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COVID-19 POLICY 
 
Scope 
 
The Health Protection (Coronavirus) Regulations 2020 are the Emergency Regulations brought in to 
support the Nation and relevant enforcement authorities in controlling the pandemic, and the UK 
Government and Public Health England have also issued specific guidance as well.  There are 
essential steps in managing and controlling the spread of the Coronavirus and the resultant COVID-
19 infection thereafter.  This policy details the actions adopted by the Company in managing and 
controlling the risks associated with this.  This policy may be subject to change and will be 
superseded by Government guidance current at the time. 
 
Overview 
 
Coronavirus is a “Novel” virus that appears to have emerged from China. The danger is posed by its 
destructive impact on the human immune system, which causes COVID-19 which is a Severe Acute 
Respiratory Syndrome (referred to as SARS).  Managing the effects of this virus is compounded by 
the difficulties faced by the scientific and medical communities in understanding and dealing with it. 
The lack of familiarity with this virus means there is currently no vaccine or medication available to 
prevent and/or cure the illness. The virus has the potential to be fatal in some circumstances, but it 
is expected that the majority of infected persons are likely to make a full recovery.  However, 
minimising the infection rates and any subsequent deaths is a major priority and MUST be treated 
with all seriousness due to the highly contagious nature of this virus.  This means the only effective 
ways to minimize the impact on the UK’s National Health Services who otherwise will become 
overwhelmed with patients, is to follow current Government advice, apply common sense, maintain 
high standards of hygiene and minimise risk by limiting social interaction by maintaining social 
distancing where possible. 
 
Policy 
 
Where it is possible for work to be undertaken from home this will be continued and will be reviewed 
periodically in line with Government guidance and Company needs.  Home Working and Lone 
Working polices are to be adhered to for those working remotely, in addition a home working 
assessment should be undertaken to ensure that the employee is working safely and applying 
reasonable working practices. 
 
Within the normal workplace there is an obligation to effectively protect workers from the risks 
associated with Coronavirus.  Such decisions remain the remit of the Directors of the Company.  
Appropriate risk assessments are to be undertaken and safe working practices implemented to limit 
the risk of transmission.  This may result in some employees being treated in different ways in order 
to comply with the relevant guidance. 
 
The Company has reiterated this guidance to all its employees and additionally: 

a. emphasised not to socialise with any other persons except those from within their own 
household – except where meeting one person from outside their own household outdoors, 
AND where 2 metre social distancing is adhered to 

b. reiterated the need to frequently wash their hands with soap and water, ideally every 20 
minutes for at least 20 seconds 

c. adhere to social distancing guidelines and apply at least a 2-metre distance from each other 
at all times 

d. not to cough or sneeze, unless into their elbow or sleeve, or into a tissue which is then 
immediately disposed of safely 

e. to wear appropriate PPE when required to do so 
f. to self-isolate if they present with symptoms in line with UK Government guidance 
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Designation of Employees 
 
Where an employee is a “key worker” they are required to attend work and the Company has taken 
all reasonable steps to protect their safety whilst travelling to and from work and whilst at work.   
 
New guidance from the UK Government has clarified that employees; 

• who can work from home should continue to do so 

• where they cannot, they should attend work, but avoid public transport if possible 

• maintain social distancing of 2 metres 

• wash hands frequently with soap and hot water 

• wear a mask in enclosed spaces where these are crowded, or 2 metres cannot be maintained  
 
Despite the relaxation of the “lockdown” to start bringing the economy back to a sense of normality 
and operations, it is likely that the UK will suffer constraints on activity for some time.  Fortunately, 
the UK Government has provided a continuation of some financial support to help the company, and 
due consideration has been given to these in determining what to do with its employees. 
 

