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1. What is coronavirus?  

Quite simply, coronavirus is a type of virus. Typical symptoms of coronavirus include high 

temperature or fever, a cough and breathing difficulties. The virus can cause more severe 

symptoms in people with weakened immune systems, older people, and those with long-term 

conditions like diabetes, cancer and chronic lung disease.  

COVID – 19 is a new strain of coronavirus first identified in Wuhan City, China. 

 

2. Where can I find more information on the disease?  

Up to date information can be found on NHS Inform guidance for coronavirus and Scottish 

Government Travel Advice, which provides advice if someone: 

• has recently travelled to a high-risk area (refer to question 9); 

 

• suspects that he/she may have been exposed to someone with the coronavirus; 

 

• has been diagnosed with the coronavirus. 

Any specific advice that has been provided based on individual circumstances by either a GP or 

the NHS will supersede any general advice from the above sources. 

 

3.     What should I do if I, or anyone I know, including 

friends, family and colleagues, experience symptoms? 

Anyone who is experiencing a fever and symptoms of respiratory illness or flu, such as a cough or 

shortness of breath, and has travelled to a high-risk area within the last 14 days, or been in 

sustained close direct contact i.e. being within 2 metres of someone with coronavirus for over 1 

minute, with anyone who has, should:  

• call their GP or 111 immediately;  
 
• stay indoors to minimise contact with others; 
 
• not travel on public transport. 

4.     Who can test for the coronavirus? 

Testing will only be undertaken by the NHS.  In the event that you contact your GP or 111 

regarding symptoms they will provide specific advice in relation to testing arrangements. 

5.    What should happen where an employee has been 

instructed by a health professional to self-isolate? 

Where an employee has been instructed to self-isolate by their GP or the NHS as a precautionary 

measure as he/she is not currently displaying symptoms, the employee must advise his/her 

Manager, and the Manager should: 

https://www.nhsinform.scot/illnesses-and-conditions/infections-and-poisoning/coronavirus-covid-19
https://www.gov.scot/news/coronavirus-travel-advice-updated/
https://www.gov.scot/news/coronavirus-travel-advice-updated/
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a) Confirm the reason for the self-isolation e.g. travel to lock-down area; and 

 

b) Make the necessary arrangements for the employee to work from home. It is okay for work 

equipment to be dropped off at an employee’s house in this situation.  If this is done, the 

equipment should be dropped at the door and sustained direct close contact should be avoided; 

or 

 

c) If home working is not possible, grant special leave with pay for the duration of the self-

isolation or until the employee develops symptoms, at which point he/she will be on sickness 

absence. Any period of sickness absence will be discounted for the purposes of absence 

management. 

6.    What should happen if an employee is displaying 

symptoms? 

In situations where an employee is displaying symptoms that may be linked to coronavirus the 

employee must be sent home and placed on sick leave (normal absence management 

procedures apply) until their symptoms resolve and they are able to return to work. The employee 

must then contact his/her GP or 111. 

In the event that the individual tests positive for the coronavirus the employee will follow the 

advice of their GP regarding returning to work. 

7.    What should happen if an employee suspects that they 

have the coronavirus? 

If an employee suspects they may have the coronavirus i.e. high temperature, cough and 

shortness of breath, he/she should follow the NHS and Scottish Government advice. The 

employee must also contact his/her line manager by phone. The employee must not attempt to 

access the workplace until a test for the virus has been completed and diagnosis confirmed. 

The employee’s next action will depend on the NHS advice. 

8.    What should I do if I have a planned trip abroad? 

There will be no business travel to any of the Category 1 or 2 areas listed at Q9 below.  

Personal travel to these areas is also discouraged, but employees intending to travel should 

consult with the Foreign and Commonwealth Office. 

9.    What should I do if I have recently travelled abroad? 

For these purposes, travel abroad falls into either Category 1 or Category 2 travel areas. Up to 

date information on these areas can be found at NHS Inform.  

https://www.nhsinform.scot/illnesses-and-conditions/infections-and-poisoning/coronavirus-covid-19
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If you have travelled from any of the Category 1 areas, you should self-isolate at home for 14 

days after your return to the UK, even if asymptomatic, and call NHS 111 immediately to inform of 

recent travel.  

