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COVID-19 Policy 
 

Purpose 
This policy sets out Berger Tools Limited’s (“the Company’s”) response to the COVID-19 pandemic. 
Whilst the Company will be influenced by the UK Government’s guidance on safe working, as a 
responsible employer there may be additional measures in place to safeguard employees as much as 
possible whilst maintaining the Company’s operations. 
 
Scope 
This policy applies to all employees, contractors, external sales, visitors and workers engaged with 
Berger Tools Limited. For the purpose of this policy, the group may collectively be referred to as 
“employees” regardless of contractual arrangements. 
 
Aim 
The aim of this policy is to ensure the wellbeing and physical health of all employees of the 
Company.  
 
As such, any amendments made to the working environment must not be detrimental to the 
operations of the business and an office presence will be required. 
 
Symptomatic employees or household members  
The NHS guidance advises that symptoms of concern are:  
• A high temperature  
• A new and continuous cough  
• Loss of, or a change to, the sense of smell and taste  
 
If an employee experiences any of the symptoms above, or other symptoms that are unusual and 
alarming, they must contact their Line Manager or Denise Goldsmith immediately. If an employee 
lives with an individual who presents as symptomatic, the employee should again contact your line 
manager, George Callingham (HR) or Denise Goldsmith (MD). 
 
The Line Manager/Responsible person will advise on the appropriate action to take, in consultation 
with current Government advice on self-isolation, testing and ‘track and trace’. The employee should 
follow NHS 111 instructions to ensure their own wellbeing, the wellbeing of other employees and 
their wider networks. 
 
Swift action will be taken to mitigate exposure of the virus within the office, or within the vicinity of 
the Company’s customers.  
 
If an employee of the Company regrettably tests as positive for COVID-19, they must inform Denise 
Goldsmith immediately. Although this is personal data, it is reasonable that key senior personnel will 
be notified on a need-to-know basis to maintain the wellbeing of all employees. 
 
Track and Trace 
The NHS Track and Trace service will contact employees if they have been in contact with a person 
who has COVID-19. The alert will be received by text message, phone call or email; the Company 
may request a copy of the notification in order to provide appropriate support to the employee and  
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others. Any employee contacted by the Track and Trace service will be required to comply with the 
guidance to mitigate exposure to others. 
 
Absence from Work 
The Company will support employees, where possible, to overcome the effects of the virus with as 
little disruption as possible to their general and financial wellbeing.  
 
However, the Company reserves the right to confirm whether working from home is permitted or 
whether the absence will be recorded as sickness to ensure appropriate rest and recovery. If 
contractual sick pay is not in force, the employee will be eligible for Statutory Sick Pay from day one 
of their absence, as per the Government’s amendment for COVID-19 related absence. 
 
Safe working  
The Company has implemented strict measures within its own office environments and additional 
measures when attendance is required at customer sites. For the purpose of clarity in this policy, the 
measures are listed separately below. 
 
Hand sanitiser 
Hand sanitiser is available at regular intervals throughout the office and signage prompts employees 
to make use of it. It is an expectation that employees will sanitise their hands regularly outside of 
their usual hygiene routine, particularly when entering the kitchen or lunch area and when handling 
items that could be in constant use. All hand sanitiser within the office is accessible. 
 
Personal Protective Equipment (PPE) 
PPE is available to all staff, whether office or field based. Guidance on PPE use in the office remains 
personal preference due to the other strict mitigation in place. However, the guidance below is 
mandatory when attending a customer’s site and is in addition to the required social distancing 
measures: 
 
• Gloves - To be used as and when seen fit in office and at customer sites and to be changed when 
working on each new piece of equipment as a minimum. Used gloves should be discarded in the 
nearest appropriate waste bin. 
 
• Hand sanitiser - Hand sanitiser must be carried by every employee when attending a customer site, 
regardless of the onsite facilities in place. Hand sanitisation must occur regularly, and hands must be 
sanitised upon entering and exiting the site. 
 
• Antibacterial wipes and cleaning products - Antibacterial wipes will be supplied to every external 
employee when attending a customer site, regardless of the onsite facilities in place. Whilst gloves 
can be used, the employee should wipe each piece of equipment prior to and after working on it. 
Reputationally, this maintains the trust of the Company’s customers and reinforces our risk 
mitigation. 
 
