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Coronavirus
A comprehensive guide for
UNISON Surrey County members

We have put this guide together for members as
some were complaining both about conflicting information and also the number of government/
NHS advice regulations they were being directed
towards.

With an ever-changing situation, we may not always have a full answer to your query and some
matters may have to wait until the crisis is over.
Our priorities will be for ‘life and limb’ issues. But
we will always try and assist.

It is intended to be comprehensive but by its very
nature, it is brief. For fuller details about coronavirus, you may want to visit the government website or the NHS website.

Finally, this document will be updated as and when
necessary with a version number and amended
date on the front cover.

You should also check in to your Surrey County
UNISON website regularly for updates on
workrelated issues. Obviously, our main concern is
the health and welfare of members, their families
and friends and the people we provide services for.

Keep safe!
Paul Couchman
Paul Couchman
Branch Secretary
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WHAT IS CORONAVIRUS?
“Coronaviruses” are a family of viruses which include
influenza and colds, as well as much more dangerous
illnesses such as SARS and MERS. Novel coronavirus
is the term used for strains not previously identified
in humans.
The latest strain, first identified in December 2019 in
China, has now formally been named COVID-19. It is
very different from, and far more serious than, the
usual seasonal influenza outbreaks that happen every year.
Symptoms can include a fever, fatigue, dry cough and
difficulty breathing; as well as other symptoms related to the common cold. Following transmission,

symptoms take an average of 5 days to begin – this
differs to flu viruses which tend to incubate very
quickly.
The disease is air-borne and contracted by breathing
in viral droplets, ejected during coughing, sneezing or
even breathing. The virus can survive on non-living
objects for up to 72 hours.
In more severe cases, the virus can cause pneumonia,
an infection which causes inflammation of the lungs
and greater breathing difficulties. While everyone is
at risk of contracting coronavirus, the risk is higher
for certain groups, particularly those over the age of
65 or with existing health conditions.

WHAT IS A PANDEMIC?
A pandemic is an outbreak that affects hundreds of
millions of people worldwide, leading to a large proportion of them becoming ill. Pandemics occur when
a virus with very different features emerges. Because
it is new, people have little or no immunity to it.
Normally there are around two or three such pandemics every century. The most recent was in 2009

with the H1N1 virus, commonly referred to as swine
flu. Around half a million people died globally.
An earlier outbreak of the same H1N1 virus in 1918
caused an estimated 20-40 million deaths worldwide,
mostly among people aged between 20 and 45.
On 11th March, the World Health Organisation defined the coronavirus outbreak a pandemic.

HOW DOES IT SPREAD?
The main way the virus spreads is by contamination
when someone carrying the virus coughs or sneezes.
Viral droplets can travel up to six metres, making person-to-person transmission particularly likely. Virus-

es can also spread through particles known as aerosols, released from the lungs. These can travel further
and can remain in the air for hours, and studies show
them surviving on certain hard surfaces for up to
three days.

HOW IS IT TREATED?
There is currently no vaccine or medication for coronavirus. Scientists are trying to produce one but it is
unlikely to be available before the virus has spread
globally.

Medications used to treat the flu can reduce symptoms, such as coughing and aches and pains. It is particularly serious if the virus leads to pneumonia and
other more acute respiratory diseases because these
cannot be treated with antibiotics.

WHAT ARE THE SYMPTOMS?
The most common symptoms of coronavirus are recent onset of:
•
•

For most people, coronavirus (COVID-19) will be a
mild illness.

new continuous cough and/or
high temperature
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WHO IS AT RISK?
Everyone is at risk. But there are some for whom the
risks are higher. The UK government categorises the
following as at in higher risk:

•

A weakened immune system as the result of
conditions such as HIV and AIDS, or medicines such as steroid tablets or chemotherapy

•

Aged 70 or older (regardless of medical conditions)

•

Being seriously overweight (a body mass index (BMI) of 40 or above)

•

Under 70 with an underlying health condition
listed below (ie anyone instructed to get a flu
jab as an adult each year on medical
grounds):

•

Those who are pregnant

•

Chronic (long-term) respiratory diseases,
such as asthma, chronic obstructive pulmonary disease (COPD), emphysema or bronchitis

•

Chronic heart disease, such as heart failure

•

Chronic kidney disease

•

Chronic liver disease, such as hepatitis

•

Chronic neurological conditions, such as
Parkinson’s disease, motor neurone disease,
multiple sclerosis (MS), a learning disability
or cerebral palsy

•

Diabetes

•

Problems with your spleen – for example,
sickle cell disease or if you have had your
spleen removed

There are some who are at even higher risk. These
people should already have been contacted by the
NHS:
•

People who have received an organ transplant and remain on ongoing immunosuppression medication

•

People with cancer who are undergoing active chemotherapy or radiotherapy

•

People with cancers of the blood or bone
marrow such as leukaemia who are at any
stage of treatment

•

People with severe chest conditions such as
cystic fibrosis or severe asthma (requiring
hospital admissions or courses of steroid tablets)

•

People with severe diseases of body systems,
such as severe kidney disease (dialysis)

IF I HAVE THE SYMPTOMS, WHAT SHOULD I DO TO
MINIMISE RISK TO OTHERS?
•

•

•
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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 are the first in
the household to have symptoms of coronavirus, then you must stay at home for 7 days,
but all other household members who remain
well 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 else 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.
•

It is likely people living within a household will
infect each other or be infected already. Staying at home for 14 days will greatly reduce the
overall amount of infection the household
could pass on to others in the community

