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	Objective:
	This document is aimed at providing Employees with a clear step-by-step process for how the Covid-19 Vaccinations – Non-Mandated Industries Policy will be implemented. 

	Coverage:
	This policy will include situations where the Employer wishes to address a Health and Safety concern in relation to Covid-19 risks, situations where there is no intention to require vaccinations, and situations where pressure from clients and suppliers may require some vaccinations.

	Key Steps:
(For rolling out policy
)
	1. We have identified the need for a new policy around vaccinations. We are therefore advising all Employees of the proposed new policy. This will be done in a meeting with 
all staff, with an accompanying letter to support the proposal.
2. All Employees will have a chance to review the proposal and provide comments and/or recommendations regarding the proposal.

3. The Employer will be available to meet with each Employee on request to discuss their feedback. Feedback may also be given in written form. You are entitled to a representative or support person throughout this process.

4. Feedback on the proposed policy should encompass (inter alia):

a. The proposed timing of all implementation steps

b. The proposed impact on those who are exempted 

c. Proposed responses to identified situations

d. Any other matter in the policy

5. Feedback should be given to the Employer within the timelines communicated in the covering letter, which also sets out the proposed end date of consultation.
6. We will consider all feedback, in an unbiased manner.  Any significant changes to the proposal that are made as a result of feedback, will be re-presented to Employees for consideration and feedback, as in step 2. In this case, a new date for end of consultation will be given. Changes will only be considered if they are both deemed reasonable and legal.
7. At the end of consultation, we will finalise the policy. 

	
	8. The policy will then be presented to Employees for signing.

	Key Steps:
(For requiring Employees to be vaccinated)
	1. We will conduct a thorough risk assessment to determine the risk of being unvaccinated, in each role of the business, to the health of Employees and others. This risk assessment will be done with the input of an appropriate professional body, such as a Health and Safety expert, and in accordance with government-produced risk assessment guidelines
.
2. If the outcome of the risk assessment deems that the risk is sufficiently low in your role, we will not require you to be vaccinated.
3. If the outcome of the risk assessment deems that the risk to health while being unvaccinated is high within your workplace, we will consider whether all Employees or Employees in high risk roles be vaccinated.
4. In this case, we will hold a meeting to notify you of the decision to undertake a risk assessment that may result in a requirement that you be vaccinated, attaching a letter and relevant supporting documents.
5. We will give all Employees a chance to give input to the risk assessment process.
6. On conclusion of the Risk Assessment process, we will hold a meeting to notify you of any proposal to require you be vaccinated, attaching a letter and relevant supporting documents, including the completed risk assessment.
7. We will give all Employees a chance to review the proposal and provide comments and/or recommendations regarding the proposal.
8. We will be available to meet with each Employee on request to discuss their feedback. Feedback may also be given in written form. You are entitled to a representative or support person throughout this process.

9. Feedback on the proposed policy should encompass (inter alia):

a. Which roles are affected by a requirement to vaccinate

b. The proposed timing of all implementation steps

c. The proposed impact on those who are exempted 

d. Proposed responses to identified situations

e. Any other matter in the policy
10. Feedback should be given to the Employer within the timelines communicated in the covering letter, which will also set out the proposed end date of consultation.
11. We will consider all feedback, in an unbiased manner, and any changes to the proposal that are deemed reasonable and legal, made as a result of feedback, will be made and re-presented to Employees for consideration and feedback, as in step 
5. In this case, a new date for end of consultation will be given.
12. At the end of consultation, we will finalise the policy. This could mean confirming the implementation of a requirement that Employees be vaccinated, as part of the Covid-19 Vaccinations – Non-Mandated Industries policy.
13. If this requirement is confirmed, staff will be given [length of time] to get themselves fully vaccinated or provide proof of exemption, as per the policy. Failing to meet this deadline may result in termination of employment due to breach of Health and Safety policy.
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�Includes responding to others that require vaccination?


�Or “in an email to”


�Delete if you do not wish to wait for these


�Delete if the changes are not significant
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