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1 Purpose  

The purpose of this document is to provide instructions for the precautionary measures to reduce the 
likelihood of Coronavirus (covid19) infections for all employees at NetGEN360 and to ensure the site is 
“Covid Secure” in line with the government guidelines. 

This document details the actions to be taken in the event of an employee having a suspected or confirmed 
case of covid19. 

Site maps to help explain the one-way systems and distancing for operations activities are shown in this 
report. 

 

2 Responsibilities 

• All employees are responsible for adhering to the precautionary measures on site and signing the 
Employee Declaration (on site COVID measures) ref CF/HSE/11c 

• Line Managers are responsible for monitoring employees within their department are adhering to the 
precautionary measures on site and conducting twice daily temperature checks. 

• HSE are responsible for collating all COVID-19 assessments. 

• HR are responsible for maintaining the COVID-19 Tracker for all suspected and confirmed cases of 
COVID-19. 

• HSE are responsible for communicating all positive COVID cases to the STADA global HSE function.  

• HSE are responsible for conducting routine COVID-19 assessments on site. 

• HR are responsible for sending out all employee communications relating to COVID-19. 

• HSE are responsible for conducted and maintaining records of a monthly audit of the site COVID 
measures. 

 

3 Reference Documents 

• HR00303  HR Policy – Covid conditions    

• RA/HSE/50  Risk Assessment - Site wide Operations (NextGEN360 Covid19)  

• RA/HSE/51  Risk Assessment - External Sales Covid Risk Assessment   

• QAS 27  Site Visitor Questionnaire      

• CF/HSE/11a Controlled Form - Visitor COVID Health Questionnaire and Site Requirements 

• CF/HSE/11b Controlled Form - Agency Workers - COVID Questionnaire 

• CF/HSE/11c Controlled Form - Employee Declaration (on site COVID measures) 

• CF/HSE/11d Controlled Form - Site Visits Pre-screening (on site COVID measures) 

• CF/HSE/11e Controlled Form – Monthly COVID Audit 

• TBT/HSE/11a Controlled Form - Tool Box Talk – COVID-19 
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4 Government Guidelines  

At all times, the guidance and requirements of the UK government will be adhered to and where possible 
exceed to ensure the ongoing safety of all employees, family members and public.   

The following five key points are summarised from the government guidelines “New guidance launched to 
help get Brits safely back to work”, published on 11-May-2020. 

Key Point NextGEN360 Practice 

Work from home, if you can 

All reasonable steps should be taken by employers to help 
people work from home.  But for those who cannot work from 
home you should go to work. 

Flexibility around site attendance and home working is in place for all 
employees to reduce the number of people on site at any time. 

Office staff should only attend site when their work cannot be 
conducted effectively from home.  

Carry out a COVID-19 risk assessment, in consultation with 
workers or trade unions 

This guidance operates within current health and safety 
employment and equalities legislation and employers will 
need to carry out COVID-19 risk assessments in consultation 
with their workers or trade unions, to establish what 
guidelines to put in place.  

All businesses with over 50 employees should publish the risk 
assessment on their website. 

Refer to: 

RA/HSE/50 - Site wide Operations (NextGEN360 Covid19) 

RA/HSE/51 - External Sales Covid Risk Assessment 

 

Document also published online. 

Maintain 2 metres social distancing, wherever possible 

Employers should re-design workspaces to maintain 2 metre 
distances between people by staggering start times, creating 
one-way walk-throughs, opening more entrances and exits, or 
changing seating layouts in break rooms. 

Social distancing rules and posters in place throughout the site and daily 
reminders for all operations staff.  This includes: 

One-way systems in place around the busy areas of site. 

Staggered shift times to reduce bottlenecks in the communal areas. 

Restrictions on the number of people in the welfare areas. 

An additional third shift, to reduce the number of employees on site 
during busy production periods can be introduced when needed. 

Use of video conference for meetings is in place. 

Office seating for essential on-site staff has been arranged to comply 
with the distancing rules.  Each functional manager is responsible for 
ensuring the number of employees in the area are not exceeded. 

 

Where people cannot be 2 metres apart, manage 
transmission risk 

Employers should look into putting barriers in shared spaces, 
creating workplace shift patterns or fixed teams minimising 
the number of people in contact with one another, or ensuring 
colleagues are facing away from each other. 

Screens are in place at all workstations and welfare areas where 2 
metres distances are not possible. 