•

If you can, move any vulnerable individuals
(such as the elderly and those with underlying
health conditions) out of your home, to stay
with friends or family for the duration of the
home isolation period

•

If you cannot move vulnerable people out of
your home, stay away from them as much as
possible

•

If you have coronavirus symptoms:
−
−

•

If your condition gets worse, or your symptoms
do not get better after 7 days, use the NHS 111
online coronavirus service. If you do not have
internet access, call NHS 111.

do not go to a GP surgery, pharmacy or
hospital
you do not need to contact 111 to tell
them you’re staying at home

WHAT SHOULD I DO TO MINIMISE RISK IN GENERAL?
•

•

•

Avoid contact with someone who is displaying
symptoms of coronavirus. These symptoms
include high temperature and/or new and continuous cough.
Avoid non-essential use of public transport. In
fact, people should avoid travelling unless it is
essential. Essential travel, the Department for
Health and Social Care said, "does not include
visits to second homes, camp sites, caravan
parks or similar, whether for isolation purposes
or holidays".
Work from home, where possible. Your employer should support you to do this. Please
refer to employer guidance for more information.

Contact
Surrey
UNISON
via
unison@surreycc.gov.uk or 0208 541 9091 if you
run into difficulties.
•

Avoid large and small gatherings in 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 services.

Following this advice means you are complying with
‘social distancing’ guidelines.

FURTHER ADVICE TO PREVENT THE SPREAD OF
CORONAVIRUS IF YOU DISPLAY SYMPTOMS THAT MAY
MEAN YOU ARE INFECTED
If you are living with children

shared spaces well ventilated.

Keep following advice to the best of your ability,
however, we are aware not all these measures will be
possible.

Aim to keep 2 metres (3 steps) away from vulnerable
people you live with and encourage them to sleep in
a different bed where possible. If they can, they
should use a separate bathroom from the rest of the
household. Make sure they use separate towels from
the other people in your house, both for drying
themselves after bathing or showering and for hand-

What we have seen so far is that children with coronavirus appear to be less severely affected, although
members will be aware of tragic news reports over
the last day. It is still important to do your best to follow guidance.

If you have a vulnerable person
living with you
Minimise as much as possible the time any vulnerable
family members spend in shared spaces such as
kitchens, bathrooms and sitting areas, and keep

hygiene purposes.
If you do share a toilet and bathroom with a vulnerable person, it is important you clean them every time
you use them (for example, wiping surfaces you have
come into contact with). Another tip is to consider
drawing up a rota for bathing, with the vulnerable
person using the facilities first.
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If you share a kitchen with a vulnerable person, avoid
using it while they are present. If they can, they
should take their meals back to their room to eat. If
you have one, use a dishwasher to clean and dry the
family’s used crockery and cutlery. If this is not possible, wash them using your usual washing up liquid
and warm water and dry them thoroughly. If the vulnerable person is using their own utensils, remember
to use a separate tea towel for drying these.
We understand it will be difficult for some people to
separate themselves from others at home. You
should do your very best to follow guidance and everyone in your household should regularly wash their
hands, avoid touching their face, and clean frequently
touched surfaces.

If you are breastfeeding while infected
There is currently no evidence to suggest that the
virus can be transmitted through breast milk. Infection can be spread to the baby in the same way as to
anyone in close contact with you. The current evidence is that children with coronavirus get much less
severe symptoms than adults. The benefits of breastfeeding outweigh any potential risks of transmission
of the virus through breast milk or by being in close
contact; however, this will be an individual decision
and can be discussed with your midwife, health visitor or GP by telephone.
If you or a family member are feeding with formula or
expressed milk, you should sterilise the equipment
carefully before each use. You should not share bottles or a breast pump with someone else.

Dispose of other household waste normally.

Laundry
To minimise the possibility of dispersing virus
through the air, do not shake dirty laundry.
Wash items as appropriate in accordance with the
manufacturer’s instructions. All dirty laundry can be
washed in the same load.
If you do not have a washing machine, wait a further
72 hours after your 7-day (for individual isolation) or
14-day isolation period (for households) has ended
when you can then take the laundry to a public launderette.

What you can do to help
yourself get better
Drink water to keep yourself hydrated; you should
drink enough during the day so your urine (pee) is a
pale clear colour. You can use over-the-counter medications, such as paracetamol, to help with some of
your symptoms. Use these according to the instructions on the packet or label and do not exceed the
recommended dose.

Wash your hands often

You can find more information at the Royal College
of Obstetricians and Gynaecologists website.

Clean your hands frequently by washing with soap
and water for 20 seconds or using hand sanitiser.
This will help protect you and the people you live
with. This step is one of the most effective ways of
reducing the risk of passing infection to others.

Cleaning and disposal of waste

Cover your coughs and sneezes

When cleaning you should use your usual household
products, like detergents and bleach, as these will be
very effective at getting rid of the virus on surfaces.
Clean frequently touched surfaces such as door handles, handrails, remote controls and table tops. This
is particularly important if you have an older or vulnerable person in the house.

Cover your mouth and nose with disposable tissues
when you cough or sneeze. If you do not have one to
hand, sneeze into the crook of your elbow, not into
your hand.

Personal waste (such as used tissues) and disposable
cleaning cloths can be stored securely within disposable rubbish bags. These bags should be placed into
another bag, tied securely and kept separate from
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other waste. This should be put aside for at least 72
hours before being put in your usual external household waste bin.

