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AREAS COVERED IN THIS SESSION:

» Furlough update / clarifications
» If you can, work from home

» Employers should carry out a COVID-19 risk assessment, in consultation with workers or trade
unions (if applicable)

» Maintain 2 metres social distancing, wherever possible
» Where people cannot be 2 metres apart, manage transmission risk
» Reinforcing cleaning processes

» further guidance from the government for specific working areas which you should read through
to familiarise yourself to ensure your workplace is as safe as possible
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Furlough - Headline News

June Govt. continue to pay 80% of wages up to a cap of £2500 as well as employer NIC’s and pension
contributions — no change.

July Govt. continue to pay 80% of wages up to a cap of £2500 as well as employer NIC’s and pension
contributions for the hours the employee does not work — no change

Employer able to bring employee back on part time hours for which they are paid their usual pay.
August Govt. will pay 80% of wages up to cap of £2500 for the hours the employee does not work.

Employers will pay employer NIC’s and pension contributions.

September Govt. will pay 70% of wages up to a cap of £2187.50 for the hours the employee does not work.
Employers will pay employer contributions and 10% of wages to make up 80% total to cap of
£2500.

October Govt. will pay 60% of wages up to a cap of £1875 for the hours the employee does not work.

Employers will pay employer contributions and 20% of wages to make up 80% total to cap of
£2500.
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Furlough - 15t June Flexi Furlough

From 15t July - existing scheme closure and ‘flexible furlough’ begins
> The old Scheme will close on 30 June (has closed to new entrants prior post 10 June).

> From this point onwards, employers will only be able to furlough employees that they have furloughed
for a full three-week period prior to 30 June.

> 31t July is the final date to submit claims for any employee furloughed before the 30t June

> Employers who want to place new employees on furlough must have done so by 10 June so the minimum
3-week period required can be achieved.

> From 1 July, flexible furlough can be used which includes part time working.

> For example, an employee who works 5 days a week can be brought back to work for 2 days a week. The
employer will pay wages for those 2 days as normal. The Scheme will “continue to cover” the employee
for the other 3 working days.
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Furlough - 15t June Flexi Furlough

» There is no minimum period, although any claim through the CIRS portal must be in respect of a
minimum one-week period (ie employers can only put in four claims a month, not 31).

» The number of employees you can claim for in any claim period starting from 1 July 2020 cannot
exceed the maximum number of employees you claimed for under any claim ending by 30 June
2020.

» If you are a parent returning to work after statutory maternity or paternity leave you remain eligible
for furlough even if you are being furloughed for the first time after 10 June.

» Finally, if you are intending to furlough an employee on a part time working pattern, you must seek
written agreement to the new change to terms and conditions of employment.
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Returning to Work - Communication

YV V YV V

>

Provide a reasonable period of notice of requiring them to return to work.

Listen to concerns and have a virtual open-door policy.
Be aware of which of your employees are clinically vulnerable and clinically extremely vulnerable.

Communicate the practical measures you are taking to staff on a regular basis to help reassure them that
their health, well-being, and safety is your top priority.

Support employee’s mental health during their return to work. Be conscious of any difficult situation’s
employees may have experienced or are experiencing at home during lockdown.

It will be vital to have a re-induction process for returning staff, especially for those who have been
furloughed. Employers should address any changes that have happened in the workplace including
procedures, policies etc
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Welcome Mike Joy




If you can, work from home
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The employee should complete a DSE form for you to review.

There could be a specific room, a specific desk or specific end of a table —this creates a mental barrier
between work & everything else!

There will be an added set of distractions if employees have to deal with children or other family members,
but they should do their best to separate the working area off as it this helps to focus.

Employers and employers should structure the working day and set dedicated working hours which can
make it easier to focus on the day’s work and avoid distractions.

If the employer and employee know children or elderly relatives need looking after, then employees should
build this into their day and communicate it with your team, so you don’t have problematic calls at a difficult
time.

Employees should plan tasks they are going to do for the day in advance and set a goal for each day.

Have an agreed set of tasks with their manager and team to deal with children or other family members but do
your best to separate the area off as it this helps to focus.

When staff finish the day — finish! By physically packing everything away they will mentally pack everything away
too.




If you can, work from home
DSE FORM

wurkplace

DSE SELF ASSESSMENT
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If you can, work from home

Once an employee has sorted a dedicated area to work, they should complete a workspace assessment and return it to the
company.

* If this flags any specific problems or risks employers should call staff back to discuss possible solutions. When working from a
computer at home employees should try to have their screen approximately arm’s length away from them whilst working.

* They should ideally have a desk or table at around 70cm height from floor and use a chair with good back support.
* They should ensure the top of screen is at top of their eye level.

* Employers should be aware that regular communication is vital to help keep track of staff mood and that they should employers
should set clear expectations and help support task progress.

