vulnerable to coronavirus and refusing to

shield. They aren’t showing symptoms. What should | do?

Last updated: 30 March 2020

With effect from 23™ March 2020, anyone who is able to work from home must do so. The
government have told us to protect the vulnerable people who work in our business. We
encourage managers to talk to members of their team who might be at risk.

Current advice recommends they minimise contact with others. So if they don’t want to self-
isolate, it’s time for further discussion.

Try to understand their reasoning and suggest adaptations they could make to their home
or our work site to distance themselves from other people.

Someone | manage is returning to work. What do | need to do?

If they've been on sick leave, you should follow our ‘return to work process’. This means
talking about their health to make sure they are in a position to return to work, any support
or adjustments for consideration and they’re ready to re-enter the workplace.

You should have a similar discussion with people who had symptoms of coronavirus recently
and are about to end a period of self-isolation. (The sections of the ‘return to work process’
dealing with symptoms and fitness still apply.)





If they’re emerging from self-isolation, but didn’t have symptoms, you don’t have to go
through a formal process. However, as a caring manager, you should still have a
conversation with them to check how they are.

You can find more information about the ‘return to work process’ on our attendance pages.

Someone in my team has been contacted by the NHS and told they need

to 'shield' for 12 weeks. What do | do?

Last updated: 30 March 2020

People who fall into the extremely vulnerable groups will be contacted by NHS with advice
that they will ask people to follow. The government advice around shielding can be found
here. Each person will be contacted, by letter, so should someone in your team be advised
to completely self isolate for 12weeks, you’ll need to ask them for a copy of the letter. For
the time being, this is advice only and cannot be enforced however, we should be
supporting these colleagues.

Where possible, we will ask people to work from home if their role allows it. We understand
that some people won’t be able to work from home and therefore the absence should be
recorded as follows:

Fusion HR system - paid special leave. In the comments give coronavirus (self-isolation)’ as a
reason.

IEX- Self-isolate - Paid Leave

Kronos — Self-isolation - Virus isolation

ESS/MSS — Paid Leave

We also need all managers to complete this Formwize. (except those in Openreach who
should complete the people tracker and Enterprise who should use the ReCOVer app)

We reserve the right to withdraw, review or amend these arrangements because of a change
in circumstances or new advice.

People who have not been provided with a letter from either the NHS or their GP will need
to provide proof of advice to self isolate for 12 weeks, to maintain paid leave at this time.




https://hr.bt.com/en-gb/working-at-bt/attendance/attendance-review-support-meetings

https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19

https://hr.bt.com/en-global/Documents/All/Safety_wellbeing/Health/How_to_Report_COVID-19_absences.pdf

http://www.formwize.bt.com/coronavirus
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Reward Coronavirus 02.04.2020 .pdf
FAQs about pay, absence and leave

This page answers questions about how we're applying reward policies in these
uvnusual times.

If you work for Global, please check with your HR representative as some advice will
differ.

As you know, the situation is changing daily, so we're going to review these policies
and procedures continuously. We reserve the right to withdraw, review or amend
arrangements because of a change in circumstances or new advice.

1. I've been diagnosed with coronavirus. Which policy applies?

You should follow the same procedures as you would for any other sickness.
They can be found here for BT or here for EE. But we will treat it quite
differently.

If you've been formally diagnosed with coronavirus, any time you take off
won't count tfowards your sickness entitlement. You will receive full basic pay
for the duration. And we will not take any formal action over your absence.

We ask that you give us some evidence of your diagnosis and keep your
manager updated. Although if you're in hospital, we understand you might
not be able to contact us.

Any absence needs to be recorded as sickness in the HR system. In the
comments, please give ‘coronavirus diagnosed’ as the reason. If you're in BT,
see our handy guide and please contact the UK Sick Pay Team to ensure pay
isn't impacted.

We also need all managers to complete this Formwize (except those in
Openreach who should complete the people tracker and Enterprise who
should update the BAU absence system, the ReCOVer app and update the
BCM CFU lead). Please do this for anyone who has already taken absence
since 1 March. You no longer need to use the CARM system to report
coronavirus related absence. If you're unable to work due to sickness for any
other reason, then normal sickness policy applies.

We reserve the right to withdraw, review or amend these arrangements
because of a change in circumstances or new advice.

2. | am following official guidelines and self-isolating. What happens to my
pay?

If you're potentially carrying coronavirus, it's best to isolate yourself at home.
As long as you have a genuine reason to self-isolate, we'll support you by:



https://hr.bt.com/en-gb/performance-reward/miscellaneous/sick-pay

https://intra.bt.com/ee/how_we_work/policies/time_off/Pages/sickness.aspx

https://hr.bt.com/en-global/Documents/All/Safety_wellbeing/Health/How_to_Report_COVID-19_absences.pdf

mailto:hrservices.sickpay@bt.com

http://www.formwize.bt.com/coronavirus
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e continuing to pay you in full for the duration of the isolation period (as
defined in the official guidance)

e not counting your time in self-isolation as sick leave.

As you might expect, if you ignored guidance and restrictions to travel and
now need to self-isolate, we won't pay you during your absence.

