Covid-19 Pay for self isolation
This flowchart is recommended when considering how to manage typical situations school leaders face when dealing with operati onal issues in
the current environment with concerns around coronavirus. It is recommended to use this document alongside the Covid-19 Frequently Asked
Questions.
Please contact HR Services for further advice on 01438 844873 or hrservices@hertsforlearning.co.uk.
*Text in yellow refers to Payroll actions.

Start
Does the employee have
symptoms?

No

Does someone in the
employee's household/
support bubble have
symptoms but the
employee currently has
no symptoms.

The employee should continue to self-isolate for 10 days
from the first date they had symptoms and be encouraged
to have a test and communicate the results to the school
asap. Once you have the test result follow this flowchart
again.
The employee continues to work at home and may return
to the workplace once they stop self isolating.
The employee is considered to be working at home so this
Yes does not need to be logged as an absence and they will be
entitled to normal pay.

Yes
Have they had a
negative test?

No

Are they well
enough to work?

The employee should self-isolate for 10 days
from the first date they had symptoms.
Employees should be paid at full pay.
Recording of the absence should be
pandemic control for days 1 and 2, and then
sickness absence from day 3 onwards.

Yes

No
Have they had a
negative test?

Yes

No
The employee should continue to selfisolate for 10 days and be encouraged to
have a test and communicate the results
to the school asap. Once you have the
result follow this guidance again.
Recording of the absence should be
pandemic control for days 1 and 2, and
then sickness absence from day 3
onwards.

Yes

Yes

No

Are they able to
work from home?

The employee has not got
symptoms, has not been told to
self isolate, and there is no-one
in their bubble with symptoms.
They may continue to work as
normal.
See FAQ’s for advice on dealing
with reluctance to attend work.

Has the symptomatic
person had a positive test?

Have they had a
positive test?

No

Have they had a
positive test?

The employee should self-isolate
for 10 days from the first date
they experienced symptoms.
Arrangements should be made
for them to work from home
whilst they remain well enough
to do so.
The employee is considered to
be working at home so this does
not need to be logged as an
absence and they will be entitled
to normal pay. Schools may
want to keep a local record for
their own monitoring

No
The employee should self-isolate for 14 days from the day
they were last in contact with the person who has become
symptomatic. Their household do not need to self isolate
unless the employee becomes symptomatic. As the
employee can work from home arrangements should be
made for them to do so whilst they remain well enough.
This will not be considered an absence and they will receive
their normal pay. If the employee becomes symptomatic
they should arrange for themselves to be tested and the
school can follow this flowchart again once the result is
known.
No change to pay or need to record this as an absence with
payroll, you may wish to record this locally.

Yes

The employee should continue to self-isolate
for 10 days from the first date they had
symptoms and be encouraged to have a test
and communicate the results to the school
asap. Once you have the test result follow this
flowchart again.
Employees should be paid at full pay.
Recording of the absence should be pandemic
control for days 1 and 2, and then sickness
absence from day 3 onwards.

The employee should self-isolate for 14 days from the
day they were last in contact with the person who has
become symptomatic. Their household do not need to
self isolate unless the employee becomes symptomatic.
If the employee becomes symptomatic they should
arrange for themselves to be tested and the school can
follow this flowchart again once the result is known.
Serco payroll do not need to record this absence for
payroll purposes. You may wish to keep a local record
for School purposes. The employee continues to receive
full pay. Local record for their own monitoring.

No

No

Yes

Yes

They may return to work once they are well
enough to do so. This can be considered a
regular, non-covid sickness absence.
Absence should be remain recorded as
pandemic control for days 1 and 2 to prevent
the employee suffering any detriment in pay as
they initially self-isolated in good faith.
Absence from day 3 can be recorded as
sickness.

No

Has the employee been
advise to self-isolate by
NHS Test and Trace

Are they able to
work from home?

Yes

No
Have they had a
positive test?

Yes

No

The employee may stop self isolating if:

everyone they live with who has symptoms tests
negative

everyone in their support bubble who has symptoms
tests negative

they were not told to self-isolate for 14 days by NHS
Test and Trace.
The employee continues to work at home and may return
to the workplace once they stop self isolating.
The employee is considered to be working at home so this
does not need to be logged as an absence and they will be
entitled to normal pay.

Has the symptomatic
person had a negative test?

As the employee is unable to work at
home, this should be treated as selfisolation. The employee should selfisolate for 10 days from the first date
they had symptoms.
Employees should be paid at full pay.
Recording of the absence should be
pandemic control for days 1 and 2,
and then sickness absence from day
3 onwards.

Yes
No
Yes

Is the employee able to
work from home?
Yes
No
The employee should self-isolate for
14 days from when the person's
symptoms started. If the employee
develops symptoms they should
arrange for their own test and the
school can follow this flowchart
again once the result is known.
The employee is unable to work at
home so this does not need to be
logged as an absence and they will
be entitled to normal pay. Schools
may want to keep a local record for
their own monitoring.

The employee should self-isolate for 14
days from when the person's symptoms
started.
If the employee develops symptoms they
should arrange for their own test and the
school can follow this flowchart again
once the result is known. Arrangements
should be made for them to work from
home whilst they remain well enough to do
so.
The employee is considered to be working
at home and as they are not symptomatic
this does not need to be logged as an
absence. Schools may want to keep a
local record for their own monitoring and
they will be entitled to normal pay.

They employee may stop selfisolating if they have no
symptoms themselves.
No change to pay or need to
record this as an absence with
payroll. Schools may want to
keep a local record for their own
monitoring.

The employee should be encouraged to
arrange for their symptomatic household
member to get a test. The whole household
should self-isolate for 14 days or until the
symptomatic person has been tested and
received a negative result.
No change to pay or need to record this as
an absence with payroll. Schools may want
to keep a local record for their own
monitoring.