If you have a carer, they should use disposable tissues to wipe away any mucus or phlegm after you
have sneezed or coughed. Then they should wash
their hands with soap and water.
Dispose of tissues into a disposable rubbish bag and
immediately wash your hands with soap and water or
use a hand sanitiser.

Facemasks

tect them and to reduce their risk at the current time.

The use of facemasks is not widely recommended as
an effective means of preventing the spread of infection. Facemasks play an important role in clinical settings, such as hospitals, but there’s very little evidence of benefit from their use outside of these settings.

Ensure you follow advice on good hygiene such as:
•

Wash your hands on arrival and often, using
soap and water for at least 20 seconds or use
hand sanitiser

•

Cover your mouth and nose with a tissue or
your sleeve (not your hands) when you
cough or sneeze

•

Put used tissues in the bin immediately and
wash your hands afterwards

•

Do not visit if you are unwell and make alternative arrangements for their care

•

Provide information on who they should call
if they feel unwell, how to use NHS 111 online
coronavirus service and leave the number for
NHS 111 prominently displayed

•

Find out about different sources of support
that could be used and access further advice
on creating a contingency plan is available
from Carers UK

•

Look after your own well-being and physical
health during this time.

Do not have visitors in your home
Do not invite or allow social visitors, such as other
friends and family, to enter your home. If you want to
speak to someone who is not a member of your
household, use the phone or social media.
If you or a family member receive essential care in
your home, then carers should continue to visit. Carers will be provided with facemasks and gloves to
reduce the risk of you passing on the infection.

If you have pets in the household
At present, there is no evidence that companion animals/pets such as dogs and cats can be infected with
coronavirus.

Advice for informal carers
If you are caring for someone who is vulnerable,
there are some simple steps that you can take to pro-

THE STRICTER MEASURES FROM 24 MARCH
Reducing day-to-day contact with other people will
reduce the spread of the infection. That is why the
government introduced three new measures:
•

Requiring people to stay at home, except for
very limited purposes

sons:
•

Shopping for basic necessities, for example
food and medicine, which must be as infrequent as possible.

•

One form of exercise a day, for example a
run, walk, or cycle - alone or with members
of your household.

•

Closing non-essential shops and community
spaces

•

Stopping all gatherings of more than two
people in public

•

Any medical need, or to provide care or to
help a vulnerable person.

Everyone must comply with these measures. The relevant authorities, including the police, are being given powers to enforce them – including fines and dispersing gatherings.

•

Travelling to and from work, but only where
this absolutely cannot be done from home.

1. Staying at home
You should only leave the house for one of four rea-

These four reasons are exceptions - even when doing
these activities, you should be minimising time spent
outside of the home and ensuring you are 2 metres
apart from anyone outside of your household.
These measures must be followed by everyone.
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2. Closing non-essential shops and public spaces
•
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Last week, the Government ordered certain
businesses - including pubs, cinemas and theatres - to close. The Government is now extending this requirement to a further set of businesses and other venues, including:

•

All non-essential retail stores - this will include clothing and electronics stores; hair,
beauty and nail salons; and outdoor and indoor markets, excluding food markets.

•

Libraries, community centres, and youth centres.

•

Indoor and outdoor leisure facilities such as
bowling alleys, arcades and soft play facilities.

•

Communal places within parks, such as playgrounds, sports courts and outdoor gyms.

•

Places of worship, except for funerals attended by immediate families.

•

Hotels, hostels, bed and breakfasts,
campsites, caravan parks, and boarding
houses for commercial/leisure use (excluding
permanent residents and key workers).

3. Stopping public gatherings
To make sure people are staying at home and apart
from each other, the Government is also stopping all
public gatherings of more than two people.
There are only two exceptions to this rule:
•

Where the gathering is of a group of people
who live together - this means that a parent
can, for example, take their children to the
shops if there is no option to leave them at
home.

•

Where the gathering is essential for work
purposes - but workers should be trying to
minimise all meetings and other gatherings in
the workplace.

In addition, the Government is stopping social
events, including weddings, baptisms and other religious ceremonies. This will exclude funerals, which
can be attended by immediate family.

SHOULD I BE TRAVELLING TO WORK?
There have been so many different documents issued by various authorities and bodies about working during the current crisis and your rights at work it
would take dozens of pages to reiterate here.
Ultimately, much of it is now out of date, especially
since the virtual lockdown. We have condensed as
much of that information into the key messages
members need to know.
Discussions with some employers will continue, particularly in ensuring they have moved or are rapidly
moving towards insisting only essential staff need to
actually travel to their work (if their job cannot be
conducted remotely) and that ALL non-essential
tasks are cancelled.
There is a difference, because of our recognition
rights won over decades, between what we can
agree for local government workers (councils,
schools) and those in the private and community sectors. That is why UNISON puts so much emphasis on
recruitment. We’re not just an individual protection
society; we negotiate collective rights that really
mean something in crises like this and many other
occasions.

But our message to employers is the same. From
now on, UNISON believes the only workers who
should be physically traveling to work should be
those performing essential tasks. And that should
remain the case even if such workers cannot work
from home.
Crucially for those covered by the NJC (National Joint
Council for local government services), it has been
recognised that:

“Ultimately, in many cases employers will have no
option other than to accept that some employees can
neither work at home nor be redeployed / seconded
etc and will therefore be staying at home on full pay
for the duration of this emergency. The LGA is and
will continue to be in discussion with government
regarding the support required for the sector.”
If your council or school manager is refusing to act
sensibly and sensitively over this, please bring this to
their attention and also inform Surrey UNISON via
unison@surreycc.gov.uk or 0208 541 9091.

