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1 OVERVIEW 
In order to ensure the safety of all employees, Portland will apply the following guidance to employees.  This is in 

line with current guidance from Public Health England (PHE), the UK Government, World Health Organisation 

(WHO) and the Center for Disease Control and Prevention (CDC).   

 

2 GENERAL PRECAUTIONS TO BE TAKEN BY EMPLOYEES 
The most recent advice (as per CDC and the government) suggests the following preventative measures be taken 

to avoid the spread of virus: 

• Avoid close contact with people who are sick, or displaying symptoms including high temperature and / or 

new and continuous cough 

• Avoid touching your eyes, nose and mouth with unwashed hands 

• Cover coughs and sneezes with a tissue and then put the tissue in the bin 

• Regularly clean and disinfect surfaces 

• Regularly wash your hands with soap and water for at least 20 seconds 

• Regularly wash your clothes 

• Keep areas where people from different households come into contact well ventilated 

 

Employees are required to adhere to the social distancing guidelines set out by the government which are outlined 

in section 4.   

2.1 Face coverings 
In line with guidance provided by the government, employees are advised to wear a face covering when in enclosed 

spaces where social distancing is not possible and where you will come into contact with people you do not normally 

meet.  This is particularly relevant for short periods indoors in crowded areas, for example, on public transport or 

in some shops.   

Evidence suggests that wearing a face covering does not protect you. However, if you are infected but have not yet 

developed symptoms, it may provide some protection for others you come into close contact with. 

It is important that you thoroughly wash your hands before putting on and after taking off any face coverings.  

Reusable face coverings should be washed regularly.   
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3 SYMPTOMS, MONITORING AND SELF-ISOLATION GUIDELINES  

3.1 Symptoms of the virus 
Symptoms of the virus are: 

• New continuous cough and/or 

• High temperature 

 

3.2 Temperature monitoring 
Portland has provided thermometers in all of our office locations (including satellite locations) which are to be used 

by all employees and sub-contractors to record their temperature at the start of their shift.  If a temperature of 

over 37.5 degrees is recorded, the employee or sub-contractor must immediately notify their line manager and 

return home to self-isolate in line with the guidance outlined in section 3.4.  Employees and sub-contractors are 

required to follow the ‘COVID-19 Temperature Monitoring Process’ at all times.   

3.3 Testing for COVID-19 
The government has indicated that workers who are required to attend work (as they are not able to work from 

home) will be eligible for testing if they have symptoms.  

 

Portland will be able to arrange tests for employees who meet the criteria outlined above.   

 

It may be possible for other employees to be tested if they live with key workers and are symptomatic.  Portland 

will not be able to arrange these tests however and employees are advised to use the self-referral portal available 

at https://www.gov.uk/apply-coronavirus-test 

 

Further details regarding COVID-19 testing are outlined in our ‘COVID-19 – Testing for Employees’ document.   

3.4 Self-isolation requirements 
The UK Government has instructed that: 

 

• If you live alone and you have symptoms of coronavirus illness (COVID-19), however mild, stay at home 

for 7 days from when your symptoms started. 

 

• 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.  For anyone in the household who starts displaying symptoms, they 
need to stay at home for 7 days from when the symptoms appeared, regardless of what day they are on in 
the original 14-day isolation period 

https://www.gov.uk/apply-coronavirus-test
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After 7 days, if the employee feels better and no longer has a high temperature, they can return to their normal 

routine. If they have not had any signs of improvement and have not already sought medical advice, they should 

contact NHS 111 online at 111.nhs.uk 

3.5 Reporting periods of self-isolation 
If you need to self-isolate you should ensure you follow all normal sickness absence reporting procedures as well 

as sending an email to Vicky Kenyon, HR Manager.  At the discretion of your line manager, you may be permitted 

to work from home during this isolation period providing you are well enough to do so.  If you are able to work 

from home, you will remain on your usual pay.   

3.6 Self-Isolating and Working from Home  
If you need to self-isolate, yet feel well enough to work from home, you must speak to your line manager who, 

along with Vicky Kenyon, HR Manager, will determine if this is suitable to your role. 

 

Conditions of working from home: 

• You must have internet and telephone access  

• If needed, to enable you to carry out your daily tasks, you will be given remote log in instructions from the 

Utilities Manager 

• You must be logged in and working throughout the time of your shift, notifying your team and line manager 

when you take your lunch and any breaks  

• You must remain in communication with your line manager  

 

If you are self-isolating and managing childcare, your line manager will discuss the situation with the HR Manager, 

and the Director and General Manager. 

