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INTRODUCTION  

The purpose of this policy is to demonstrate this Company’s compliance with Health and Safety 

Authority (HSA), the Health Services Executive (HSE),National Public Health Emergency Team 

(NPHET)and the Department of Health (UK) advice regarding Covid-19. 

Scope This policy applies to all employees of The United Fresh Consortium Ltd (UFC). 

Policy Exposure to COVID-19 is a public health risk which affects all UK and ROI citizens. The COVID-

19 pandemic also has implications for all workplaces as it can present a health risk to workers and 

other persons at a place of work. Managing the risk of spread in the workplace is important in 

relation to the health of employees but is also important as part of general eff orts to control the 

spread and protect the most vulnerable within the broader community. 

The following policy and procedures will describe the measures required to reduce the risk of spread 

of COVID-19 in the UFC workplace 

For all staff within, working from and based at whether remote or otherwise to the UFC 

Wellesbourne HQ the COVID Compliance Officer is Christian Paynton. He will be responsible for 

ensuring safety measures are being followed, and communicate updated health advice regarding 

COVID- 19 in the work place. You can and must bring any breach of this policy or incorrect behaviour 

to the CCO at any time. 

Training The company will provide a comprehensive training programme for all employees to 

complete before their return to work. This training will include the latest up to-date advice and 

guidance on public health and updates on the following, what an employee should do if they 

develop symptoms of COVID-19  

Details of how the workplace is organised to address the risk from COVID-19 identification of points 

of contact from the employer and the workers;  

Any other sector specific advice that is relevant.   

An outline of the COVID-19 response plan;  

The changes that will take place in the operation due to COVID - 19 

All staff will receive an orientation when you return to the workplace to ensure you are aware of the 

local procedures. 

Declaration   

Each employee will be required to complete a health declaration form before returning to work, this 

form will be requested weekly. T 

he health declaration will be collated and stored by the CCO Wellesbourne and where appropriate 

for approval   

Once reviewed and you have declared you are fit to return to work and do not have any of the 

COVID 19 symptoms, you will be provided with your roster necessary advice. 



If you have been in contact with anyone suffering from symptoms or confirmed having COVID-19, 

you must contact the CCO Wellesbourne as soon as possible and do not come to work.  

If you answer on the declaration that you are unwell, the company sick /absence leave policy will 

apply, please speak with your CCO for details on your local policy. 

Travel to work  

When travelling to work, you should travel alone and where possible, using your own means of 

transport.  This may include car, cycling or walking.  Where there is no alternative but to use public 

transport, additional safety precautions should be taken in line with current Government advice and 

in line with the Company Training Programme. 

Where you feel any symptoms of COVID-19 or have been exposed to a confirmed case, you must not 

travel to work and follow the absence reporting guidelines by speaking directly with your CCO. 

Public Transport 

If you have to use public transport to get to the workplace, the following precautions should be 

adhered to:   

Discuss start/finish times with your CCO to see if it’s possible to be rostered for a start time that 

does not require travel during “peak” times  

Adhere to transport companies social distancing Measures  

Wear appropriate PPE – a face mask and gloves  

Sanitise hands regularly and after touch points  

Sit down where possible to avoid having to hold rails & other touch points   

Consider if cycling/walking to work is an option during spells of fine weather   

Do not travel if unwell   

Sanitise hands carefully before entering the office at the stations provided and shown to you at your 

return to work briefing with the CCO 

Sharing transport 

This mode of transport is not recommended but if can’t be avoided, please use the following 

guidelines: If sharing transport with another colleague or receiving a lift  from another person who is 

not within your household consider the following; 

Sit as far as possible away from the other person as possible  

Wear appropriate PPE - e.g. a face mask and gloves  

Place your personal items in the boot - keep separate  

Keep the window slightly open  

Avoid touching too many points within the car 

PPE; While correctly using PPE can help prevent some exposures, it should not take the place of 

proper hand hygiene and respiratory etiquette and the practice of physical distancing.  



Full hygiene compliance should be applied and maintained in all circumstances.   

The company will provide sanitizer and hygienic wipes for all surfaces in accordance with identified 

COVID-19 exposure risks and in line with Public Health Advice.  

Gloves are generally not required for infection prevention and control purposes.  