Where a distance of 2 metres cannot be maintained then the “1 metre 
plus” rules must be adhered to. 

The use of face masks, gloves and glasses to be used for limited to a 
maximum of 10 minutes for essential work where 2 metres distancing 
cannot be maintained, such as operator training, two person lifting and 
QC inspection. 

Employees are temperature checked on entry to site and sent home if 
above 37.8 c 

Employees must use face coverings when in common areas and when 
not in their usual place of work. 

Reinforcing cleaning processes 

Workplaces should be cleaned more frequently, paying close 
attention to high-contact objects like door handles and 
keyboards.  

Employers should provide handwashing facilities or hand 
sanitisers at entry and exit points. 

Additional cleaners have been employed to continuously disinfect door 
handles, handrails and other touch points. 

Notices to remind employees to wash their hands more frequently are 
in place. 

Hand sanitisers have been installed and in use at every site entrance and 
in each office area. 
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5 Responsibilities 

This plan details the standing members of the Crisis Management Team (CM Team).  

Core CM Team Team activities Team Members 

CM Team Leader 
Lead, develop & implement plans.  Identify affected employees & 
assets (including products, information, sourcing supply & 
distribution).  

A. Felstead 

Team Leader Deputy 
Designated individual to provide continuity of response in Leader’s 
absence. 

A. Hulme 

Log Keeper  
Essential part of the team who maintains a log of all decisions and 
actions for later reference and use in insurance, liability issues or 
potential enquiries. 

(HR) 

Legal 
Identification of legal risk & mitigations, ensuring confidentiality & 
privilege of communications, obtain external legal advice, etc. 

M. Thornberry 

Communications 

Internal & external communications planning & execution, 
including media management.  Coordinates the media response 
and incorporates legal advice for all public communications. The 
communications lead is responsible for developing press and other 
media releases 

 
B. Valentine 

Human Resources 
Ensures that people issues are being addressed incl. quick access 
to employee data, such as next of kin, and might need to address 
crisis counselling. 

B. Valentine 

TechOps / Operations  

Ensures that delivery of the ongoing business priorities is 
maintained and coordination of this with the crisis/incident 
response is managed incl. allocation of additional resources as e.g. 
Quality, MS&T and Supply Chain.  

A. Felstead 
A. Hulme 
 

HSE / Occupational 
Health 

Provides expert guidance and manages all HSE related processes A. Hulme 

Finance 
Assesses the financial impact of the crisis and the organisation’s 
response, monitors developments, and advises on/authorizes 
contingency budgets and emergency spend. 

M. Thornberry 

Other Business Teams 

Additional support for the core team is provided by internal 
specialist teams, such as facilities, security, information security 
and IT, which assess damage and advise on the appropriate 
recovery plans and available facilities. 

A. Felstead 
A. Hulme 
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6 Face Coverings & PPE 

As a general rule, it is important to note that coronavirus (COVID-19) is a different type of risk to the risks 
normally faced in a workplace and needs to be managed through a hierarchy or system of control including 
social distancing, high standards of hand hygiene, increased surface cleaning, fixed teams or partnering, 
and other measures such as using screens or barriers to separate people from each other. 

These measures remain the best ways of managing risk in the workplace, but there are some circumstances 
when wearing a face covering may be marginally beneficial and a precautionary measure; this will largely 
be to protect others and not the wearer. If employees choose to wear a face covering, normal policies 
relating to occupational workwear and PPE will continue to apply. 

Providing all employees adhere to the social distancing rules on site and all functional managers ensure the 
seating plans are enforced there is currently no mandatory requirement to wear any type of face covering 
while in your normal place of work.   

The areas of concern are the corridors and communal spaces where you are likely to meet people that are 
not in your normal working area and where adhering to the social distancing rules will be difficult.  It is 
therefore a requirement to wear a face covering in all communal areas and while moving between areas 
and buildings. 

The use of PPE, such as gloves and masks, will be enforced in accordance with the government advice and 
NextGEN360 will issue PPE in line with the guidelines. 

It is accepted that some people will use their own PPE at all times of work and that they will not be 
discriminated against for doing so. 

It’s the responsibility of each individual to supply their own effective face covering and replace when 
required. To be effective the face covering must cover the nose and mouth. 

