
Temporary Procedures for Payroll & Sickness repor6ng 

Good Morning, 

As a result of the situa4on regarding COVID-19, we have had to put together a few 
temporary procedures for payroll and sickness recording. 

From Monday 23rd March 2020, please can we ask you to follow the following procedures: 
❖ Holiday requests – how and when should Managers communicate this and to who? 

For all weekly staff we ask any annual leave is requested through their line manager 
first. This will then allow the manager to keep track of how many holidays their staff 
are using during this 4me. 

Please communicate to your staff when you would like requests to be sent by so they 
know they have a deadline. 

These requests should be emailed to payroll in one department email rather than 
individually. This email should be sent to Nina, Julia and Ania by Monday morning. 

For salaried staff, please email your manager for any holiday dates requested 
throughout this 4me and if you are able to access your holiday form, the usual 
procedure applies. 

If you are unable to access your holiday form please request your line manager does 
this on your behalf or the manager please contact HR for updates where we can 
assist. 

❖ Repor6ng hours worked from home (if you have full VPN access you can complete 
your 6mesheets). 
As this is likely to be salaried staff, please complete 4mesheets as normal by entering 
the hours you work each day. Please detail ‘working from home’ in the comments 
column. 

❖ Repor6ng hours worked from home (if you do not have full VPN access you cannot 
access your 6mesheets). 
Please can you submit your hours in an email to Nina/Jim and we can update your 
4mesheets accordingly. This should be submiSed by Monday for the previous weeks 
work. 

❖ Repor6ng hours worked from home (if weekly paid). 
If there are any weekly paid employees working from home, this needs to be 
recorded via email to the line manager. 

This needs to be communicated to payroll via the Line manager as proof of 
authorisa4on for the work carried out.  

If the manager is able to please complete a 4mesheet and sign off or email this 
informa4on to payroll. This is to be with payroll as normal by a Monday morning for 
the previous week working. 



These requests should be emailed to payroll in one department email rather than 
individually. This email should be sent to Nina, Julia and Ania by Monday morning. 

❖ How do you report in sick if working from home? 
Please contact your manager if you are able to via telephone. Then the usual process 
will apply for the manager to inform HR of this for recording. 
This will need to be logged on your 4mesheet also. 
Nina/Jim will be able to send self-cert forms if required by email to the line manager 
for comple4on or if longer than 7 days for any non-coronavirus illness a Drs 
cer4ficate will be required if available (we appreciate that gaining cer4ficates may be 
more difficult at this 4me). 

❖ Working as normal? 
For any work carried out in the building, 4mesheets should be completed as normal 
and submiSed to finance by Monday morning for processing. 

❖ Follow GDPR Guidelines when working from home. 
Please be mindful to follow GDPR regula4ons and prevent the possibility of a 
personal data breach. Any paper files that are kept locked away on site should 
remain on site and should not be put at risk by removing at any 4me. 

If there is any personal data that you will require for home working, please ensure 
this is stored securely on an electronic device with confiden4al passwords and for 
your use only. 

We will have to no4fy the ICO of a breach where it is likely to result in a risk to the 
rights and freedoms of individuals – if, for example, it could result in discrimina4on, 
damage to reputa4on, financial loss, loss of confiden4ality or any other significant 
economic or social disadvantage. 

Where a breach is likely to result in a high risk to the rights and freedoms of 
individuals, you will also have to no4fy those concerned directly in most cases. 

Failure to report a breach when required to do so could result in a fine, as well as a 
fine for the breach itself. 

❖ DSE Regula6ons whilst working from home 
As the working environment will be changing from the office to home, we do have a 
duty of care to ensure that when working from home, you are following display 
screen equipment guidelines. Please use the link below to read further guidance on 
DSE. 

Managers please can you iden4fy and communicate to HR who in your department 
is home working so we can send you the online self-assessment aSachment for 
these employees.  
hRps://www.hse.gov.uk/pubns/indg36.pdf 

Thank you again for your understanding and I would like to wish you the best during this 
difficult 4me. 

https://www.hse.gov.uk/pubns/indg36.pdf


If you have any queries, please don’t hesitate to contact me. 

Many thanks & Kind regards, 
Nina 


