Please note:

This is an international NGO’s policy, with the name ‘PQR’ replacing the actual organization’s name.  It is not a perfect policy, nor is it included here for other CSOs to ‘cut and paste’.  Instead, we hope it will give you the sense of what a policy might look like, and may provide ideas for your CSO’s own policy.
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POLICY STATEMENT ON HIV/AIDS 
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1 SCOPE 

This policy is for use by PQR at its programmes in Indonesia, Brazil, Cameroon and Zimbabwe. It aims to be practical within the local setting in which it must operate, as well as the regional and global environments with regards to the management and prevention of HIV/AIDS. The policy needs to work with local and regional health and social support structures. 

2 AIMS 
The aims of this policy are:

2.1 To detail the company’s position with regards to HIV 
2.2 To detail company policy with regards to HIV 
2.3 To ensure consistency in dealing with HIV issues within the workplace
2.4 To balance the needs of the company and the employer appropriately and fairly 
2.5 To communicate standards – expected behaviour and practices for the employer and employees 
2.6 To inform employees where to get assistance in and outside the company 
2.7 To prevent crisis through education and laying out employee/employer expected behaviour policy 
2.8 To ensure compliance within legal frameworks 
2.9 To ensure confidentiality 
2.10 To prevent discrimination 
2.11 To establish an ethical stance on HIV care and prevention 
2.12 To acknowledge and alleviate co-worker concerns 
2.13 To reduce risk to the employer and employee 
3 POSITION 
PQR recognizes the need to develop clear and coherent policy and procedures for dealing with HIV/AIDS. PQR also recognizes the serious effects that HIV can have on its operations both socially and economically. 

PQR believes that those with HIV infection should be treated on a similar basis to any other employee suffering from a life threatening disease through principles of non-discrimination and non-disclosure. As such, employees who are either HIV positive or have AIDS should not be subject to any form of victimization or discrimination.  

4 POLICY and PROCEDURES 

4.1. 
GENERAL POLICY 
4.1.1. 
All employees may be offered appropriate education programs as permitted by the resources of the local environment as part of the company’s Wellness policy for staff. 

4.1.2. 
PQR will work with other organizations to practice the principles of non–disclosure to the extent that is possible within the context of the government requirements. 

4.1.3. 
Testing of an employee for the HIV virus will only be undertaken with his/her explicit consent. 

4.1.4. 
PQR will ensure confidentiality of medical information. 

4.1.5. 
No flags, symbols or codes will be used on any employee's personnel or other records to indicate his/her status. 

4.1.6. 
Only the employee and the medical officer, or other authorized personnel are to have knowledge of the said employee's HIV status. It is the discretion of the employee to inform whomever else he/she wishes to. 

4.1.7. 
Anyone found disclosing another person’s HIV status without that person’s explicit consent is liable for disciplinary action. 

4.1.8. 
PQR will identify local pre and post-test counselling services that practice according to recognized guidelines for use by any employee wishing to be tested and for those who are HIV positive, as local conditions permit. 

4.1.9. 
PQR will identify sources and costs of HIV/AIDS pharmacotherapy options locally (if available). 

4.1.10. PQR will identify sources of safe, uncontaminated blood locally (if available). 

4.1.11. Prospective employees will not be required to undergo HIV testing as a condition of the selection procedure. 

4.1.12. Employees or prospective employees with HIV infection shall be treated justly and humanely. Management of employees with HIV will be consistent with the management of those employees with chronic diseases and disability as existing local facilities and providers permit.  

4.2. 
RECRUITMENT 
4.2.1. 
The medical criterion for employment is fitness to fulfil the job requirements. The selection process may include a medical examination designed to screen applicants in a cost-effective manner. Such screening should be based on job-related criteria. 

4.2.2. 
With special reference to HIV/AIDS, PQR acknowledges the sensitivity of requiring prospective new employees to have HIV testing. PQR does not believe that testing prospective employees is effective either in preventing the spread of HIV/AIDS or protecting existing employees 

4.2.3. 
PQR will not routinely conduct pre-employment HIV screening for general recruitment but may recommend testing for those individuals in whom clinical examination or medical history suggests that testing is clinically indicated. Such tests will only be done following counselling and with the consent of the individual. 

4.3. 
CURRENT EMPLOYEES 
4.3.1. 
PQR acknowledges that continued employment for an employee with a life threatening disease may sometimes be therapeutically important in the remission or recovery process or may prolong that employee's life. 

4.3.2. 
PQR appreciates the critical importance of pharmacotherapy in the treatment of HIV/AIDS and in particular access to Anti-retroviral drugs (ARV). Thus, PQR will attempt to provide access to Highly Active Anti-Retroviral Therapy (HAART) for all employees, as existing local facilities and providers permit under the out-patient program coverage. 

