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Record of your line management meeting
	PRIVATE AND CONFIDENTIAL

	Your name:
	

	Your manager:
	

	Date and time:
	



	How is your health and wellbeing?- Do you feel you need any support?

	Please discuss: 
· Work/life balance eg managing childcare / shielding family 
· Working from home & what that entails including DSE/IT/VDU assessment
· Taking breaks
· Annual Leave and TOIL – is this being recorded and do you have a plan for taking it?
· Social support/life outside of work
· What, if anything, are you finding stressful at the moment?
· NEW: Team Prevent Wellbeing information website for staff to access themselves – PIN number 2849

	Have you been offered the COVID-19 vaccine?  
Have you been able to access this? How many doses have you received?
Do you need any further support in order to receive the vaccine?

	



	**NEW**: Does this person have supportive contact with you and colleagues in between line management sessions? How? And how could this be improved?

	


	Has the COVID 19 Staff Risk Assessment been undertaken? Please note outcome of risk assessment here and include actions in the action plan. 

	We have produced a COVID-19 staff risk assessment form and guidance for line managers to complete with all staff, particularly those staff with an underlying medical condition or in a vulnerable group at risk of exposure to COVID-19. We ask managers to make staff aware of this form and have local conversations with colleagues affected, taking appropriate steps as necessary. The forms will enable you to identify staff that are at increased risk and identify ways to minimise the risk.  You can download the line management guidance and the risk assessment forms as below from this link: http://pchnet.derriford.phnt.swest.nhs.uk/StaffCentral/OccupationalHealth-TeamPrevent.aspx 
COVID-19 Staff Risk Assessment Guidance for line managers
COVID-19 Staff Risk Assessment Form

	Is this person currently redeployed? 


	Discuss redeployment and document contact with manager of placement



	Is this person currently working from home? How often are you speaking and does this need review?

	Prompt to look at resources to support wellbeing whilst homeworking
 

	Has this person received a positive result for COVID 19?

	Please read this information and share. 


[bookmark: _MON_1664870482]

	Review of your last line management meeting including any actions

	


	What is going well?

	


	Are you experiencing any issues?  If so, what are they? (include in action planning)

	


	For staff who line manage: discussions re line management responsibilities including wellbeing and performance

	


	Are you up to date with mandatory training/essential training/competencies for your role? Include review of personal development plan and any necessary or requested CPD

	


	Do you have practice supervision and are there any issues you would like to discuss?

	


	Review of your caseload, work plan 

	


	New action plan – what will be completed by who, by when, and any support required for this to happen. Please ensure you include any actions relating to wellbeing

	


	If you have concerns regarding wellbeing please offer support through the following routes:
Wellbeing Resources available through Coronavirus Hub
Employee Assistance Programme – 24/7 service for you and your family to access on a range of issues – contact 0800 174319 or visit www.carefirst-lifestyle.co.uk
Username: livewell Password: southwest
Plymouth Options, Cornwall Outlook Southwest and and Devon Talkworks details in the prdf below along with support for a crisis



	Any further comments regarding wellbeing, please document here

	




	Date of your next line management meeting
	



	I agree this is an accurate reflection of our discussion

	Signed
	
	Signed
	

	Printed
	
	Printed
	

	Date
	
	Date
	



Updated on 20210216
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you have been redeployed
Advice for redeployed staff when joining a new setting [image: ]



Firstly, thank you and your manager so much for offering your services to a new setting at this time. We understand that redeployment means experiencing a lot of change and that can bring anxiety at an already concerning time. This guide is here to help you in your move and to tell you about the support available.  We have also written a guide for managers who are welcoming you to your new team 

We suggest the following, once you know you are being redeployed

· Make sure you know how to contact the manager of your new setting and your supervisor or buddy. 

· Find out if you can take up the opportunity of a shadow shift

· Undertake an orientation to your new area including all relevant fire and safety information

· Get to know your new colleagues and talk about your transferable skills 

· Look to join any social connecting e.g. Whatsapp groups your team might have

· Find out when regular huddles/team meetings take place

Practicalities

You will have lots of questions and having this info to hand can really help allay a lot of fears. You will want to discuss these with colleagues in your new setting. Common queries are around:

· How to access the setting – who will welcome you, provide you with access codes

· Swipe card access

· IT equipment

· Access to relevant S1 modules

· Shift times and rostering

· Uniform

· Tea and coffee, how to pay for this

· Changing facilities

· Infection control procedures including PPE

· Where you can get food 

· How your family can get hold of you if need be

Contact with your substantive manager

Your substantive manager (the manager in your usual team) will continue to hold line management responsibility for you but the manager in your new setting will be accountable for you in the course of day to day operations.  We recommend agreeing with your substantive manager how you will stay in touch, and when. 