We'll ask you to prove self-isolation is necessary, so be ready to share test
results or fravel documents. At the same time, we know some people won't
have paperwork. We tfrust you to act honestly; if you think you need to, please
stay home.

What should you do while in self-isolation?

e Stay in touch with your manager throughout your isolation period; they
might ask for more information.

e Work from home if you can. If you're abroad right now, there might be tax
or visa issues that get in the way. You might even have security concerns.
So speak to your manager before you make plans.

e If you're unable to work from home, you'll move onto a combination of
paid special leave and annual leave.

We need to make sure that, once everyone is back to work, our people

don't have lots of extra holiday to use up, so you're required to take your
pro rata holiday whilst you're on special leave—for most people this will be
around 2 days each month but will depend on your personal entitlement.

Depending on the absence system you're using, record the absence as
follows...

-Fusion HR system - paid special leave. In the comments give ‘coronavirus
(self-isolation)’ as a reason.

-IEX- Self-isolate - Paid Leave

-Kronos — Self-isolation - Virus isolation

-ESS/MSS - Paid Leave

You don’t need to book the annual leave days out, this will be done
automatically but please bear with us as we're still working this through,
and your annual leave balance may not be adjusted until later in the
year.

We also need all managers to complete this Formwize (except those in
Openreach who should complete the people tracker and Enterprise who
should update the BAU absence system, the ReCOVer app and update
the BCM CFU lead). Please do this for anyone who has already taken
absence since 1 March. You no longer need to use the CARM system to
report coronavirus related absence.




https://www.gov.uk/guidance/coronavirus-covid-19-information-for-the-public

https://hr.bt.com/en-global/Documents/All/Safety_wellbeing/Health/How_to_Report_COVID-19_absences.pdf

http://www.formwize.bt.com/coronavirus
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We reserve the right to withdraw, review or amend these arrangements
because of a change in circumstances or new advice.

. | work in a retail store that has been closed, what do | need to do?

You'll move onto a combination of paid special leave and annual leave.

We need to make sure that, once everyone is back to work, our people

don't have lots of extra holiday to use up, so you're required to take your
pro rata holiday whilst you're on special leave—for most people this will be
around 2 days each month but will depend on your personal entitlement.

Depending on the absence system you're using, record the absence as
follows...

-Fusion HR system - paid special leave. In the comments give ‘coronavirus
(store closure)’ as a reason.

-IEX- Self-isolate - Paid Leave

-Kronos — Self-isolation - Virus isolation

-ESS/MSS - Paid Leave

You don’t need to book the annual leave days out, this will be done
automatically but please bear with us as we're still working this through,
and your annual leave balance may not be adjusted until later in the
year.

We also need all managers to complete this Formwize (except those in
Openreach who should complete the people tracker and Enterprise who
should update the BAU absence system, the ReCOVer app and update
the BCM CFU lead). Please do this for anyone who has already taken
absence since 1 March. You no longer need to use the CARM system to
report coronavirus related absence.

We reserve the right to withdraw, review or amend these arrangements
because of a change in circumstances or new advice

. Should | work, if I'm self-isolating or under enforced quarantine while

abroad?

Talk to your manager. There might be tax or visa issues that get in the way
and your IT set-up might not be secure enough. In any case, don't go into
our offices.

. I'm on holiday and my journey’s been disrupted by travel restrictions due
to coronavirus. What happens if my return to work is delayed?

We're giving people two extra days of paid leave in these cases.
Hopefully, this will give you enough time to get home safely.

If you're delayed by longer than 2 days, then we'll continue to pay you in
full for the duration.



https://hr.bt.com/en-global/Documents/All/Safety_wellbeing/Health/How_to_Report_COVID-19_absences.pdf

http://www.formwize.bt.com/coronavirus
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As you might expect, if you ignored guidance and restrictions to travel or
did not take appropriate advice or options made available to you to
return, we won't pay you during your absence.

What should you do?
e Stay in touch with your manager; they might ask for more information.

e Work remotely if you can. If you're abroad right now, there might be tax or
visa issues that get in the way. You might even have security concerns. So
speak to your manager before you make plans.

e If you're unable to work, you'll move onto a combination of paid special
leave and annual leave.

We need to make sure that, once everyone is back to work, our people

don’t have lots of extra holiday to use up, so you're required to take your
pro rata holiday whilst you're on special leave—for most people this will be
around 2 days each month but will depend on your personal entitlement.

¢ Depending on the absence system you're using, record the absence as
follows...

-Fusion HR system - paid special leave. In the comments give ‘coronavirus
(self-isolation)’ as a reason.

-IEX- Self-isolate - Paid Leave

-Kronos — Self-isolation - Virus isolation

-ESS/MSS - Paid Leave

You don't need to book the annual leave days out, this will be done
automatically but please bear with us as we're still working this through,
and your annual leave balance may not be adjusted until later in the
year.

We also need all managers to complete this Formwize (except those in
Openreach who should complete the people tracker and Enterprise who
should update the BAU absence system, the ReCOVer app and update
the BCM CFU lead). Please do this for anyone who has already taken
absence since 1 March. You no longer need to use the CARM system to
report coronavirus related absence.