4.3.3. 
Employees who are aware that they have a life threatening disease need only inform PQR once they are unable to perform their tasks safely, or if they are recommended to do so by a counsellor or medical practitioner 

4.3.4. 
As long as these employees are able to meet acceptable standards of work performance and work attendance and given the medical opinion indicating that their condition is not a threat to others, treatment of these employees should be sensitive, consistent and no different with treatment offered or given to other employees. 

4.3.5.
At the same time the Company has an obligation to provide a safe working environment for all employees and customers. Thus appropriate precautions should be taken to ensure that an employee’s condition does not present a health and/or safety threat to other employees or customers. 

4.3.6 
Accepting that employees with HIV infection do not pose a threat to colleagues, it is expected that colleagues will work in the usual way with affected persons. 

4.3.7. 
An employee with HIV will be governed by the same contractual obligations as all other employees. 

4.3.8. 
HIV infection in itself will not be a justification for the non-performance of duties agreed to between PQR and the employee. 

4.3.9 
The HIV status of an employee shall not be used as a criterion with respect to promotion, training and/or development opportunities. 

4.3.10. An employee with HIV will not be dismissed on the basis of his/her HIV status, nor will it influence retrenchment procedures 

4.3.11. Consistent with PQR’s concern for any employee with a life threatening disease the company will provide: 

4.3.11.1. Advice on the rights of afflicted employees and their colleagues. 4.3.11.2. Access to relevant education for employees and management on life threatening diseases as available from local providers. 

4.3.11.3. Referral to medical and other resources, such as counselling services as available from local providers and of suitable quality. 

4.3.11.4. Consultation with affected employees on suitable conditions of employment to assist them in managing their illness. 

4.4. 
COUNSELLING PROCESS 
4.4.1. 
PQR will attempt to locate appropriate Voluntary Testing and Counselling (VTC) clinics or services in each region. The requirements of an ethical, appropriate provider are perceived by PQR to include: 

4.4.1.1. Pre-test counselling serves as an opportunity for the health care provider to provide adequate information on the disease and the process that will go into the testing. This process will include enough and appropriate information so that the patient can give informed consent for the test. It is the counsellor’s duty to be able to gain the confidence of the patient and to ensure the confidentiality of the interview and the test results.


4.4.1.2. In the post-test counselling the result of the test will guide the interview.

4.4.1.3. For a negative test the patient will be informed of the risk factors associated with HIV, the limitations of the test result and what precautions he should take to avoid risk factors. It should be emphasized that he returns for the follow up tests as and when required by the doctor.


4.4.1.4. For a positive test, the counsellor must help the patient to accept the results. The patient must be informed of the disease process and plans to manage them. Patients who have recreationally acquired HIV may be referred to an HIV specialist and for anti-retroviral therapy if suitably qualified local resources are available. It should be advised that sexual partners are tested and counselled. Lifestyle changes will also need to be explained and emphasized. The patient should have a confirmatory Western Blot test done and a repeat in three months. 

4.5. 
TESTING OF EMPLOYEES 
4.5.1. 
HIV testing will not form part of the pre-employment medical examination. No employee will be obliged to undergo an HIV test. 

4.5.2. 
PQR will only initiate testing for HIV at the written request and signed consent of the employee. 

4.5.3. 
Such tests will be paid for by PQR. 

4.5.4. 
Should an employee request to be tested, PQR will notify employee of the availability of suitable and appropriate pre and post-test counselling services in the locality. 

4.6 
EMPLOYEES WITH AIDS-RELATED DISEASES 
4.6.1. 
Once an employee develops diseases related to the HIV virus, the impact of the disease on his/her ability to perform his/her job will have to be assessed. This is done by jointly agreeing to a medical examination by a doctor through an Occupational Health Department or specialist physician to determine the employee's ability to perform his/her duties. 

4.6.2. 
In the case of an employee not agreeing to have a medical assessment then the employee may be liable for disciplinary action. 

4.6.3. 
In the case of an employee with HIV infection not being able to perform his/her duties, the following steps will be considered in consultation and by agreement with the employee:  

4.6.3.1. If the employee is temporarily not able to perform his/her duties, PQR Occupational Health department / advisor will investigate the extent of the incapacity – Human Resources Decision. 

4.6.3.2. Ascertain whether the employee's incapacity is temporary or permanent in nature. If an employee's absence is unreasonably long PQR will, in the first instance, investigate other alternatives to dismissal. 



4.6.3.3. In the process of the investigation into an employee's incapacity, the employee should be allowed the opportunity to state a case in response.


4.6.3.4. PQR will endeavour to find an alternative position for the employee that he/she is able to fulfil. The employee will continue to be entitled to other company benefits, based on the benefits to which the employee was entitled before the change in position was effected 

4.6.3.5. The degree of incapacity is relevant to the fairness of any dismissal. The cause of the incapacity may also be relevant. In the case of certain kinds of incapacity counselling and rehabilitation may be appropriate steps PQR to consider. 



