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INTERNAL USE ONLY 

 

CORONAVIRUS AND COVID-19       

 

This document is provided for all TVCC employees and updated as the Government issues new 

information, advice and guidance.   

 

Additions or enhancements to existing FAQs since the last issue date, are shown with the wording 

“UPDATED”.  This may include the deletion of some previous wording, as it is no longer 

applicable. 

 

New FAQs since the last issue date, are shown with the wording “NEW”. 

 

**************** 

 

FACILITIES related “Frequently Asked Questions”  

 

FFQ1: The hand sanitiser you are providing may not be effective or stocks are low; what are 

you doing about this? 

The NHS guidelines advise to use sanitiser only when soap and water are not available.  TVCC 

has an abundant stock of soap and water and we strongly encourage you to use these frequently. 

 

FFQ2: Will you be supplying hand sanitiser for when I travel as part of my job? 

No, using hand sanitiser is a personal choice, just like tissues. 

 

FFQ3: Are you considering shutting the TVCC or third-party operated offices? 

Currently we are following Government guidelines and operating as normal.  Naturally we are 

continuing to monitor the situation and advise you to also keep updated with the latest position.  

Third party office policies have been reviewed and TVCC is in close co-operation.  

 

In the unlikely event that we need to shut an office, please be assured that we will be following a 

plan and advising and guiding you what you need to do.  There are no confirmed plans on how 

long the building would be shut for; it is essential that TVCC follows Public Health England’s 

advice, in any situation which may occur. 

 

FFQ4: What if I become ill at work and believe I have coronavirus symptoms? 

If you develop a high temperature (you feel hot to touch on your chest or back) OR you develop a 

new, continuous cough (this means you’ve started coughing repeatedly), you need to leave work 
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and head home, to self-isolate for 7 days from when your symptoms began.  Here is the new NHS 

guidance.  Please read this as it tells you what to do, if your health does not improve at home. 

 

You do NOT need to contact 111 to tell them you are staying at home.  You do, however, need to 

tell TVCC that you are feeling unwell: 

• Please inform your line manager immediately or CEO if your line manager is unavailable. 

• We would like you to exit the building without delay, as your need to remove yourself from 

colleagues and the environment – this is for your own health and safety, and that of others 

around you.  Immediately collect your belongings, and leave the building. 

• Read and follow the NHS advice on staying at home and we strongly advise you to read 

the comprehensive stay at home advice on GOV.UK. 

 

Only if your symptoms are making you feel very unwell or weak at work i.e. you do not feel well 

enough to leave the building, please immediately head to the Blenheim Room, located on the 

Ground Floor at 150 Edinburgh Avenue.  You need to decide which situation you find yourself in: 

 

1. Whether you need to dial NHS 111 and seek medical advice; OR 

2. You need someone at work to contact your next of kin, to arrange for them to collect you; 

OR 

3. You need the a colleague to organise you travel home, as you are unable to manage this 

yourself and you do not have anyone to call, to collect you. 

 

Situation 1: If you need to dial 111 

Using the telephone in the Blenheim Room, please dial 111, and seek NHS advice.  Immediately 

after your call please dial 01753 870584 to speak to the CEO, to advise what you have been told 

by the NHS.  If the NHS have asked you to self-isolate, please wait in the Blenehim Room until a 

member of the SMT contacts you to advise you what to do next.  Please refrain from contacting 

any other colleagues until further instruction.  This situation will be sympathetically managed, and 

we aim to maintain dignity for you at all times. 

 

If you then leave the office to go home, please make sure you do the following when you arrive at 

home: 

• Read and follow the NHS advice on staying at home and we strongly advise you to read 

the comprehensive stay at home advice on GOV.UK. 

 

Situation 2: If you need your next of kin/another person to collect you 

Using the telephone in the Blenheim Room, please dial 01753 870584.  Please stay in the 

Blenheim Room until the CEO or SMT member calls you back to advise you of the next steps. 

https://www.nhs.uk/conditions/coronavirus-covid-19/
https://www.nhs.uk/conditions/coronavirus-covid-19/
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-advice/
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
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-advice/
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
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If you then leave the office to go home, please make sure you do the following when you arrive at 

home: 

• Read and follow the NHS advice on staying at home and we strongly advise you to read 

the comprehensive stay at home advice on GOV.UK. 

 

Situation 3: If you need the help of TVCC to travel home 

Using a mobile phone, please dial 01753 870584.  Please stay in the Blenheim Room until the 

CEO or SMT member calls you back to advise you of the next steps. 