LSW will not expect any redeployed colleagues to undertake tasks they do not feel competent to carry out.  Please discuss this with your supervisor/manager in your new setting, if you have any queries. If you need specific advice on this you can contact the relevant Professional Lead or HR for support.

Training

Training from PTD is now being offered using alternative approaches and face to face classes are now being run virtually. Selected key training, such as BLS or patient handling, may be delivered face to face, either at PTD or at your workplace, by arrangement with PTD. Breakaway can be provided virtually by Zoom if required 

Support 

The Professional Training and Development Team are also providing mentorship and practice supervision for redeployed staff and others on request. Please contact the training team via email Livewell.PTD@nhs.net with your training and support requests. You may wish to use your regular competency frameworks to demonstrate your existing skills which might be transferable, and the new setting may use their own to support you to gain confidence and competence. 

The Employee Assistance Programme is here to support you with any challenges you may need to discuss.  
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Advice for staff
Receiving a positive COVID-19 result

Receiving a positive COVID-19 test result can leave you with a variety of emotions. We want to offer you the support you need to manage whilst you are unwell and help you return to work when you are well enough to do so.  This sheet outlines how you can access the support you need during this time.

Your test results mean you should stay in self–isolation for 10 days from the onset of symptoms.  

· If you do not have symptoms and you have received a positive result, you should self isolate for 10 days from your test result (14 days for your household)

· If you have had a positive test result previously and have tested positive again, you will still need to complete your 10 days (and your household 14 days) as per the above instructions. 

The advice if you are experiencing symptoms is to stay hydrated, take paracetamol according to the packet instructions if you are able to do so and rest.  Once these 10 days are complete, you are safe to leave isolation even if you still have a cough.  However, please discuss with your manager regarding whether you are well enough at this point to return to normal duties.

Once you have been tested positive, everyone in your household must also self-isolate for 14 days.  The longer length of time is the incubation period of the virus.  It may take this long for someone to show symptoms.  If they still have not shown symptoms by the end of the 14 days, it is safe for them to return to their normal activities under social distancing rules.

We have asked you to inform your manager of your positive result as soon as possible.  This will give them the chance to offer you any support you need, as well as record your absence.  When you speak to your manager, please agree how you will stay in touch during this time.  The confidentiality of your result will be protected.  You may wish to have a discussion with your manager as to whether you would like your colleagues to know why you’re away from work, but this is your decision.  

We know that self-isolation means another change to already disrupted routines.  It’s important to allow that these are strange times, and take the time you need to get well.  If you have children at home, you may wish to visit our intranet page which has lots of details of activities to help your kids occupy themselves whilst you are recovering.

If you are responsible for someone for whom you normally provide shopping and run errands, the Caring Plymouth Support Hub can provide services to support people who are at risk – click here. 

If you are struggling to get hold of groceries and basic provisions whilst you are in lockdown please take a look at our dedicated intranet resource page which holds information on various offers and support groups available to help you. You may also consider Plymouth Delivery Directory which has lots of useful contacts that are updated regularly – click here  Colleagues and friends may wish to assist you by dropping things by.  That’s fine as long as all the social distancing and lock down rules are followed. 

Try to stay in touch with people... social networking apps such as Whatsapp are great for this.  If you would like some advice on using these, please contact a Digital Champion by emailing livewell.digitally@nhs.net. You can also stay in touch with and engage with your colleagues via our Facebook Staffroom – click here to join.

If you need to talk to someone about how you are feeling, help is available 24/7. Team Prevent’s Employee Assistance Programme CareFirst has BACP registered counsellors available to talk to. To access this please visit http://www.carefirst-lifestyle.co.uk/ username livewell Password southwest or call 0800174319   

Stay in touch with colleagues and with the organisation.  If we can help, we will.  Take care, and we wish you a speedy recovery.
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Advice for managers
Advice for managers when team members receive a positive COVID19 result 

Receiving a positive COVID-19 test result will leave your team member with a variety of emotions. We want to offer the support they need to manage whilst they are unwell and support their return to work when they are well enough to do so.  This sheet outlines how best to support them during this time.

Your team member’s test results mean they should stay in self-isolation for 10 days from the onset of symptoms.  Once these 10 days are complete, they are safe to leave isolation even if they still have a cough. It’s important to discuss at this point whether they feel physically well enough to return to work, however.