4.6.3.6. Termination of employment will only be considered due to incapacity, i.e. when the employee is too ill to continue employment or where no position suitable to the employee's state of health is available. 
4.7. 
GUIDELINES IN CASES OF TERMINATION OF EMPLOYMENT ARISING FROM ILL HEALTH /INCAPACITY 
4.7.1. 
Any person determining whether termination of employment arising from ill health is fair should consider: 

4.7.1.1. Whether or not the employee is capable of performing the work 4.7.1.2. If the employee is not capable: 


4.7.1.2.1. The extent to which the employee is able to perform the work. 


4.7.1.2.2. The extent to which the employee's work circumstances might be adapted to accommodate disability, or, where this is not possible, the extent to which the employee's duties might be adapted. 


4.7.1.2.3. The availability of any suitable alternative work. 

4.7.2 
PQR reserves the right to appoint a doctor to do an examination to assess the appropriateness of an employee remaining at work. A diagnosis need not be given; the important information relates to the effect an employee's illness has on his/her ability to work, as well as the risk (or lack thereof) to colleagues and customers 

4.8. 
COLLEAGUES OF EMPLOYEES IDENTIFIED AS HIV POSITIVE 
4.8.1. It is not recognized for colleagues of an HIV positive employee to become infected through normal contact at the workplace - for example, sharing offices, casual touching and sharing utensils. Education programs in the workplace informing employees of the facts of AIDS will assist and encourage the appropriate attitudes in this regard. The education will include information to allay unnecessary anxiety as well as clearly informing employees of well recognized means of contacting HIV. Unless the HIV positive employee is acting in a threatening manner, it is not acceptable that colleagues refuse to work with that employee. 

4.8.2. 
Should an employee, after reassurance and with all appropriate safety and health precautions being taken and supplied by PQR, remain unwilling to work with the HIV positive employee and this refusal affects productivity, he/she will be warned that his/her reaction is unreasonable, medically unjustified and that his/her own employment situation is in jeopardy and that disciplinary action may be taken against him/her. 

4.8.3. 
Any colleague of an HIV positive employee who embarks on any form of discrimination towards that particular Employee may be subjected to disciplinary procedures. 

4.9. 
AIDS EDUCATION AND PREVENTION 
4.9.1. 
PQR will establish an HIV/AIDS program. The purpose of the program is to drive the education process, to reduce stigma, to assist with testing and counselling referrals, to keep abreast of developments, to reassess policy and to monitor the costs relating to the management of patients with HIV/AIDS.  

4.9.2. 
The program will be responsible for the dissemination of information, with an emphasis on prevention of HIV/AIDS. Appropriate outside providers, where available, will be used to drive the education program. 

4.9.3. 
Education and prevention programs will be conducted at the workplace as detailed in the program. 

4.9.4. 
Any program will be appropriate to the language(s) and education levels of the workforce. 

4.9.5. 
Attendance at the above program will be made available to all employees. 

4.10. 
EMPLOYEES AT RISK 
4.10.1. Employees required to administer first aid in office or field situations are at minimal risk of being infected with HIV. However, this risk can be avoided by taking standard universal precautions or following standard infection control procedures (as defined by World Health Organization guidelines). PQR encourages all workers to follow these basic practises in a first aid setting. 

4.10.2. PQR will provide all the necessary personal protective equipment in order to protect employees. This is usually limited to the provision of disposable gloves in first aid boxes. The person in charge of first aid boxes will be responsible for ensuring that these boxes contain the necessary personal protective equipment, at all times. 

4.10.3. Disposable gloves must be worn at all times when treating any employee. After having treated any employee the gloves must be disposed of and the hands washed thoroughly with soap and water 

4.10.4. If a glove is torn whilst providing first aid treatment, the glove must be changed and the hands washed thoroughly as soon as the safety of the patient permit 

4.11. 
MANAGEMENT OF OCCUPATIONAL EXPOSURE TO HIV 
4.11.1. Possible occupational exposure to HIV in the work place should be immediately reported to a supervisor and an incident report should be filed. 

4.11.2 Important details to record include: 



4.11.2.1. Date/time exposure 

4.11.2.2. How incident occurred



4.11.2.3. Name of probable infection source 

4.11.3. The exposed employee and the source should report to an appropriate medical clinic as soon as is practical after the incident. 

4.11.4. Both parties involved will be offered counselling, and HIV testing. Informed consent should be obtained in the counselling process before undergoing any testing 

4.11.5. The exposed individual may be offered Post Exposure Prophylaxis (PEP) consistent with the risk of infection, according to the most recent guidelines published by the Atlanta Centre for Disease Control (CDC) and the availability of reliable PEP kits in the locality. 

4.12. 
ADMINISTRATION 
4.12.1. The terms of this Policy are presented to PQR employees for informational purposes only; they do not constitute or imply an employment contract between PQR and any employee. This Policy does not guarantee or ensure employment or continued employment for any employee. 
4.12.2. PQR reserves the sole and exclusive right to interpret and apply this Policy in the manner PQR deems appropriate. 

4.12.3. The Manager Human Resources shall be responsible for interpretation and administration of the Policy. 
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