 

If you are able to work from home, you will remain on your usual pay. 

3.7 Self-Isolating and Not Working from Home 
If you are not well enough to work from home or it is not possible to do so after discussion with your line manager, 

the isolation period will be treated as sickness absence.  Normal company sick pay rules will apply and in line with 

new Government regulations, you will be entitled to Statutory Sick Pay (SSP) from day 1 of the isolation period 

providing you meet the normal requirements for SSP. 

 

4 SOCIAL DISTANCING  
In line with government guidelines Portland requires that all employees follow Social Distancing Measures both at 

work and at home, to help reduce transmission of any infection.  
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They are:  

• Stay at home as much as possible and only leave for specific reasons, i.e. going to shops that are permitted 
to be open, to exercise or spend time outdoors, for medical reasons or to work if you are not able to work 
from home (Portland will support working from home wherever possible in line with this guidance) 

• Avoid contact with someone who is displaying symptoms of coronavirus (COVID-19). These symptoms 
include high temperature and/or new and continuous cough 

• Avoid non-essential use of public transport, varying your travel times to avoid rush hour, when possible – 
we strongly advise walking, cycling, or using your own personal vehicle where possible 

• Avoid large gatherings, and gatherings in smaller public spaces  

• Avoid gatherings with friends and family. Keep in touch using remote technology such as phone, internet, 
and social media 

• Use telephone or online services to contact your GP or other essential service 
 

Everyone should be following these measures as much as is pragmatic.  Employees who are more vulnerable to 

COVID-19 are advised to follow these measures strictly. 

4.1 Where required to attend our offices 
During lockdown all employees are based from home/(apartments provided where applicable). We have a small 

number of operational employees who are occasionally required to attend our London office in order to carry out 

essential tasks. If attending the office they are instructed to abide by the corresponding social distancing, 

temperature monitoring and sanitisation rules. 

4.2 Guidelines on working together 
Where more than one member of the team might be required for a task, a maximum of two people ONLY can work 

together. This is the case for all Field Team and Housekeeping employees. Social distancing and sanitisation 

procedures must be adhered to and employees are required to wear face coverings when working together in close 

proximity.   
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4.3 Prior to lockdown and in the event of returning to our offices 
The following measures were put in place prior to lockdown and will be reinstated in the event of returning to our 

offices:  

• Employees are spread out across the office on separate desk spaces in line with social distancing 
recommendations to avoid unnecessary contact 

• Employees are not permitted to sit next to each other at lunch time and are advised to use all break out 
areas to spread out.  Lunchtimes will be staggered to allow enough space to comply with social distancing 
requirements 

• Employees should also avoid close contact when speaking to each other and maintain at least 2 metres 
distance from each other at all times 

 

In line with current guidance, it will not be mandatory to wear a face covering whilst in the office as social distancing 

can be adhered to.  However, you may choose to wear a face covering if you wish.  

  

Where possible, Portland will arrange for employees to work from home in order to comply with these guidelines.  

This will be discussed with you if appropriate. 

5 THOSE AT HIGHER RISK FROM COVID-19 

5.1 Employees who are at high risk for severe illness from COVID-19 
According to the latest advice from the CDC, the following are high risk for severe illness from COVID-19: 

 

• People 65 years and older 

• People who live in a nursing home or long-term care facility 

• People with underlying medical conditions including: 

o People with chronic lung disease or moderate to severe asthma 

o People who have serious heart conditions 

o People who are immunocompromised: 

▪ Many conditions can cause a person to be immunocompromised, including cancer 

treatment, smoking, bone marrow or organ transplantation, immune deficiencies, poorly 

controlled HIV or AIDS, and prolonged use of corticosteroids and other immune weakening 

medications 

o People with severe obesity (body mass index [BMI] of 40 or higher) 

o People with diabetes 

o People with chronic kidney disease undergoing dialysis 

o People with liver disease 
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Others at potentially higher risk include 

• Certain disability groups 

• Pregnant women 

• Racial and ethnic minority groups 

 

If you believe you are more vulnerable to COVID-19 you should discuss your specific circumstances with the HR 

Manager, Head of Operations and the Director and General Manager.  

5.2 Employees who are shielding in line with government advice 
In addition to the above, the UK government has identified those who are clinically extremely vulnerable and have 

issued letters instructing them to shield themselves until the end of June 2020.  Employees who this is applicable 

for are advised to discuss with Vicky Kenyon, HR Manager.   

