Department for Environment, Food and Rural Affairs (Defra) 
Coronavirus:  request a reasonable excuse letter 
Context
Self-isolation remains an essential tool in our national efforts to reduce the spread of coronavirus. In the small number of situations where the self-isolation of close contacts would result in serious disruption to critical services, a limited number of named workers may be able to leave self-isolation under specific controls for the purpose of undertaking critical work only.
This process is only intended to run until 16 August 2021, when fully vaccinated close contacts will be exempt from self-isolation.
The test that is applied when considering if an individual would have a reasonable excuse to leave self-isolation to attend work is whether they work in critical elements of national infrastructure and whether their absence would be likely to lead to the loss or compromise of this infrastructure resulting in one or both of the following:
· major detrimental impact on the availability, integrity or delivery of essential services—including those services whose integrity, if compromised, could result in significant loss of life or casualties
· significant impact on national security, national defence, or the functioning of the state
The process is exceptional for these specific circumstances. It is not intended to avoid all disruption to services that will result from the need for people to self-isolate.
If the individual tests positive or starts to show symptoms, they must immediately self-isolate and will no longer be able to attend work.
Process
Complete this form to request a reasonable excuse letter.  
If we consider that relevant individuals have a reasonable excuse not to self-isolate for a period necessary to enable them to perform the critical tasks you identify, the employer will be issued with a letter confirming, subject to observance of the conditions set out in that letter, this is Defra’s view in relation to relevant named individuals. It is ultimately for those enforcing the legal duty self-isolate to determine what is and is not a “reasonable excuse”, but reasonable excuse letters will allow relevant individuals to demonstrate that this is the Defra view.
The letter will only apply for 7 days. If the need for the letter continues beyond this point, operators will need to seek a further letter for the duration of the individual's period of self-isolation.
How to make a request
Employers are requested to complete this request form and fill it out for all employees that are required to be covered by this process. The form should be completed for each role that requires a letter of reasonable excuse.
If you need more information or have a query about submitting this request form, please email emergencies@defra.gov.uk.  
The form will take approximately 8 minutes to complete.
Eligibility and conditions 
This policy applies to named workers in specifically approved workplaces who are fully vaccinated (defined as someone who is 14 days post-final dose) and who have been identified as close contacts. Having a reasonable excuse to attend work is contingent on following the controls set out below, agreed by the Department of Health and Social Care, to mitigate the risk of increased infection. This is not a blanket exemption for all workers in a sector. 
It applies to asymptomatic contacts only. It does not apply to any workers who have tested positive to coronavirus and should also not be used for contacts who develop symptoms regardless of their role or vaccination status. In these circumstances you should continue to self-isolate as now and follow relevant guidance. 
Any reasonable excuse provision will apply until the date specified on approval letters. A further request will be required if the worker is required beyond the review date. To be eligible, the worker needs to meet a set of conditions that will be set out in the letter, including:  
· Critical workers who attend work in these exceptional circumstances will need to self-isolate until a negative PCR test result. It may be reasonable if strictly necessary to go to work before receiving the results of the PCR test, but only if they have taken an LFD test just before doing so and received a negative result.
· Critical workers would need to take daily LFD tests, report the results daily to the line manager and self-isolate immediately if they test positive.
· Anyone showing any Covid-19 symptoms, no matter how mild, will be required to self-isolate and get a new PCR test. Critical workers will then be unable to go to work, until you have a new PCR test showing a negative result.  
· All critical workers can only leave self-isolation to attend - and travel to and from – work for specific, named purposes.
· You may, if strictly necessary, travel on public transport or with others to and from work but should wear a face covering at all times.  
· Social distancing should be optimised and, wherever possible, maintained at all times in the workplace. Please ensure that you limit the use of shared/common areas at work, such as canteens and staff rooms, as much as possible.  
Please note that it will be the responsibility of employers to ensure, where applicable, that these controls have been met.  