Where face coverings are required there are some circumstances where people may not be able to wear a 
face covering. Following Government guidelines this includes: People who cannot put on or wear a face 
covering because of a physical or mental illness, impairment, or disability. 

In their instance HR should be notified 

 

7 Vaping (e-cigarettes)  

 
As with the company smoking policy, vaping (e-cigarettes) will only be allowed outside of the building. 

Testing of (e-cigarettes) is only permitted by designated staff within the boardroom which must have the 
windows open for ventilation purposes. 
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8 Shielding 

The NHS guidelines state that anyone that is classified as “clinically extremely vulnerable” should be 
shielded and must work from home or be furloughed. 

You have one or more of the conditions listed below, or 

Your hospital clinician or GP has added you to the Shielded patients list because, based on their clinical 
judgement, they deem you to be at higher risk of serious illness if you catch the virus. 

 

• Adults with the following conditions are automatically deemed clinically extremely vulnerable: 

• Solid organ transplant recipients 

• Those with specific cancers: 

• People with cancer who are undergoing active chemotherapy 

• People with lung cancer who are undergoing radical radiotherapy 

• People with cancers of the blood or bone marrow such as leukaemia, lymphoma or myeloma who 
are at any stage of treatment 

• People having immunotherapy or other continuing antibody treatments for cancer 

• People having other targeted cancer treatments that can affect the immune system, such as 
protein kinase inhibitors or PARP inhibitors 

• People who have had bone marrow or stem cell transplants in the last 6 months or who are still 
taking immunosuppression drugs 

• Those with severe respiratory conditions including all cystic fibrosis, severe asthma and severe 
chronic obstructive pulmonary disease (COPD) 

• Those with rare diseases that significantly increase the risk of infections (such as severe combined 
immunodeficiency (SCID), homozygous sickle cell disease) 

• Those on immunosuppression therapies sufficient to significantly increase risk of infection 

• Adults with Down’s syndrome 

• Adults on dialysis or with chronic kidney disease (stage 5) 

• Pregnant women with significant heart disease, congenital or acquired 

• Other people who have also been classed as clinically extremely vulnerable, based on clinical 
judgement and an assessment of their needs. GPs and hospital clinicians have been provided with 
guidance to support these decisions 

 

For further reading please follow the link below: 

https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-
vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-
from-covid-19 

   

https://digital.nhs.uk/coronavirus/shielded-patient-list
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
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9 Case of Symptoms  

9.1 At Home or Household Member 

• DO NOT come to work, 

• Seek for medical advice from the health authority / NHS / 111. 

• Inform your line manager. 

• Follow isolation guidelines, shown below. 

• Keep your line manager informed of the situation. 

• Only return to work when fully recovered. 

 

9.2 Case of Symptoms – At Work 

Employee: 

• Stop working and keep distance from colleagues. 

• Immediately contact your supervisor / line manager. 

•  

Line Manager 

• Confirm the symptoms (high temperature, coughing) to the HSE Manager / Director. 

• Provide face mask and isolate employee. 

• Send employee home to isolate. 

• Disinfect the working area and any items handled by the suspected employee, note that this should 
be conducted while wearing a mask and gloves. 

Employee: 

• Seek for medical advice from the health authority / NHS / 111. 

• Follow isolation guidelines, shown below. 

• Keep your line manager informed of the situation. 

• Only return to work when fully recovered, as per the isolation policy shown below. 

 
HSE / HR: 

• Maintain log of suspected cases and the outcome. 

• Monitor employees that are known to have had contact with employee within the last four days.   
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9.3 Self-Isolation  

If you've tested positive and: 

• you have symptoms – self-isolate for 10 days from when your symptoms started 

• you have not had symptoms – self-isolate for 10 days from when you had the test 

 
If you get symptoms while you're self-isolating, the 10 days restarts from when your symptoms started. 
 
When to stop self-isolating 
You can stop self-isolating after 10 days if either: 

• you do not have any symptoms 

• you just have a cough or changes to your sense of smell or taste – these can last for weeks after the 
infection has gone 

When to keep self-isolating 
Keep self-isolating if you have any of these symptoms after 10 days: 

• a high temperature or feeling hot and shivery 

• a runny nose or sneezing 

• feeling or being sick 

• diarrhoea 

Only stop self-isolating when these symptoms have gone. 
If you have diarrhoea or you're being sick, stay at home until 48 hours after they've stopped. 