Once they have been tested positive, everyone in their household must also self-isolate for 14 days.  The longer length of time is the incubation period of the virus.  It may take this long for anyone else in the household to show symptoms.  

· If they do not have symptoms and have received a positive result, they should self isolate for 10 days from the test result (14 days for their household)

· If they have had a positive test result previously and have tested positive again, they will still need to complete their 10 days (and their household 14 days) as per the above instructions. 

Your team member should contact you to inform you of their positive result.  They may well be feeling anxious, worried about their commitments in and out of work as well as if this will impact on their colleagues.  It’s really good to be able to take a few moments if possible for this call as your reassurance will make a big difference to them.  

Please provide them with the “Receiving A Positive Result” advice sheet (available on the intranet hub) to help them manage during this time – it includes useful links and resources including help on managing children at home during isolation.   

The confidentiality of their result should be protected.  You may wish to have a discussion with your staff member as to whether they would like their colleagues to know their result, but this is their decision.  Take a moment to agree with them the best method of staying in touch during this time.  It’s also worth asking if they are part of any work Whatsapp groups (or similar) as support from friends and colleagues will help.  Your other team members may also want to help however they can so this is a good way for everyone to stay connected.

They may be concerned about getting hold of groceries and basic provisions whilst in lockdown. Plymouth Delivery Directory have lots of useful contacts that are updated regularly – click here

They may also be worried about dependents for whom they normally provide shopping and errands. The Caring Plymouth Support Hub can provide services for dependents who are at risk – click here

Advice on both matters is contained in your staff member’s information sheet and on the COVID19 hub on the intranet.  Other team members may wish to assist by dropping things by.  That’s fine as long as all the social distancing and lock down rules are followed. 

Please make sure your team member knows that if they are symptomatic the advice is to stay hydrated, take paracetamol according to the packet instructions if you are able to do so and rest.

Be sure to record their absence using the correct codes on ESR and eroster:

Recording Absence on eRoster

Recording Absence on ESR



Having a colleague diagnosed with COVID19 may cause some anxiety amongst the team.  We have ensured that your colleague and the organisation have undertaken all the necessary precautions to keep themselves and others safe.  We appreciate that some colleagues may be feeling anxious at this time and we are here to support you. 

If you are concerned about how best to support people during this time advice for managers is available from Team Prevent’s Employee Assistance Programme. You can use the same link if you are feeling worried or anxious yourself.  BACP registered counsellors are available 24/7. To access this please visit http://www.carefirst-lifestyle.co.uk/ Username: livewell Password: southwest or call 0800174319   
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LSW mental health support


Mental health support for Livewell Southwest staff & families


Self Help


Employee  
Assistance
Programme


Options  
(IAPT)


In an  
Emergency


Please see the intranet Coronavirus hub for lots of useful links and resources on managing wellbeing 
whilst socially distancing, from Public Health England, NHS Wellbeing, MIND and many more.


Intranet: http://pchnet.derriford.phnt.swest.uk/coronavirus/resourcesforstaff.aspx#mh


Free confidential helpline (CareFirst) for all employees and their immediate family members, available 24/7.


Access to confidential advice services on relationships, debt, legal queries, alcohol and drugs, wills,  
benefits, bereavement, employment, stress and anxiety, divorce...


Support and information service for managers to provide advice on supporting employees (Team Prevent)


Intranet: Staff Central > Occupational Health - Team Prevent


Helping people manage common mental health problems such as depression, anxiety, stress and  
emotional distress due to  life events.


Plymouth: www.livewellsouthwest.co.uk/plymouth-options


Cornwall: www.cornwallft.nhs.uk/outlook-south-west


Devon Partnership Trust: www.talkworks.dpt.nhs.uk


If you feel at high risk to yourself or others please contact your GP or call 111.


Valued Lives: 01209 901438 (7 days a week, 5pm - midnight) 
Samaritans: 116 123 (free from mobile or landline) 
SHOUT: 24/7 text service - text SHOUT to 85258 
SANE: 0300 304 7000, 3pm - 10:30pm 
Papyrus: 0800 068 4141, for young adults 
CALM (Campaign against living miserably) for men: 0800 58 58 58 
Childline: 0800 11 11


If you are involved with the Community Mental Health Team (CMHT) then please ask to speak to a  
member of the team you are involved with: 0845 207 77 11






image5.png
. \ g
Livewell

Southwest




