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COVID CONFIDENCE
SCHEME OVERVIEW

Welcome to Mid and East
Antrim Borough Council’s
COVID Confidence Scheme.
This new scheme provides
reassurance to businesses,
customers and communities
that safe working guidelines
in relation to COVID-19
have been adopted.
The COVID Confidence Mark will
be issued to businesses who sign
up and commit to operating in
accordance with the NI Executive
and public health guidance,
including social distancing and
cleanliness protocols. Businesses
can in turn use the COVID
Confidence Mark as part of their
communications. The free scheme
is now open to all businesses
within Mid and East Antrim.

How does my business get
the Covid Confidence Mark?
Businesses throughout the
borough, starting with town
centres, will be provided with a
free COVID Business Support
Pack. The pack contains easy to
follow guidance which explains
the measures businesses should
put in place to reduce the risk of
spread of COVID-19 along with a
COVID Self Assessment form.
To obtain the mark, businesses
should read the guidance,
then complete the COVID Self
Assessment form.

This will take them through a
number of steps to verify they
have put the necessary processes
in place to trade safely.
Within 7-10 days, businesses will
then receive a visit by a council
member of staff who will have a
look at the completed form and
the COVID-19 measures on site.
Once completed, businesses
will be issued with a COVID
Confidence Mark for display in
their premises and online.

Benefits of the scheme
Mid and East Antrim Borough
Council will undertake regular
public communications to
raise awareness of the scheme,
encouraging shoppers to
recognise and look out for the
COVID Confidence Mark.
The aim is to increase footfall in
our towns and villages by raising
consumer confidence in our local
economy and thus help support
those businesses that have been
hardest hit by the pandemic.

Can I be removed from
the scheme?
Businesses will be asked to
declare a commitment to follow
government guidelines in relation
to COVID-19 control. If Council
determine that guidelines are not
being followed by a business, then

their permission to participate in
the scheme may be withdrawn.

Where can I get more
information about the scheme?
A dedicated section on the
council website will provide more
information in relation to the
scheme, including access links to
downloadable material.
Visit: www.midandeastantrim.
gov.uk/covid-confidence-scheme

What if I have more
questions about COVID-19
control measures?
You can email us directly if you
have specific questions in relation
to COVID control measures at
your premises.
Email: mea.envhealth@		
midandeastantrim.gov.uk
Tel: 028 2826 2353
General information in relation
to COVID-19 controls, including
the latest NI Executive guidance,
is available from a number of
websites – see enclosed sheet
for useful websites.

Who can apply?
The scheme applies to all
retail, consumer service and
hospitality businesses within
our towns and villages across
Mid and East Antrim.
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MESSAGE FROM OUR MAYOR
AND CHIEF EXECUTIVE

As Mid and East Antrim
Borough Council continues
to drive forward our strategy
for economic recovery,
we are proud to unveil our
innovative new COVID
Confidence Scheme, which
has been designed to assure
businesses and shoppers that
all necessary steps have been
taken to control the spread
of coronavirus.
With the critical Christmas
shopping period now upon us,
we are delighted to introduce
you - our treasured business
community - to the new initiative
which will help us champion our
wonderful local businesses as safe,
welcoming and ready to trade.
Building on the support already
provided by Council through our
Town Centre Recovery Group
and Environmental Health Team,
the COVID Confidence Scheme
will offer long-term flexibility and
security to business owners as we
navigate the ongoing crisis.
By adopting a focused, four-stage
process, council continues to
support local economic recovery
while at the same time respecting
the public health controls
needed to minimise community
transmission of coronavirus and
protect the health and wellbeing
of our people.

The COVID Business Support
Packs are made up of easy
to understand coronavirus
control guidance compiled in
conjunction with the latest public
health guidance from statutory
and partner agencies, as well as
a COVID Assessment Checklist.
They are agile to allow for
changing legislative requirements
or site specific considerations.
Our Environmental Health
Officers will be on hand to answer
queries about the scheme and to
support our businesses through
the process, and follow-up visits
will take place to ensure all
appropriate measures are in place
before the award of our new
COVID Confidence Mark.
Mayor of Mid and East Antrim,
Councillor Peter Johnston, said:
“I am delighted to see that, once
again, MEABC is leading the way
in supporting the businesses
which are the beating heart of our
local communities.
“By investing in our towns and
villages, our businesses are
providing employment for local
families and supporting our
borough and our people in so
many other ways, often unseen.
“The new COVID Confidence
Scheme will send a strong and
clear message to all those who

live, work and visit Mid and East
Antrim: that our businesses are
safe and secure, that all necessary
steps to protect public health
have been taken and that you will
be guaranteed a warm welcome.
“In the absence of a ‘zero COVID’
transmission rate or a vaccine to
offer protection, we are all having
to learn to co-exist with the virus
while helping the businesses
which make up our local
economy to survive and thrive.”
Anne Donaghy OBE, MEABC
Chief Executive and Chair of the
borough’s Town Centre Recovery
Group, added:
“I have been overwhelmed by
the resilience and agility of the
businesses right across Mid and
East Antrim, in the face of an
unprecedented public health and
economic crisis over the last eight
months.
“Council will continue to stand
right beside you and do all we
can to protect local jobs and
trade in our towns and villages,
while protecting the health and
wellbeing of all our citizens.
“I am delighted to unveil the new
COVID Confidence Scheme and
assure you all of our continued
support and advice as we navigate
the weeks and months ahead.”
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COVID CONFIDENCE

ACHIEVING CUSTOMER
CONFIDENCE

Many businesses have
worked extremely hard to
introduce systems to manage
COVID-19. These control
measures, such as sanitisers
and protective screens, have
helped customers to feel safe
and relaxed when they are
shopping. Customers can
be very discerning however,
and many will make an
assessment of the measures
implemented by a business to
reduce COVID-19 risk, when
deciding where to shop.

