
I have Covid-19 
symptoms

Self isolate for 10 
calendar days 

Recorded as sick 
absence but will not 

count towards triggers

Someone in my 
house has 

symptoms of 
Coronavirus

Self isolate for 14 
calendar days

Recorded as sick 
absence but will not 

count towards triggers

Fit to return 
to work?

Log into “Myself” to 
complete your return to 

work. Follow the guidance 
at “My NL” and any 

problems call the People 
Helpdesk on 01698 403151

I am either unwell 
or someone in my 

house is unwell 

YES

NO

If during the isolation 
period another family 

member becomes unwell 
– they should self isolate 
for 10 days and return to 
work if well thereafter

If someone develops 
symptoms on day 13 or 
14 the isolation period 

does not need to extend 
but they should self 
isolate for 10 days. 

At the end of the 14 day 
period any family 

member who has not 
become unwell can 

return to work.

I am in the vulnerable 
group – over 70, 

pregnant or high risk 
and an underlying 

condition

Work from home if 
feasible or remain 

out of the office for 
12 weeks.

You will be recorded on 
iTrent as on special paid 
leave or working from 

home. Your Manager must 
contact the ESC Helpdesk to 
record the reason for your 

special paid leave

I have annual leave 
booked but am in 

isolation 

You will get the cancelled 
leave back. Re-booking this 

leave will be in line with 
normal annual leave guidelines 
and may not be automatically 

approved during the 
Coronavirus outbreak.

Where your annual leave 
has already been agreed 

and you still wish to take it, 
this should be honoured 

where the service is able to 
do so.

Where annual leave has already 
agreed and you as an employee are 
required in the workplace (due to 

essential service delivery) then 
annual can be cancelled by the 

service with the correct notice which 
is double the timescale that the AL is 

booked for.  

Due to the extenuating circumstances, the leave year 20-21 will be extended to the 31st March 2021
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If you are in this group 
and choose to come to 
work you will be asked 
to confirm this to your 

manager in writing
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