WHAT IS ESSENTIAL WORK?
The best person to determine what is essential work
is probably yourself! However, we expect employers
will want to be seen to be taking the final decision.
Already, it is very clear that many employers are rapidly heeding government advice and virtually closing
all operations or only leaving running those which are
crucial to life and limb.
It is impossible to present a definitive list of essential
tasks or occupations. A good starting point is the
government’s own key workers list published for
those still able to send their child(ren) to school.
(UNISON has noted that some jobs recently categorised by the prime minister as ‘low-skilled’ are now
‘essential’!):
•
•
•
•

Social Workers
Care workers
Frontline health and social care staff and
those required to maintain the sector
Childcare, support and teaching staff in

•
•
•
•
•
•
•
•
•
•
•

schools and specialist education professionals required to support this provision
Staff essential to the operation of the justice
system
Workers delivering key frontline services
Staff involved in the management of the deceased
Admin staff in local government essential to
the delivery of the COVID-19 response
Staff delivering essential public services such
as payment of benefits
Staff involved in the distribution of food or
other key goods
Transport workers
IT staff necessary to support COVID-19 response
Call centre staff
Payment providers
Waste disposal services
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However, it does not mean that ALL staff in such
occupations should be traveling to work. Clearly,
for instance, schools with an estimated 10% of students in attendance do not need 100% staffing, nor
would we expect every worker in a prison to be
classed as ‘essential to the operation of the justice
system’ and a call centre is only essential in providing

responses on behalf of government or health authorities, not in selling television packages!
If you feel you have been incorrectly classified as an
essential/key/critical worker, firstly take it up with
your immediate line manager then contact Surrey
UNISON via unison@surreycc.org.uk or 0208 541
9091 if it is not resolved.

STAYING SAFE AS AN ESSENTIAL WORKER
Workers most at risk are those providing adult social
care to individuals who show symptoms associated
with having been infected with coronavirus.
Surrey UNISON wrote to Paul Booker, Surrey County
Council’s Corporate Health & Safety Manager, to express our concerns over the mixed messages and potentially unsafe practices. We also wrote to SCC leaders with specific concerns regarding the supply and
use (or not) of appropriate PPE, including masks, in
many social care settings.
We meet weekly online with SCC corporately and
within the adults and childrens directorates and we
are in regular contact with senior managers, directors
and service providers - both within and outside SCC.

not come to work, the revised guidance within SCC includes the following:
As a general principle, health and social care staff who
provide care in areas for suspected or confirmed patients should not care for other patients. However, this
has to be a local decision based on local epidemiology
and the configuration of the organisation.
A risk assessment is required for health and social care
staff at high risk of complications from Covid-19, including pregnant staff. Employers should:
•

Discuss with employees who are at risk or are
pregnant the need to be deployed away from areas used for the care of those who have, or are
clinically suspected of having, Covid-19; or, in the
primary care setting, from clinics set up to manage people with Covid-19 symptoms. Refer to
the guidance published by the Royal College of
Obstetricians & Gynaecology.

•

Ensure that advice is available to all health and
social care staff, including specific advice to those
at risk from complications.

UNISON are also in regular contact nationally with
the Local Government Association and Public Health
England.
Following these negotiations, new guidance on the
use of PPE has come out from Public Health. The full
guidance can be found here: https://www.gov.uk/
government/publications/wuhan-novel-coronavirusinfection-prevention-and-control.
Surrey County Council has agreed to follow this advice in full. For our members the most relevant section will be Table 4 (see below) which clearly states
that PPE should be worn in all social care settings
where workers have to get within 2 meters of clients
(whether or not there are symptoms present). This is
a minimum of apron and gloves but can also include
(at the worker’s discretion) masks and eye protection. THIS IS NEW AND UPDATED GUIDANCE FROM
PUBLIC HEALTH ENGLAND.
Other general advice from Surrey County Council
includes:
“Aside from the fairly obvious instruction that health
and social care staff with symptoms of Covid-19 should
10

Bank, agency and locum staff should follow the same
deployment advice as permanent staff.
As part of their employer’s duty of care, providers have
a role to play in ensuring that staff understand and are
adequately trained in safe systems of working, including
donning and doffing of personal protective equipment.
A fit testing programme should be in place for those
who may need to wear respiratory protection.
As a reminder, vulnerable people are deemed to be
those:
•
•

aged 70 or older (regardless of medical conditions)
under 70 with an underlying health condition
listed below (ie anyone instructed to get a flu jab

as an adult each year on medical grounds):
•
chronic (long-term) respiratory diseases,
such as asthma, chronic obstructive pulmonary disease (COPD), emphysema
or bronchitis
•
chronic heart disease, such as heart failure
•
chronic kidney disease
•
chronic liver disease, such as hepatitis
•
chronic neurological conditions, such
as Parkinson’s disease, motor neurone disease, multiple sclerosis (MS), a learning
disability or cerebral palsy
•
diabetes
•
problems with your spleen – for example, sickle cell disease or if you have had
your spleen removed
•
a weakened immune system as the result
of conditions such as HIV and AIDS, or
medicines such as steroid tablets or chemotherapy
•
being seriously overweight (a body mass
index (BMI) of 40 or above
•
those who are pregnant

New personal protective equipment must be used
for each episode of care. It is essential personal protective equipment is stored securely within disposable rubbish bags.

