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1.0 INTRODUCTION 
 
COVID-19 is a new illness that can affect the lungs and airways. It's caused by a virus called 
coronavirus. 
 
The outbreak of Coronavirus Disease 2019 (COVID-19) has evolved rapidly. Exposure to COVID-19 is a 
public health risk which affects all persons subsequently the COVID-19 pandemic has implications for 
our workplaces as it can present a health risk to workers and other persons at our places of work. 
 
Infection with the virus that causes COVID-19 can cause illness, ranging from mild to severe, and, in 
some cases, can be fatal. It can take anything from 2 days up to 14 days for symptoms of coronavirus 
to appear. They can be similar to the symptoms of cold and flu. 
 

Common symptoms of coronavirus include: - 

¶ A fever (high temperature - 38 degrees Celsius or above). 
¶ A cough - this can be any kind of cough, not just dry. 
¶ Shortness of breath or breathing difficulties. 
¶ Loss of smell and taste. 

 
The complete list of symptoms can be found on the HSE Website: 

(https://www2.hse.ie/conditions/coronavirus/symptoms.html) 

Some people infected with the virus, so called asymptomatic cases, have experienced no symptoms at 
all. 
 
The virus that causes COVID-19 disease is spread from people in fluid and in droplets scattered from 
the nose or mouth of an infected person when the person with COVID-19 coughs, sneezes or speaks. 
The fluid or droplets land on objects and surfaces around the infected person. Other people 
contaminate their hands by touching these objects or surfaces and then bring the virus into contact 
with their eyes, nose or mouth by touching them with their contaminated hands. COVID-19 can also 
spread if droplets from an infected person land directly on the mucous membranes of the eye, nose or 
mouth of a person standing close to them. 
 

There are certain persons who are particularly at risk from COVID-19; this group includes those who 
are: - 
¶ Are aged 70 or older (regardless of medical conditions). 
¶ Are aged under 70 with an underlying health condition listed below i.e. anyone instructed to get a 

flu jab as an adult each year on medical grounds for:  
˅ Chronic (long-term) respiratory diseases, such as asthma, chronic obstructive pulmonary 

disease (COPD), emphysema or bronchitis.  
˅ Chronic heart disease, such as heart failure.  
˅ Chronic kidney disease. 
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˅ Chronic liver disease, such as hepatitis.  
˅ Chronic neurological conditions, such as Parkinson’s disease, motor neurone disease, 

multiple sclerosis (MS), a learning disability or cerebral palsy. 
˅ Diabetes. 
˅ Problems with your spleen – for example, sickle cell disease or if you have had your spleen 

removed. 
˅ A weakened immune system as the result of conditions such as HIV and AIDS, or medicines 

such as steroid tablets or chemotherapy. 
˅ Being seriously overweight (a body mass index (BMI) of 40 or above) 

¶ Those who are pregnant. 
 
This document gives guidance (not exhaustive) on the responsibilities of the employer and employees 
in regards to COVID-19 and advises the potential control measures to reduce the risk the risk of 
COVID-19 infection in the workplace.  

 

2.0 9at[h¸9wΩ{ RESPONSIBILITIES 
 
Employers have an overall responsibility to ensure the health, safety and welfare of their employees 
and any other persons at their workplace. 
 
In current times this also includes reducing the risk to employees and others of contracting COVID-19 
whilst at the workplace by: 
 

1. Follow the latest public health advice. 

Provide up to date information on the Public Health advice issued by the HSE and Gov.ie. 

2. Ensuring where possible employees work from home 
Consider who is needed to be on-site. 

3. Carry out Risk Assessments 

In addition to their work-related risk assessments employers are required to carry out a 

suitable and sufficient COVID-19 risk assessment. 

 

The assessment should have particular regard to whether the people doing the work are particularly 

vulnerable to contracting COVID-19. 

 

All employees must be informed of the risk assessment. 

An example of a COVID-19 risk Assessment can be in section 4.0 of this document. 
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Implement control measures to reduce the risk 

1. All employees to ŎƻƳǇƭŜǘŜ ŀ άwŜǘǳǊƴ ǘƻ ²ƻǊƪέ ŦƻǊƳ 

˅ Any employee returning to work following the business closure due to COVID-19, are required to 

complete a Return to Work form. 

˅ This form should be completed 3 days prior to returning to work. 

˅ It is mandatory under HSA guidelines. 

2. Increase the frequency of handwashing and surface cleaning. 

˅ Provide handwashing facilities, or hand sanitiser where not possible, at entry/exit points. 

˅ Provide hand sanitiser for the operation of lifts. 