We reserve the right to withdraw, review or amend these arrangements
because of a change in circumstances or new advice.

6. My child’s school or nursery has been closed due to coronavirus. Can |
stay at home?



https://hr.bt.com/en-global/Documents/All/Safety_wellbeing/Health/How_to_Report_COVID-19_absences.pdf

http://www.formwize.bt.com/coronavirus
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Discuss your options with your manager. Decide whether you need to work
from home or take leave by asking these questions or anything else you
think's relevant:

e Could anyone else help with childcare?

e Is your child independent enough to look after themselves while you
work?

e Could you work from home, while handling childcare responsibilities?
e Would changing your shifts or reducing your hours help?2
e Would it be best to take annual leave?

e If you're a key worker, discuss with your child’s school / nursery whether
they will still be able to continue to accept your child in line with
government guidance (there’s a letter we'll provide you with to show
to them), and if not whether any other local schools / nurseries will
accept them.

If you've exhausted all other options and are unable to work, you'll move
onto a combination of paid special leave and annual leave. If you're a key
worker but choose not to send your child to school / nursery where it's
available, we'll let you request time off work, so you can stay at home with
your children. But this would count as unpaid leave.

We need to make sure that, once everyone is back to work, our people don'’t
have lots of extra holiday to use up, so you're required to take your pro rata
holiday whilst you're on paid special leave-for most people this will be around
2 days each month but will depend on your personal enfitlement.

Depending on the absence system you're using, for paid leave record the
absence as follows...

-Fusion HR system - paid special leave (Add a comment giving
‘coronavirus (looking after dependents)’ as the reason.)

-IEX- Self-isolate - Paid Leave

-Kronos — Self-isolation - Virus isolation

-ESS/MSS - Paid Leave

You don’'t need to book the annual leave days out, this will be done
automatically but please bear with us as we're still working this through,
and your annual leave balance may not be adjusted until later in the
year.

We also need all managers to complete this Formwize (except those in
Openreach who should complete the people tracker and Enterprise who




https://hr.bt.com/en-global/Documents/All/Safety_wellbeing/Health/How_to_Report_COVID-19_absences.pdf

http://www.formwize.bt.com/coronavirus
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should update the BAU absence system, the ReCOVer app and update
the BCM CFU lead). Please do this for anyone who has already taken
absence since 1 March. You no longer need to use the CARM system to
report coronavirus related absence.

e Your manager will continue to review your situation.

e You should keep questioning whether there's another way to care for
your children during these closures.

e You should do as much of your job from home as possible.

We reserve the right to withdraw, review or amend these arrangements
because of a change in circumstances or new advice.

7. 1 was planning to go on annual leave, but now my plans have been
changed. Can | cancel my leave and can | carry any remaining holiday
allowance over into the next holiday year?

We'd encourage you to take annual leave even if you can’'t go anywhere,
although we appreciate for some key workers this may prove difficult as we
confinue to focus on delivering for customers.

We want to make sure that you have plenty of time for rest alongside work at
this difficult fime and we also need to make sure that, once things get back
to normal, our people don't have lots of holiday to use up.

If you do cancel leave, please do everything you can to work from home.
Where this isn't possible, talk to your manager about taking special paid
leave in line with the self-isolation guidance.

You can normally carry up to one working week’s leave over into the next
holiday year. This will be done automatically at the beginning of April if it
applies to you.

In line with the recent amendment to the Working Time Regulations, we're
relaxing this rule temporarily. If you've been unable to use your leave as a
direct result of the coronavirus, you'll be able to carry over up to a total of 4
weeks* unused annual leave to be used over the next two holiday years.

If you have more than one working week to carry over, you'll need the
approval of your line manager although we're asking managers to approve
any requests where holiday has been impacted by Coronavirus. If you're in
BT or Openreach, apply using the exceptional carry over process which will
be open until 30 April. For EE contact HR Services before 30t April. There may
be a short delay in getting this to show in your 2020/21 holiday balance due
to the short notice of this change — please bear with us.




http://www.datasellnew.bt.co.uk/ords/f?p=127:LOGIN_DESKTOP:5395832318395:::::

https://hr.bt.com/en-gb/performance-reward/annual-leave/carrying-over-leave



We reserve the right to withdraw, review or amend these arrangements
because of a change in circumstances or new advice.

*4 weeks is your annual statutory leave as defined in the Working Time
8. I'm a key worker, can | still take annual leave?

This will depend on the role you're doing and whether your manager can
arrange cover.

As a key worker, your work underpins the UK infrastructure including the NHS,
111 and 999 amongst other critical activities, as well as supporting many
international businesses across the world. At this unprecedented time your
role is more important than ever, and that means that we may need to ask
you to postpone your annual leave until things calm down. If that's the case,
your manager will talk to you about it, and if there's a reason you think you
can’t cancel your leave, talk to your manager and we'll see what we can do
to help you. Of course, if your leave is cancelled, you'll be able to take it at a
later date so it won't be lost altogether.

We reserve the right to withdraw, review or amend these arrangements
because of a change in circumstances or new advice.

