
 

COVID 19 
GUIDANCE TO BROKERS ON RETURNING TO THE OFFICE 

 
 

 

This document and information contained within is intended by Brokers Ireland as an aid to Members, to assist in 

mitigating the risk associated with COVID 19. It is not intended to be relied upon as constituting legal advice to 

Members on how they are to discharge their legal or professional obligations. Should Members have queries relating 

to their legal or professional obligations and how these might be discharged, specific legal advice should be taken. 

 

The Covid-19 Specific National Protocol for Employers and Workers document was published on 9 May 
2020 and contains the Return to Work Safety Protocol. A link to the Protocol may be found here: 
https://www.gov.ie/en/publication/22829a-return-to-work-safely-protocol/  
This guidance document is to assist members in complying with the Protocol. All members should read the 
Protocol in full, to ensure their business can meet its requirements before staff return to office work.   
 
Covid-19 Business Response Plan 
• Every employer must develop a COVID-19 business response plan 

o Identify the level(s) of risk associated with various workplaces and work activities in the COVID-19 
Business Plans and Occupational Health and Safety (OSH) risk assessments. For example, where, 
how and to what sources of COVID-19 might workers be exposed, including the general public, 
customers, co-workers etc. 

o Include the controls necessary to address the risks identified.  
o Include contingency measures to address increased rates of worker absenteeism, implementation 

of the measures necessary to reduce the spread of COVID-19, changing work patterns, etc. 
o Determine if you have any employees in an at-risk category (e.g. older workers, presence of 

underlying medical conditions, etc.) and review short- and medium-term working options with them  
• Maintain physical distancing across all work activities. 

o Eliminate physical interaction between workers and customers as much as is reasonably practicable 
through revised working arrangements. For example, through provision of online or phone orders, 
contactless delivery, or managed entry.  

o Implement a “no hand shaking” policy. 
o Provide hand sanitisers at entry/exit points.  
o Install physical barriers and clear markings to ensure that contact between workers and customers 

is kept to a minimum and to ensure that queues do not form between customers as they wait to be 
served.  

o Display the advice on the COVID-19 measures in visible locations to ensure that customers are also 
adhering to what is required. 

To access the Health and Safety Authority (HSA) “Covid-19 Response plan template” use this link 
https://www.hsa.ie/eng/topics/covid-
19/return_to_work_safely_templates_and_checklists/return_to_work_safely_templates_and_checklists.
html  
 
Return to Work 
• Establish and issue a pre-return to work form for workers to complete at least 3 days in advance of the 

return to work. This form should seek confirmation that the worker, to the best of their knowledge, has 
no symptoms of COVID-19 and also confirm that the worker is not self-isolating or awaiting the results 
of a COVID-19 test. 

• Include the following questions on the form. If a worker answers Yes to any of them, they are strongly 
advised to follow the medical advice they receive or seek medical advice before returning to work:  
o Do you have symptoms of cough, fever, high temperature, sore throat, runny nose, breathlessness, 

or flu like symptoms now or in the past 14 days? Yes/No,  
o Have you been diagnosed with confirmed or suspected COVID-19 infection in the last 14 days? 

Yes/No,  
o Are you a close contact of a person who is a confirmed or suspected case of COVID-19 in the past 

14 days (i.e. less than 2m for more than 15 minutes accumulative in 1 day)? Yes/No,  
o Have you been advised by a doctor to self-isolate at this time? Yes/No,  
o Have you been advised by a doctor to cocoon at this time? Yes/No. 

https://www.gov.ie/en/publication/22829a-return-to-work-safely-protocol/
https://www.hsa.ie/eng/topics/covid-19/return_to_work_safely_templates_and_checklists/return_to_work_safely_templates_and_checklists.html
https://www.hsa.ie/eng/topics/covid-19/return_to_work_safely_templates_and_checklists/return_to_work_safely_templates_and_checklists.html
https://www.hsa.ie/eng/topics/covid-19/return_to_work_safely_templates_and_checklists/return_to_work_safely_templates_and_checklists.html
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o Implement temperature testing in line with Public Health advice.  
To access the HSA “Return to work form” template use this link 
https://www.hsa.ie/eng/topics/covid-
19/return_to_work_safely_templates_and_checklists/return_to_work_safely_templates_and_checkli
sts.html  

 
Cleaning 
• Implement thorough and frequent cleaning of frequently touched surfaces in the workplace 

o Implement thorough and regular cleaning of frequently touched surfaces. If disinfection of an area 
is required it must be performed in addition to cleaning, never as a substitute for cleaning.  

o Ensure contact/touch surfaces such as tabletops, work equipment, door handles, and handrails are 
visibly clean at all times and are cleaned at least twice daily.  

o Implement modified cleaning intervals for rooms and work areas. This applies especially for 
washroom facilities and communal spaces. Cleaning should be performed at least twice per day and 
whenever facilities are visibly dirty.  

o Provide workers with essential cleaning materials to keep their own workspace clean (for example 
wipes/disinfection products, paper towels and waste bins/bags).  

o Increase number of waste collection points and ensure these are emptied regularly throughout and 
at the end of each day.  

o Modify use of hot desks to ensure that these are made available to identified staff and have 
appropriate cleaning materials in place for workers to clean the area before using. 

