
GUIDANCE NOTES FOR CLARITAS EMPLOYEES INC CONSULTANTS  

 

As the Covid-19 (coronavirus) continues to spread across many European countries it is important that we 

prepare for a range of potential scenarios impacting our business.  The purpose of this briefing pack is to provide, 

in summary version, guidance on our response to key questions that you, our employees and supply chain 

partners may have.  Following this note you will be provided with weekly updates by close of business every 

Monday via your Claritas email account.   Please note we are issuing updates regularly to our Customers.  

 

PRINCIPLES  

• We follow advice from Public Health England (PHE), the NHS and the Government—a link to PHE website is 

contained in this document  

• If an employee receives specific medical guidance from a GP this will be respected 

• We support restrictions  on all non –essential business travel  

• No employee will suffer any financial detriment as a result of either having to self isolate or as a result of 

contracting Covid-19.  

• We will encourage a more flexible approach to working as far as is reasonably practicable.  

• As the advice from Public Health England is updated we will provide further updates  

 

SITES  

• All Sites will remain open until PHE advises us that they need to close  

• We ask managers to remind all personnel on-site to respect personal space and hygiene in accordance with 

PHE advice  

 

MEETINGS—ADOPT A SENSIBLE APPROACH  

• Until further notice we are discouraging gatherings of people  

• As a consequence, large meetings such as business briefings, leadership events, supply chain events 

containing more than (indicatively) 5 people or more should not take place.  

• Alternative approaches including Microsoft Teams, SKYPE, video conferencing, webinars should be 

considered.  Please consult your line manager to discuss alternative approaches.  

 

TRAVEL  

• The company has banned all international business travel with immediate effect until further notice 

• All medical advice currently says normal travel throughout the UK is safe and we therefore do expect most 

employees to continue to commute to their normal place of work 

• All non-essential business travel should cease unless it is deemed business critical.  We should in all cases 

look for a better way of holding the meeting 
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FLEXIBLE WORKING  

• We actively encourage flexible working arrangements agreed with line managers and as stated above, we 

encourage people to make use of technology solutions to reduce unnecessary travel.  

• Prior to arranging flexible working it is imperative that you agree clear objectives with your line manager and 

peers and keep in regular contact.  

GOOD COMMUNICATION  

• We know there is an overwhelming amount of information circulating in the media about Covid-19; there are 

also a number of myths 

• At a Group level, we will issue weekly communication via email to help employees focus on the best 

possible advice and to minimise the risk to their health and well-being 

• We would encourage you to reinforce these messages with your direct and indirect teams  

• Above all, please help to minimise panic amongst our people by observing some simple and common-sense 

guidelines (particularly on personal hygiene) and by following the official advice from the PHE, NHS and 

Government websites.  

 

HEALTH & HYGIENE  

• PHE advises that the best way to protect from infections like coronavirus is to regularly wash hands with 

soap and water.  If soap or water are not available and hands are visibly clean, then sanitiser gel can be 

used.  But proper hand washing is the most effective method and this should be an individual’s first choice  

• Encourage your teams to maintain basic hygiene standards  

• Ensure sufficient supplies are readily available to use at welfare stations on all sites and Claritas Coronavirus 

hygiene posters are displayed on entrance and exits and other prominent positions.  

SYMPTOMS  

The most common symptoms of coronavirus (COVID-19) are the recent onset of: 

 new continuous cough and/or 

 high temperature 

 

MAIN MESSAGES 

• If you have symptoms of coronavirus infection (COVID-19), however mild, do not leave your home for 14 

days from when your symptoms started. (See ending isolation section on the PHE website link for more 

information) 

• In 'light of todays announcement we are waiting for the PHE website to be updated. However, we ask you to 

note the recent advice that states if any member of your household have or have had symptoms then you 

are requested to stay at home for 14 days from the on-set of the symptoms. N.B this advice will be updated 

in line with the PHE website in due course his action will help protect others in your community while you 

are infectious 
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FURTHER INFORMATION 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-people-with-confirmed-or-possible-coronavirus-covid-19-infection#self-isolation
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• plan ahead and ask others for help to ensure that you can successfully stay at home 

