
CORONAVIRUS (COVID-19): WORKPLACE INCIDENT 

FRAMEWORK 

Purpose 

The Coronavirus (COVID-19): Workplace Incident Framework provides advice to 

senior leaders responsible for the ongoing safety of the workplace, managers, trade 

unions including local H&S representatives and key workers who are required to 

operate from official accommodation to deliver critical public services on behalf of the 

Government to the citizens that rely on them.  It is also for specialist teams that are 

convened virtually to advise on issues arising from a suspected infection. The 

application of this framework within the Welsh Government for its own staff and 

buildings should be consistent with Welsh Government policy and guidance in 

relation to COVID-19.  

Context 

This incident framework (see Annex A) applies once it is suspected or confirmed that 

there has been a case of COVID-19 in a Welsh Government building.  

Coronavirus poses unprecedented challenges to civil servants and the Welsh 

Government with urgent, dynamic action needed day by day. Management and 

Unions are committed to working in good faith and in partnership to best protect 

individuals, their families and friends. Both sides have committed to open early 

engagement with a view to resolving any issues or concerns quickly and, 

importantly, to do so through agreement.  

To address the issues raised quickly and effectively you should draw on the 

expertise of a number of different teams and personnel, including: 

 H&S teams 

 Facilities Management 

 HR Teams 

 Local H&S representatives and local/workplace TU representatives 

 

The incident framework assumes that all action has been taken to provide safety at 

work during the coronavirus period where work cannot be done at home, in line with 

the Health and Safety at Work Act 1974, Keep Wales safe at work: Workplace 

guidance for employers and employees during the coronavirus (COVID-19) 

pandemic.  This central guidance provides a framework to use and will be 

supplemented by the local discussion involving managers and local H&S/TU 

representatives, based on knowledge of the workforce and buildings affected by 

suspected or confirmed cases.  

Core Principles  

 The health, safety and welfare of all staff, agency workers, contractors 

(referred to collectively as staff in this framework) and visitors is of paramount 

importance.  

https://gov.wales/keep-wales-safe-work


 Staff and Welsh Government as an employer must follow Welsh Government 

and NHS Wales advice in relation to monitoring for symptoms of coronavirus, 

reporting of suspected cases and self-isolation. This must include accident 

reporting and completing necessary RIDDOR reports 

(https://www.hse.gov.uk/news/riddor-reporting-

coronavirus.htmhttps://www.hse.gov.uk/news/riddor-reporting-

coronavirus.htm)  

 The responsibility for actions taken following suspected contamination in the 

workplace rests with the most appropriate person on site. For example, they 

must engage with the most senior site HR/H&S colleagues, local or workplace 

H&S representative and other TUS representatives/TUS H&S official and FM 

colleague as soon as possible, but MUST NOT delay decisions impacting the 

safety of staff and other groups if individuals are not immediately available.  

 Before opening a workplace to staff for working during the coronavirus period, 

a risk assessment will have been carried out and be accessible to all staff. 

Where there has been a serious proliferation/increase of cases that indicates 

initial risk mitigations have not been fully effective, this must be reflected in a 

reviewed risk assessment, and the actions which follow.  

 Decisions must be taken quickly, be based on an assessment of risk, and be 

proportionate to the risk identified. To enable this, and to convene a joint 

group quickly, local unions or TUS should provide a daily contact point for 

each building to relevant Building Facilities Manager. 

 If any individual is confirmed, or suspected, to have COVID-19, the minimum 

response will be the immediate closure of that area of the workplace.  

 Further steps to be taken, in consultation, about such incidents, to be actioned 

quickly – including any decision to widen the area of closure; deep cleaning of 

all affected areas; implementing contact tracing to help determine the extent 

of action necessary, and ensuring suitable risk assessments take place before 

any workplace areas are re-opened.  

It is important to take steps to ensure that providers of outsourced services treat their 

employees appropriately and in line with Welsh Government guidance. The Welsh 

Government has health and safety obligations to the employees of those providers 

as well as their own staff and should assure themselves that contractors are 

discharging their responsibilities in this regard.  