6 OFFICE HYGIENE AND PRECAUTIONS TAKEN 

6.1 Office Hygiene Measures 
All employees and visitors to our offices are instructed to wash their hands on entering the building.  Hand sanitiser 

has also been made available for use by employees/visitors and is stationed at the reception desks. 

 

Twice per day, employees will be provided with anti-bacterial wipes to clean down their desks and computer/phone 

equipment.  In addition, the office Admin Team will be completing additional cleaning tasks, including the 

disinfection of surfaces and door handles etc. twice per day.  Our office cleaning contractors have also been given 

enhanced cleaning checklists in order to ensure that a healthy working environment is maintained. 

 

Anti-bacterial wipes have also been provided in the toilet area for employees to sanitise all ‘touch points’ including 

the flush, taps and the inside and outside handles after use.  

6.2 Other precautions taken 
With effect from 16 March 2020, the following have also been implemented: 

• No travel between the Bristol and London office unless absolutely essential and signed off by a member of 

the Senior Management Team 

• All meetings with external parties to be cancelled 

• Client meetings suspended 

• New starters to be inducted in their base office  

• Contractors to limit time in the London office and adhere to office hygiene procedures (e.g. handwashing 

etc.) 
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With effect from 24 March 2020, and in line with the UK government’s stay at home advice the following have been 

implemented: 

• All employees to work from home if possible 

• All servicing of apartments ceased with emergency visits only 

• Employees required to carry out tasks (Field Team) for our London apartments have been set at a limited 

number and all of these employees have been provided with an apartment in Central London 

• Field Team have either been provided with bikes or vehicles where applicable or are walking in the city, 

limiting all use of public transport 

• Field Team and external housekeeping team where/when required to attend an apartment are provided 

with gloves, shoe protectors, face coverings as well as carrying hand sanitiser at all times 

7 PROCESS FOR MITIGATING RISK FROM GUESTS TO EMPLOYEES 
 

All employees are advised to follow the general precautions outlined above, as should be the case ordinarily, but 

particularly in flu season. 

 

As part of our Reservations process, as standard, all guests are required to complete a risk assessment prior to 

arriving at our apartments (see Appendix 1).  This is designed to establish if the guest is experiencing symptoms of 

COVID-19 or has been in contact with someone who has the virus/symptoms.  If either of these are applicable the 

guest is required to self-isolate and all regular maintenance and housekeeping visits are suspended until the 

isolation period has been completed.  A self-check in is also arranged for the guest.   

Check ins are being conducted in line with social distancing guidelines currently in force.  A self-check in can be 

arranged if preferred by the guest. 

 

Please note that in addition any guests arriving from abroad will also be subject to border controls and monitoring 

when arriving into the UK.  This may include a mandatory ‘quarantine’ period when arriving to the UK by air.   

 

PPE and hand sanitiser is provided for use by field team members when visiting apartments.  All employees are 

required to wear a fresh pair of gloves, face covering and shoe protectors when entering the apartment, these are 

to be safely disposed of after leaving the apartment.    

 

Employees in the field are provided with a sealable bag to dispose of items while out and there is a dedicated bin 

in the office where these items are placed and disposed of from here. 
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APPENDIX 1 
Risk Assessment 
 

1. Are you currently suffering from any of the following? 
 

□ High fever (>37.5 degrees Celsius) 

□ Weakness and fatigue 

□ Dry cough 

□ Breathing difficulty 

 

If you have any of the above symptoms: 

• If you live alone, stay at home for 7 days from when your symptoms started. 

• If you live with others and you or one of them have symptoms, 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.  For anyone in the household who starts displaying symptoms, they need to stay at 
home for 7 days from when the symptoms appeared, regardless of what day they are on in the original 14-
day isolation period 

 
After 7/14 days, if the person feels better and no longer has a high temperature, they can return to their normal 
routine. If they have not had any signs of improvement and have not already sought medical advice, they should 
contact NHS 111 or online at 111.nhs.uk 

 

 

2. Have you come into close contact with anyone who have been suspected of having COVID-19 Virus or 
presented with the same conditions above? 

□ No  

□ Yes (Please specify) _____________________________________________________________ 

 

 

 

 

Declared by (Name) __________________________________of Passport No.__________________ 

 

of address 

_______________________________________________________________________________ 

 

Phone No______________________________  

Reservation No_______________________________________ 

 

Name and Signature_________________________________   Date: __________________________ 