˅ Provide hand sanitiser in meeting rooms. 

˅ Ensure cleaning of work areas and equipment between uses, using your usual cleaning 

products. 

˅ Ensure frequent cleaning of objects and surfaces that are touched regularly, such as door 

handles and keyboards, and making sure there are adequate disposal arrangements. 

˅ Clear workspaces and removing waste and belongings from the work area at the end of a 

shift. 

˅ Use signs and posters to build awareness of good hand washing technique, the need to 

increase handwashing frequency. 

˅ Where possible, provide paper towels as an alternative to hand dryers in handwashing 

facilities. 

˅ Introduce cleaning procedures for goods and merchandise entering the site. 

˅ Introduce cleaning procedures for vehicles. 

˅ Introduce greater handwashing and handwashing facilities for workers handling goods and 

merchandise and providing hand sanitiser where this is not practical. 

˅ Clean shared vehicles between shifts or on handover. 

 

3. Working from Home 

¶ Make every reasonable effort to enable working from home as a first option.  

¶ Where working from home is not possible, workplaces should make every reasonable effort to 

comply with the social distancing guidelines set out by the Government (keeping people 2m apart 

wherever possible). 

¶ Social distancing applies to all parts of a business, not just the place where people spend most of 

their time, but also entrances and exits, break rooms, canteens and similar settings. 

 

4. Social Distancing 

¶ To maintain social distancing the following actions may be needed: - 

˅ Stagger arrival and departure times at work to reduce crowding into and out of the 

workplace, taking account of the impact on those with protected characteristics. 
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˅ Provide additional parking or facilities such as bike-racks to help people walk, run, or cycle 

to work where possible. 

˅ Reduce congestion, for example, by having more entry points to the workplace. 

˅ Provide more storage for workers for clothes and bags. 

˅ Use markings and introducing one-way flow at entry, exit points and throughout the 

building. 

˅ Provide floor markings and signage to remind persons to follow to social distancing 

wherever possible. 

˅ Define process alternatives for entry/exit points where appropriate, for example, 

deactivating turnstiles requiring pass checks in favour of showing a pass to security 

personnel at a distance. 

˅ Reduce movement by discouraging non-essential trips within buildings and sites. 

˅ Restrict access between different areas of abuilding or site. 

˅ Reduce job and location rotation. 

˅ Reduce maximum occupancy for lifts; encouraging use of stairs wherever possible. 

˅ Regulate use of high traffic areas including corridors, lifts turnstiles and walkways to 

maintain social distancing. 

˅ Review layouts to allow workers to work further apart from each other. 

˅ Use floor tape or paint to mark areas to help people keep to a 2m distance. 

˅ Use a consistent pairing system if people have to work in close proximity. 

˅ Minimise contacts around transactions, for example, considering using contactless 

payments. 

˅ Rethink demonstrations and promotions to minimise direct contact and to maintain social 

distancing. 

˅ Manage occupancy levels to enable social distancing. 

˅ Avoid use of hot desks and spaces where possible. 

˅ Using remote working tools to avoid in-person meetings. 

˅ Ensure that only absolutely necessary participants should attend meetings and should 

maintain 2m separation throughout. 

˅ Avoid transmission during meetings, for example, avoiding sharing pens and other objects. 

˅ For areas where regular meetings take place, using floor signage to help people maintain 

social distancing. 

˅ Work collaboratively with landlords and other tenants in multi-tenant sites/buildings to 

ensure consistency across common areas, for example, receptions and staircases. 

˅ Stagger break times to reduce pressure on the staff breakrooms or places to eat. 

˅ Create additional space by using other parts of the working area or building that have been 

freed up by remote working. 

˅ Encourage workers to bring their own food. 

˅ Reconfiguring seating and tables to optimise spacing and reduce face-to-face interactions. 
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˅ Regulate use of locker rooms, changing areas and other facility areas to reduce concurrent 

usage. 

˅ Consider the use of social distance marking for other common areas such as toilets, 

showers, lockers and changing rooms and in any other areas where queues typically form. 

˅ Encourage client / customer visits via remote connection/working where this is an option. 

˅ Where site visits are required, site guidance on social distancing and hygiene should be 

explained to visitors on or before arrival. 

˅ Limit the number of visitors at any one time. 

˅ Limit visitor times to a specific time window and restricting access to required visitors only. 

˅ Determine if schedules for essential services and contractor visits can be revised to reduce 

interaction and overlap between people, for example, carrying out services at night. 

˅ Revise visitor arrangements to ensure social distancing. 

Note: In an emergency eg: an accident, fire or break-in, people do not have to stay 2m apart if it 

would be unsafe to do so. 