Any employee experiencing cough or fever or shortness of breath after having travelled to or 

transited through any of the Category 2 areas, and has returned to the UK in the past 14 days 

should: 

a) stay indoors; 

 

b) minimise contact with others; 

 

c) not travel on public transport;  

 

d) call NHS 111 immediately, even if symptoms are mild; and 

 

e) not attend in person their GP surgery, Accident & Emergency department, unless it is a 

medical emergency. 

You must also inform your line manager if you have travelled to, or transited through any 

Category 1 or 2 area, and returned to the UK in the past 14 days. 

10.   I have had contact with a possible case. What should I 

do? 

If an employee has had contact with someone who is believed to have the coronavirus they 

should follow the NHS and Scottish Government advice. He/she must also contact his/her line 

manager by phone. He/she must not attempt to access the workplace until a test for the virus has 

been completed and diagnosis confirmed. 

The employee’s next action will depend on the NHS advice. 

11.   What can I do to help prevent the virus from spreading? 

The critical control measure to prevent spread of infection is for persons with symptoms of cold or 

respiratory infection to follow the precautions below: 

a) Practice cough/sneeze etiquette (maintain distance, cover coughs and sneezes with 

disposable tissues or clothing, and wash hands) and delay any travel until you are symptom-free;  

 

b) Catch it, Bin it, Kill it - put used tissues in the bin straight away and then wash your hands with 

soap and water;  

 

c) Frequent hand-washing. Wash hands often, and always after coughing and sneezing, after 

using the toilet and before eating and drinking, with soap and water for 20 seconds, and help 

young children do the same. If soap and water are not available, use an alcohol-based hand 

sanitizer;  

 

d) Avoid touching your eyes, nose and mouth;  

 



PAGE 6 Coronavirus Advice for Employees – March 2020 

 

 The South Ayrshire Way Respectful  Positive  Supportive 

 

e) Avoid close contact - do not shake hands or kiss. 

 

12.   Will wearing a face mask reduce the likelihood of 

catching either the coronavirus, a cold or the flu? 

There is little evidence to suggest that wearing face masks will reduce the likelihood of catching 

the coronavirus, or even a cold or the flu. 

Routine surgical masks for the public are not an effective protection against viruses or bacteria 

carried in the air. Although there is a perception that the wearing of facemasks may be beneficial, 

there is in fact very little evidence of widespread benefit from their use outside of a clinical setting. 

However, they could help lower the risk of contracting a virus through the "splash" from a sneeze 

or a cough and provide some protection against hand-to-mouth transmissions by preventing you 

from touching your mouth/nose. 

The best protection is to practice good hygiene principles with regards to hand-washing, 

sneezing, coughing and disposing of tissues (see question 11 above). 

13.   What should I do if someone at my workplace is being 

tested as a possible case? 

You do not need to take any action as long as you remain well.  

When a positive case is identified, the NHS will undertake contact tracing to identify anyone who 

meets agreed criteria as a close contact. Specific advice will then be offered depending on the 

level of contact you have had. 

14.   What should I do if an employee has an occupational 

health appointment? 

If any employee is due to attend occupational health and has recently returned from travelling to  

• a Category 1 area (see question 9) in the last 14 days; or 

 

• a Category 2 area (see question 9) in the past 14 days and feel unwell with a cough, sore 

throat and other flu like symptom, even mild; or 

 

• If they have had contact with anyone who has a confirmed case of coronavirus.  

He/she must log on to the website and complete the NHS questionnaire (which will take 3 minutes 

max to complete) This will make it clear to the individual if they are able continue with life as 

usual, or if they need to contact 111.nhs for further advice and self- isolate (which will mean 

he/she will not able to attend the occupational health appointment). 

https://111.nhs.uk/covid-19


Coronavirus Advice for Employees – March 2020 PAGE 7 

 

The South Ayrshire Way  

 

 

 