* Communication becomes even more important when you’re working from home.
* Make sure to contact your team frequently during the day.

* We recommend speaking to your coIIeaiues teammates and contacts even if it’s just for a catch up or chat Face-to-Face is proven
to be key to positivity - use video apps like Microsoft, zoom etc.

* We recommend that employees take a 10-minute break every hour.
* |f they don’t it can lead to headaches, tiredness and blurred vision.
* They should move their body - stretch, move, walk, run, get some blood pumping.

* Having a break will help them focus when they start back at work again.




wurkplace*=
If you can, work from home

We recommend speaking to your colleagues, teammates and contacts even if it’s just for a catch up or chat
Face-to-Face is proven to be key to positivity - use video apps like Microsoft, zoom etc.

* We recommend that employees take a 10-minute break every hour.
* If they don’t it can lead to headaches, tiredness and blurred vision.
* They should move their body - stretch, move, walk, run, get some blood pumping.

* Having a break will help them focus when they start back at work again.
* Handwashing & Hygiene.
e Continue to follow all the guidance already out there for hygiene and handwashing.

* A home working risk assessment should also be undertaken on each employee
working from home, any hazards identified, recommendations put in place and
communicated to both managers and applicable employees.

* This should be reviewed on a regular basis.
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Employers should carry out a COVID-19 risk

assessment, in consultation with workers or trade
unions (if applicable)

* When looking to bring staff back to the working environment from either furlough or working from home a
detailed coronavirus risk assessment should be undertaken, any hazards identified.

* Those hazards reduced as far as possible and recommendations put in place. The risk assessment should be
communicated to staff and to managers and a record should keep of this.

* We would recommend completing a return to work meeting with staff before they return to the working
environment and getting them to complete a medica questionnaire.

 First aiders should also be briefed what to do in a medical emergency and a contingency plan put in place in
case one of the workforce goes down with covid19 symptoms and the workforce must self isolate or work
from home again if required.




wurkplace*?
Employers should carry out a COVID-19 r|sk P

assessment, in consultation with workers or trade
unions (if applicable)

. éfscwell as staff visiting clients/suppliers premises and what health and safety provisions, you will put in place such as PPE

* You should ensure that the risk assessment includes dealing with visitors to site.

* You should also assess whether you can have remote meetings as opposed to
attending site.

* This should Include regular cleaning of the company premises.

* Inrelation to washing hands safety in the workplace we recommend that you provide you employees and visitors with
NHS guidelines of how to safely wash their hands with soap and water.
. ThIS mforlr(natlon could possibly be distributed throughout the company premises as well as in your employees return to

* You could also provide your employees with a COVID 19 poster
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assessment, in consultation with workers or trade
unions (if annlicable
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assessment, in consultation with workers or trade
unions (if applicable
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Maintain 2 metres social distancing, where
possible

The key part to any risk control strategy is the initial risk assessment element, and it is imperative companies do this. Employers
should consider all their work activities, work environments, plant, premises and people, and where COVID-19 related hazards
exist in relation their business and business activities, before then considering how to suitably control the risk to employees and
others affected by this virus and the related hazards identified. Many employers have already done this and have correctly
observed guidance from the UK Government and other related bodies. In this time of frequently changing guidance it is extremely
important to continue to do this, and some examples of information sources also include:

https://www.gov.uk/coronavirus

https://www.hse.gov.uk/news/coronavirus.htm#

https://www.nhs.uk/conditions/coronavirus-covid-19/

https://www.who.int/health-topics/coronavirus#tab=tab 1

This guidance outlines areas for consideration by businesses as part of their risk assessment and planning, and is by no means an
exhaustive list, so it is critical that you consider these areas and any others specific to your business or industry and tailor the
response to suit your organisation and circumstances. If ever in any doubt or if further guidance is required your colleagues at
Wurkplace are on hand to assist, and please feel free to contact us further if required:



https://www.gov.uk/coronavirus
https://www.hse.gov.uk/news/coronavirus.htm
https://www.nhs.uk/conditions/coronavirus-covid-19/
https://www.who.int/health-topics/coronavirus#tab=tab_1
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Maintain 2 metres social distancing, wherever

possible

e Can a 2m physical distance between be maintained?

 What about communal areas such as entrances, toilet or changing facilities, canteens or kitchen areas?
* How will you manage team meetings, briefings, interviews and other interactions?

* Do you need partitions, barriers, or other separation guides?

* How will travel arrangements be made?

» After considering these areas you will need a documented plan in place for the business.

* This could include strategies to support social distancing such as keeping teams of workers together, or as
small as possible, or staggering work shifts to minimise the interactions.
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Where people cannot be 2 metres apart,

manage transmission risk

Communication is important:

. Aﬁ, with gll aspects of health and safety management communication is also vitally important in successfully tackling the related issues brought on by
this pandemic.

