SECTION SIX APPENDICES

(vi)

(vii)

APPENDIX TWO EXAMPLES OF WORKPLACE HIV AND AIDS POLICIES

Working with employees living with HIV/AIDS

Working with and alongside employees who are HIV positive or who have AIDS is
taken as a given in KCM where the infection rate is measured in excess of 18% or
roughly one in five employees. The company wishes to foster a caring environment
which supports these workers. If an employee discriminates against a co-worker
due to the co-worker’s HIV status, or assumed HIV status, this will result in
disciplinary action. The company further commits itself to inform and prepare
employees on the realities of working with colleagues living with HIV/AIDS.

The company recognises that all employees have the right to a safe work
environment. The company is therefore committed to provide information to all
employees and to establish widespread procedures regarding universal precautions
to prevent HIV infection in the workplace. These procedures should be followed
at all times in case of an injury at work.

Employee benefits

Employees who are infected with HIV or who have developed AIDS are entitled to
their normal employee benefits while in regular employment. Adjustments to
salary or conditions of service which follow re-assignment to alternate duties are
normally agreed with employees. Company policy on ill-health retirement includes
all ill health retirements irrespective of the cause, and no special conditions exist
for employees with HIV/AIDS which places them at a disadvantage relative to others.

(viii) Performance and termination of services

All employees, whether infected with HIV/AIDS, or any other medical condition, are
subject to performance requirements in their jobs. For as long as an employee is
capable of rendering services effectively at the required performance standard,
there is no reason to differentiate between these and other employees. Where an
employee is unable to meet the performance requirements of his/her work due to
illness, the employee’s services may be terminated on the grounds of incapacity.

Within the workforce there will be ill employees who know their HIV/AIDS status
and there will be ill employees who do not. There will be those who have undergone
voluntary counselling and testing at the company and those who have not.

The company will not unfairly discriminate between any of these groups but will
adopt a fair and caring approach which seeks to be objective in the evaluation of
employees’ ability to render effective service, and which attempts to provide
appropriate medical and counselling support while they are ill.
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Where the company believes an employee is no longer capable of effectively
performing his/her normal duties due to ill health of any nature, or where an
employee has made representations to management that they are unable to cope,
the company will consider if there are any suitable vacancies for the employee in
which the employee could reasonably be able to perform. If such alternative
employment is available the employee will be offered the position at the conditions
of service appropriate for that job. If there are no suitable alternative employment
opportunities available, or if the employee turns down the offer of alternative
employment, then the employee’s services will be terminated on the grounds of
medical incapacity.

Grievance/disciplinary procedures

Non-compliance with the guidelines set out in this policy will be treated in terms
of the company’s grievance and disciplinary procedures.

Policy review

This policy will be reviewed from time to time in order to reflect changes in legislation
as well as medical, academic, occupational and employment developments with
regard to HIV/AIDS.

Further information

If you have any queries about the HIV/AIDS policy or education programmes, please
contact

ZAMBIAN MINISTRY OF EDUCATION (MoE)

The following points are extracted from the final draft of the Ministry of Education’s
HIV and AIDS policy*.

Human resource planning
Conditions of service and benefits

< When an employee has exhausted their entitlement to sick leave and other leave
benefits, employees will be encouraged to seek treatment and gain access to
their benefits.

< |f an employee is unable to perform his or her normal duties, “reasonable
accommodation” will apply and the provision of alternative suitable employment
within their place of employment will be facilitated where possible. This can
only be implemented with the written consent of the employee, and such action,
without the consent of the employee, will amount to a breach of contract. This
option will always be explored before retirement to pension on medical grounds.

Footnote 14

Source: HIV and AIDS Unit in the MoE and the Mobile Task Team (MTT)
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< As HIV/AIDS is not within the control of the employee and does not therefore
constitute any form of misconduct, the consultation and counselling process will
be dealt with as incapacity. Records will be kept of all counselling sessions as
proof that the MoE did not make an arbitrary decision to retire an employee.
The normal period of notice will apply, and such retirement will be without
prejudice to the employee’s benefits.

« Employees who opt to leave their posts on medical grounds, will be supported
in their retirement applications.

» Where employees disclose their HIV status, measures will be taken to ensure
that they are not deployed away from their spouses and families.

Planning, management and mitigation

Goal: Management structures, systems, partnerships and programmes are in
place at all levels of the education sector to plan, advocate, ensure and
sustain quality education in the context of HIV/AIDS.