Where an employee chooses to wear gloves, they must not be considered a substitute for hand 

hygiene and hands must be washed whenever gloves are removed. Gloves should not create an 

additional occupational hazard  

Canteen  

Breaks will be organised to facilitate maintenance of physical distancing.  

The canteen will be rearranged to ensure social distancing can be maintained as best as possible.  

Cleaning supplies will be readily available, and each employee must clean up after themselves with 

sanitising materials provided.   

Where social distancing cannot be maintained in the staff  canteen, the canteen facilities may be 

closed, and alternative area secured.  

Your CCO will provide you with further information. 

Hand Hygiene  

Correct and thorough hand hygiene is a critical element of the prevention of infection transmission 

and particular focus will be placed on regular hand washing and hand sanitising.  

Hand wash facilities are available throughout the building and you must adhere to the guidelines and 

training provided. Hand Sanitiser will be available at each entrance/exit location, as well key 

touchpoints within the workplace. All staff  entering or exiting the building must sanitise their hands 

and follow hand hygiene guidelines and advice. 

Wash your hands with soap and water regularly and in particular:  

• after coughing and sneezing  

• before and after eating   

• before and after preparing food  

• if in contact with someone who is displaying any COVID-19 symptoms  

• before and after being on public transport (if using it)  

• before and after being in a crowd   

• when arriving and leaving the workplace/other sites  

• before having a cigarette or vaping   

• when hands are dirty  

• after toilet use. 

if you cannot wash your hands, the hand sanitiser can be used but to note hand sanitiser does not 

remove dirt. 

It is also important to remember the following: 

avoid touching your eyes, mouth, or nose.  



employees have access to facilities to support hand hygiene (for example hand sanitiser/ hand 

wipes/hand washing facilities).  

do not share objects that touch your mouth, for example, bottles or cups.  

use own pens/pencils for working.  

do not share pen/pencil with other team members unless sensitised. 

Respiratory Hygiene  

Cover your mouth when coughing and sneezing.  

Cover your nose and mouth with disposable tissues.  

If you don’t have a tissue, cough or sneeze into your elbow (not hand), put used tissues into a sealed 

bin and then wash your hands.  

No Hand Shaking/Hugging Policy  

The spread of Covid -19 is also possible that someone may become infected by touching a surface, 

object or the hand of an infected person that has been contaminated with respiratory secretions and 

then touching their own mouth, nose, or eyes (such as touching contaminated surfaces (e.g. door 

knob) or shaking hands/hugging then touching own face). As such the UFC has now introduced a No 

Hand Shaking/Hugging policy for all employees, this applies to other employees, or visitors to the 

business. 

Physical distancing Physical distancing is recommended to reduce the spread of infection. The 

current recommended distance to be maintained between people to minimise risk of transmission is 

2 metres.  This will be updated in line with Government recommendations which are being 

monitored continuously and any changes will be communicated to you.  

Where 2 metres cannot be maintained; The business will where reasonably practicable will minimise 

any direct worker contact and will provide hand washing facilities, and other hand hygiene aids, such 

as hand sanitisers, wipes etc. these will be readily accessible so employees can perform hand 

hygiene as soon as the work task is complete.  

If the interaction doesn’t allow for 2 metres distance, PPE should be worn on your face.  

Employees are asked to ensure that at all other times they observe this physical distance with 

colleagues.  

Clean Desk Policy  

Cleaning supplies will be readily available all PC’s and desks should be cleaned at start and end of 

your working day.  

During work, your desk should have your pc/laptop, keyboard/mouse, desk telephone and mobile as 

well as the documents you working on. All other items should be stored in storage provided.  

No trays or documents, pictures, stationery items to be on the desk, this allows sanitisation to take 

place in a quick manner.  

At the end of the day, your PC should be powered off /laptop stored away for safety and your desk 

free of all items, included clothing on the back of the chair so that the office can be cleaned without 

restriction 



First Aid In the event that first aid is required in the workplace it may not be possible to maintain a 

distance of 2 metres. Employees with a specific role enacting as first responders will be provided 

with updated training on infection prevention and control principles, this will include performance of 

hand hygiene and appropriate use of personal protective equipment when delivering first aid. 

It is permissible to take action that is not in keeping with this policy in the case of emergency for the 

best interests of a colleague. 

Absence form work  

The absence policy requirements apply as normal to all absences.  

