
Coronavirus – FAQs

Question Answer

What adjustments do I need to make to my 

working practices?

Where possible homeworking should be adopted. This can be done either as a blanket 

approach, on a rota or on a ‘half-in, half-out’ pattern. 

Can I travel for business meetings? Travel to meetings with clients/suppliers or at Head Office should be kept to an absolute 

minimum and where possible meetings should be held by video conference or phone. 

Meetings that cannot be completed in this way should be re-arranged. 

If individuals have a cough or cold, what should 

they do?

The advice is that they should not come to work for a period of at least 7 days and if they 

are well enough they should work from home. If they are not well enough, then normal 

sickness provisions and processes will apply. 

What if individuals are unwell with Covid-19 or 

cold like symptoms?

They should stay at home and self-isolate for a period of at least 14 days. 

What do I pay individuals who are off sick? Where individuals are off sick with Covi-19 related symptoms they should receive sick 

pay in line with the amount outlined in the contract of employment/sickness absence 

policy. 

What do I do if an individuals is asked to self-

isolate? 

If an individual is asked to self isolate then consider whether they can work from home. If 

they cannot work from home then normal sick pay rules will apply. 

Do I have to pay sick pay for someone who is off 

as a result of having caring responsibilities for an 

unwell family member?

The government has extended the provision of Statutory Sick Pay (SSP) to cover those who 

are absent from work as a result of caring for someone in the same household who has 

Covid-19. 

What if I, as an employer send people home. Do I 

have to pay people?

Yes, if you make the decision to send people home, this should be done on normal pay. 
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What do I have to do if the schools close and a 

member of staff takes time off as a result?

In this situation you could agree discretionary emergency leave that would be paid for an 

agreed period or you could provide the time they need as unpaid leave. 

What do I do if a team member’s whole 

household is required to self-isolated?

If an individual is unable to work to work for 14 days as a result of someone in their 

household being ill with Covid-19, they are entitled to sick pay in line with normal Company 

rules. 

What do I do if someone self isolates and has 

no medical reason to do so? 

If you do not agree to the self-isolation then this can either be granted as unpaid leave or it 

can be managed and explored through the disciplinary procedure. 

What medical evidence should be provided to 

claim SSP?

Employees can self-certify for up to 7 days. Where absence is longer than this, individuals 

will require a sick note although the government are encourage flexibility on the latter. 

Can I claim back SSP from the Government? Yes, you can claim back up to two weeks SSP for all employees who are absent as a result of 

suffering from Covd-19 as long as you have under 250 employees.

How do I claim SSP back from the 

Government? 

You should keep a written record of all staff absences. To discuss reclaiming your SSP you 

should contact your local tax office for more information.