 

If someone you live with has tested positive and: 

• they have symptoms – self-isolate for 10 days from when their symptoms started 

• they have not had symptoms – self-isolate for 10 days from when they had their test 

 

If they get symptoms while they're self-isolating, the 10 days restarts from when their symptoms started. 

The 10 days does not restart if a different person you live with gets symptoms while you're self-isolating. 

 

When to stop self-isolating 

You can stop self-isolating after 10 days if you do not get any symptoms. 
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The flowchart below shows the self-isolation guidelines as described by the NHS. 
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10 Commuting  

10.1 Public Transport 

• Social distancing to be maintained on public transport. 

• Follow government requirements to wear a face covering at all times when using public transport.  

• Encourage to use alternatives (walking, bike, own car). 

 

10.2 Car Sharing 

• Car sharing to be discouraged unless social distancing guidelines can be adhered to or if employees 
are already cohabiting. 

• Advise that not more than two people using one car and to sit segregated (front right / back left). 

• Advise that anyone car sharing, when not from the same household, to wear a mask. 
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11 Site Access / Egress 

11.1 Site Access 

• Employees to follow social distancing guidelines and remain 2m apart. 

• Employees to use hand sanitiser before entering site. 

• All on site employees to take and record their temperature when arriving to site using either the 
wall mounted or handgun devices. 

• All on site employees to take and record their temperature when leaving site using either the wall 
mounted or handgun devices. 

• Install hand sanitisers at all entrance doorways. 

• Shift times have been staggered to reduce the numbers of people at entrances. 

• Hand sanitisers have been installed at all site entrances and provided in all office areas. 

• All employees to agree to the site wide COIVD measures and social distancing rules as per 
CF/HSE/12c. 

• Vaping is not allowed inside of the building. Only permitted for testing purposes in the boardroom 
with limited number of staff, and all windows open. 

 

11.2 Reception 

• Screen in place at reception desk. 

• All visitors to report to the Unit 5 reception. 

• All external visitors to complete a health screening on entry to site as per QAS27. 

• All visitors must have their temperature taken before being allowed on site. 

• Receptionist to routinely disinfect the touch screen device. 

• A “clean” and “used” pot for pens – receptionist to sterilise the dirty pens. 

 

11.3 Clocking In 

• Employees to keep 2m distance. 

• Shift times have been staggered to reduce the numbers of people at entrances and clock in 
terminals. 

• Employees able to clock in using a mobile phone application to avoid having to touch click in 
machines. 

 

11.4 Movement of Employees 

• Limit the number of employees on site. 

• Reduce / restrict movements around corridors and doorways. 

• Door opening devices have been installed on busy areas to limit the door handles touched and 
reduce congestion.  Note that these will release in the event of a fire alarm and at pre-set times to 
comply with fire protection procedures. 

• One-way systems in place to reduce the numbers of people passing in the Production hand wash 
entrance. 
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11.5 Site Grounds / Public Areas 

• Employees to keep 2m distance. 

• The 2-metre rule is continually monitored and enforced. 

 

12 Visitors / Contractors 

12.1 Visitors 

• No external visitors are allowed at general factory site areas if not business critical. 

• No external visitors are allowed at factory areas if not absolute business critical (decision by site 
head) 

• All meetings to be held other phone / video call where possible. 

• All visitors to complete the Visitor Coronavirus Health Questionnaire and Site Requirements as per 
CF/HSE/12a.  Completed forms to be returned to HSE department. 

• All external visitors to complete a health screening on entry to site as per QAS27. 

• All visitors must have their temperature taken before being allowed on site. 

• Contact details to be retained for track and trace purposes. 

 

12.2 Contractors 

• All contractors to be minimised to business-critical only tasks.  

• All contractors on site to be approved by senior team / site head and only if the work can be 
completed without the need to interact with employee working areas. 

• All contractors to complete the Visitor Coronavirus Health Questionnaire and Site Requirements as 
per CF/HSE/12a.  The signed copy to be returned to HSE for filling. 

• All contractors to complete a health screening on entry to site as per QAS27. 

• All contractors must have their temperature taken before being allowed on site. 

• Contact details to be retained for track and trace purposes. 

 

12.3 Agency Workers 

• All agency / temp workers to be minimised to business-critical only tasks.  

• Only temporary workers on site for operational essential work. 

• All agency to complete the Agency Coronavirus Health Questionnaire and Site Requirements as per 
CF/HSE/12b.  The signed copy to be returned to HSE for filling. 