Cleaning of work areas must be conducted at regular intervals. Further information on cleaning in non-
healthcare settings is available from the ECDC at: 
https://www.ecdc.europa.eu/sites/default/files/documents/Environmental-persistence-of-
SARS_CoV_2-virus-Options-for-cleaning2020-03-26_0.pdf   

 
Communication & Training 
• Appoint at least one lead worker representative charged with ensuring that COVID-19 measures are 

strictly adhered to in their place of work. The lead worker representative must receive the appropriate 
training. 

• Provide an induction training for all workers. This training should at a minimum include the latest up 
to-date advice and guidance on public health: what a worker should do if they develop symptoms of 
COVID-19; details of how the workplace is organised to address the risk from COVID-19; an outline of 
the COVID-19 response plan; identification of points of contact from the employer and the workers; 
and any other sector specific advice that is relevant.  

• Training for workers should also include highlighting to Employees their obligations: 
o make themselves aware of the signs and symptoms of COVID-19 and monitor their own wellbeing.  
o self-isolate at home and contact their GP promptly for further advice if they display any signs or 

symptoms.  
o report to managers immediately if any symptoms develop during the shift.  
o complete and return the pre-return to work form before they return to work. inform their employer 

if there are any other circumstances relating to COVID-19, not included in the form, which may need 
to be disclosed to allow their safe return to work.  

o self-isolate at home and contact their GP promptly for further advice if they have any COVID-19 
symptoms.  

o stay out of work until all symptoms have cleared following self-isolation.  
o participate in any induction training provided by the employer on their return to the workplace  

https://www.hsa.ie/eng/topics/covid-19/return_to_work_safely_templates_and_checklists/return_to_work_safely_templates_and_checklists.html
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https://www.hsa.ie/eng/topics/covid-19/return_to_work_safely_templates_and_checklists/return_to_work_safely_templates_and_checklists.html
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o complete any temperature testing as implemented by the employer and in line with Public Health 
advice.   

• Workplace controls to comply with infection prevention measures should be communicated and 
explained to all relevant workers and others (visitors, contractors) at the place of work. 

 
Suspected cases of Covid-19 
• Establish a response plan to deal with any suspected case of COVID-19.  
• Establish contingency measures to address increased absenteeism and implement measures necessary 

to reduce the spread of COVID-19. 
• Identify a designated isolation area for dealing with COVID-19 cases on site. 
• Ensure that appropriate hygiene facilities are in place to accommodate workers adhering to hand 

hygiene measures. 
• keep a log of contact/group work to facilitate contact tracing and inform workers and others of the 

purpose of the log.  
• display information on signs and symptoms of COVID-19.  
• provide up to date information on the Public Health advice issued by the HSE and Gov.ie 
• provide instruction for workers to follow if they develop signs and symptoms of COVID-19 during work.  
 
Other measures that employers might decide to take 
• Review sick leave policies 
• Ensure any occupational health service, if provided, is available to address any worker concerns and 

communicate the messages about good hand hygiene, respiratory etiquette, and physical distancing 
• Make available the necessary public health advice from the HSE and other sources as appropriate to 

their workers if there is no occupational health service available in a workplace. 

• Review your remote working policy and ensure any employee working from home has an appropriate 
workstation. The employee should have a VDU Assessment form completed and on their employee 
file. Please see information on the HSA website on VDU’s here 
https://www.hsa.ie/eng/Workplace_Health/Manual_Handling_Display_Screen_Equipment/FAQs/Dis
play_Screen_Equipment_FAQs/Display_Screen_Equipment1.html 
 

Customer Facing Roles  
Many of the measures noted above for workers can and should equally be applied for work activity that 
involves direct customer or visitor contacts.  
 
Contact Details 
If you have any queries in relation to the information contained within this guidance please contact Rachel 
McGovern at rachel@brokersireland.ie  
 

https://www.hsa.ie/eng/Workplace_Health/Manual_Handling_Display_Screen_Equipment/FAQs/Display_Screen_Equipment_FAQs/Display_Screen_Equipment1.html
https://www.hsa.ie/eng/Workplace_Health/Manual_Handling_Display_Screen_Equipment/FAQs/Display_Screen_Equipment_FAQs/Display_Screen_Equipment1.html
mailto:rachel@brokersireland.ie