Managers should have discussions (carry out risk assessments) with relevant staff as each situation is likely
to be different, depending on the individual’s personal
position and the nature of the work involved. We are
not proposing detailed risk assessment paperwork
needs to be completed; this is about taking sensible precautions in line with the government’s guidance.”

These bags should be placed into another bag, tied
securely and kept separate from other waste within
your own room. This should be put aside for at least
72 hours before being put in the usual household
waste bin for disposal as normal.

Outlined below is this advice from the NHS which is
comprehensive, covering personal protective equipment PPE, home care and home visits and residential
home settings.
This is just a summary of some of these:

Home care
If the individual being cared for has
symptoms of COVID-19
Personal protective equipment

These bags should be placed into another bag, tied
securely and kept separate from other waste within
the room. This should be put aside for at least 72
hours before being put in the usual household waste
bin.
Cleaning
If care workers undertake cleaning duties, then they
should use usual household products, such as detergents and bleach as these will be very effective at
getting rid of the virus on surfaces. Frequently
touched surfaces should be cleaned regularly.
Personal waste (for example, used tissues, continence pads and other items soiled with bodily fluids)
and disposable cleaning cloths can be stored securely
within disposable rubbish bags.

Laundry
If care workers support the individual with laundry,
then they should not shake dirty laundry before
washing. This minimises the possibility of dispersing
virus through the air.

Wash items as appropriate, in accordance with the
manufacturer’s instructions.
Dirty laundry that has been in contact with an ill person can be washed with other people’s items. If the
individual does not have a washing machine, wait a
further 72 hours after the 7-day isolation period has
ended; the laundry can then be taken to a public
laundromat.

Care workers should use personal protective equipment (PPE) for activities that bring them into close
personal contact, such as washing and bathing, personal hygiene and contact with bodily fluids.

Items heavily soiled with body fluids, for example,
vomit or diarrhoea, or items that cannot be washed,
should be disposed of, with the owner’s consent.

Aprons, gloves and fluid repellent surgical masks
should be used in these situations. If there is a risk of
splashing, then eye protection will minimise risk.

If a resident has symptoms of COVID-19

Residential homes
Care homes are not expected to have dedicated iso11

lation facilities for people living in the home but
should implement isolation precautions when someone in the home displays symptoms of COVID-19 in
the same way that they would operate if an individual
had influenza. If isolation is needed, a resident’s own
room can be used. Ideally the room should be a single
bedroom with en suite facilities.
All staff will be trained in hand hygiene. Much of the
care delivered in care homes will require close personal contact. Where a resident is showing symptoms of COVID-19, steps should be taken to minimise
the risk of transmission through safe working procedures. Staff should use personal protective equipment PPE for activities that bring them into close personal contact, such as washing and bathing, personal
hygiene and contact with bodily fluids. Aprons, gloves
and fluid repellent surgical masks should be used in
these situations. If there is a risk of splashing, then
eye protection will minimise risk.

12

New PPE must be used for each episode of care. It is
essential that used PPE is stored securely within disposable rubbish bags. These bags should be placed
into another bag, tied securely and kept separate
from other waste within the room. This should be put
aside for at least 72 hours before being disposed of
as normal. Care homes have well-established processes for waste management.
If your employer is not providing the necessary PPE
in cases of possible infection, ie a resident showing
symptoms, you should report it to UNISON. But you
should also do everything possible yourself to force
your employer to find PPE. In, other words, kick up a
stink! Contact senior management or home owners if
you feel your approaches to immediate line management are not leading to PPE provision.
Clean frequently touched surfaces. Personal waste
(such as used tissues, continence pads and other
items soiled with bodily fluids) and disposable clean-

ing cloths can be stored securely within disposable
rubbish bags. These bags should be placed into another bag, tied securely and kept separate from other
waste within the room. This should be put aside for
at least 72 hours before being disposed of as normal.
Do not shake dirty laundry before washing. This minimises the possibility of dispersing virus through the
air. Wash items as appropriate in accordance with the
manufacturer’s instructions. Dirty laundry that has
been in contact with an ill person can be washed with
other people’s items. Items heavily soiled with body
fluids, such as vomit or diarrhoea, or items that cannot be washed, should be disposed of, with the owner’s consent.

highly unlikely any employer will try to take temperatures. They will rely on you not reporting for work
should you feel ill or are running a high temperature,
which could be symptoms of coronavirus. You are in
charge!
Testing of frontline staff
We are at an early stage but we are hoping things will
move quickly regarding testing of frontline ‘key’
workers outside of the health service. SCC are in discussions with the health service regarding prioritising
some testing of care staff at the Chessington and
Gatwick facilities. We will update members as soon
as we hear.

Key workers have asked if employers are allowed to
take their temperature before they start work. Legally they would have to have your consent and also
need to put into place a GDPR Privacy Impact Assessment Statement. Practically, they would also have to
ensure ‘non-contact’ thermometers. It is therefore

SPECIFIC CONSIDERATIONS FOR THOSE
WORKING IN SCHOOL SETTINGS
Most school support staff are considered key workers and – if fit and able to do so – can expect to be
asked to help provide the service of keeping schools
open for a small minority of students. Most members
working for local authority and academy schools are
covered by the National Joint Council NJC Green
Book and agreements made by UNISON nationally
cover them. However, there are some issues specific
to schools:

If I’m asked to provide cover for other
roles, what pay should I be receiving?
There may be a need for staff to help with alternative
roles, but this should be on a voluntary basis first and
with proper support from your employer. (This role
may be at another school). If you have concerns
about changes, please contact Surrey UNISON via
unison@surreycc.gov.uk or 0208 541 9091.
If you agree to undertake a different role and/or
working pattern you should suffer no financial detriment and should continue to be paid at your usual
contracted rate. If the role you’re asked to do is paid

at a higher rate, you should receive the higher rate of
pay for the duration of the assignment.