9. I'min self isolation and need to update Your Rewards before the annual
window closes on March 24. How do | access this from home?
You can log in at home or on your mobile device:

e Visit www.your-rewards.co.uk
e Login using your UIN or EE employee number and password

10. Will the March 2020 Your Rewards window be extended?

Unfortunately, we're unable to extend the current Your Rewards selection
window as this would impact payroll timetables and reporting and the set-
up of your benefits with our suppliers. The site is fully mobile enabled and
you can submit your benefit selections from work or home. Outside of the
March window, there are sfill lots of benefits that can be selected at any
point in the year. Take a look at Your Rewards for all the details. There's
also a number of “life events” so check out the detail on the Your Rewards
home page for further info on what can be changed outside of the
enrolment window.

11. What happens to my existing benefits that | have selected through Your
Rewards?



http://www.your-rewards.co.uk/



12.

13.

Many benefits aren’t impacted however there are some that will now
have restrictions in place, the main one is gym membership. We'll contact
colleagues in this situation directly to let them know as soon as we can
give an update.

Some other benefits, including travel insurance and voluntary life
assurance, are also impacted by COVID-1?2 and so we've added some
additional FAQs and information in the useful links sections of Your
Rewards.

We reserve the right to withdraw, review or amend these arrangements
because of a change in circumstances or new advice.

What happens to the Your Reward benefits | selected during the March
2020 window that are effective from 1 April?

We've decided to cancel any selections for the following benefits. This will
be done automatically and no payroll deductions will be made. We'll
contact those impacted colleagues.

e Activity pass

e Experience days

e  Gym membership

e Restaurant cards

These benefits can be selected at any time, not just during March .
Some other benefits, including travel insurance and voluntary life
assurance, are also impacted by COVID-1?2 and so we've added a few
additional FAQs and information in the useful links sections of Your
Rewards portal.

We reserve the right fo withdraw, review or amend these arrangements
because of a change in circumstances or new advice.

I am a serving Reservist in the UK Armed Forces, what should | do?

The UK government has announced new measures to put Service
personnel and Reservists on standby to support public services in response
to the COVID-19 outbreak. See full story at
https://www.gov.uk/government/news/military-stands-up-covid-support-
force

At the moment, we don’t have any more information from the Ministry of
Defence as to who might be affected or when, and it's highly likely that
the first you'll hear about this is via your unit.

We recognise the importance of BT and Openreach’s continuing support
to the UK Armed Forces, but we also need to balance that support against
delivering critical functions in line with the Government’s official list of key



https://www.gov.uk/government/news/military-stands-up-covid-support-force

https://www.gov.uk/government/news/military-stands-up-covid-support-force



workers. This includes “key staff working in the telecommunications sector
(including but not limited to network operations, field engineering, call
cenftre staff, IT and data infrastructure, 999 and 111 critical services)”.

Therefore, all Armed Forces Reservist colleagues in the UK must follow
these directions in the case of any requests from your unit to support the
COVID-19 outbreak:

- If you are defined as a key worker (this must be confirmed by your
Line Manager), the business will not support any short-term deployments or
voluntary mobilisations and will appeal against any compulsory
mobilisation. Our justification is based on Government policy on key
workers and our business continuity plans.

- If you are not defined as a key worker (again, this will need Line
Manager confirmation), then any deployment or mobilisation is subject to
Line Manager approval, as per existing policy.

We reserve the right to withdraw, review or amend these arrangements
because of a change in circumstances or new advice.

14.1 would like to volunteer with the NHS or elsewhere in my
community, to help during the coronavirus outbreak, can | have
time off to do this?

We know that many BT people have been looking for ways to support their
local community and neighbours at this fime and we want to support you
in that. Keeping our customers connected has never been more
important though, so we ask that anyone able to work focuses on
supporting us in keeping our business running and limits any volunteering
activity to non-work hours, or with line manager agreement as per normal
volunteering policy.

If you're unable to work due to government restrictions, and are taking
paid special leave, we're happy for you to volunteer during your normal
working hours, subject to line manager consent, and providing you are not
breaching any government guidance regarding steps required to protect
yourself and your family, and which are designed to limit the spread of the
virus.

If we're not able to provide you with work, it's your choice whether you
want to register for any kind of voluntary activity at this tfime.

If you choose to volunteer we ask you tell us about what you're doing and
how much fime you're giving. Complete this formwise so we can capture
your efforts and support.




https://hr.bt.com/en-gb/working-at-bt/other-time-off/having-time-off-(special-leave)

https://intra.bt.com/bt/supportinggoodcauses/Documents/BT-Volunteering-Policy.pdf

http://snip.bt.com/volunteercovid19



We reserve the right to withdraw, review or amend these arrangements
because of a change in circumstances or new advice.

15.1 am an Emergency Service (or Other service) Volunteer, what

16.

should | do if I'm asked to support?

We know that many BT people currently volunteer as part of the
Emergency Services or similar within their communities and may soon
receive a call from the services that they work into, asking for their support.

All of these volunteers receive up to 10 paid days of volunteer time per
financial year, that they can take to fulfil their duties.

We appreciate that many of these volunteers have specialist skills and
experience and the Emergency Services are currently under enormous
pressure. All staff registered as an Emergency Service Volunteer, or Other
Service (emergency and retained) will be able to use their volunteering
days up to 10, including BT key workers.