• All on site agency workers to have their temperature checked on entry to site using either the wall 
mounted or handgun devices. 

• All agency workers must have their temperature checked and recorded before and midway through 
their shift. 

• Contact details to be retained for track and trace purposes. 
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13 Cleaning / Hygiene 

13.1 General cleaning 

• Ensure cleaning of room after each shift change. 

• Site cleaning includes regular disinfection of door handles, handrails and touch points.   

• All communal areas and toilets are cleaned throughout the day and night. 

• Disinfecting wipes and sprays to be used on all touchpoints of photocopier / printers before and 
after use. 

 

13.2 Employee Hygiene 

• Ensure employees have access to hand washing facilities. 

• All employees have access to sinks and posters in place to remind people to regularly wash their 
hands. 

• Hand sanitisation points are in place at all site entrances and within each office. 

• Hand towels to be replaced with single use paper towels and / or air driers. 

 

14 Operations 

14.1 Manufacturing / Filling 

• Maintain distance of 2m. 

• Limited employees, up to 6 max, need to access the clean room.   

• Use gloves and mask if minimum distance cannot be ensured consistently. 

• All equipment touchpoints to be disinfected at the end of each shift. 

 

14.2 Packing 

• Maintain distance of 2m to next colleague 

• Place special attention when working together with a colleague for ergonomically reasons, such as 
lifting of boxes that require a 2-person lift.  Where a 2m distance cannot be maintained a face 
covering should be worn. 

• Each production line is spaced 4.5 metres apart.   

• All equipment touchpoints to be disinfected at the end of each shift. 

• Screens installed at the end of line packing areas. 
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14.3 Order Picking 

• Maintain distance of 2m to next colleague. 

• Packing benches split 2 – 3 metres apart. 

• 2 metres distancing rules in place when moving around the picking bays. 

• Separate picking areas set up to allow reduce clustering around picking bins. 

• Extended shifts to allow reduced numbers of people at any one time. 

• Where the 2-metre distancing cannot be maintained a face covering should be worn. 

• Hand sanitiser to be used frequently. 

• Face coverings to be worn. 

 

14.4 Warehouse 

• Maintain distance of 2m to next colleague. 

• Warehouse space are big enough to allow 2 metres distance at all times. 

• Place special attention when working together with a colleague for ergonomically reasons, such as 
lifting of boxes that require a 2-person lift.  Where a 2m distance cannot be maintained a face 
covering should be worn. 

 

14.5 Use of Forklift or Pallet Lifters 

• Maintain 2m to next colleague. 

• Clean off/disinfect key, handles/steering wheel and points to hold on to before and after use – 
sanitising wipes are made available. 

 

14.6 Deliveries 

• All deliver drivers to use a face covering if entering site. 

• All delivery drivers to disinfect hands before entering site. 

• A dedicated pallet drop off area to be used. 

 

14.7 Employee Training 

• Maintain distance of 2m to next colleague 

• Maintain 2 metres at all time.  Where this is not possible the use of gloves, glasses and masks must 
be used and for no more than 10 minutes. 

• Where possible carry out training online using Microsoft Teams. 

• Use of Board Room with windows open and no more than 6 people. 
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15 Laboratory 

15.1 General 

• Assume all places that will be touched could be infected; therefore, if no special gloves are used, 
first disinfect those places 

• When talking to other lab personnel, keep the required min. distance of 2m. 

• Lab is disinfected daily. 

• Each lab room is restricted to two persons at a time to adhere to distancing rules. 

 

15.2 Lab Equipment 

• Disinfect all touch points on equipment before and after use. 

• Lab equipment is disinfected before and after use. 

 

16 Welfare Facilities 

16.1 Break Rooms 

• Reduce number of seats to ensure distancing rules. 

• Screens to be placed on tables to further segregate.  

• Seating areas have been organised to ensure distancing rules.   

• Additional seating areas have been provided in the meetings rooms. 

• Staggered breaks to reduce numbers in welfare facilities. 

 

17 Offices 

17.1 Home Working 

• Flexibility around site attendance and home working is in place for all employees to reduce the 
number of people on site at any time. 

• Office staff should only attend site when their work cannot be conducted effectively from home. 

• It is however recognised that having face to face time with other members of work and line 
managers is essential for the business and for the mental health of the employee and that some 
regular on site contact should be introduced for all employees. 