Will schools be opening over the Easter
holidays and weekends? If so, do I have
to come in and will I be paid?
Some schools will be opening during what would
normally be the Easter holidays. Some have also indicated that they intend to open seven days a week.
UNISON does not believe staff should be forced to
work outside their normal contracted hours, particularly if they have caring commitments of their own.
Most staff in schools are on term time only contracts,
meaning you are not contracted or paid to work during school closure periods.
If term time only staff are required to work outside
normal contracted hours, ie in the school holidays,
they should be paid for this. This is specified in the
NJC guidance on term time only working: ‘If term time
only employees are required to undertake work outside of their contracted hours, they must be appropriately remunerated.’
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Staff should be paid at their standard hourly rate if
they are working on what is a normal working day.
However, if staff are required to work on a weekend
or a public holiday we would expect overtime premiums to apply.

tions, UNISON have also created a Covid-19 FAQs for
School Staff which can be found on our website here.

In addition, we would also expect overtime premiums
to apply if you work over the standard working week
in any given working week.

We are in the middle of a global health emergency
and school support staff are on the front line in the
battle to help stop the spread of this virus and save
lives. We believe nothing should detract from this
effort and UNISON is therefore calling for all redundancies, restructures, TUPE transfers (to academy
trusts, for instance) and non-urgent disciplinaries to
be put on hold. The battle to save lives must come
first. If your school is refusing, contact Surrey

We expect schools to seek volunteers in the first instance and to consider any booked holiday or caring
commitments. If this becomes a regular working pattern, then consideration will need to be given to the
annual leave accrued whilst working additional hours.
If the information above does not answer your ques-

What issues would UNISON expect to
be put on hold?

WORKING FROM HOME
These guidelines are specifically for this emergency
and should not automatically be used as best practice
in different circumstances (although some are!) There
will be some differences regarding homeworking to
other normal arrangements, whereby some workers
frequently work from home under an agreed regime.

However, an employer should still check:

Employers and employees will need to be practical,
flexible and aware of the extraordinary circumstances
when working from home because of the coronavirus pandemic.

•

Each employee feels the work they're being
asked to do at home can be done safely

•

Employees have the right equipment to work
safely

•

Managers keep in regular contact with their
employees, including making sure they do not
feel isolated

•

Reasonable adjustments are made for an employee who has a disability

We believe employers should:
•

Talk to their workers about how they might
improve working from home arrangements

If changes are needed, employers are responsible for
making sure they happen.

•

Continue to consider which roles and tasks can
be done from home – this might involve doing
things differently and not assuming a role cannot be based at home

Employees also have a responsibility to take reasonable care of their own health and safety.

•

Support employees to adjust to remote working

•

Consider individual employees' needs, for example anyone with childcare responsibilities, a
long-term health condition or a disability

•

Write down the arrangements that have been
agreed so everyone's clear

Health and safety
Employers are responsible for the health and safety
of all employees, including those working from
home. During the pandemic, it's very unlikely employers can carry out usual health and safety risk assessments at an employee's home.
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Anyone working from home should keep in regular
contact with their manager. They should also tell
their manager about:
•

Health and safety risks

•

Homeworking arrangements that need to
change

Looking after mental and physical health
It's likely that employers and employees are experiencing a high level of stress and anxiety at the moment. It's important for employees to take regular
breaks, for example to avoid sitting at a computer for
too long. They should also try to do other things to
stay mentally and physically active outside of their
working hours. This might include things like cooking,
exercise, watching favourite TV programmes or other

hobbies. It's a good idea for employers to remind
staff about this.
Equipment and technology
Employers are responsible for the equipment and
technology they give employees so they can work
from home.
The employer should:
•

Discuss equipment and technology with the
employee

•

Agree what's needed

•

Support the employee to set up any new
equipment or technology

•

Check regularly to assess how their systems
and temporary arrangements are working and
make any improvements.

Setting clear expectations
Changing to homeworking may be a challenge for
many managers and employees, particularly if they're
used to working together face-to-face. Employers
and managers should make sure that everyone working from home knows what's expected of them.
This includes agreeing:
•

When employees will be available to work

•

How they will keep in touch

•

How work-life balance will be managed, for
example taking regular breaks and switching
off from work at the end of the day

•

Rules around storing information and data protection

•

How performance will be managed and measured - taking into account people's circumstances where necessary

•

Who employees should contact if they have
any problems or their circumstances change

•

Employees who need to work together

•

Team members

This might involve new ways of working, for example
using video or conference calling technology.
Pay and terms and conditions of employment
Employees who are working from home must get the
same pay, if they are working their usual hours. Their
usual terms and conditions still apply, apart from
having to work from home on a temporary basis. Employers need to make sure staff working from home
follow the law on working hours.