Under the new Coronavirus Act 2020 the government has infroduced new
regulations around volunteering and for some activities the volunteer will
be provided with an Emergency Volunteer Certificate. This Certificate
gives you the right to request 2 to 4 weeks unpaid leave.

Emergency Service volunteers — These include Special Constabulary, First
Responders, and Retained Firefighters

Other services — (emergency and retained) Mountain/Cave Rescue, St
John Ambulance, Coastguard/River Rescue, Lifeguard Rescue, Lifeboat
Service — RNLI, British Red Cross

The BT Volunteering Policy and FAQs can be found here

To apply to take your volunteering leave, please speak to your line
manager. And we ask that you inform use of your volunteering activity via
the Volunteering COVID-19 Formwise.

We reserve the right fo withdraw, review or amend these arrangements
because of a change in circumstances or new advice.

Will BT's life assurance arrangements still pay out if | die from COVID 19?

There has been speculation in the media about certain private life
insurance policies. We have been working closely with our insurers to
make sure that BT's cover can meet the promises it has made to its
colleagues. | want to assure you that the level of cover that BT has
promised its colleagues would not exclude a COVID-19 related death.



https://intra.bt.com/bt/supportinggoodcauses/Documents/BT-Volunteering-Policy.pdf

http://snip.bt.com/volunteercovid19



17.

18.

I have a season ticket loan - can this be cancelled as my travel
arrangements have changed due to coronavirus?

Yes.

If you received your loan into your salary and then paid for your Season
Ticket independently with the travel company, you'll need to claim your
season ticket refund directly from the provider and use these funds to
offset the deductions that we'll continue to take to cover the loan. You
won't be able to pay the loan off in one go as the system won't allow you
to do this.

For EE colleagues who have a season ticket with Trainline that was
purchased directly by EE on your behalf, you'll need to claim your refund
from Trainline directly but the money will be returned to EE. On receipt of
the refund we'll stop your loan deduction from pay. You would then be
able to re-apply for another loan once this situation is over.

I have gym membership though Your Rewards, what will happen to
this whilst gyms are closed?

There will be a pause in your gym membership deductions whilst gyms are
closed due to COVID-19. This will start from April 2020. We're unable to
backdate this for gyms that closed during March 2020. You pay for your
gym membership in the current month, so your April payroll deduction
covers your membership for 1 - 30 April.

Your gym membership is being frozen for the duration that gyms are
closed, and your membership will be extended by that same period of
time instead. You don't need to do anything, this will happen
automatically and you may have already had confirmation of this from
your gym directly. Your deductions will re-start once gyms have re-opened
and continue for the extension of your membership. We'll let you know
when this is.

As an example: your membership is due to finish at the end of August
2020. Due to COVID-19, your membership and payroll deductions are
frozen for 3 months from April - June. Your membership will therefore be
extended by 3 months and so finishes at the end of November 2020
instead, and you'll have payroll deductions for this extended period too.

Will the freeze in my gym membership be reflected in Your Rewards?
Unfortunately not. Your Rewards will be out of sync. You'll need to keep
track of when your gym membership extension is, especially if you plan on
re-selecting gym membership at the end of the extended 12 months.

What happens if | leave BT whilst the freeze in gym membership
deductions is happening?

If you leave, the balance of your remaining gym membership deductions
is taken from your final pay ( this is because BT have already paid the gym
in advance for the whole 12 months). This will still be the case even if gym
membership deductions are currently frozen.



https://www.thetrainline.com/trains/coronavirus-travel-information#uk-rail
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Questions from people managers

1.

Someone | manage is on a work site, when official guidance says they should
be self-isolating. What should | do?

Send them home right away. And if they have questions about self-isolation,
refer them to these FAQs.

Someone | manage is asking to change the way they work to look after
children while schools and nurseries are closed. What should | do?

Because of closures, many parents find themselves in a difficult situation. They
will look to managers like yourself for leadership.

If someone you manage is worried about childcare, discuss their individual
case and outline their options. Decide whether they need to work from home
or take leave by asking these questions or anything else you think’s relevant:

e Could anyone else help with childcare?

e Is their child independent enough to look after themselves while they
work?e

e Could they work from home, while handling childcare responsibilities?
e Would changing their shifts or reducing their hours help?2
e Would it be best to take annual leave?

o If they're a key worker, discuss with your child’s school / nursery
whether they will still be able to continue to accept your child in line
with government guidance (there’s a letter we'll provide you with to
show to them), and if not whether any other local schools / nurseries
will accept them.

If they've exhausted all other options and are unable to work, you should
approve the leave until they're able to make other arrangements. They'll
move onto a combination of paid special leave and annual leave. . If they're
a key worker but choose not to send their child to school / nursery where it's
available, they may request the time off work, so they can stay at home with
their children but this would count as unpaid leave.

We need to make sure that, once everyone is back to work, our people don'’t
have lots of exira holiday to use up, so they're required to take their pro rata
holiday whilst they're on special leave—for most people this will be around 2





days each month but will depend on their personal entitlement.