 

  

https://www.hse.gov.uk/news/riddor-reporting-coronavirus.htmhttps:/www.hse.gov.uk/news/riddor-reporting-coronavirus.htm
https://www.hse.gov.uk/news/riddor-reporting-coronavirus.htmhttps:/www.hse.gov.uk/news/riddor-reporting-coronavirus.htm
https://www.hse.gov.uk/news/riddor-reporting-coronavirus.htmhttps:/www.hse.gov.uk/news/riddor-reporting-coronavirus.htm


ANNEX A: WORKPLACE INCIDENT FRAMEWORK 

Current position 

All staff and all business areas must comply with Welsh Government guidelines for 

minimising the spread of coronavirus, including advice on social distancing and self-

isolation, Keep Wales safe at work: Workplace guidance for employers and 

employees during the coronavirus (COVID-19) pandemic and in line with Health and 

Safety at Work Act 1974.  

The guidance is regularly updated. UK Guidance updates appear on gov.uk and will 

be notified to departments and devolved administrations through the regular HRD 

meetings.  The Welsh Government also publishes its own guidance on gov.wales. 

The current version of the Welsh Government guidance, updated on 2 June 2020 

says: 

Keep Safe: Workforce health 

If someone becomes unwell in the workplace with a new, continuous cough; high 
temperature; the loss or a change in their normal sense of smell or taste they should 
be sent home and advised to follow the advice to stay at home. 
https://gov.wales/self-isolation-stay-home-guidance-households-possible-
coronavirus#content 

The incident framework provides advice to senior leaders responsible for the 

ongoing safety of the office on the steps to be taken quickly in consultation with local 

H&S representatives and with the involvement of representatives from department 

HR/H&S teams and TUS and Facilities Management (FM). 

https://gov.wales/self-isolation-stay-home-guidance-households-possible-coronavirus#content
https://gov.wales/self-isolation-stay-home-guidance-households-possible-coronavirus#content


Workplace Incident Framework (Coronavirus (COVID-19) 

The 5 steps in this framework apply to both suspected and confirmed coronavirus cases. The actions taken may differ in degree 

depending on the assessment of risk, including local knowledge regarding the workplace and workforce.  

 

No Step Action Required 

1 Immediate Action 
 
The SRO on site will consider and decide 
which areas of the building should be 
vacated, involving HR, H&S, trade union 
representatives including H&S reps and FM 
in their deliberation where this can be 
quickly achieved.  
 
 

 An immediate review and assessment of risk should be 
undertaken and recorded. 

 

 The SRO will temporarily close the potentially affected area, and 
with HR, H&S, trade union representatives including H&S reps 
and FM assess the current risk to staff in that area. This will take 
account of controls in place to minimise the spread of infection 
(for example configuration of the accommodation, observing 
social distancing, including infrastructure, common areas, and 
self-contained areas), the nature of the affected areas and the 
susceptibility of staff and visitors to infection.  

 

 Following this assessment the SRO will determine, involving 
trade unions, how much of a building needs to be closed, the 
duration and the level/type of cleaning required. 

 

 All health and safety information, including risk assessments to 
be provided to all staff. 
 

 The incident will be recorded on the accident reporting system so 
that it can be investigated.    

 

2 Follow-up Action 
 

 The SRO must have regard to the safety of staff and visitors 
which is paramount.  



The SRO will involve local trade union reps 
and team leaders on contact tracing 
arrangements and with the competent 
person, assess the risk to staff and visitors 
in the area, involving colleagues from HR, 
H&S, trade union representatives including 
H&S reps and FM and make appropriate 
arrangements regarding self-isolation in line 
with current Welsh Government and NHS 
Wales/PHW guidance, the Health and 
Safety at Work Act 1974 and the Keep 
Wales Safe at Work guidance 
(https://gov.wales/keep-wales-safe-work) 
 
 

 Information on staffing numbers and attendees at work in each 
building and operational area on the entire site will be given to all 
parties at this meeting. The meeting should take place within 
three working days of the incident taking place. 

 
 The SRO should engage the local management teams to 

understand if there are specific issues within the teams that may 
affect the decisions, for example workers living in extremely 
vulnerable households. 

  

 The SRO is responsible for ensuring appropriate engagement on 
communications are provided to staff in the building(s) as 
timescales allow. This will assist people to self-assess their 
personal level of risk and in signposting them to sources of 
support. 

  

 Staff who self-assess as needing to self-isolate must inform their 
line manager before self-isolating. 

 

3 Cleaning 
 
Cleaning of the building/space 
 

 The building FM will follow building procedures for commissioning 
an urgent, through clean of the infected that meets the guidance 
issued by Public Health England (PHE) COVID-19: Cleaning in a 
non-healthcare setting.  

 

 The Welsh Government Workplace and Facilities Risk 
Assessment also sets out cleaning risks and controls that should 
be considered in respect of infected areas.  
 

