COMMERCIAL COMMUNICATIONS COUNCIL – SUGGESTED POLICY
COVID VACCINATION POLICY
Staff Wellness – Covid Vaccination Policy
Date: __________________________________
Authorised by: __________________________

Background and Goal
1. Our agency wants to protect the health and wellbeing of our teams, contractors, clients, business partners, friends and family.
2. We want to encourage and support our agency staff and contractors to get vaccinated.
3. We aim to provide best practice wellbeing guidelines
4. As an agency we support the NZ Government’s vaccination programme.
5. We aim to use this policy to provide operational guidance during the pandemic.
Our Risk Assessment
<Agencies will need to assess their risk based on the WorkSafe guidelines in place at the time>
https://www.worksafe.govt.nz/managing-health-and-safety/novel-coronavirus-covid/covid-19-controls-at-work/
Policy
1. Disclosure
<Agency> will ask staff if they are vaccinated and to what level.  An employee / contractor does not need to advise their vaccination status, however <agency> will therefore take the position that the person is not vaccinated and assess if it has any implications for the staff member to perform their role in a safe manner.
2. All Staff and Contractors are required to be vaccinated

<Agency> staff and contractors are required to be double vaccinated / boosted. We will keep a record of when each person has completed their vaccination programme.  
We will treat all personal vaccination information confidentially with information held by the CEO, and only accessible by the following senior executive members; HR Director / Finance Director / Health and Safety Officer. 


3. New Staff and Contractors

All new staff and contractors must be double vaccinated My Vaccine Pass proof is to be provided prior to receiving a contract for signing. The HOD must site and record a copy of the vaccine pass, and cross check against identification.

4. Agency Premises

We require all staff, contractors, sublet tenants and clients who are on-site at <Agency> premises to be double vaccinated / boosted. We will also request the same of business suppliers such as cleaners who are on site for a length of time. 

Any other visitor such as couriers and deliveries we expect to be masked and for time spent on site to be minimised.

Clients are to be questioned / vaccine pass sighted by their account director.

We ask that everyone scan in on entry to the site and use the hand sanitiser provided. There will be different guidelines for the office to align with health and wellbeing best practice and government guidelines.


5. Current Guidelines – NZ Government

Red Traffic Light
· Working from home is encouraged
· Maintain 1m distance from others if you are in the office
· Mask wearing is mandatory in common space – you may remove it at your desk
· Office doors will be locked and you will need to scan in and use your security pass for entry.
· Avoid using small meeting rooms or any meeting room for long periods of time. If possible hold (non-confidential) meetings outside (weather permitting).
· Do not come to the office if you have any symptoms.

Orange Light
· Workplaces are open
· Flexible working is offered
· Masks are encouraged but not mandatory
· You must be vaccinated to be on site
· Avoid long meetings in small meeting rooms
· Scan in 
· Stay home if you have any symptoms

Green Light
· Workplaces are open
· Flexible working is offered
· Masks are encouraged but not mandatory
· You must be vaccinated to be on site
· All meeting rooms are open


6. On Set Protocols

· If you attend a shoot, the status quo is that everyone on set is vaccinated. You will be required to show your My Vaccine Pass to the appointed production person, usually the producer or health & safety officer.
· Negative covid tests may be required – check with the production team managing the site.
· Do not jeopardise a client shoot by going on site with any symptoms.