Depending on the absence system they're using, record the absence as
follows...
-Fusion HR system — paid special leave (Add a comment giving
‘coronavirus (looking after dependents)’ as the reason.)
-IEX- Self-isolate - Paid Leave
-Kronos — Self-isolation - Virus isolation
-ESS/MSS - Paid Leave

We also need all managers to complete this Formwize (except those in
Openreach who should complete the people tracker and Enterprise
who should update the BAU absence system, the ReCOVer app and
update the BCM CFU lead). Please do this for anyone who has already
taken absence since 1 March. You no longer need to use the CARM
system to report coronavirus related absence.

e You should continue to review the situation with the individual.

e You should keep discussing with the individual whether there’s another
way to care for the children during these closures.

e They should do as much of their job from home as possible.

We reserve the right to withdraw, review or amend these arrangements
because of a change in circumstances or new advice.

3. If someone | manage has a period of sickness absence because of
coronavirus, should | see this as adding to their overall level of absence?

You should disregard sickness absences due to coronavirus when looking at
absence levels. This may sfill be reported to you as our systems can't currently
differentiate coronavirus from other absences but if someone can prove
they've been formally diagnosed with coronavirus, we won't take formal
action over their absence (unless they've been fravelling in defiance of
public health advice and restrictions).

We reserve the right to withdraw, review or amend these arrangements
because of a change in circumstances or new advice.

4. Someone in my team is currently off on sick leave unrelated to Coronavirus.
How should | be managing their sickness absence?

You should continue to follow normal sickness absence policy and
procedures for as long as their primary reason for not being at work is non-
coronavirus related sickness. This should only change if their return to work is
only being delayed for reasons relating to coronawvirus.



https://hr.bt.com/en-global/Documents/All/Safety_wellbeing/Health/How_to_Report_COVID-19_absences.pdf

http://www.formwize.bt.com/coronavirus

https://or-datalab-apps.nat.bt.com/apex/f?p=999:LOGIN_DESKTOP:202726435503041:::::

http://www.datasellnew.bt.co.uk/ords/f?p=127:LOGIN_DESKTOP:5395832318395:::::



You should continue to have your normal absence meetings with the
individual but these should be conducted over the phone as opposed to in
person.
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I’'m worried about coronavirus. Where can | read more?

Start with Public Health England or the government Coronavirus site. Their websites give
excellent, up-to-date information and advice. They state you must:

Stay at home:

e Only go outside for food, health reasons or essential work

e Stay 2 metres (6ft) away from other people

e Wash your hands as soon as you get home

e You can exercise outdoors once per day as long as you don’t mix with anyone other
than your immediate household

e The government are also:

e Closing non-essential shops and community spaces

o Stopping all gatherings of more than two people in public outside of your immediate
household

Everyone must comply with these new measures.

The Government will therefore be ensuring the police and other relevant authorities have
the powers to enforce them, including through fines and dispersing gatherings where
people do not comply.

They will initially last for the three weeks from 23 March, at which point the Government
will look at them again and relax them if the evidence shows this is possible.

Public Health England also provide additional information and advice which includes the
following:

e Keep your hands away from your face.

e Cough and sneeze into tissues or the crook of your elbow.

e Put tissues in the bin immediately after use.

e Wash your hands regularly with soap and water or use hand sanitiser.
e Avoid close contact with people who are unwell.

o Disinfect the surfaces and objects people use the most.

And there’s more information and advice on our intranet page. It describes how we’re
adapting the way we work. (It can even tell you what to say to customers.)

Is my job essential work?

National travel

With effect from 23™ March 2020, the government has advised all residents of the UK that
they should stay inside and only go outside for food, health reasons or essential work.

If you are able to work from home, you must do so. Hold meetings virtually or over
skype/MS teams where possible.

If you can’t work from home your manager will confirm to you if your job is essential work
and therefore if you would still need to come into work (where the work can absolutely not



https://www.gov.uk/coronavirus



be done from home). Where that’s the case further advice will be provided on the steps
that would need to be taken to keep you safe.

Otherwise, please don’t travel anywhere that isn’t in line with the government advice.

Got a question about this advice? Talk to your line manager.

International travel

We aren’t allowing international travel until further notice. This restriction will definitely be
in place until the end of April. And we’ll review the situation again then.

If your journey’s essential, you should get the approval of our Chief Medical Officer and your
CFU CEO.

You should also pay attention to travel restrictions between countries. Up-to-date guidance

can be found here.

Outside the UK

e There will be extra restrictions in place for some of our people working outside of the UK.
Please check local government and business advice.

People who work for a third party

e If you’re working in one of our sites, but are employed by a third-party business, please
follow the advice issued by your company.

How can | update my emergency contact details?

It's good practice to update your emergency contact details when things change.

Here’s how to do it:

If you’re a part of BT, follow the instructions on this intranet page.

If you’re a part of EE, do it through SAP Employee Self Service. You’ll find the relevant page
under Personal Information and then Addresses. (Can’t access the system? Email this form
to hr.administration@ee.co.uk

or call 0797 310 292.)

If you're a part of Plusnet, go to the CIPHR system to make the change.

How should | report an absence due to coronavirus?