1. Working from Home – wherever possible employees who can work from home have been 
assigned to do this 

2. Furlough – where eligible and not required to work due to a downturn in work, or where it is 
appropriate to maintain this, the Company has furloughed some or all of its employees 

3. Implemented a process for communicating with its employees, especially those on furlough 
who are NOT working to check on their general health and well-being 

4. Adapting Hours – if the business has been able to consider a reduction in work, or 
amendment to work patterns, then those employees have: 

a. been placed on less hours so that there are fewer employees on site and social 
distancing can be adhered to 

b. reviewed ways to minimise when and how travelling to and from work 
c. had shifts adjusted to have less people travelling to and from work at the same time 
d. looked at re-arranging work patterns to have less people in the workplace at any one 

time  
e. considered rotation every 3 weeks of furlough to reduce personnel on site and share 

the workload  
f. fully considered alternative means for travel to and from work other than public 

transport 
g. provided employees attending work with documentation supporting why they are 

traveling in case they are stopped by the authorities who may challenge if their 
journey is considered “essential travel” or not 

5. On-Site – where employees attend another business premises or site to carry out their work, 
the Company has ensured that they adopt strict protocols as below, carry out a specific risk 
assessment and adhere strictly to any site-specific health and safety rules in place  

6. Health & Safety – the Company has implemented strict H&S protocols for all workers to 
protect their safety and well-being 
 

 
Further Easing of Lockdown 
 
As things develop over the coming months it is anticipated that there will be a further relaxation of 
the restrictions on home and work life. 
 
All employees are reminded that they MUST adhere to UK Government guidance in respect of their 
interactions with others in order to minimise the risks to themselves and others. 
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Health & Safety 
 
Given that the Health & Safety Executive declared on 8th April 2020 that contracting COVIDCOVID-
19 at work is now an Occupational Reportable Disease, the Company recognises this and has 
implemented risk assessments, additional PPE (Personal Protective Equipment), signage, hygiene 
systems, training, employee briefings and control measures. 
 
This may therefore require the company to consider whether an employee who catch COVID-19 
should be reported under RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations 2013).  If it is considered necessary, the company shall comply with its obligations to do 
so.   
 
The company shall also put in place all reasonable and practical measures to minimise the risks of 
an employee contracting the Coronavirus and details of minimum requirements have been included 
below.   
 
The employee however also has an obligation to not do anything which may unnecessarily place 
themselves or a colleague at risk.  Therefore, all employees are required to abide by all health and 
safety measures put in place by the company, and failure to abide by these may result in disciplinary 
action, up to and including summary dismissal for gross misconduct depending on the severity of 
the breach.    
 
 
Risk Assessments 
 
A COVID-19 Risk Assessment has been completed in respect of: 

• The Company’s own premises to minimise risk of infection to employees and 
o where the employee is required to carry out work on the Company’s own premises, 

they shall abide by any measure in place and wear any appropriate PPE 

• The Company has reviewed their own specific task-related RAMS to add COVID-19 as a 
foreseeable risk and which also states what control measures are in place regarding this 
namely: 

o that Employee Briefings relating to COVID-19 have been carried out and attended by 
the employee 

o that the employee has received specific Training relating to current UK Government, 
PHE and HSE guidance 

o what PPE has been issued to the employee and a declaration they know when and 
how to use this correctly and related to the specific tasks being carried out  

o the employee has completed a Declaration that they DO NOT have any symptoms 
and that they believe they HAVE NOT been around any person with COVID-19 
symptoms within the last 14 days 

o what actions may be necessary prior to or after any job such as insisting on 
appropriate social-distancing and/or cleaning down the area of work 

o any additional specific and/or environmental Factors that may be relevant to the task 
being undertaken by the employee 

• Employees carrying out specific work on other business premises and households, will 
provide upon request a copy of their RAMS to the relevant person 

 
However, where the site being attended is an external business premises, rather than a household, 
the employee shall abide by the client’s on-site H&S rules and controls.  
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Additional PPE (Personal Protective Equipment) 
 
The Company shall ensure that adequate and appropriate PPE is issued to all employees who are 
required to work.  This may include all or any of the above as appropriate to the task: 

• masks, visors, gloves, sanitizer, overalls or any other appropriate PPE relative to the task 
 
Note that PPE MUST be worn by the employee where required and relevant to the task in order to 
protect the employee and any person that they may come into contact with. 
 