 

Where the social distancing guidelines cannot be followed in full, consider whether that activity needs 

to continue for the business to operate, and if so, take all the mitigating actions possible to reduce the 

risk of transmission between their staff. 

 

5. Further actions to reduce the risk 

˅ Increasing the frequency of hand washing and surface cleaning. 

˅ Not using touch-based security devices such as keypads. 

˅ Keeping the activity time involved as short as possible. 

˅ Using screens or barriers to separate people from each other. 

˅ Using back-to-back or side-to-side working (rather than face-to-face) whenever possible. 

˅ Reducing the number of people each person has contact with by using ‘fixed teams or 

partnering’ (so each person works with only a few others). 

˅ Where it is not possible to avoid hot desks and spaces clean workstations between 

different occupants including shared equipment. 

˅ Avoid transmission during meetings, for example, avoiding sharing pens and other objects. 

˅ Holding meetings outdoors or in well-ventilated rooms whenever possible. 

˅ Using safe outside areas for breaks. 

˅ Providing packaged meals or similar to avoid fully opening staff canteens. 

˅ Installing screens to protect workers in receptions or similar areas. 

˅ If people must work face-to-face for a sustained period with more than a small group of 

fixed partners, then you will need to assess whether the activity can safely go ahead. No 

one is obliged to work in an unsafe work environment. 

˅ Maintain a record of all visitors, if this is practical. 

˅ Revise visitor arrangements to ensure hygiene. 
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˅ Use signs and posters to build awareness of the need to avoid touching your face and to 

cough or sneeze into a tissue which is binned safely, or into your arm if a tissue is not 

available. 

˅ Provide more waste facilities and more frequent rubbish collection. 

˅ Where shower and changing facilities are required, set clear use and cleaning guidance for 

showers, lockers and changing rooms to ensure they are kept clean and clear of personal 

items. 

˅ Restrict non-business deliveries, for example, personal deliveries to workers. 

˅ Minimise non-essential travel – consider remote options first. 

˅ Minimise the number of people travelling together in any one vehicle, using fixed travel 

partners, increasing ventilation when possible and avoiding sitting face-to-face. 

˅ Put in place procedures to minimise person-to-person contact during deliveries to other 

sites. 

˅ Maintaining consistent pairing where two-person deliveries are required. 

˅ Minimise contact during payments and exchange of documentation, for example, by using 

electronic payment methods and electronically signed and exchanged documents. 

 

6. Advice to protect vulnerable individuals 

¶ Make sure individuals who have symptoms of COVID-19 (see details above) as well as those who 

live in a household with someone who has symptoms do not come in to work. 

¶ Provide clear guidance on social distancing and hygiene to all persons at the workplace. 

¶ Establish host responsibilities relating to COVID-19 and providing any necessary training for people 

who act as hosts for visitors. 

¶ Ensure that everyone in the workplace is treated equally. 

3.0 9at[h¸99Ω{ w9{thb{L.L[L¢L9{ 
 
Employees have a responsibility to ensure their own safety and the safety of others that maybe 
affected by what they are doing; as such employees are required to: - 
¶ Make themselves aware of the signs and symptoms of COVID-19 and monitor their own wellbeing.  
¶ Self-isolate at home and seek professional healthcare advice if unwell. 
¶ Stay out of work until all symptoms have cleared following self-isolation.  

¶ Complete the “Return to Work” form required after prolonged business closures due to COVID-19. 

¶ Participate in any induction training provided by the employer on their return to the workplace.  
¶ Complete any temperature testing as implemented by the employer and in line with Public Health 

advice 

¶ Follow the current public health official advice and guidance including ensuring good hygiene 
practices, such as frequent hand washing and respiratory etiquette, to protect against infections  

¶ Comply with any and all control measures to mitigate the risk of COVID-19 infection in the 
workplace implemented by the company. 
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¶ Inform their line manager if they feel there are any concerns for their safety or that of other 
persons at the workplace. 

¶ Participate in any training provided by the employer on their return to the workplace.  
¶ Ensure they follow hand hygiene guidance and advice.  
¶ Wash their hands with soap and water or with an alcohol-based hand rub 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.  
¶ Avoid touching their eyes, mouth or nose. 
¶ Not share objects that touch their mouth, for example, bottles or cups.  
¶ Use their own pen. 
¶ Adopt good respiratory hygiene and cough etiquette.  
¶ Ensure they follow respiratory hygiene guidance.  
 