Management structures and responsibilities

= Dedicated management structures will be in place at the national, provincial,
district and institutional levels of the education system responsible for education
sector HIV/AIDS policy implementation, direction, monitoring, evaluation and
reporting.

= Accountable Focal Point Persons will be appointed at every level and in every
institution, assisted by nominated senior officers and are to report monthly,
guarterly and annually to their supervisors.

HIV/AIDS co-ordination and management

= The HIV/AIDS management unit will be formally established and sustainably
resourced to lead the MoE HIV/AIDS response.

= This HIV/AIDS management unit, situated at the MoE headquarters within the
HR Directorate, will guide the implementation of the national education sector
HIV/AIDS policy and provide leadership, co-ordination, technical support and
reporting on the implementation of the policy.

= There will be MoOE commitment to sustained capacity building for the HIV/AIDS
management unit, its personnel, and all Focal Point Persons and their nominated
assistants at every level.
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Leadership and advocacy

< Political leaders and managers in the education sector will, at all times, publicly
support the education sector HIV/AIDS policy and its implementation at every
stage and level.

< Political leaders and managers will be advocates of the education sector policy
and positive role models, creating awareness and sharing information about
HIV/AIDS impact and education sector responses.

Data collection and information systems

< The MoE will develop a set of core indicators of HIV/AIDS impact on the education
system that can be routinely captured at all levels and in all functions of the
education system.

e The MoE will review EMIS, HR and related information systems, implement new
district level data systems (DEMMIS) to ensure the regular capture of these
indicators across the entire education system and timeously analyse these to
provide HIV/AIDS sensitive information to support decisions and empower
management at all levels.

< This information will be available to every stakeholder.

Planning/budgeting, finance management and resource mobilisation

< Planning for HIV/AIDS impact and response will be carried out on a continuous
basis at every level of the education system.

< Planning will include attention to issues of OVC, out-of-school youth and learners
with special education needs.

< The HIV/AIDS management unit will be responsible for guiding the education
budget planning and financial management processes and co-ordinating external
resources for the education sector HIV/AIDS response.

Research

« The development and implementation of policy and related interventions will be
guided by regular, prioritised, data based research and proven best practice both
inside and outside the education sector, to monitor impact, trends and the
effectiveness of responses.

= The education sector and MoE will collaborate with other key research stakeholders
on all research and analysis of mutual interest.

< Special attention will be given to research on levels of HIV prevalence in the
education sector, orphaning, vulnerability, education access and quality, the
effectiveness of prevention, care and support programmes, workplace impact
and gender issues.

< All research will be conducted in accordance with internationally accepted ethical

standards and scientific principles, and will respect the rights, privacy and
confidentiality of every person involved.

WORKPLACE HIV AND AIDS POLICY MANUAL Page 55



SECTION SIX APPENDICES
APPENDIX TWO EXAMPLES OF WORKPLACE HIV AND AIDS POLICIES

Policy implementation and review

< Following approval of the National Policy for the Management and Mitigation of
HIV/AIDS in the Education Sector, the MoE will plan and action the policy
implementation process at every level of the system.

e The Education Sector HIV/AIDS Policy will be reviewed as may be required but
at least every two years.

< All other education sub-sectors and institutions responsible for developing
HIV/AIDS policies in compliance with the Education Sector HIV/AIDS Policy will
also be responsible for the review of these policies at least every two years.

Partnerships and links

= The MoE will recognise the roles and contributions of all its sectoral and
development partners and encourage their participation in the implementation
of the Education Sector HIV/AIDS Policy and the achievement of its goals and
objectives.

= Through the development and maintenance of a partnership database, the MoE
will identify and work effectively with these partners to manage and mitigate the
impact of HIV/AIDS.

= The MoE will facilitate the development of links with other social sector ministries
and agencies to explore common interests and collaborative relationships. These
links will specifically include agreement on joint responsibility and programming
for ECCD, OVC, out-of-school youth and cross-cutting or multi-sectoral issues.

Tertiary /higher education sector

= The tertiary and higher education sector will develop sector-specific HIV/AIDS
policies at the sectoral and institutional level in accordance with the Zambian
National HIV/AIDS/STI/TB Policy and the National Education Sector HIV/AIDS
Policy.

Monitoring and evaluation

= The MoE will be responsible for co-ordinating the development and implementation
of an appropriate monitoring and evaluation system for the education sector to
benchmark, measure and monitor an agreed set of HIV/AIDS impact indicators.

* The MoE will co-ordinate the design and implementation of training in this
monitoring and evaluation system for all accountable Focal Point Persons and
their nominated senior officers at every level and in every institution.