If you’re reporting an absence case, you should record it in the usual way (under the
category of ‘cold/flu/respiratory’). Additionally,

We also need all managers to complete this Formwize for any direct reports who have been
off work or are currently absent with:

Covid-19 diagnosed

Covid-19 symptoms

social distancing or self-isolating

or unable to work due to school closure and child care.

Please do this for anyone who has already taken absence since 1 March. From today, you
can stop using the CARM system to report coronavirus related absence.

If you're self-isolating, tell your manager as soon as possible. Say whether you plan on
isolating yourself for 7 or 14 days (depending on whether you live on your own or with



https://www.gov.uk/foreign-travel-advice
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others as per government guidelines). BT owes you a legal duty of care for your health and
safety and given you'll be self-isolating, your manager will want to be aware to enable
him/her to take the best possible care of you. The information you share may be captured
and used to allow BT to operate our business to maintain services and to forward plan
availability of resource and it will be kept for no longer than is necessary. NHS 111 can
provide you with a self-isolation note by going here. You’ll need to provide a copy to your
manager.

a'

pf

How to record
COVID 19 absences

What’s our advice to agency workers?

We expect agency workers to follow the general guidance surrounding coronavirus.
They should report any sickness absence to the agency they work for. And if they encounter
issues with absence or sick pay, they should take it up with their employer.

What should vulnerable people do, including people with underlying
medical conditions or a compromised immune system? This is not the
extremely vulnerable groups of people who are being advised to shield
for 12 weeks.

As the government says, people must not leave the house now unless its for food, health
reasons or essential work. Vulnerable people should take particular care and take measures
to distance themselves from others.

If you can, you must work from home, and for example those in the below groups should
take particular care:

have a compromised immune system

are 70 years old or older

get flu jabs on medical grounds

are pregnant.

You can learn about other groups who may be at risk here.

If you fall into one of these categories, speak to your manager as soon as possible. They will
discuss with you and look to agree appropriate adjustments that can be put in place to
support you.

These may include:

working quieter shifts (where your role is essential and you have not been advised to shield)
temporarily working from home

taking annual leave or special paid leave

working in an unused training room that’s been deep cleaned (where your role is essential
and you have not been advised to shield).



https://111.nhs.uk/isolation-note/

https://www.gov.uk/government/publications/covid-19-guidance-on-social-distancing-and-for-vulnerable-people/guidance-on-social-distancing-for-everyone-in-the-uk-and-protecting-older-people-and-vulnerable-adults



If you’re not able to work from home, in exceptional circumstances, paid special leave may
be approved, but this shouldn’t be the norm.

| care for someone who’s vulnerable. What should | do?

While the rest of the household are not required to adopt the protective shielding measures
for themselves, we would expect them to do what they can to support you in shielding and
to stringently follow the latest measures and guidance on social distancing.

In addition to following the government guidance you might look at:

working quieter shifts (where your role is essential and you have not been advised to shield)
temporarily working from home

taking annual leave or special paid leave

working in an unused training room that’s been deep cleaned (where your role is essential
and you have not been advised to shield).

Can | apply for flexible working? (UK only)

If you’re thinking about changing your work pattern, speak to your manager. They’ll help you explore
your options. Read about applying for flexible working on our policy page. If you’re applying because
of a school closure, please see the relevant FAQ.

Someone | manage is returning to work. What do | need to do?

If they’ve been on sick leave, you should follow our ‘return to work process’. This means
talking about their health to make sure they are in a position to return to work, any support
or adjustments for consideration and they’re ready to re-enter the workplace.

You should have a similar discussion with people who had symptoms of coronavirus recently
and are about to end a period of self-isolation. (The sections of the ‘return to work process’
dealing with symptoms and fitness still apply.)

If they’re emerging from self-isolation, but didn’t have symptoms, you don’t have to go
through a formal process. However, as a caring manager, you should still have a
conversation with them to check how they are. You can find more information about the
‘return to work process’ on our attendance pages.

Am | a key worker?

In these extraordinary times, the country’s relying on key workers. Many of the people who
work in this company are included in this group.

You're considered a key worker if you’re involved in retail, IT, data infrastructure, network
operations, field engineering, handling calls in our contact centres or supporting the 999 and
111 critical services.

If you qualify, the head of your team or your director will brief you.



https://www.gov.uk/government/publications/covid-19-guidance-on-social-distancing-and-for-vulnerable-people/guidance-on-social-distancing-for-everyone-in-the-uk-and-protecting-older-people-and-vulnerable-adults

https://hr.bt.com/en-gb/working-at-bt/flexible-working/what-you-need-to-know

https://hr.bt.com/en-gb/working-at-bt/attendance/attendance-review-support-meetings



If you haven’t been labelled a key worker, but think you should qualify, speak to your
manager.

I’ve been identified as a key worker. What does this mean for me?

Your manager will brief you and your colleagues about what this means for you, specifically.
But generally, it means you can keep sending your children to school or nursery. To find out
which local school or nurseries are staying open for the children of key workers, visit the
government’s website or speak to your usual school or nursery.

I’'m a key worker. Will | get proof?

Yes, we'll provide you with proof. Your manager will explain how this works as part of your brief.

I’ve been identified as a key worker. Do | have to send my child to school
or nursery?