* ltis imperative employees are informed about the hazards identified and controls they should take

First Aid:

* Itis essential to protect First Aiders from droplets of infected blood, moisture, saliva from an COVID-19 infected individual.

* Whilst First Aiders are trained in hygiene control, consider the following actions being put in place should First Aid be required:

1, Don’t forget disposable gloves must be used and are provided as standard within the first aid box.

2, Disposable FFP3 masks being worn — these are to be stored in a safe location and all first aiders to be informed where these are. After use, disposable
masks must be placed in a sealed plastic bag along with any other items used in first aid such as plasters.

3, Eye protection to be worn such as goggles to prevent droplets getting into the eyes. These are to be stored in a safe location and all first aiders to be
informed where these are. Before and after use these must be disinfected.
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Where people cannot be 2 metres apart,

manage transmission risk

4, If a disposable suit is not available, any clothing worn is to be cleaned at a high temperature as soon as possible.

5,If CPR (Cardio-Pulmonary Resuscitation) is to be undertaken and rescue breaths are to be given, then the face shield
supplied within the first aid kit is to be used. First Aiders are not required to give rescue breaths but it is recommended
(remember Call 999 or 112 as soon as possible). All First Aid kits to be checked for face shields — if these are absent contact
(PERSON / DEPARTMENT RESPONSIBLE IN COMPANY) for a replacement.

6, First Aid kits come with anti-septic wipes which can be used to clean items.

7, All kit that needs to be disposed of must be disposed of in yellow disposable biohazard bags or double sealed bags and
disposed of as per the ‘COVID-19 Affected Case Cleaning Procedure’ document provided for consideration, or may require
specific biohazard removal if blood/vomit or heavily soiled clothing is involved. The bags should not be mixed with regular
waste. Instead, you should contact your local council or your waste disposal contractor and request a clinical waste collection.
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Where people cannot be 2 metres apart,
manage transmission risk

General Hygiene:

Depending on the nature of the work some businesses may have been closed, in which case consider carrying out a deep-clean before reopening.

Either way it is essential to continue to observe the guidance on good hygiene practices to minimise the spread of infection. You should therefore
review your cleaning arrangements within your business and address any findings accordingly.

All sites will have surfaces such as door handles, hatches, canteens, kettles, sinks, microwaves etc.

Each user should clean down any items touched before and after use and other arrangements would include for example ensuring all surfaces, desks,
phones, keyboards etc are wiped daily with anti-viral cleaner.

After reviewing arrangements it is vitally important to remind staff about regular and effective handwashing, posters can be displayed as a useful
reminder.

Hygiene facilities should be provided in line with general workplace welfare regulations, with hand sanitiser also provided to ensure employees can
effectively follow the required guidance on hygiene practices.

Also after washing hands it’s important to consider drying, do you have electric hand dryers, disposable paper towels, or are you using towels which
are re-used and may increase the risk.

In kitchen facilities or office how are hot drinks made?

I\/Ilaking hot drinks and refreshments should be by individual for the individual, with no shared ‘rounds’ of drink making / food preparation taking
place.

Only use your own cutlery, cups, plates etc. and do not leave these on the side, take them back to your desk, personal workspace or locker
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Where people cannot be 2 metres apart,

manage transmission risk

Plant & Equipment :
* The plant, equipment or company vehicle is to be cleaned before and after use.

» Steering wheels, dashboards, handbrakes, handles, grab rails, levers, switches and all high touched areas
should be specifically be cleaned down with disinfectant wipe/spray.

Smoking Areas:

* If smokers cannot be kept 2m apart, by for instance ground markers, then staggered breaks, additional
smoking areas (these should be defined temporary designated smoking area) should be established (after
careful consideration by the competent person for fire safety!).

* A small tin or bin could be provided in the temporary designated smoking area and filled with sand where
possible for the extinguishing of spent smoking materials.
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Reinforcing cleaning processes

Break Times & Rest Areas

* Where possible consider staggering break times to decrease the number of workers coming into contact with one
another.

* Place signage up in canteen and rest areas reminding workers to keep 2m apart.

* Desks, tables and chairs need to be cleaned on a regular basis.

 All kitchen equipment used, such as kettles and microwaves, must be cleaned down before and after use.
Shower & Toilet Areas

* What about onsite showers and toilet facilities

* All shower and toilet areas must be cleaned down before and after use.

* Pay attention to sanitising handles, seats and surfaces.

Sharing of Personal Vehicles (Lift sharing)

* There is no legal requirement to ban lift sharing, however, it is recommended where possible to avoid lift sharing
due to the difficulty of keeping social distancing and the increased possibility of cross-contamination of COVID-19.
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Reinforcing cleaning processes

Cleaning After a Confirmation of a Contaminated or Suspected
Contaminated Worker

 Wurkplace have provided a guidance document titled ‘COVID-19 Affected Case Cleaning Procedure’ which
has considerations which you can adapt to your business.