Working from home and childcare
Employees who are looking after children should talk
to their employer. The employer should be sensitive
and flexible towards the employee's situation.
Employers and employees may be able to agree a
more flexible homeworking arrangement.
Examples of this could include:
•

Working different hours

•

Agreeing that the employee may not be able to
work a full day or a full week

The same approach may be needed if an employer is
caring for someone else, for example an older relative
or someone who's ill.
Costs
Employees may want to talk to their employer if they
run up costs through having to work from home. Employers may have their own policy on this. If you need
assistance in this matter, contact Surrey UNISON via
unison@surreycc.gov.uk or 0208 541 9091.

It's important to recognise that some employees can
find it hard to motivate and organise themselves
when working from home. If this happens, the manager and employee should talk about practical steps
to help.
Keeping in touch
Employers and employees should keep in touch regularly. This should include regular communication
between:
•

Individual employees and their managers
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WHAT SHOULD I BE PAID?
There is no one answer to this question. It will depend on a number of factors including your employer, contract of employment and the hours you work.
Therefore, we can’t give a definitive answer to cover
all 5,000 members in Surrey UNISON! If you don’t
think this document specifically covers you and your
employer either can’t or won’t give you the details
you require (or you don’t like the details they’ve given!),
then
contact
Surrey
UNISON
via
unison@surreycc.gov.uk or 0208 541 9091 and we will
do our best to help.

If you work for a local authority, school or are
otherwise covered by the Green Book
(National Joint Council for local government
services ‘terms and conditions’)
You will be paid at full pay, whether working in an
essential service, from home or unable to work. If
you are told differently, point your manager in the
way of the advice from 17 March, which is available
here.
The penultimate paragraph states:
“Ultimately, in many cases, employers will have
no option other than to accept that some employees can neither work at home nor be redeployed/
seconded etc and will therefore be staying at
home on full pay for the duration of this emergency. The LGA is and will continue to be in discussion with government regarding the support
required for the sector”.
Some local authorities are dragging their heels over
this with, reportedly, individual chief executives trying to set out their own conditions. Surrey UNISON is
continuing to pressurise these councils; it is not for
individuals to seek to override national agreements,
particularly when they are deliberately flouting government advice to stay at home.

If you work for a private company
Most companies locally appear to be doing their best
to comply with guidelines and keep non-essential
staff out of the workplace. Indeed, many are taking
advantage of the new ‘furlough’ arrangements by
closing operations temporarily, laying off staff and
applying for the government assistance which will
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cover 80% of wages. Some companies have, in fact,
guaranteed full pay to staff.
If your company is one of those who will only be paying you at 80% of your normal pay, Surrey UNISON
will make approaches to your company on your behalf - if you provide us with the necessary details but we do ask members to realise our chances of
success, without a high density of UNISON membership amongst the workforce, is limited.

If you work for a voluntary organisation
Matters are slightly different when it comes to voluntary organisations as the question of funding comes
into the equation. This means Surrey County Council
may have a say in the issue.
We need to know as soon as possible if you are not
being ‘allowed’ to furlough and, therefore, receive at
least 80% of your pay because of council funding issues. Contact us via unison@surreycc.gov.uk or 0208
541 9091.

The new furlough scheme
The scheme is intended to apply only to employers
who cannot cover staff costs due to coronavirus.
These employers can access support to continue
paying part of their employees’ wages, in order to
avoid redundancies.
UNISON has published a Q&A on furloughed workers and the Job Retention Scheme here.

The scheme is new to the UK but, typically, rumours
and misinformation already abound!
Members need not get involved in the legal implications - that’s your employer’s task - but you do need
to let us know if your employer says they won’t be
paying you.
Most importantly, it is possible you will be asked to
agree to an addition to your contract to allow
‘temporary lay-offs’. (Strictly speaking, a furlough is
not a lay-off but the effect is the same in these circumstances). We advise you to let us see, immediately, the wording of any such contractual variation.
Members may want to take note of the following:
•

Furloughed employees’ wages are subject to

Income Tax and National Insurance as usual.
•

The normal minimum wage rules do not apply
to furloughed employees, as they are not
working.

If you were TUPE’d over from a local authority
to a private company
Questions have been raised by members who were
transferred out of local authority control as to
whether they should be entitled to such things as full
pay, like their ex-colleagues still working for a council.
Unfortunately, agreements made between the employers and the unions are not applicable post transfer.
More to the point, your new organisation, particularly
if it is in the field of leisure or catering provision, may
well have had to close down operations completely
and take advantage of the furlough scheme. This is to
prevent wholescale redundancies.
It is not ideal but we’re sure members would prefer
80% of their pay rather than redundancy and unemployment.

I’m on a zero hours or bank contract; will I be
entitled to any pay?
If you work for Surrey County Council, this is their
latest position (from their FAQs):
9.2. I am a bank employee and am able to work but I
have not been booked for any assignments, although
I am usually booked to work at this time of year. Will I
be paid by the council?
If you are unable to do your job due to the coronavirus measures put in place by the government, you
and your manager should discuss if there are any alternative duties within your team or wider service
that you could fulfil. If none are identified you are
asked to register for SCC’s Employee Voluntary Redeployment scheme. You will be contacted if you
have been matched to a suitable role.