 

If you then leave the office to go home, please make sure you do the following when you arrive at 

home: 

• Read and follow the NHS advice on staying at home and we strongly advise you to read 

the comprehensive stay at home advice on GOV.UK. 

 

FFQ5: What if I become ill at home whilst not working e.g. overnight.  What do you advise 

me to do? 

If you develop a high temperature (you feel hot to touch on your chest or back) OR you develop a 

new, continuous cough (this means you’ve started coughing repeatedly), you need to stay at home 

and must not come to work for 7 days from when your symptoms began.   

 

You need to inform your line manager, or CEO if your line manager is unavailable.  Follow the 

contractual Sickness Policy in terms of reporting your absence; please refer to the Staff Handbook. 

 

*UPDATED* 16.03.20 

If you live with others and you or one of them have symptoms of coronavirus, then all household 

members must stay at home and not leave the house for 14 days. The 14-day period starts from 

the day when the first person in the house became ill. 

 

You need to inform your line manager, or CEO if your line manager is unavailable.   

 

Here is the new NHS guidance.  Please read this as it tells you what to do, if your health does not 

improve at home. 

 

FFQ6: Am I officially classed as sick, and on sick leave with sick pay, in the scenarios 

described in FFQ4 and FFQ5? What if I feel well enough to work at home? 

The Government has developed this specific advice for employees.  First and foremost, if you are 

ill, you must not work.  If you are ill, you will be considered as sick, on sick leave, and will be paid 

https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-advice/
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
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-advice/
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
https://www.nhs.uk/conditions/coronavirus-covid-19/
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19/covid-19-guidance-for-employees
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sick pay.  TVCC will never ask you to work if you are ill.  In any case where you are displaying 

symptoms (high temperature OR new, continuous cough – see FFQ4), you must stay at home. 

 

If you consider that you are in a fit state to work at home despite your symptoms, meaning you 

have the ability to carry out your normal job role (albeit from home), you should in the first instance 

talk to your line manager by telephone.  Your line manager will need to consider carefully if 

working at home is permissible, under the circumstances.  It is likely that your line manager will 

first need to seek advice, and therefore you must refrain from undertaking work until your line 

manager contacts you.  If you are permitted to work at home, please note, this can only continue if 

you feel that you are able to do so.  If at any point you feel unable to work, you must contact your 

line manager, SMT or CEO if your line manager and SMT is unavailable. 

 

HR Related Questions that may be raised by employees; 

 

HRFQ1: What happens if I contract coronavirus, do I get full pay or sick pay? 

If you contract coronavirus, this will be treated in the same way as any sickness absence in terms 

of payment.  Refer to the contractual Sickness Policy in the Staff Handbook for further guidance. 

 

HRFQ2: In terms of sick leave and pay, what happens if I am told by a medical professional 

to self-isolate OR I have to self-isolate and stay at home, because I have symptoms of 

coronavirus i.e. a high temperature OR a new, continuous cough? 

In this case you will be displaying symptoms.  If you need to self-quarantine because you are 

unwell, this will be classed as sick leave and you will receive sick pay; this is in accordance with 

the Sickness Policy in the Staff Handbook. 

 

If you are self-isolating, you must not attend a TVCC workplace you may be assigned to.  

 

HRFQ3: I am worried, and I want to self-isolate.  Is this allowed? 

Your contract of employment is between you and TVCC.  If you are choosing to remove yourself 

from your work without any confirmed sickness or instruction to self-isolate, and you are not 

displaying symptoms of coronavirus meaning you need to self-isolate, then you would effectively 

be withdrawing your services from TVCC.  In this case, TVCC would be under no obligation to pay 

you.  In addition, there are implied terms in employment contracts that employees should follow an 

employer’s reasonable instructions; if you refuse to perform tasks or follow instructions, you may 

be in breach of contract. 

 

It should be noted that every case will have its own individual circumstances and must be looked 

at individually to other cases. 
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There may be situations where it is reasonable for you to self-isolate, for example, depending on 

the degree of risk.  You may also be more vulnerable given pre-existing health conditions (see 

HRFQ8). 

 

In all cases TVCC will listen to your concerns, before a decision is reached by your line manager in 

conjunction with SMT and CEO.  Home working may be an option, or there may be an option to 

take holiday or unpaid leave, however it should be noted that TVCC does not have to agree to do 

any of these. 

