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Introduction 
The Government is currently rolling out its national COVID-19 vaccination programme. This 
policy sets out our organisation's stance on employees being vaccinated and how the 
vaccination programme impacts our workforce. 
 
 
Employee safety is our number one priority 
The vaccination policy supports our health and safety policy and our duty of care for all our 
employees and families who use our service.  We will continually review these in line with 
government guidelines with the principal goal of ensuring our workspaces are as safe as 
possible.  
 
 
COVID-19 vaccination programme 
Vaccinations are free of charge on the NHS. They are being administered according to a 
priority list at vaccination centres, including some hospitals, sports stadiums, conference 
centres and GP surgeries. 

We encourage employees who are not registered with a GP to do so as soon as they can. 
See Registering with a GP for information on how to do this. 
 

Individual's decision 
We ask that, when a coronavirus vaccination becomes available, employees take the 
opportunity to be vaccinated. We understand that this is ultimately everyone’s choice, but we 
encourage our workforce to make an informed decision by: 

● reading up about COVID-19 vaccinations via official sources 

● paying attention to the information the NHS provides when offering a vaccine, and 

● being wary of misinformation around COVID-19 vaccinations from unreliable sources. 

Further information 
Information on the national COVID-19 vaccination programme is set out at: 

https://www.nhsinform.scot/covid-19-vaccine 

including details of: 
 

○ the priority list for vaccination. 
 

○ vaccination of specific groups, such as pregnant individuals and older people.  

○ what to expect after your vaccination, including potential side effects, guidance 
on returning to normal activities 

○ who can get a vaccination 

○ the safety and effectiveness of being vaccinated 

https://www.nhsinform.scot/care-support-and-rights/nhs-services/doctors/registering-with-a-gp-practice
https://www.nhsinform.scot/covid-19-vaccine
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Treating colleagues with respect 
We recognise that the subject of the COVID-19 vaccination programme can, in some 
circumstances, be divisive and lead to the expression of strong opinions. However, employees 
must remain responsible and respectful when communicating with their colleagues about 
COVID-19 vaccinations. 

Employees must not act against colleagues in a way that could amount to bullying or 
harassment, for example mocking a colleague's views on COVID-19 vaccinations or impose 
their own views on COVID-19 vaccinations on others. 

Any employee who is offended by, or concerned about, a colleague's behaviour in this regard 
should raise the matter with their manager and/or can raise a formal complaint via our: 

Grievance Procedure  
 
Please also see the attached related policy:  
 
Harassment and Bullying at Work  
 
Time off for vaccination appointments 
Employees can take paid time off to attend COVID-19 vaccination appointments under our:  
 
Annual and Other Leave Policy – available from your manager. 
 

Employees should obtain approval from their manager in advance of taking time off to attend 
a COVID-19 vaccination appointment. They should give their manager as much notice as they 
can that they would like to take time off for this purpose.  Managers may, at their discretion, 
ask employees to produce evidence of their appointment (for example an appointment card 
or email/text inviting them to a COVID-19 vaccination appointment). 

Return to work following vaccination appointments 
Following a vaccination, employees should be able to resume their normal activities, including 
working, if they feel well. 

This means that employees should return to work as soon as they can after their vaccination 
appointment. If it is not practical for the employee to return to work immediately after their 
appointment, for example if it is towards the end of their shift, they should discuss alternative 
arrangements with their manager. 

However, employees who are unwell after receiving a coronavirus vaccination should take 
sickness absence in the usual way. Under our organisation's Absence Management Policy, 
they should notify their manager by telephone as soon as reasonably practicable, preferably 
before they are due to start work and no later than one hour after they are due to begin work. 

 

 

 

https://hyndlandasc.org.uk/wp-content/uploads/Grievance-Procedure.pdf
https://hyndlandasc.org.uk/wp-content/uploads/Harassment-and-Bullying-at-Work-Policy.pdf
https://hyndlandasc.org.uk/wp-content/uploads/Absence-Management-Policy.pdf
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