Signage 
 
The Company shall ensure it has adequate signage regarding the risks associated with COVID-19 
such as social-distancing and cleaning protocols.  Such signage shall be brought to the attention of 
employees, visitors and other contractors who attend the workplace, to encourage compliance. 
 
Hygiene Systems 
 
The Company shall ensure that it maintains a clean workplace, in so far as possible, including 
additional cleaning routines particularly in respect of canteens, kitchen areas, high volume locations, 
welfare facilities such as toilets, as well as telephones and workstations.  This may include the 
provision of additional sanitisers for use by the employees and workers as well as routines for 
handwashing regularly (every 20 minutes for at least 20 seconds with soap and water). 
 
Training and Employee Briefings 
 
The Company shall ensure it carries out regular employee briefings with employees to ensure they 
are kept up to date with developments relating to the safety measures and protocols required to 
ensure their safety in relation to COVID-19. 
 
Employees are required to attend any briefings and sign to the effect they have attended and fully 
understand what is required of them. 
 
Control Measures 
 
The Company shall ensure that any appropriate control measures are in place to protect its 
employees and these shall be stated within the relevant risk assessment method statements 
(RAMS). 
 
Visitors and Contractors 
 
The Company shall make every effort to minimise the on-site attendance of visitors and contractors 
unless deemed necessary.  This may include the delaying of non-essential maintenance works and 
repairs, as well as minimising visitors to a later date and/or implementing an appointment system, 
with periods between these to allow for sanitisation processes and avoiding the risk of contact. 
 
Additional Actions 
 
All employees are encouraged to report any breaches of the above health and safety protocols, in 
particular flagrant disregard towards social distancing and/or failing to wear appropriate PPE.  The 
Company considers the need to minimise the risk of spreading the virus seriously and may consider 
disciplinary action in respect of employees who do not treat this issue appropriately. 
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In addition, as a responsible employer, the Company shall endeavour to implement all necessary 
processes and systems, as well as communicate with its employees regarding these in order to 
give reassurance that the workplace is a safe place to carry out their roles. 
 
Guidance from the UK Government is available here: https://www.gov.uk/guidance/social-
distancing-in-the-workplace-during-coronavirus-COVID-19-sector-guidance which provide s a 
number of booklets with sector specific guidance on minimising risk in the workplace due to 
Coronavirus.   
 
There is also a separate UK Government guide in respect of the five basic steps that all 
businesses should be implementing at: https://www.gov.uk/guidance/working-safely-during-
coronavirus-covid-19/5-steps-to-working-safely which confirms the actions taken by the company 
above, and in essence this covers the requirement to: 
 

1. Carry out a Covid-19 specific risk assessment – which the company will share with its 
employees and discuss this where relevant 
 

2. Develop appropriate handwashing and hygiene systems and routines – all employees are 
required to abide by these to minimise the risk of transmission.  A guide to how to 
effectively was your hands is available at this link: https://www.nhs.uk/live-well/healthy-
body/best-way-to-wash-your-hands/ 
 

3. Help employees to work from home – where relevant and appropriate, the company shall 
support employees to work from home where they can do so 
 

4. Maintain 2 metres social distancing measures – this will be through additional signage, 
making employees, visitors and contractors aware of these and encouraging compliance. 

 
5. Manage the risk where it is not possible due to work conditions – this may involve the 

implementation of additional physical barriers, reduction of contact activity to as short as 
possible, use of “team partnering”, back-to-back seating arrangements and the staggering 
of arrival/departure time 

 
If employees have any concerns, they should raise these with line management in the first 
instance. 
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