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Your Vaccination Change Roadmap

Overview of a Team Vaccination Change Process

Last updated 1 November 2021

Disclaimer

This is a very general guide stepping you through the change process to use when introducing a vaccination policy with your team. The guide has been
developed for information purposes only. Please consult a qualified H&S expert. As HR experts we can assist with employment related issues and
matters.

Introducing the e Introduce why you are doing this, your process and timeline. Allow employees to feedback on this.

change process | . Pprovide trusted resources and share information you will rely upon when making decisions so

employees can conduct their own research as appropriate
e Undertake a risk assessment - refer to WorkSafe website for more information

¢ Risks and implications to consider - legal, social, financial, environmental, alternative health control
measures, accommodating exemptions

o Collect information from key people, such as employees, customers, suppliers

e Consider collection, storage and sharing of this information under Privacy Act.
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https://www.worksafe.govt.nz/managing-health-and-safety/novel-coronavirus-covid/how-to-decide-what-work-requires-a-vaccinated-employee/
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Presenting your | , prqft documents are shared with all affected jobholder(s). Documents to include or reference:

risk assessment o the Risk Assessment, what is changing, why or how it may or may not affect them, what

and supporting redeployment options could be considered (if any). Attach related information.

documents o Draft vaccination policy and possible individual employment agreement ("IEA") clauses about

vaccination
o Feedback questionnaire for affected jobholder(s) to complete

e Affected jobholder(s) options — agree to amend IEA, redeploy or employment ends

e Present document and key information to affected job holders through team meeting or 1-on-1's
e Seek feedback. This could be via 1-on-1 meetings and/or questionnaire

¢ Do not make any decisions at any of these meetings

e Minimum 3 working days’ notice for feedback - could be extended. Be flexible. Could be a lot of
information to digest. Allow for an employee to obtain an exemption, where required

¢ Review feedback. Adjust documents and seek further feedback as appropriate.

Making your e Provide a document outlining decisions, final risk assessment and vaccination policy, and transition
decision(s) and plan - include information relied upon and considerations made

discussing with e Attach a personalised cover letter explaining the effects of decisions made - amending IEA, redeploy,
staff or ending employment

e If redeployment - outline proposed redeployment options and changes to IEA and job description
¢ If ending employment — advise that in 3 working days’ notice to end employment will be provided
e Minimum of 3 working days’ notice to attend 1-on-1 meeting with affected employees

¢ Discuss transition plan and practicalities for business. Any temp work for those leaving?
¢ Provide minimum 3 working days for employee feedback

e Don'trush this process, it may take a few meetings to finalise transition plan.
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Implementing e Communicate transition plan to affected employees and what is expected of them. Then share with
the plan the wider team.

¢ Provide notice to end employment to those who can’t be redeployed and don’t want to agree to the
revised IEA terms. Confirm what will happen during notice period

e Sign updated IEAs/variations of IEAs

e Provide a copy of the vaccination policy and an update about team changes to associated parties, i.e.
suppliers, customers, parents of ECE

e Adapt the transition plan as required and start recruitment once final decisions are made
e New candidates made aware of policy and mandatory vaccinations for the role

e |EAs to include vaccination clause, updated job description and relevant H&S/risk assessment
documents. Ensure |IEA is signed before employment commences.

Business e Review business continuity practices (i.e. infectious disease control plan). Involve experts and the team
continuity plan to develop these.
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Tips and things to consider

Documents to use easy-to-read language that reflects the literacy levels in your business. Use short sentences and bullet points rather than long waffly
paragraphs. Are the key messages and actions you need others to understand clear?

Include any Frequently Asked Questions (FAQs) you anticipate helping the reader better understand the content and implications
Have a consistent contact person(s) for any questions throughout the process
Always give the employee the option to have a support person present during any meetings and conversations

Have all your interactions and conversations written down for your records. You may like to audio record for 1-on-1s for ease and can share with the
employee as requested

If you already have done your risk assessment, then check if it needs to be reviewed and re-confirm what the triggers are for a review of your risk
assessment. You may find you need to template this process to accommodate further changes to government policy and responses to future outbreaks

Your unvaccinated employees who can’t be redeployed and are faced with their employment ending, could still remain employed after the mandated
cut-off dates for the 1st and 2nd doses if you have not completed the process and given notice.

For more information and help navigating this change process, please contact Catherine Stapleton, Principal HR Consultant. For more helpful resources like this one
visit our website.
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