
3.4.1 Competence and training requirements 

 

Organisation should have a process for identifying and delivering the COVID-19 training 

requirements. The organisation should: 

1. determine the necessary COVID-19 competence and training of person(s) doing 

work under its control; 

2. ensure that the necessary person(s) receive appropriate COVID-19 training to 

implement the requirements of this document. 

3. where applicable, take actions to acquire the necessary competence, and evaluate 

the effectiveness of the actions taken; 

4. retain appropriate documented information as evidence of competence. 

 

 

NOTE Applicable actions can include, for example, the provision of training to, the 

mentoring of, or the reassignment of currently employed persons; or the hiring or 

contracting of competent persons. 

The organisation should require contractors working on its behalf to demonstrate that 

person(s) doing work under its control have the requisite competence and training for 

COVID-19. 

Provide information training to employees on the following: 

• Signs and symptoms of COVID-19. See section 3.2. 

• How COVID-19 is spread. See section 3.3. 

• Cleaning routines and hygiene controls (including respiratory hygiene, cough 

etiquette and handwashing and physical distancing). 

• Use of Personal Protection Equipment (PPE) and medical equipment (e.g. 

thermometers, disposable gloves, masks, and disinfectants) as relevant. 

• What to do if an employee or a member of the public becomes unwell and 

believe they have been exposed to COVID-19. (see 3.6.1) 

• When individuals in the workplace have had contact with a confirmed case of 

COVID-19. 

• Cleaning offices and public spaces where there are suspected or confirmed cases 

of COVID-19. 

• Rubbish disposal, including tissues. 

• Travel Restrictions (see 4.3.3). 

• Restricted movement Advice. 

• Familiarising key staff with the COVID-19 plan (see 4.1). 

• Cross-training workers and establish covering arrangements to minimise 

disruptions. 
 

3.4.2 Employees 



Employees who have symptoms of acute respiratory illness are recommended to stay 

home if they are well enough to do so or contact the health service if they are acutely 

unwell. They should not come to work and should restrict their movements for 14 days 

from symptom onset, the last five days of which should be fever free 

 

3.4.3 Hygiene and contact reduction 

3.4.3.1 Employee hygiene practices 

 

Employee hygiene practices are important to prevent spread of COVID-19. Employers can put up 

appropriate signage on their premises and generally communicate the HSE recommendations to 

prevent infection spread. The HSE have created posters which employers can use which are 

available at: https://www.hse.ie/eng/services/news/newsfeatures/covid19-updates/partner-

resources/ 

3.4.3.2 Hand washing 

 

Wash hands properly and regularly and especially: 

• After coughing or sneezing and after toilet use; 

• Before eating; 

• If in contact with a sick person, especially those with respiratory symptoms. 

It is important to follow good practices for hand washing which include using soap and water and 

washing for over 20 seconds – see HSE recommendations for hand washing: 

How to wash your hands properly 

1. Remove all rings and wet your hands with warm running water. 

2. Apply soap and rub your hands together to make a lather. 

3. Continue to wash for at least 20 seconds. 

4. Scrub between your fingers, under the nails, the back of hands, and your wrists. 

5. Wash your hands longer, as needed, to get rid of all dirt you can see on your hands. 

6. Rinse your hands well under running water and use a clean towel or your sleeve to turn 

off the taps. 

7. Dry your hands completely with a paper towel, hand dryer or clean towel. 

8. Replace hand towels with clean ones often. 



Touching of the face should be avoided. Regular hand washing with soap and water is effective 

for the removal of COVID-19. Between washing use of hand sanitisers (70% alcohol base) is 

recommended. 

3.4.3.3 Mouth covering 

 

Cover mouth when coughing and sneezing. Cover your nose and mouth with disposable tissues. 

If you don’t have a tissue, cough or sneeze into your arm or sleeve (not hand), put used tissues 

into a sealed bin and then wash your hands. 

 

Non-medical masks  

 

Non-medical masks are often homemade of breathable fabrics and can be commercially available 

as well. There are numerous designs for fabric masks, but they generally cover the nose and 

mouth, are secured with ties or elastic loops, include multiple layers of fabric, and can sometimes 

be washed and re-used. 

 

The evidence about the benefits of these masks is limited. One good quality study showed that the 

risk of respiratory infection is increased (and not reduced) in health care workers using cotton 

cloth masks when compared to medical masks. Cloth masks are currently being recommended by 

some countries as a means of source control in the general population. Although their protective 

effectiveness to the wearer is unknown, they may protect others if the wearer is a pre-

symptomatic or asymptomatic carrier. 

 

 

3.4.3.4 Physical distancing 

 

Introduction of physical distancing measures should be implemented across all business types. 