Employees who have symptoms of acute respiratory illness are recommended to stay home if they 

are well enough to do so or contact the health service if you are acutely unwell. You should not 

come to work and should restrict your movements for 14 days from symptom onset, the last five 

days of which should be fever free before any return to work. 

Absenteeism in the event of the illness of a family member related to Covid 19 In general, the 

business does not recognise the absence of an employee arising from the illness of a family member.  

Employees will normally take annual leave for short term illnesses (of a child or dependent for 

instance) or, subject to the approval of the business ‘special’ leave for longer term absences.  This is 

unpaid.  If there is a symptomatic or confirmed case in your household, then you must follow the 

government advice. In this event you should not come to work and should notify the CCO who will 

advise you on next steps.   

If self-isolating but not actually symptomatic, Employees in the may be eligible for SSP for Covid 

related absences such as isolating or shielding. The busines may also agree with you to use unpaid or 

annual leave for this time etc. In certain instances an employee may b able to work from home with 

full agreement of the line manager and if appropriate. 

Health & Wellbeing  

This time is very challenging for us all in different ways, so it is important that you are looking after 

your mental health and wellbeing. If you need support in any way, please speak to your line manager 

or the CCO who will be able to assist you. 

Travel (UK) 

The illness is now in many countries world-wide.  As this is a rapidly evolving situation, we advise 

that you visit government websites for the most up to date advise.   

The Foreign and Commonwealth Office (FCO) is advising against all non-essential international 

travel. This advice does not affect travel from Northern Ireland to Ireland or intra-UK travel, but you 

should follow respectively the Irish and UK public health guidance if you need to undertake essential 

travel and discuss in advance with CCO. 

The advice of the FCO should be followed at all times, if an employee has returned from an affected 

area, please see this website for updates https://www.gov.uk/foreign-travel-advice 

Until further notice, if your travel is essential you must consult with your line manager and follow 

government guidelines on return. This period will be unpaid unless other leave is approved to cover 

this period eg annual leave.  



Should any individual travel abroad effective from the 18th March - and as a consequence on return 

the employee is unable to come to work due to;  

Having to isolate due to illness or showing symptoms of Covid 19 certified by a doctor then company 

sick policies apply.  

Or - has to isolate due to being required to quarantine following travel due to government guidelines 

or company policy then this period of quarantine is not covered by the company sick policy , it is an 

absence and is unpaid. 

If you entered the UK or Ireland from another location outside of the Common Travel Area within 

the 14 days before your travel to the UK,  

you:  

need to provide your journey and contact details up to 48 hours before you are due to arrive in the 

UK   

you are not allowed to leave the place you’re staying for the first 14 days you’re in the UK except in 

very limited situations (known as ‘self-isolating’) 

The National Travel Health Network and Centre (NaTHNaC) also provides advice on how to stay safe 

as you travel by air. 

 

Employer & Employee Responsibilities Under the Health & Safety Act 2005 (ROI) and the Health & 

Safety Executive (UK) It is the employer’s responsibility to ensure the safety, health and welfare at 

work of employees. 

 

Employees also have a responsibility under this Act and for the purpose of this policy they are;  

To engage with the business and comply with its safety measures at all times. 

Complete and participate in any H&S protocols.  

Make themselves aware of the signs and symptoms of COVID 19 and report if necessary.  

Follow public health advice with regards to self-Isolation  

Adhere to proper hand, hygiene & respiratory etiquette  

Adapt good hygiene procedures   

Participate and adhere to the Training & Induction provided  

Adhere to all new procedures Including Social Distancing  

To be vigilant and report any breeches of policy to the Covid Compliance Officer directly  

Remember – when in doubt be sensible to the situation, your CCO and Line Manager are always 

available to answer any questions and support you in your return to work. 

Breaches of the Covid policy Breaches of the Covid Policy may be subject to disciplinary action up to 

and including dismissal and defined as gross misconduct in addition to the with Company 

Disciplinary procedures. 



Updates This policy will be updated should there be changes in government guidelines and or 

company policy. 

 

 

Christian M Paynton – Managing Director – Covid Compliance Manager 

Email christian@unitedfresh.co.uk – Web www.unitedfresh.co.uk 

Mobile +44 771 777 8079 

No 2 Lowes Lane Business Park, Lowes Lane, Wellesbourne, Warwickshire, CV35 9 RB 
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