 Cleaners should be notified of the need for a deep clean within 2 
hours and the section affected must be closed. A deep clean will 
be undertaken within 1 hour where cleaners are already on 
site and within 4 hours for other sites following notification. 

https://gov.wales/keep-wales-safe-work
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings


It is expected that all parties will aim to have the area reopened 
safety within 72 hours (subject to a further risk assessment)  

 

 Vinci Facilities understand and can meet standards required 
in the above guidance.  

 

4 Testing 
 
 

 Test, Trace, Protect is the Welsh Government’s approach to 
testing and contact tracing which will help citizens of Wales to 
resume their normal lives gradually and safely. 

 

 More information on Test, Trace, Protect for employers can be 
found here. 

 

 If an employee is demonstrating at least one of the coronavirus 
symptoms - a new continuous cough, a high temperature, or a 
loss of or change to sense of smell or taste, then they must take a 
test within the first five days of developing symptoms. 

 

 Employees and members of their household must also follow the 
self-isolation guidance. If the test is negative no further action is 
taken and the employee, and other members of their household 
no longer need to self-isolate. The employee can then return to 
work. However, if they receive a positive test result, the contact 
tracing process will begin. 

 

 It is the responsibility of the employee to notify their employer if 
they receive a positive test result.   

 

4 Contact Tracing 
 
As lockdown restrictions are gradually 
relaxed, we will all need to take steps to 

 

 When your employee receives a positive result, they will be called 
by a contact tracer on behalf of the NHS Wales Test, Trace, 
Protect service. 

https://gov.wales/test-trace-protect-guidance-employers
https://gov.wales/self-isolation-stay-home-guidance-households-possible-coronavirus


protect ourselves - including employers 
protecting their workers, if we are to 
successfully limit the spread of the disease. 
Contact tracing will play an important role for 
employers in maintaining business 
continuity and operating a safe workplace. 
 
Further information about contact tracing for 
employers can be found here. 

 

 The contact tracer will ask for information such as the places they 
have visited, and their recent contacts including anyone they may 
or may not live or work with and with whom they have been in 
close proximity on any occasion during a period beginning up to 
two days before they started experiencing symptoms.  
 

o They will be asked for their names, dates of birth, 
addresses, telephone numbers (including mobile) and 
email addresses, if they have this information. 
 

 A contact means: 
o someone within 1 metre of them with whom they have had 

a face-to-face-conversation, had skin-to-skin physical 
contact, have coughed on, or been in other forms of 
contact within 1 metre or 1 minute or longer 

o someone within 2 metres of them for more than 15 minutes 
o someone they have travelled in a vehicle with - or has 

been seated near them on public transport. 
 

 If an employee is notified to self-isolate for 14 days because they 
have come into close contact with someone who has tested 
positive for coronavirus, and are unable to work as a result, they 
should notify you that they are unable to work within the deadline 
you have set in your sickness absence policies (or normally within 
7 days if you have not set one).  The Welsh Government 
attendance management policy asks staff to notify us as soon as 
possible using the self-isolation e-form.    

 
 

 Contacts will be provided with written confirmation of the 
instruction to self-isolate which they can share with you. 

https://gov.wales/test-trace-protect-guidance-employers
https://forms.office.com/Pages/ResponsePage.aspx?id=xTbMooCS50qIh9Btq4kha1fwsHI89G1GrqDOknnVyuhUMUVCSTEwNkwyVUlYSVIxS1M0M1g3UEFIUSQlQCN0PWcu&lang=en-US&themecolor=0078d4&oembedsso=true&hostId=52bf131948404633ae11a19ff55fb56e&origin=FormsWebPart


 

 If multiple cases of coronavirus appear in a workplace, an 
outbreak control team from either the relevant local authority or 
Public Health Wales will, if necessary, be assigned to help you as 
an employer to manage the outbreak. 

 

5 Review Assessment of Risk 
 
Jointly review the risk assessment before 
the building is re-occupied. The joint group 
should consist of: 
 

 The SRO 

 The most senior HR/H&S official 
working at the affected site in the 
affected department  

 The most senior TU branch officials 
and trade union H&S representative 
responsible for the affected site in the 
affected department 

 A representative of FM 
 

 Before the infected space is reoccupied a new risk assessment 
MUST be carried out and recorded with input from the SRO, HR, 
H&S, trade union representatives including H&S representatives 
and FM 

 


