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introduction
This guide is aimed at all employers and those who are
self-employed and work with or near other people. It
explains how you can protect people from Coronavirus
(COVID-19) in your workplace.
All employers have a duty of care to protect anyone
affected by their activities and as such, must identify
foreseeable hazards and establish a plan to eliminate
and control the hazards.
The guidance sets out the main elements required to
achieve this, identifying the following key stages.
Templates are provided to assist you in:

1.

Identifying people at risk

2.

Examining the working environment

3.

Collating the information, assessing the risk
and establishing safe systems of work
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The guidance uses the principles set out in current COVID-19 government guidance for employers
and businesses, which is focused on 5 key points. These should be implemented as soon as it is
practical:
1. Work from home, if you can

All reasonable steps should be taken by employers to help people work from home. For those who
cannot work from home and their workplace has not been told to close, our message is clear: you
should go to work if it is safe to do so. Staff should speak to their employer about when their
workplace will open.
2. 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. Employers should publish the results of
their risk assessments on their website. We expect all businesses with over 50 employees to do so.
3. 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.
4. 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 to minimise the number of people in contact with one another, or ensure colleagues
are facing away from each other.
5. 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.
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Current Government Workplace Guidance
The government has issued sector-specific guidance to help employers, employees and the selfemployed understand how to work safely during the Coronavirus pandemic - Click here to learn
more.
These eight guides cover a range of different types of work. Many businesses operate more than
one type of workplace, such as an office, factory and fleet of vehicles. You may need to use more
than one of these guides as you think through what you need to do to keep people safe:
Construction and other outdoor work - for people who work in or run outdoor working
environments.
Factories, plants and warehouses - for people who work in or run factories, plants and
warehouses.
Labs and research facilities - for people who work in or run indoor labs and research facilities
and similar environments.
Offices and contact centres - for people who work in or run offices, contact centres and similar
indoor environments.
Other people's homes - for people working in, visiting or delivering to other people's homes.
Restaurants offering takeaway or delivery - for people who work in or run restaurants
offering takeaway or delivery services.
Shops and branches - for people who work in or run shops, branches, stores or similar
environments.
Vehicles - for people who work in or from vehicles, including couriers, mobile workers,
lorry drivers, on-site transit and work vehicles, field forces and similar.

Each business will need to translate this into the specific actions it needs to take, depending on
the nature of their business, including the size and type of business, how it is organised, operated,
managed and regulated.
To help you decide which actions to take, you need to carry out an appropriate COVID-19 risk
assessment, just as you would for other health and safety related hazards. This risk assessment
must be done in consultation with unions or workers.
The Health and Safety Executive (HSE) has also issued guidance to assist businesses in fulfilling
their legal duties - Click here to learn more.
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Employee Considerations before
Returning to the Workplace
Before considering allowing employees to return to the workplace, all employers must first
consider whether it is necessary. Although the current statistics suggest the numbers of people
contracting the virus is reducing, this is largely down to the enforced lockdown.
These three questions must be posed to decide whether it is safe to return to
the workplace.
1. Is it essential? - If people can continue to work from home, they must continue to do that for
the foreseeable future. If they cannot work from home, is their work deemed essential or could the
business continue to use the government’s Job Retention Scheme for longer?
2. Is it safe? – Employers have a duty of care to identify and manage risks to ensure that the
workplace is safe to return to. This will involve social distancing measures, potentially reconfiguring
workspaces and common areas, possible changes to working hours to reduce risk of exposure, and
increased workplace cleaning and sanitation measures. Employers should take their time with
gradual returns to work to test these measures in practice and ensure they can work with larger
numbers before encouraging more of their workforce back.
3. Is it mutually agreed? – Research found that 4 in 10 people are anxious about returning to work
and there are concerns people could be forced back. It is vital that there is a clear dialogue
between employers and their people so concerns can be raised and individual needs and worries
taken into account. There will need to be flexibility on both sides to accommodate different
working times or schedules as ways of managing some of these issues. As an employer, you must
consider completing a return to work questionnaire or checklist with staff, to establish their
specific needs, concerns and plan of action. You will then be able to put any control measures in
place to eliminate the risk or reduce it to an acceptable level for the worker. The risk assessment
should be reviewed on a regular basis throughout the employment and any necessary control
measures put in place. The level of risk to the individual will depend on a number of factors,
including:

The work environment
The type of work carried out
The distance that can be maintained between the employee and any possible source of
infection
The level of hand cleaning regime in place
The level of information provided
The effectiveness of existing controls that are in place
In some cases, workers may be more vulnerable to infection because of age (70 and over)
or an existing health condition (click here for NHS guidance)
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DOWNLOADS
Download COVID-19 Employee Return to Work Checklist

Download COVID-19 Workplace Return to Work Checklist

Download COVID-19 Risk Assessment Guidance and Template
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