 

17.2 Shared Rooms 

• Relocate staff at desks / use empty rooms (home office) to adhere to social distancing between 
office staff 

• Office seating for essential on-site staff has been arranged to comply with the distancing rules.  
Each functional manager is responsible for ensuring the number of employees in the area are not 
exceeded. 

• Use of video conference for meetings is in place. 

• Screens are in place around all desks that are grouped together to provide additional protection. 
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17.3 Ventilation / Cleaning 

• Ensure good ventilation of office rooms via windows. 

• The use of fixed place air conditioning is permitted as the units have externally mounted 
compressor units that bring fresh air into the build rather than simply recirculating the air within 
the room. 

• The use of portable A/C units is not recommended as they recirculate the air within the room. 

 

17.4 Cleaning 

• Staff to wipe their desk and computer keyboard once / day (e.g. use disinfectant provided in the 
washrooms) 

• Hand sanitisers are in place at all site entrances and within each office area. 

 

18 External Sales Team 

18.1 Visiting Stores 

• Adhere to social distancing rules. 

• Where possible arrange to see the store in advance and outside of “busy” times.  

• Discuss business outside if possible. 

• Where possible leave the shop owner to merchandise.  

• Always maintain a minimum 2 metre distance and avoid direct contact with a person. 

• Always wear a face covering when entering a shop. 

• Carry and use personal Hand sanitiser. 

• Ensure a regular hand washing and sanitisation routine.   

• At minimum use hand sanitiser after every transaction. 

 

18.2 Handling Cash / Payment 

• Card, preferably contactless payment or BACs to be used where possible.   

• Ensure hand washing, or use of hand sanitiser, after handling cash. 

• Disinfect any terminals used by the customer before and after use.   

• At minimum use hand sanitiser after every transaction. 

 

18.3 Arriving Home  

• Wash hands immediately. 
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19 Business Travel  

19.1 Visiting a Supplier / Subcontractor. 

• Only to take place if the meeting cannot be conducted over the phone / video call. 

• Host company to complete CF/HSE/12d before the site visit is made. Completed forms to be 
returned to HSE department. 

 

19.2 International Travel 

• Only to take place if the meeting cannot be conducted over the phone / video call. 

• Follow all UK requirements for testing prior to and on return. 

• Follow all current PPE requirements during travel and when using public transport, taxis or other 
transportation at either side of the journey. 

• Follow all Local quarantine advise if the guidance for the destination changes during the travel 
period. 

• If essential to travel to countries that are outside of the current “safe zones” then 14 days isolation 
is mandatory. 

• Where possible work from home for 14 days following travel if the country is within the “safe zone” 
and confirm any return to the office with line manager and HSE.  Note the use of lateral flow tests 
are available. 

 

20 Personal Travel / Holiday 

• Advise to only to travel to countries that do not require any period of quarantine on either side. 

• Follow all UK requirements for testing prior to and on return. 

• Follow all current PPE requirements during travel and when using public transport, taxis or other 
transportation at either side of the journey. 

• Follow all local quarantine advise if the guidance for the destination and be aware of any changes 
during the travel period. 

• Employee to inform line manager of intended travel destination and to verify the current 
quarantine requirements. 

• Where possible work from home for 14 days following travel – to be reviewed with line manager. 

• All travel to countries that are outside of the current “safe zones” will require a 14 days isolation 
period and this must be taken from a combination of days holiday allowance and unpaid paid 
absence.  It is suggested that this is an equal split but is up to the line manager to determine and 
justify. 

• If the guidance on “safe zones” changes for the chosen location during the period, the employee is 
on holiday all UK guidance must be adhered to.  This may result in a period of quarantine being 
required and this may require the use of personal holiday allowance and / or unpaid absence if the 
employee cannot contribute to the business from home.  This must be agreed with the line 
manager. 
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21 Site Maps 

The site maps shown below are examples to show how the distancing rules can be adhered to and the 
example office layouts. 

Each functional manager must keep ensure that their work areas are not over allocated, and that social 
distancing is being maintained at all times. 

 

 

 



 

DI/HSE/11 COVID-19 Policy Issue:10– May 2021  
 

 

Page 18 of 19 

 



 

DI/HSE/11 COVID-19 Policy Issue:10– May 2021  
 

 

Page 19 of 19 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

~ End of DI ~ 