As a bank employee unable to do your job due to the
pandemic you will be paid at your normal rate of pay
either in accordance with your ‘normal’ scheduled
pattern of work or if a scheduled pattern of work
does not exist, your average monthly earnings (based
on the previous 12 months earnings in the financial

year 2019/20). If you have been a bank employee for
less than 12 months, you will be paid based on average monthly earnings since your start date.
At this point the council is not going to furlough employees.
9.3. I am bank employee and I have been offered an
assignment I don’t want to do. Will I be paid?
If you choose not to accept an offer of work then you
wouldn’t be paid
If you work for another employer, it is possible you
may be eligible under the furlough scheme (see
above) and therefore receive 80% of your regular
earnings. But rather than trying to give a generic answer, our advice is simple - ask your boss! If s/he says
“no”, contact Surrey UNISON via
unison@surreycc.gov.uk or 0208 541 9091and we’ll try
and assist or provide an update.
Unfortunately, if you’re on a zero-hours contract you
are not entitled to statutory sick pay unless you can
demonstrate that you earn at least £118 per week
from your employer.
However, if you had already been allocated shifts
when this began, you should be paid at last statutory
sick pay for those you now cannot work.

Sick pay
Depending on your employer and contract of employment you are either eligible for your employer’s
sick pay scheme or statutory sick pay. You should
already know which is applicable in your situation.
Statutory sick pay is now available from the first day
you are off sick, and if you are paid less than £118 a
week you will be able to access Universal Credit or
Contributory Employment and Support Allowance
more easily.
Surrey UNISON will make any necessary representations to your employer at a later date should they
have taken the - incorrect in our view - decision to
add coronavirus-related sickness or self-isolation to
any trigger points they apply in sickness schemes.
However, this will obviously be at a later date. Do not
put yourself and others at risk by attending work
when you’re sick or should be in self-isolation just
because you fear consequences at a later date. The
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battle to save lives must come first.

We should point out that we have had no indication
from any employer yet that they will be unsympathetic in this regard.

Using/carrying over holidays and holiday pay
In most situations, employees and workers should
use their paid holiday (‘statutory annual leave’) in
their current leave year. This is 5.6 weeks in the UK.
During the coronavirus outbreak, it may not be possible for staff to take all their holiday entitlement. They
may be getting to the end of their leave year with holiday still left to take.
The government has introduced a temporary new
law to deal with coronavirus disruption.
Employees and workers can carry over up to 4
weeks’ paid holiday over a 2-year period, if they cannot take holiday due to coronavirus.
For example, this could be because:
•

They’re self-isolating or are too sick to take
holiday before the end of their leave year

•

They’ve been temporarily sent home as there’s
no work (‘laid off’ or ‘put on furlough’)

•

They’ve had to continue working and could not
take paid holiday

holiday's been cancelled, their employer may still tell
them to take the time off.
If the employee wants to change when they take this
time off, they'll need to get agreement from their employer. You should inform Surrey UNISON via
unison@surreycc.gov.uk or 0208 541 9091 if you find
yourself in this position and your employer refuses to
reach an agreement.
Using holiday for a temporary workplace closure
Employers have the right to tell employees and workers when to take holiday if they need to.
An employer could, for example, shut for a week and
tell everyone to use their holiday entitlement.
If the employer decides to do this, they must tell staff
at least twice as many days before as the amount of
days they need people to take.
For example, if they want to close for 5 days, they
should tell everyone at least 10 days before.
This could affect holiday staff have already booked or
planned. So employers should:
•

Explain clearly why they need to close

•

Try and resolve anyone's worries about how it
will affect their holiday entitlement or plans

Self-employment

If an employee or worker leaves their job or is dismissed during the 2-year period, any untaken paid
holiday must be added to their final pay (‘paid in
lieu’).

UNISON does not seek to organise the selfemployed but as people have a right to join a trade
union of their choice, there may be some in our
ranks.

If someone is temporarily sent home because there’s
no work they’ll continue to build up (‘accrue’) holiday
in the usual way.

The government has announced help for the selfemployed which is similar (but not identical) to the
coronavirus job retention scheme.

Bank holidays

Self-employed people can claim income support
worth 80% of their average monthly income, capped
at £2,500 per month. Their income will be calculated
by taking the average of their income over the last
three years. This income support scheme will be
open for at least three months.

If employees and workers cannot take bank holidays
off due to coronavirus, they should use the holiday at
a later date in their leave year.
If this is not possible, bank holidays can be included
in the 4 weeks’ paid holiday that can be carried over.
This holiday can be taken at any time over a 2-year
period.

The eligibility criteria are that:
•

The self-employed person must have submitted a tax return for 2019.

•

The self-employed person must have trading
profits of under £50,000.

Previously booked holidays
If an employee no longer wants to take time off
they'd previously booked, for example because their
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•

Self-employed people who earn more than
£50,000 p.a. do not qualify.

•

The self-employed person must make the majority of their income from self-employment.

•

•

Employees who work for an employer but have
some separate self-employed work on the side
will not be eligible.
Self-employed people whose tax return has
not been submitted and is still due after the 31
January 2020 deadline, can still submit a tax
return for 2019 for a further four weeks from
26 March.

Importantly, the self-employed can claim the new
income support payments and continue working for
their business, in complete contrast to furlough leave
where the employees must not work for the employer.
Self-employed people do not have to initiate the application. It is understood that HMRC will contact
them with instructions and then the grant will be paid
directly into their bank account.
Self-employed income support is unlikely to be operational before the end of June. So self-employed
people may need to borrow money to help with cash
flow over the next few weeks until their income support application is processed.

Money problems?
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UNISON operates a national welfare scheme - There
For You - which members in serious financial difficulties may be able to access for help.
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