Dealing with items such as Paperwork and Delivered Items

* If a courier or post person requires a signature, request they sign it for you, almost all companies will already
do this.

* If a signature is required on your company paperwork, consider signing it on the individual’s behalf including
the words “COVID-19” next to the signature.

* Consider if deliveries and paperwork can be left for 24 hours before being handled.

 Where preferred, gloves can be worn when handling items, and hands should be washed and sanitised with
hand sanitiser after handling.
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Where people cannot be 2 metres apart,

manage transmission risk

Where work by two people can not be undertaken without keeping 2m apart

* Where any work involves your workers or external contractors interacting with others and cannot be undertaken without keeping
2m apart, the following is to be considered:

1) Can the task be eliminated —is it a priority?

2) Can this be reduced to 1 person safely?

3) Canthe two workers be isolated safely by a barrier or screens?

4) Can additional PPE be used to complete the job safely to prevent cross contamination?

5) Record considerations and assessment of the task hazards and controls on a dynamic risk assessment.

6) The company Health and Safety advisors can be contacted for any advice on further control measures.
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Further guidance from the government for specific working areas which you should read through
to familiarise yourself to ensure your workplace is as safe as possible

Personal Protective Equipment (PPE)

* Depending on the nature of your work and the environment, you may need to consider providing additional
PPE, including gloves, face masks or anti-viral hand gels.

* This will all be identified through your risk assessment and it is essential if you require workers to wear PPE
that you think about training them on the correct use and storage, and face fit testing any tight fitting face
masks, as failing to do this can increase health risks.

* Further advice can be sought from PPE providers, HSE website and Wurkplace consultants if required.
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Further guidance from the government for specific working areas which you should read through
to familiarise yourself to ensure your workplace is as safe as possible

Mental Health Support.

It has long been established in health and safety law that employers duties to ensure so far as reasonably
practicable the health, safety and welfare of employees extends to mental health.

The effects of COVID-19 and the lock down measures exposes workers to increased psychological as well as
physical health risks.

The mental health effects include anxiety about the ongoing pandemic and fear of infection for themselves
or susceptible relatives, as well social isolation and lack of contact due to the lockdown.

Workers may also have an increase concern or difficulties in a domestic context from increased caring
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Further guidance from the government for specific working areas which you should read through
to familiarise yourself to ensure your workplace is as safe as possible

« Homeworking Guide

» Draft Coronavirus Risk Assessment
« NHS Handwashing Advice
» Draft Homeworking Risk Assessment
« COVID-19 Questions and Answers
e COVID-19 Poster
« COVID-19 Affected Case Cleaning Procedure
« COVID-19 Visitor Questionnaire
 DSE Self-Assessment Form
« COVID-19 Social Distancing Guidelines

» These documents will also be uploaded onto the H&S document portal for you to access.



https://wurkplace.co.uk/wp-content/uploads/2020/05/Homeworking-Guide.docx
https://wurkplace.co.uk/wp-content/uploads/2020/05/HR1-Coronavirus-RA.docx
https://wurkplace.co.uk/wp-content/uploads/2020/05/RA005-Homeworking-RA.docx
https://wurkplace.co.uk/wp-content/uploads/2020/05/COVID-19-Question-and-Answer.docx
https://wurkplace.co.uk/wp-content/uploads/2020/05/COVID19-Poster.docx
https://wurkplace.co.uk/wp-content/uploads/2020/05/COVID-19-Affected-Case-Cleaning-Procedure.docx
https://wurkplace.co.uk/wp-content/uploads/2020/05/COVID-19-Visitor-Questionnaire.docx
https://wurkplace.co.uk/wp-content/uploads/2020/05/DSE-Self-Assessment-Form.docx
https://wurkplace.co.uk/wp-content/uploads/2020/05/COVID-19-Social-Distancing-Guidelines-v2-002.docx
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Further guidance from the government for specific working areas which you should read through
to familiarise yourself to ensure your workplace is as safe as possible

* For your convenience, please see attached below links to further guidance from the
government for specific working areas which you should read through to familiarise
yourself to ensure your workplace is as safe as possible:

 Construction & other outdoor work
« Factories, plants & warehouses
 Working in people's homes
 Labs & research facilities
» Offices & contact centres
» Restaurants offering takeaway or delivery
 Shops & branches
* Vehicles



https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/construction-and-other-outdoor-work
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/factories-plants-and-warehouses
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/homes
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/labs-and-research-facilities
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/offices-and-contact-centres
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/restaurants-offering-takeaway-or-delivery
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/shops-and-branches
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/vehicles
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