We're following government guidance. This includes advising people to, where possible,
keep their children at home while schools and nurseries are closed.

Now, we know this might not be practical if you’re a key worker (someone the country is
relying on).

Thankfully, as a key worker, you can keep sending your children to school or nursery. If
you’re hesitant to do this, we understand. But the facts are reassuring:

Coronavirus appears to affect children less severely than older people. It’s even less likely to
be transmitted from a child to an adult than between two adults.

Schools are taking substantial action to control hygiene. And they are only going to become
safer as the majority of students are sent home.

Society at large is adopting behaviours that reduce the risk of transmission. The vast
majority of people understand the need for self-isolation and social distancing.

Taken together, these facts suggest you shouldn’t worry unduly about sending your children
to school or nursery.

You could still choose not to, of course. If that’s your choice, we’ll let you request time off
work, so you can stay at home with your children. But this would count as unpaid leave.

Can my child still attend school or nursery if only one parent is a key
worker?
Yes. Only one parent needs to have been identified as a key worker.

If a school or nursery says otherwise, refer them to the government website. It will set them
straight.

Someone | manage thinks they’re a key worker, but they haven’t been
identified as such. What should | do?





Share their rationale with your manager or director. These leaders can advise you on the matter.

I'm leaving the company and need to return my equipment, but the office
is closed. What should | do?

Your manager can arrange for your equipment to be collected by raising a disposal order (this site
will give them the option of picking it up from a home address).

Should I still be recruiting?

Yes. Where possible, interview candidates using video calls, rather than meeting in person. And
comply with travel restrictions. Otherwise, carry on with the recruitment process.

Someone new is joining my team. How can | give them their equipment, if
they can’t come into an office?

You can arrange for your new starter’s kit to be delivered to their home address. Just follow the
instructions on the front page of Order Gateway.

Someone new is joining my team, but we aren’t in an office right now.
What should | do?

You shouldn’t suggest postponing their start date, as this could be seen as acting against
their right to work. (You are allowed to accommodate them, if they ask to push the date
back, however.)

It might feel strange, but stick with their original start date. Do everything you can to
welcome them into to the team; and stay in regular contact as they find their feet.

| live with someone who has been contacted by the NHS and is
considered extremely vulnerable. What should | do?

While the rest of the household are not required to adopt these protective shielding
measures for themselves, we would expect them to do what they can to support people
who are shielding and to stringently follow guidance on social distancing. Where possible,
you should work from home but if not, you should make sure that you continue to follow
the government advice.

wash your hands more often - with soap and water for at least 20 seconds or use a hand
sanitiser. Do this after you blow your nose, sneeze or cough, and after you eat or handle
food

avoid touching your eyes, nose, and mouth with unwashed hands

avoid close contact with people who have symptoms

cover your cough or sneeze with a tissue, then throw the tissue in a bin

clean and disinfect frequently touched objects and surfaces in the home




https://www.gov.uk/government/publications/covid-19-guidance-on-social-distancing-and-for-vulnerable-people/guidance-on-social-distancing-for-everyone-in-the-uk-and-protecting-older-people-and-vulnerable-adults
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The government has announced that they will be going in to lockdown for
the whole of the UK. | work in a retail store, what do | need to do?

With effect from 24th March 2020, our retails stores will close for a minimum of 3 weeks, on the
advice on the UK government. Your manager will be in contact to explain what this means
specifically for you.

The government has announced that they will be going into lockdown for
the whole of the UK. | work in a contact centre, what do | need to do?
There is no change to key worker status for contact centre colleagues. Keeping our customers

connected has never been more important, so you should continue to attend work as normal, while
following all other restrictions outside of work as outlined by the government.

Can | still access support services such as the EAP, MSD and Mental
Health Services?
Yes, all of the support services normally offered to our employees are there for you to access,

however, to comply with Pubic Health England’s advice they are providing support remotely via
telephone and/or video calls.

The government have said that | now need to have a 2m separation from
other people as part of the self-distancing measures but | currently car
share to work. What should | do?

As the government have told us all to keep 2m separation in line with their self-distancing measures,

in order to protect all colleagues, we are advising that you should no longer be car sharing to work
(unless you also live in the same household).

In these circumstances, we are asking colleagues to consider alternative transport options. If this
includes the use of public transport please ensure you follow government guidelines on self
distancing.

If you are chose not to use public transport or find an alternative way into work, we'll let
you request time off work but this would count as unpaid leave.

What happens if | don’t follow the social distancing guidelines while at
work?
We have provided guidance to everyone on the social distancing measures that the government has

introduced. As a result, we expect everyone to follow these guidelines while at work. If anyone
chooses not to follow these guidelines, they may subject to the disciplinary procedure.





I’m working from home; will | need additional home insurance?

All company provided property and equipment will be covered by BTs existing insurance policy. If
you are working from home on a temporary basis, this shouldn’t impact your own home insurance.

I’ve seen that | might be able to claim an allowance while I’'m working
from home. How do | do this?

We’re aware that Money Saving Expert has put out some guidance around this however, we are
waiting for the details to be provided from HMRC. Once we have these available, we will provide a

further update?