= Accountable Focal Point Persons at every level and in every institution, assisted
by nominated senior officers, will be responsible for the monitoring and evaluation
of these indicators and will report on these monthly, quarterly and annually to
their supervisors.

Reporting

» The MoE will publish an annual progress report on all education sector HIV/AIDS
programmes and policy implementation.
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6. UNILEVER SOUTH AFRICA

Unilever adopted the following HIV/AIDS policy statement® and subsequently
developed a Management Guide to assist with implementation.

Acquired immune deficiency syndrome (AIDS) is a serious and growing problem
worldwide and especially in Africa. It is caused by the human immunodeficiency
virus (HIV), which has already infected millions of people across the world.

The company is committed to protecting employees from hazards at work and
promoting their overall health. This policy is an endorsement of that general
principle and, in particular, of the company’s commitment to specific programmes
and actions in response to the HIV epidemic.

The company will, where relevant, ensure that:

e Education and communication programmes are developed for the benefit of
employees, covering the risks of and the preventative measures relevant to the
spread of HIV/AIDS. Where appropriate, this should be managed in collaboration
with the wider community or other related initiatives.

= Medical care policies are appropriate to the environment in which they operate,
and the treatment and care of employees and dependants with HIV/AIDS is
consistent with how people with other life threatening conditions receive medical
care.

= Best practice, both from within and outside Unilever, is learned and transferred
across the business in order to mitigate the potential impact of HIV/AIDS upon
our people and businesses.

The company’s position on HIV/AIDS is clearly understood and, when necessary,
communicated in close consultation with Corporate Relations.

The company will not engage in routine screening, either pre-employment or of
existing employees, except in specified circumstances, such as the screening of
blood supplies for transfusion and, with informed consent, to establish a diagnosis
in patients whose clinical symptoms suggest an HIV-related illness.

The company will endeavour to make available facilities for voluntary testing and
to provide appropriate support and counselling services.

An employee who contracts HIV will have no obligation to inform the company but
will be encouraged to seek guidance from medical and counselling providers.

Through education and counselling, the company will seek to prevent stigmatisation
of those infected with HIV, and will not condone any form of discrimination.

The company shall have in place and enforce a procedure for occupational blood
exposure.

Footnote . . . . . . .
15personal communication from Gill Harrower, Health Services Co-ordinator, Unilever South Africa
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7. ZAMBIA BUSINESS COALITION ON HIV/AIDS (ZBCA)

The following are extracts from the ZBCA Policy Guidelines: HIV/AIDS at the
workplace?.

Recruitment
There shall be an equal employment opportunity to all prospective employees.

) Applicants will be recruited on merit and fitness to work, regardless of their
HIV serostatus.

(i) No HIV testing shall be carried out privately without consent of the applicant.

(iii) Medical examinations for employment shall not include screening for HIV.

(iv) All new employees shall receive information about HIV/AIDS workplace
activities on induction.

Promotion

There shall be an equal promotion opportunity to all deserving employees.

(i) Employees known to be HIV positive shall be availed opportunities for
promotion, training and development, without discrimination.

(i) No deserving employees shall be denied promotion on account of their HIV
serostatus.

Insurance

The business sector shall promote the provision of a Group Life Assurance Scheme
for all employees, regardless of their HIV serostatus.

(i) Insurance premiums shall not vary on the basis of an employee’s serostatus
or AIDS condition, within the stated free cover limit under the Group Scheme
policy

(i) Employees shall be encouraged to take up life assurance cover as a normal

routine and not as a pre-condition to safeguard their HIV/AIDS status.

(i) Employees known to be HIV positive must be availed the opportunity for
insurance cover if required. Employees shall be availed equal payment of
insurance premiums by the employer and shall receive their entitled terminal
benefits under the Group Life Assurance Scheme, regardless of their HIV
serostatus and AIDS condition.

Footnote 1654 rge: ZBCA; Policy guidelines: HIV/AIDS at the workplace (2001)
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8. LIVESTOCK DEVELOPMENT TRUST (LDT)

The following is an extract from the draft LDT HIV/AIDS and gender workplace
policy.

Employees and family assistance

In the light of nature of the epidemic, an employees' assistance programme may
need to be established or extended appropriately to include a range of services for
workers as members of families, and to support their family members. This should
be done in consultation with workers and their representatives and can be done
in collaboration with Government and other relevant stakeholders in accordance
with resources and needs.