 

HRFQ4: I am a parent and my child’s school has been closed.  What are my options? 

There are many variations of this theme which may occur, including your child being asked to self-

isolate, or they cannot attend school because it is closed. 

1. Organise alternative care.  On occasions emergency situations occur.  In these situations, 

it is likely that you will need to care for your child, whilst you put in place alternative care 

arrangements.  There is a statutory right to Time Off for Dependants which is unpaid 

emergency time off; we advise you to read the policy in the Staff Handbook and GOV.UK 

also contains information. 

2. Unpaid Parental Leave.  This is an alternative option for parents, who fulfil the eligibility 

criteria and provide the required notice to take leave.  This leave can only be postponed in 

specific circumstances.  Details can be found in the Staff Handbook and GOV.UK also 

contains information. 

3. Holiday.  This is always an option for parents and is subject to the normal Holiday Policy – 

please refer to the Staff Handbook. 

 

If you are advised to self-isolate as a result of your child self-isolating, see HRFQ2 above.  This is 

only likely if you are displaying symptoms (a high temperature OR a new, continuous cough). 

 

Working at home is unlikely to be an option if you are still required to care for your child at the 

same time.  In these circumstances refer to HRFQ3 above. 

 

If a school is closed for a prolonged period, we will need to have a detailed discussion with you, to 

consider impact and options.  You can propose options as part of any discussion. 

 

HRFQ5: Do I need a medical certificate for time off? 

The first seven days of sickness can be self-certified, as stated in the Sickness Policy.  In any case 

of self-isolation or hospitalisation (relating to you) linked to a suspected or confirmed case of 

COVID-19, TVCC will not require medical evidence.  However, you should provide the following 

https://www.gov.uk/time-off-for-dependants
https://www.gov.uk/time-off-for-dependants
https://www.gov.uk/parental-leave
https://www.gov.uk/parental-leave


6 
 

information to hrdept@tvchamber.co.uk until you are able to return and complete your Return to 

Work self-certification: 

• The date and time you became unwell. 

• If you contacted NHS 111 (by telephone or online), the advice or instructions you were 

provided with.  We will retain this information on file as evidence of your sickness absence. 

 

HRFQ6: I am feeling anxious.  Where can I go to for support? 

Please do not hesitate to talk to your line manager about your concerns.   

 

 

 

HRFQ7: Do I need to update any of my personal details, in case you need to get hold of me 

if I am off work, or if I am taken ill at work? 

Yes, we encourage all employees to make sure that their contact details are up to date and this 

includes details of your next of kin/emergency contact.   

 

HRFQ8: I am vulnerable given my pre-existing health conditions.  What should I do? 

It may be the case that more severe symptoms may be caused in people with weakened immune 

systems, older people, and those with long-term conditions like diabetes, cancer and chronic lung 

disease.  If you have a specific situation and you want to talk about your options, please talk to 

your line manager in the first instance.  Your line manager is likely to consult the CEO before 

confirming your options.  For example, it may be possible for you to work at home instead of 

attending the office.  Homeworking is only effective if you can carry out your full job role, and you 

are fully contactable through work systems, during your normal contractual working days and 

hours.  If homeworking is agreed, your line manager will need to remain in regular contact with 

you. 

 

 

Symptoms 

 

Please remember that the NEW symptoms of coronavirus are: 
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Informative Links 

 

World Health Organisation (WHO) 

 

How to protect yourself against COVID-19: https://youtu.be/1APwq1df6Mw 

 

Novel coronavirus (origins – more detailed video): https://youtu.be/mOV1aBVYKGA 

 

Myth-busters: https://www.who.int/emergencies/diseases/novel-coronavirus-2019/advice-for-

public/myth-busters 

 

**************** 

 

It is important to state that the spread of coronavirus is an exceptional event that requires both 

employers and employees to exercise caution and take reasonable steps to prevent the risk and 

spread of the virus. TVCC has a statutory duty of care for your health and safety and to provide a 

safe place to work, and this comes with a strong moral responsibility to ensure you feel safe and 

secure in your employment.  We will take your concerns seriously and we will continue to 

communicate. 

 

 

https://youtu.be/1APwq1df6Mw
https://youtu.be/mOV1aBVYKGA
https://www.who.int/emergencies/diseases/novel-coronavirus-2019/advice-for-public/myth-busters
https://www.who.int/emergencies/diseases/novel-coronavirus-2019/advice-for-public/myth-busters
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Last updated 16 March 2020 

 