• ask your employer, friends and family to help you get the things you need to stay at home 

• stay at least 2 metres (about 3 steps) away from other people in your home if possible 

• sleep alone, if possible 

• wash your hands regularly for 20 seconds, each time using soap and water, or use hand sanitiser 

• stay away from vulnerable individuals such as the elderly and those with underlying health conditions, as         
much as possible  

• you do not need to call NHS 111 to go into self-isolation. If your symptoms worsen during home isolation or 

are no better after 7 days, contact NHS 111 online. If you have no internet access, call NHS 111. For a 

medical emergency dial 999 

•  

SELF ISOLATION—FIT FOR WORK  

We ask you to self-isolate / work from home in accordance with the PHE guidelines. https://www.gov.uk/government/

publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-people-with-confirmed-or-possible-coronavirus-covid-19-

infection  

• We follow the advice of PHE England, the NHS and GP’s  

• We will not request an employee to self isolate, but we will always respect and adhere to official medical 

guidance 

• The first point of call for employees concerned they may have Covid-19 is to call there line manager  during 

working hours and advise that they wish to self isolate 

• Employees advised to self-isolate will continue to be paid as normal in accordance with their employment 

contract.  This is not sickness absence  

• They should continue to work as normal where they can and maintain regular contact with their line 

manager and ensure they have clear and concise objectives that can be completed whilst working from 

home. 

 

SELF ISOLATION—NOT FIT FOR WORK 

• This will typically occur when an employee has presented with symptoms and is no longer able to keep in 

contact with their line manager and complete daily tasks  

• This does not necessarily mean that the employee has a confirmed diagnosis of Covid-19, however may be 

exhibiting typical symptoms and feel unwell 

• Normal sickness rules apply  

• The employee should remain at home in accordance with self-isolation advice but will not be required to 

work from home 

• We accept employees may not be able to provide fit notes within the usual timeframe and they will not be 

penalised for this 

• Employees must keep in touch daily or when possible with their line managers  

• For most employees they will receive company sick pay in accordance with their contracts of employment 

• In the event that an employee has exhausted their entitlement to full pay this will be reinstated as 

discretionary full sick pay for the duration of the absence associated with Covid-19 symptoms and diagnosis  
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POSITIVE DIAGNOSIS OF COVID-19 

• Where we are informed that an employee has tested positive we will be contacted by Public Health England 

and the Crisis Management Plan will be initiated 

• PHE will help us risk assess and identify mitigating actions  

• Current advice from PHE is that even if there is a positive diagnosis of Covid-19 affecting an employee, a 

supply chain colleague or anyone else within an office or site environment, there is no immediate 

requirement to close the site or office location  

• Any decision to send other employees home, restrict access to or ultimately close the location will be made 

by the relevant Crisis Management Team informed by advice from PHE.  

 

FREQUENTLY ASKED QUESTIONS   

 

What will I be paid if I am positively diagnosed with Covid-19? 

You will receive your contractual sick pay entitlement. 

If you are contractually entitled to be paid Statutory Sick Pay (SSP) entitlement only, this will be paid from 
the first day of absence, in accordance with the recently revised Government guidelines 

Please ensure you notify your line manager as soon as you know you are unable to attend work 

 

What will I be paid if I have to go into self-isolation? 

If you have received medical advice to go into self-isolation, you will be paid your normal contractual pay 
for the duration of your self-isolation. This will not be classed as sickness absence 

Please ensure you notify your line manager as soon as you have been advised to go into self-isolation. 
You will also need to advise your line manager how long you were advised to self-isolate 

 

What will I be paid if I have to go into quarantine when I am on holiday? 

If you have received medical advice to quarantine when you are on holiday you will be paid your normal 
contractual pay for the duration of your quarantine period 

Please ensure you notify your line manager as soon as you have been advised to quarantine. You will 
also need to advise your line manager how long you were advised to be quarantined for 

 

Do I need to provide a doctor’s note for my period of absence? 