Such programmes should recognise that women normally undertake the major
part of caring for those with AIDS-related illnesses. They should also recognise
the particular needs of pregnant women. They should respond to the needs of
children who have lost one or both parents to AIDS, and who may then drop out of
school, be forced to work, and become increasingly vulnerable to sexual exploitation.
The programme may be in-house; enterprises could support such programmes
collectively or contract out for such services from an independent enterprise.

The family assistance programmes may include:

 Compassionate leave;

< |nvitations to participate in information and education programmes;

< Referrals to support groups, including self help groups; and
Specific measures, such as support for formal education and apprenticeships
to meet the needs of children and young persons who have lost one or both
parents to AIDS.
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Add any additional information to the contact list and maintain it as a resource for yourself and for

your clients.

APPENDICES

ORGANISATIONS THAT PARTICIPATED IN THE DEVELOPMENT OF THE POLICY MANUAL

Afya Mzuri

Contact person: Executive Director

Postal address: PO Box 51232, Lusaka, ZAMBIA
Tel: +260 (0)1 232942 / 232943

Fax: +260 (0)1 232944

E-mail: enquiries@afyamzuri.org.zm

ZHECT (Zambia Health Education
and Communications Trust)

Contact person: Programme Manager

Postal Address: Post Net 221; Private Bag E 835, Lusaka, ZAMBIA

Tel: +260 (0)1 232838 / 223267
Fax: +260 (0)1 224038

E-mail: zhect@zamnet.zm

AWISA (AIDS Workplace
Programmes in Southern Africa)

Contact person: AWIiSA Advisor ZAMBIA

Postal address: PO Box 50301, Lusaka, ZAMBIA
Tel & fax: +260 (0)1 294232

E-mail: zambia@awisa.de

Website: http://www.awisa.de/

ZBCA (Zambia Business Coalition
on HIV/AIDS)

Postal address: PO Box 31026, Lusaka, ZAMBIA
Tel: +260 (0)1 220801 / 220802
Fax: +260 (0)1 220802

E-mail: zbca@zamnet.zm

OTHER CONTACTS IN ZAMBIA

National HIV/AIDS/STI/TB Council
(NAC)

Contact details

Contact details

INTERNATIONAL AND REGIONAL WORKPLACE CONTACTS

ILO (International Labour
Organisation)

Contact details:

Website: www.ilo.org

GBC (Global Business Coalition
on HIV/AIDS)

Contact details:

Website: www.businessfightsaids.org

Contact details:

Website:
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RESOURCES AND REFERENCES

CODES

= International Labour Organisation; Code of practice on HIV/AIDS and the world
of work (2001), available on www.ilo.org.

» SADC Code of good practice on HIV/AIDS and employment (1997), available on
www.hri.ca/partners/alp

WORKPLACE REFERENCES

» Department of Public Service and Administration; Managing HIV/AIDS in the
workplace (2002), available on www.dpsa.gov.za.

= FHI; Workplace HIV/AIDS programme; an action guide for managers, available
on www.fhi.org/en/aids .

= ILO; Implementing the code of practice on HIV/AIDS and the world of work (2002),
available on www.ilo.org.

= International Finance Corporation; HIV/AIDS guide for the mining sector (2004),
available on www.ifc.org/ifcagainstaids .

WEBSITES

= www.ifc.org/ifcagainstaids; This International Finance Corporation (IFC) project
aims to assist companies with information, tools and guidance to develop their
responses to the HIV and AIDS epidemic.

« www.weforum.org; The World Economic Forum's Global Health Initiative is
designed to foster greater private sector involvement in the global response to
HIV and AIDS (TB and malaria). The website has resources and best practices
to help companies in developing their responses.

= www.unglobalcompact.org; The Global Compact brings companies together with
UN agencies, labour and civil society in support of human rights, labour standards
and the environment. The Global Compact, the ILO and UNAIDS have joined
forces to mobilise businesses, encourage increased action on HIV and AIDS in
the workplace and combat stigmatisation.

= www.icftu.org; The ICFTU believes that trade unions are uniquely placed to
address the HIV and AIDS epidemic , as the workplace is a major entry point for
information, prevention and rights campaigns.

= www.businessfightsaids.org; The Global Business Coalition on HIV/AIDS brings
together a growing number of international businesses dedicated to combating
the HIV and AIDS epidemic. The website contains resources and information for
employers on ways to address HIV and AIDS in the workplace.

= www.iaen.org; The International AIDS Economic Network (IAEN) provides data,
tools and analysis on the economics of HIV prevention and treatment in developing
countries, to help developing countries devise cost-effective responses to the
global epidemic.