This can be achieved in a number of ways and include: 

• workplace signage. See https://www.gov.ie/en/collection/02cd5c-covid-19-information-

resources/#logo-guidelines; 

• keeping a distance of 2 metres (6.5 feet) between you and others; 

• avoiding making close contact with people (i.e. do not shake hands); 

• setting up screens/barriers at checkouts/desks where possible; 

• implementing a queue management system with correct distance markings; 

• encouraging use of card payment methods; 

• allocating times for collections/appointments/deliveries; 

• restricting/staggering the use of canteen facilities (bringing food/drinks to people); 

• removing tables/chairs from the canteen and restricting the number of staff per table; 

• ceasing all self-service activities and providing food that is pre-wrapped; 

• reducing office density/support staff through working from home or split shift 

arrangements; 

• use of technology for video/virtual meetings; 

• limiting the number of meetings including length and proximity of gatherings between 

employees/others; 

• shift handover arrangements should be altered to ensure the appropriate routines are 

followed for social distancing (maintaining 2 metre distance). 

• altering shift patterns to reduce worker numbers; 

• Isolating individual buildings (e.g. no travel permitted between manufacturing and design 

buildings). 



3.4.3.5 Restriction of visitors 

 

A restriction on visitors to the site should be put in place. However, where business critical 

visitors are required to attend the site, a controlled access process should be in place including 

adherence to sanitisation processes and full personal contact details (e.g. telephone number, last 

place visited should be collected to assist with contact tracing). See template below. 

Visitor/Contractor Covid-19 Questionnaire 

Name: 

Company: 

Mobile No.: 

Visiting: 

Date: 

 

To ensure the Safety & Health of all people interacting with your companies locations, visitors 

and contractors must complete this declaration form prior to entering your sites.  

If a person indicate to having symptoms of COVID-19 OR have been abroad in the last 14 days 

with exception to Northern Ireland they should not be at work. Where this is the case, they are 

prohibited from entering the site and advised to seek professional medical help/assistance 

Visitor/Contractor Covid-19 Questionnaire 

Name: 

Company: 

Mobile No.: 



Visiting: 

Date: 

 

1. 

Have you visited any of the 

countries outside Ireland excluding 

Northern Ireland? Yes / No 

2. 

Are you suffering any flu like 

symptoms/symptoms of 

coronavirus covid-19? Yes / No 

3. 

Are you experiencing any difficulty 

in breathing, shortness of breath? Yes / No 

4. 

Are you experiencing any fever 

like/Temperature symptoms? Yes / No 

5. 

Did you consult a Doctor or other 

medical practitioner? Yes / No 

6. How are you feeling Healthwise? Well / Unwell 

7. 

Have you been in contact with 

someone who has visited an 

affected region in the past 14 

days? Yes / No 

NOTE: When on site, please adhere to our on-site standard 

processes/procedures regarding infection control, i.e. hand 

washing/hand sanitising and general coughing/sneezing etiquette? 



Signature Visitor: Date: 

 

3.4.4 Working from Home 

A working from home policy and provision of ICT infrastructure/facilities to support 

working from home should be put in place where practicable. Where possible, non-

operational staff should be encouraged to work remotely. See the Health & Safety 

Authority website for more information in relation to working from home: 

3.4.4.1 Employers' duties 

 

What are the key duties of employers under the Safety, Health and Welfare at Work Act? 

Key duties that apply to the work activity and workspace include: 

• that the employee is aware of any specific risks regarding working from home, 

• that the work activity and the temporary workspace are suitable, 

• that they provide suitable equipment to enable the work to be done, and 

• that there is a pre-arranged means of contact. 

 

3.4.4.1 Employee' duties 

 
What questions do I need to ask employees in relation to their temporary home work 
space? 

 
Examples of questions employees could ask about the temporary workspace: 

• Do you have a suitable space to work from temporarily? 

• Can you access the workspace easily and safely? 

• Is there adequate light, ventilation and heat to allow you to work comfortably? 

• Is there enough space to allow you to work without twisting, bending or 
sitting/standing awkwardly? 

• Is there enough workspace to accommodate the equipment or other materials 
needed for the activity? 

• Is the floor clear and dry, e.g., kept clear of electrical cables or anything else you 
could trip over / slip on? 

• Is the workspace free of clutter? 

• Are electrical sockets, plugs and cords in good condition e.g. no charring, 
exposed wiring or frayed cables? 

 

 



3.4.5 Restructuring and splitting teams/shifts 

The following should be implemented where it is practicable to do so: 

• revision of staffing rosters and splitting of teams to ensure separation of critical 

personnel in order to limit joint exposure and protecting the business function; 

• cross-train, and identify alternative sources of labour to facilitate a full 

complement of the required skills needed on each team/shift; 

• Avoid switching of employees from one shift to another; 

• implement an ‘air gap’ or delayed shift changeover to accommodate a full 

cleaning/disinfection of all shared equipment, and reduce unnecessary 

interactions between different shift personnel; 

• minimise the sharing of equipment and/or tools; and 

• identify and suspend all non-essential operations which do not directly impact 

business functionality. 

 

3.4.6 Zoning 

 

• Work areas can be divided into zones with personnel allocated to work within 

each zone. Zones could be identified by colour, number, section, etc. Movement 

between zones should be minimised and controlled at all times. The following 

zoning template could be used. 

Shift No. Date: 

Staff Member 

Name Allocated Zone Zones Visited Time of Visit 

 

3.4.7 Cleaning 

Cleaning of all work areas must be conducted at regular intervals using disinfectants to 

kill germs and stop then spread of disease and in a visible manner to instil staff and 

visitor confidence. For further information refer to Section 4.6. 

 