Privacy Notice
Who is collecting my data?
The data controller is the Department for Environment, Food and Rural Affairs (Defra). You can contact Defra’s Data Protection Manager by email at: data.protection@defra.gov.uk
Any questions about how Defra is using your personal data and your associated rights should be sent to the above contact.
The Data Protection Officer responsible for monitoring that Defra is meeting the requirements of the legislation can be contacted by email at: DefraGroupDataProtectionOfficer@defra.gov.uk
What personal data of mine is being collected and how is it used? What is the legal basis for the processing?
Your personal data that we will be collecting is your name, address, email address, phone number and your employees names. As Defra has received an application to provide your employees with a reasonable excuse from the requirement to self-isolate after being notified by NHS Test and Trace, that is an indication that they have been fully vaccinated and have tested negative for Covid-19.  This is also personal data.
The legal basis for processing your and your employees’ personal data is Article 6(1)(e) of the UK GDPR, which relates to the processing of personal data that is necessary for the performance of a task carried out in the public interest. The processing of your personal data is necessary to enable your employees, as a critical workers, who has been notified by NHS Test & Trace and are under a legal duty to self-isolate, to be able to continue working.  An exemption for fully vaccinated workers who have tested negative for Covid-19 to self isolate is provided for in The Health Protection (Coronavirus, Restrictions) (Self-Isolation) (England) Regulations 2020. Therefore, the task that is in the public interest is to ensure that fully vaccinated key workers testing negative for Covid-19 are able to continue working.
Who will my data be shared with?
If Defra receives your application from an employer, your and employees personal data would be kept within Defra and your employer.  
If you were to send an application directly to Defra, Defra would need to contact your employer to confirm the justification for your application and in doing so, Defra would need to share your personal data with your employer.
Retention period or criteria used to determine the retention period
Your and employee personal data will be kept until the 21 calendar days from the date that Defra received your application.  
What are my rights?
A list of your rights under the General Data Protection Regulation and the Data Protection Act 2018 (DPA 2018), is accessible at: https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/individual-rights/  
How do I complain?
You have the right to lodge a complaint about the use of your personal data at any time with the Information Commissioner’s Office (ICO – the data protection supervisory authority). If you wish to exercise that right, full details are available at: https://ico.org.uk/make-a-complaint/ 


Reasonable excuse provision application form 
Please confirm that you have read, understand and agree the above privacy notice and conditions by stating ‘I agree’ in the box below: 
	



	Please provide the following required information:  

	A
	Lead individual overseeing the request 

	
	Name 

	
	

	
	Email

	
	

	
	Telephone 

	
	

	B 
	Names of the working-level individuals in the workplace who you believe have a reasonable excuse to leave self-isolation and are requesting a letter for 

	
	  
  

	C 
	Name and address of the workplace affected, including postcodes  

	
	  
  

	D
	The number of people who it is proposed would leave self-isolation  

	
	  
  

	E
	The roles those individuals need to perform [provide role title and a short description of the nature of their roles] 

	
	  
  

	F  
	Set out the other mitigation measures you have exhausted and the results of these (e.g. cover by other staff, offering overtime, recruiting agency workers, deferring tasks elsewhere that are not urgent, re-prioritising other work to ensure resources are available for critical services wherever possible, use of daily contact testing)

	
	

	G
	An assessment of the impact that the absence from the workplace of the named individuals would have   

	
	

	H
	An assessment of when this impact is likely to materialise (e.g. is it already an issue or likely to materialise in the coming days)  

	
	

	I
	An estimate of when this will no longer be required, the date of a review point if this is not possible (maximum of 7 days)  

	
	

	J
	Workplace safety measures you intend to put in place to mitigate transmission risks 

	
	

	K
	Any additional information you wish to provide 

	
	


 
By submitting this application, the applicant  
· Confirms that as per guidance from DHSC, all contingency measures to manage staff absences have been exhausted. 
· Confirms that failure to provide this exception would have major detrimental impact on the availability, integrity or delivery of essential services. 

Application submitted by: 
 
Date of request: 
 
 
 