Any absence longer than 7 calendar days will ultimately require provision of a doctor’s note. 

We recognise that you might not be able to provide your note during your treatment/self-isolation or 
quarantine, therefore we will accept the note retrospectively on your return to work 
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What will I be paid if I am not sick but I am asked not to attend work? 

You will receive your normal contractual pay if you are asked not to attend work as a result of measures 
taken by the company in its response to Covid-19.  However, we reserve the right to review this  
position 

What will I be paid if I need to take care of someone who has Covid-19 e.g. a child, parent? 

You are entitled to time off work to help someone who depends on you (a 'dependent') in an unexpected 
event or emergency 

There is no statutory right to pay for this time off, but we will review situations on an individual basis. The 
company may agree for an employee to take time off as holiday if the time off is required for longer than 2 
days. 

How does this new coronavirus spread? 

Because it's a new illness, we do not know exactly how it spreads from person to person, but similar 

viruses spread by cough droplets or sneeze droplets. These droplets fall on people in the vicinity and 

can be directly inhaled or picked up on the hands and transferred when someone touches their face 

 

Can the virus survive on supplies or materials that have arrived from an affected area? 

There is currently no evidence to suggest that the virus can be transmitted from post, packages or 

parcels from China or any other affected area 

 

Should people avoid shaking hands? 

We would ask that all members of staff limit their physical contact with other members of staff, supply chain 

and customers.  What’s most important at the moment is that people practice good hand and respiratory 

hygiene and wash their hands frequently and thoroughly 

 

Can we test people for coronavirus at work? 

We are not encouraging any form of self-diagnosis testing and will leave all testing for the virus to health 

professionals. 

The UK is one of the countries outside China to have an assured testing capability for this disease. When 

a clinician suspects novel coronavirus, they take samples from the nose, throat and deeper respiratory 

tract and send them for laboratory testing. Using the diagnostic test, scientists can look for evidence of the 

presence of any type of coronavirus and then hone in on specific genetic clues that identify the novel 

coronavirus associated with this outbreak 
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I have been asked to attend a meeting in a location requiring use of public transport. I have a relative 

with serious underlying health issues can I request not to have to travel? 

In the first instance talk to your line manager. We take employees’ health and well-being concerns 

seriously and will actively consider options to avoid all but essential business travel. There are various 

possible technology solutions including Skype and video conferencing. 

 

Can I choose to self-isolate if I or members of my direct family have serious underlying medical 

conditions? 

Self-isolation should only be a result of formal medical advice. You should seek advice by calling NHS 111. 

 

Will you close my workplace if someone is confirmed as having Covid-19? 

The current advice from PHE is that closure of the workplace is not necessary even where a positive 

diagnosis has been made. However, the situation may change as things evolve and we will update advice 

to employees in line with PHE guidance 

 

What happens if my child’s school closes? Will I be allowed time off? Will I be paid? 

There are no current plans to close schools even if a case of Covid-19 is diagnosed. However, in the event 

the situation changes employees must discuss the situation with their line manager and agree whether this 

will be annual leave, unpaid carer leave or a combination of both 

 

I have been away on a cruise or flight. Am I allowed to come into work? 

Unless you have been instructed by the NHS or a GP to self-isolate, you should attend for work as normal 

 

I am having to sit next to someone who is clearly unwell and making me concerned for my own health. 

What can I do? 

Discuss your concerns with your line manager. We encourage anyone with symptoms such as coughs, 

shortness of breath, high temperature and flu like symptoms to not attend work and either to work from 

home if they feel well enough to do so or to follow sickness absence reporting if they are unfit to work 

I am stuck abroad and unable to return home as a result of Covid-19 restrictions. How will my absence be 

treated and will I get paid? 

Contact your line manager. Claritas will be as flexible as possible to accommodate specific individual 

circumstances, for example by enabling you to work remotely. Where this is not possible we will take a fair 

and reasonable approach to how the absence is treated and paid 
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