• Masks / face shields - A mask or a face shield is to be used at all times on customer sites. Single use 
masks should be discarded appropriately upon exit and washable masks should be retained in a 
sealed plastic bag until they can be washed. Masks should be changed when entering each site so as 
not to cross contaminate; this includes any masks used on public transport. 
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Employees should contact Denise Goldsmith or George Callingham for PPE replenishment and 
external sales are required to purchase their own PPE in line with the responsible expectations 
stated in this company policy and claim on expenses. We will withhold the right to not pay if 
extensive PPE is purchased. If an employee wishes to obtain additional forms of PPE they should 
submit a request to George Callingham. The Company will support all reasonable requests to ensure 
employees feel safe at work. 
 
Any questions on PPE use should be directed to George Callingham. 
 
Social distancing  
The Company will adhere to Government guidelines in relation to social distancing and, where 
necessary, may implement additional measures for an extended period of time. 
 
To date, we have been allocating desks with appropriate social distancing between employees. This 
has been carefully overseen by Denise Goldsmith to mitigate cross contamination throughout the 
day.  
 
Going forward, the Company may seek to remove desks with a view to spacing out the remaining 
desks as a longer-term solution. Working from home is limited and at the discretion of the Directors. 
This is managed for transparency and fairness. 
 
Working from home is not a contractual right and, due to the critical worker status of employees, 
cannot be permitted in its entirety or to the detriment of operations. Any performance issues may 
restrict the employees’ ability to work from home, even on an interim basis, and medical certificates 
will be required to reverse such a decision. 
 
Perspex screens  
Perspex screens are recommended by the Government in instances whereby social distancing 
cannot be observed. Due to other measures taken by the Company, perspex screens are not a 
requirement at this time.  
 
However, they may be implemented on a case by case basis, for example: 
 
• for those sitting face to face rather than side by side or back to back 
• for those sitting at the top of a stairwell or natural stopping point 
• for those directly next to a communal area, in instances where social distancing cannot be 
observed 
 
Meeting rooms  
Meeting rooms will be permitted for use only if social distancing can be maintained. Any employees 
acting in breach of the guidelines may be prevented from using meeting rooms until further notice.  
 
Antibacterial wipes and hand sanitiser will be provided in each meeting room or lunch area. The 
table and the chair handles should be wiped after use to ensure the room is clean for the next 
occupants. If a door handle is used, this must also be wiped clean. 
 
Highly touched areas 
Whilst the Company can implement measures to mitigate risk as much as possible, the nature of 
humanity means there will be highly touched areas in everyday life. It is expected that the employee  
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will remain vigilant to touch points throughout the office. However, additional hand sanitisation, use 
of gloves, or simply shielding one’s hand with a paper towel is encouraged to mitigate risk for ad hoc 
tasks including but not limited to:  
• Flushing the toilet 
• Turning a tap on/off 
• Opening a drawer 
• Using a handrail 
• Using a door handle 
• Opening/closing the dishwasher 
 
Customer Sites 
The BDM’s, representative or Hazel Smeeth will obtain customer risk assessments before an 
employee of the Company attends the site. If we do not receive our customers risk assessment, we 
will NOT attend the customers business as this is a legal requirement. In addition to this our COVID-
19 policy will be sent to them to which we will abide by in all instances. 
 
Employee negligence 
The Company will not tolerate negligence that unwittingly puts others at risk, whether that be in the 
working environment or in a social context. Therefore, it is an expectation that all employees will 
adhere to Government guidelines in relation to: 
• Hygiene procedures, e.g. regular hand washing 
• Facial coverings, e.g. on public transport or face to face contact 
• Social distancing 
• Mass gatherings 
• Social bubbles 
• Reminding others of their obligations 
 
Employee wellbeing 
All line managers are reminded to maintain regular contact with their team members. The Company 
has various communication methods in place to support regular contact and Teams is a system 
encouraged to provide contact by video. In addition to the all management teams and HR function, 
external support is available to employees through an Employee Assistance Programme. 
 
Review  
This policy will be reviewed alongside our risk assessment periodically and in line with updates to 
guidance issued by the Government, Public Health England and any other credible local or national 
organisations. 


