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Coronavirus (COVID-19) company policy 
 

Policy brief & purpose 
 
This company policy includes the measures we are actively taking to mitigate the spread of coronavirus. 
You are kindly requested to follow all these rules diligently, to sustain a healthy and safe workplace in 
this unique environment. It’s important that we all respond responsibly and transparently to these health 
precautions, We assure you that we will always treat your private health and personal data with high 
confidentiality and sensitivity. 
 
This coronavirus (COVID-19) company policy is susceptible to changes with the introduction of 
additional governmental guidelines. If so, we will update you as soon as reasonably practicable. 

Scope 
 
This coronavirus policy applies to all of our employees who physically work in our office or vehicles and 
on our customer sites. We strongly recommend to our remote working personnel to read through this 
action plan as well, to ensure we collectively and uniformly respond to this challenge. 

Policy elements 
 
Here, we outline the required actions employees should take to protect themselves and their co-workers 
from a potential coronavirus infection.  

Sick leave arrangements: 
 

● If you have cold symptoms, such as cough/sneezing/fever, or feel poorly, request sick leave or 
work from home. 

● If you have a positive COVID-19 diagnosis, you can return to the office or driving duties only after 
you’ve fully recovered, with a doctor’s note confirming your recovery. 

 
 



 

 

Work from home requests: 
 

● If you are feeling ill, but you are able to work, you can request to work from home. 
● If you have recently returned from areas with a high number of COVID-19 cases (based on CDC 

announcements), we’ll ask you to work from home (Office staff) for 14 calendar days, and return 
to the office only if you are fully asymptomatic. You will also be asked not to come into physical 
contact with any colleagues during this time. 

● If you’ve been in close contact with someone infected by COVID-19, with high chances of being 
infected yourself, request work from home. You will also be asked not to come into physical 
contact with any colleagues during this time. 

● If you’re a parent and you have to stay at home with your children, request work from home. 
Follow up with your manager or departmental leader to make arrangements and set 
expectations. 

● If you need to provide care to a family member infected by COVID-19, request work from home. 
You’ll only be permitted to return to the office or driving duties 14 calendar days after your family 
member has fully recovered, provided that you’re asymptomatic or you have a doctor’s note 
confirming you don’t have the virus. You will also be asked not to come into physical contact with 
any colleagues during this time. 

Travelling/commuting measures: 
 

● All work trips and events – both domestic and international – may be cancelled/postponed until at 
any time. 

● In-person meetings should be done virtually where possible, especially with non-company parties 
(e.g. candidate interviews and partners). 

● If you normally commute to the office by public transportation and do not have other alternatives, 
you can request to work from home as a precaution. 

● If you are planning to travel voluntarily to a high-risk country with increased COVID-19 cases, 
we’ll ask you to work from home for 14 calendar days. You will also be asked not to come into 
physical contact with any colleagues during this time. 

 
If workers have no option but to share transport they should follow current Government guidelines: 
https://www.gov.uk/guidance/social-distancing-in-the-workplace-during-coronavirus-covid-19-sector-
guidance#use-of-private-vehicles-and-car-pooling 
• Journeys should be shared with the same individuals and with the minimum number of people at any 

one time. 
• Good ventilation (i.e. keeping the windows open) and facing away from each other may help to 

reduce the risk of transmission. 
• The vehicle should be cleaned regularly using gloves and standard cleaning products, with particular 

emphasis on handles and other areas where passengers may touch surfaces. 
• Dowse Haulage ltd will never force employees to share vehicles, if employees chose to do so it is at 

their own risk. 
 
 
 
 



 

 

When Arriving on Site Avoid Contact (including Client-Provided Welfare Facilities): 
• Please avoid contact (e.g. when you meet anyone, no handshakes, hugs, kisses and instead nod a 

greeting or similar). 
• The site will brief you on their control measures.  
• Sign in preferably with your own pen. 
• On arrival on site, wash hands thoroughly with soap and water for at least 20 seconds (and comply 

with any other site requirements), or use hand sanitiser with minimum 60% alcohol content in 
accordance with manufacturer’s guidelines. (Dowse will supply sanitiser to Drivers staff who have 
their own dispensers to a maximum of 500 milliltres). 

• Avoid using the canteen on site where practicable. 
 
Note: Bring self-prepared meals that do not need heating and refillable drinking bottles from home. 
 

General hygiene rules: 
 

● Wash your hands after using the toilet, before eating, and if you cough/sneeze into your hands 
(follow 20 second rule). You can also use the sanitizers you’ll find around the office and at 
strategic places throughout Dowse premises. 

● Cough/sneeze into your sleeve, preferably into your elbow. If you use a tissue, discard it properly 
and clean/sanitize your hands immediately. 

● Open the windows regularly to ensure open ventilation.  
● Avoid touching your face, particularly eyes, nose, and mouth with your hands to prevent from 

getting infected. 
● If you find yourself coughing/sneezing on a regular basis, avoid close physical contact with your 

coworkers and take extra precautionary measures (such as requesting sick leave). 
 

• the COVID-19 virus comes under RIDDOR reporting (for dangerous occurrence, illness etc). 
• It is therefore, very important, that the client/main contractor, our company and employees continue 

to put in place – and comply with – stringent safeguards. 
• Managers/Supervisors to check clients/main contractors are working to the Standard Operating 

Procedures and to stop work if there is an issue. 
• Managers/Supervisors to directly report to their Director any lapses, which could be considered 

dangerous occurrences (so the company can assess and decide if they fall under the criteria for 
reporting to the HSE). 

• Managers/Supervisors to report very early if any employee currently at work, falls ill with symptoms.  
• Managers/Supervisors to ensure the RAMS are current and being complied with (complying with 

2.0m rule etc). 
 
 
 
Marc Dowse (Managing Director.      

 
              Date:     9/3/2020 