= www.redribbon.co.za; is a website supported by Metropolitan Life. Itis the
primary link to the official website of SABCOHA (the South African Business
Coalition on HIV/AIDS).

* www.sanaso.org; is the website of the Southern African Network of AIDS Service
Organisations and contains information on stigma and IEC workplace activities.
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AIDS

Advocacy

Antibodies

Antiretroviral therapy (ART)

Asymptomatic

Care

Compassionate leave

Confidentiality

Discrimination

Epidemic

Epidemiology

Evaluation

Gender

Health promotion

Highly active antiretroviral
therapy (HAART)

APPENDICES

Acquired immune deficiency syndrome — a syndrome
(collection of diseases) that results from infection with HIV

Efforts to get support and recognition for a cause, policy or
recommendation

Substances produced by cells in the body's immune system
in response to foreign substances that have entered the body

Drugs, nutritional care, medical attention and psychosocial
support provided to people living with HIV and AIDS

Infected by a disease agent but exhibiting no medical
symptoms

A broad term referring to the steps taken to promote a
person’s wellbeing through medical, psychosocial, spiritual
and other means

Absence from work to manage acute personal issues, such
as to care for a sick relative or to attend a funeral

The right of every person, employee or job applicant to have
their medical information, including HIV status, kept private

The denial of opportunities or benefits, otherwise available
to everyone, to a person or group because of real or assumed
features or conditions of the person or group

A disease, usually infectious, that spreads quickly through a
population

The study of the distribution and determinants of disease in
human populations

The assessment of the impact of a programme at a particular
point in time

Differences in social roles and relations between men and
women

Programmes aimed at ensuring the physical and mental
health and wellbeing of employees

A combination of three or more antiretroviral medications —

each of which affects the virus in a different way — to treat
people infected with HIV
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HIV

HIV testing

Immune system

Incidence of HIV

Monitoring

Occupational exposure

Opportunistic infections

Pandemic

Peer education

Policy

Post-exposure prophylaxis

Prevalence of HIV

Prevention programme

Human immunodeficiency virus — the name of the virus which
undermines the immune system and leads to AIDS

Any form of testing designed to identify the HIV status of a
person, including blood tests, saliva tests, medical
guestionnaires, etc.

A complex system of cells and cell substances that protects
the body from infection and disease

The number of new cases of HIV in a given time period, often
expressed as a percentage of the susceptible population

The systematic and continuous assessment of a programme
over a period of time

Exposure to blood or other body fluids, which may be HIV
infected, during the course of carrying out working duties
(for example, a health care worker may be exposed to HIV in
the case of a needlestick injury)

Infections that occur because a person's immune system is
so weak that it cannot fight off the infections

An epidemic occurring simultaneously in many countries

An intervention in which trained members of any group of
equals, (office, factory, etc.) effect change among members
of that same group

A document setting out an organisation’s position on a
particular issue and defining the way in which it will be
addressed

Measures taken and treatment given to a person who has
recently been exposed to disease causing organisms, to
prevent them from developing the disease

The number of people with HIV at a point in time, often
expressed as a percentage of the total population

A programme designed to prevent HIV transmission, including
components such as awareness, education and training,
condom distribution, treatment of sexually transmitted
infections, occupational infection control, etc.

WORKPLACE HIV AND AIDS POLICY MANUAL Page 63



SECTION SIX

APPENDICES
APPENDIX FIVE GLOSSARY

Reasonable accommodation Any modification or adjustment to a job or to the workplace

Stigma

Support

Treatment

Unfair discrimination

Universal precautions

Wellness programme

Workplace programme

that is reasonably practicable and will enable a person living
with HIV or AIDS to have access to or participate or advance
in employment

Negatively perceived characteristics affecting a person or
group

The services and assistance that could be provided to help
a person deal with difficult situations and challenges

A medical term describing the steps being taken to care for
and manage an illness

Discrimination which is not reasonable or justifiable - in the
working environment, discrimination is not unfair if it is based
on the inherent requirements of a job

Procedures to prevent accidental HIV infection in the
workplace (usually applied to health care settings)

A programme designed to promote the physical and mental
health and wellbeing of employees, including components
such as counselling, support groups, nutritional supplements,
provision of treatment for opportunistic infections, provision
of antiretroviral therapy, etc.

An intervention to address a specific issue within the

workplace (for example, providing staff access to a voluntary
HIV counselling and testing programme)
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