 
Advice on dealing with a suspected case is available from the NSAI:  
https://www.nsai.ie/images/uploads/general/NSAI-Guidelines-for-COVID-19-2020-04-09.pdf 
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4.0 EXAMPLE OF A COVID-19 RISK ASSESSMENT 
 

Hazards Persons at Risk and How Control Measures 
Additional Control Measures 

Required 
Action 
Against 

Action by 
Action 

Complete 

Spread of 
COVID-19 

-Employees, customers, visitors 
and contractors including 
vulnerable groups are at risk of 
contracting COVID-19 a 
potentially fatal disease. 

Hygiene / Hand Washing 
-Hand washing facilities with soap and 
water in place. 
-Drying of hands with disposable paper 
towels. 

-Provide gel sanitisers in any area where 
washing facilities not readily available 
and at all entrances into the workplace. 
-Ensure that tissues are made available 
throughout the workplace. 
-Display handwashing and COVID-19 
symptom posters throughout. 
-Ensure that stringent hand washing 
taking place. 
-Remind employees on a regular basis to 
wash their hands for 20 seconds with 
water and soap and the importance of 
proper drying with disposable towels. 
Also reminded to catch coughs and 
sneezes in tissues – Follow Catch it, Bin it, 
Kill it and to avoid touching face, eyes, 
nose or mouth with unclean hands. 
-Remind employees on a regular basis of 
the public health advice to reduce the 
spread of COVID-19 

Directors 
 
 

Directors 
 

Directors 
 

Directors 
 

Directors 
 
 
 
 
 
 
 

Directors 
 

ASAP 
 
 

ASAP 
 

ASAP 
 

N/A 
 

N/A 
 
 
 
 
 
 
 

N/A 

 
 
 
 
 
 
 

Ongoing 
 

Ongoing 
 
 
 
 
 
 
 

Ongoing 
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Cleaning 
-Workplace is routinely cleaned. 

-Ensure that there is frequent cleaning 
and disinfecting objects and surfaces that 
are touched regularly particularly in 
areas of high use such as door handles, 
light switches, reception area using 
appropriate cleaning products and 
methods. 
-Carry out rigorous checks to ensure that 
the necessary cleaning procedures are 
being followed. 

Directors 
 
 
 
 
 
 

Line Managers 

N/A 
 
 
 
 
 
 

N/A 

Ongoing 
 
 
 
 
 
 

Ongoing 

  Social Distancing -Review work schedules including start & 
finish times / break times, working from 
home etc. to reduce number of workers 
on site at any one time. Adjust as 
necessary. 
-Mark out areas on the floor to show 2 
metre distancing where customers may 
queue. 
-Put up screens to protect employees at 
the reception desk and service / parts 
desk. 
-Barrier off areas where customers are 
not permitted. 
-Reduce the number of persons in any 
work area to comply with the 
recommended 2 metre (6.5 foot) gap. 
-Remind employees on a regular basis of 
the importance of social distancing both 
in the workplace and outside of it. 
-Where possible employees that are 
vulnerable should they contract COVID-
19 are to work from home; where this is 

Directors 
 
 
 
 

Directors 
 
 

Directors 
 
 

Directors 
 

Directors 
 
 

Directors 
 
 

Directors 
 
 

ASAP 
 
 
 
 

ASAP 
 
 

ASAP 
 
 

ASAP 
 

N/A 
 
 

N/A 
 
 

N/A 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

As required 
 
 

Ongoing 
 
 

Ongoing 
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not possible strict social distancing must 
be adhered to and any other necessary 
measures put in place. 
-Monitor social distancing adherence 
throughout the workplace. 

 
 

Line Managers 

 
 

N/A  

 
 

Ongoing 

Showing Symptoms of Covid-19 -Follow Government guidance if suffering 
COVID-19 symptoms (i.e. self-isolate and 
seek medical advice where necessary). 
-Support employees who are affected by 
Coronavirus or has a family member 
affected. 

Everyone 
 
 

Directors / Line 
Managers  

N/A 
 
 

N/A 

Ongoing 
 
 

Ongoing 

Driving -Persons are not to share vehicles, where 
suitable distancing cannot be achieved. 

Everyone N/A Ongoing 

Mental Health -Promote mental health and wellbeing 
awareness to employees during the  

Directors N/A Ongoing 

   COVID-19 outbreak and offer support to 
help. 

   

 
Not the risk assessment should be regularly (monthly) reviewed and updated where necessary to keep abreast of any changes in public health and 
government advice. 

 
Advice on dealing with a suspected case is available from the NSAI:  
https://www.nsai.ie/images/uploads/general/NSAI-Guidelines-for-COVID-19-2020-04-09.pdf 
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