You may wish to consider
the following list of ideas
and suggestions in order
to maximise customer
confidence:

Contactless Payments

Appoint a COVID champion

Introduce a suggestion/
feedback scheme

This is someone who can take
responsibility for COVID-19
controls over and above their
normal duties. Duties could
include cleaning of high risk
surfaces throughout the day,
replenishing sanitiser supplies,
directing customers to the
sanitising station or counting
customers in and out to
avoid congestion.

Public Address messages
If a tannoy system is available,
use it to remind shoppers to
keep their distance from others
and to use the hand sanitiser
provided. It’s a useful method
for public information.

Ventilation
Maintaining good ventilation
is an important measure in
the fight against the spread
of COVID-19. Open windows
and doors to improve air flow
where possible or operate air
conditioners that use outside air.
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Where possible avoid the
use of cash payments and
encourage customers to use
contactless methods of payment.

Encourage your customers to
give you feedback on how you
are doing. This shows that you
take their views seriously and are
keen to keep up your standards.

COVID Confidence Mark
Fill in your COVID Self
Assessment form and apply
for a COVID Confidence Mark.
This will be an instant reminder
to customers that you have
committed to comply with
government and Public Health
guidelines to prevent to spread
the of COVID-19.

COVID CONFIDENCE

SAFE CAPACITY AND
SOCIAL DISTANCING
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COVID CONFIDENCE

SAFE CAPACITY AND
SOCIAL DISTANCING

Social distancing guidelines
require businesses to
reassess the number of
people that their premise
can safely accommodate.
In order to maintain
2m separation between
occupants, maximum
capacities must be calculated
and systems put in place
to ensure this maximum
number is not exceeded.

1. Calculating the safe 		
capacity of your premises
As a business owner, you will
need to measure the size of
each room within your premises
and determine the maximum
occupancy of each room based
on 2m social distancing, taking
into account the space
occupied by fixtures and fittings.
You should then put up
signs within each room/
area that state the maximum
occupancy. Measures will
then need to be put in place
to ensure that maximum
occupancies are not exceeded.

2. Managing safe capacity
There are a number of ways
to manage occupancy rates.
These include:
• Manual Count: A
member of staff counts
people in and out. This
provides a personal touch
and allows for staff to
encourage customers
to use the sanitising
station, remember social
distancing, wear a face
covering and adhere to
other safety measures you
may have in place.
midandeastantrim.gov.uk/covid-confidence-scheme

•

Visual occupancy sensor:
This has high degree of
accuracy even if you have
multiple entrances and exits.
The system will provide
visual warnings and alerts
when limits are approached
or exceeded via a green/red
light indicator.

•

Voice occupancy sensor:
This works the same way
as a visual occupancy
sensor but the light system
is replaced by a voice.
Automated systems are
dependent on customer
compliance to ensure safe
capacity is not exceeded.

Whichever system you use, you
will also need to carry out manual
checks on capacity intermittently
to ensure that the system is
working effectively and to monitor
if customers are adhering to the
automated system.
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SAFE CAPACITY AND
SOCIAL DISTANCING

3. Social distancing controls

•

You will also need to have
systems in place to help
customers to maintain social
distancing and adhere to safety
measures throughout the
duration of their visit.

Use outside spaces for
queueing. Queues should be
managed to ensure they do
not cause a risk to individuals,
other businesses or additional
security risks. Have staff
direct customers and protect
queues from traffic by routing
them behind permanent
physical structures. Ensure
any changes to entrances,
exits and queue management
take into account reasonable
adjustments for those
who need them, including
customers with disabilities.

•

Consider your premises’
characteristics as well as likely
pinch points and busy areas.
Use a one-way system to
ensure customers are moving
in one direction because this
reduces face-to-face contact.
Look at how people move
through your premises and
how you could adjust this
to reduce congestion and
contact between customers,
for example widening aisles,
removing or replacing
displays etc.

•

Place social distancing
markers on floors throughout
the store to assist customers
to move through the store
safely. Manage queues for
payment with floor markers,
grids or staff members.
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•

Consider other areas
that the public may use
e.g. customer toilets. Set
clear use and occupancy
guidance for toilets, close
off sinks and cubicles to
ensure space remains
between them. To enable
good hand hygiene consider
making hand sanitiser
available on entry to toilets.

•

Keep your premises well
ventilated as far as possible,
for example by fixing doors
open where appropriate
and using air conditioners
which use outside air.

COVID CONFIDENCE
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COVID CONFIDENCE

FACE
COVERINGS

The use of face coverings
is now required in
certain indoor settings
across Northern Ireland
including shops, shopping
centres, coffee shops and
restaurants, takeaways,
dry cleaners, taxi offices,
taxis, banks and some
government offices.
Why wear a face covering?
Coronavirus (COVID-19) usually
spreads by droplets from coughs,
sneezes and speaking. These
droplets can also be picked
up from surfaces, if you touch
a surface and then your face
without washing your hands first.
This is why social distancing,
regular hand hygiene, and
covering coughs and sneezes
is important in controlling the
spread of the virus.
The best available scientific
evidence is that, when used
correctly, wearing a face
covering may reduce the spread
of coronavirus droplets in
certain circumstances, helping
to protect others. Although face
coverings may not prevent you
from becoming infected with
the virus, they help prevent

you from spreading the virus to
others if you are unaware you
are infected (some people don’t
have any symptoms, especially
early in the infection).
Because face coverings are
mainly intended to protect
others, not the wearer, they
are NOT a replacement for
social distancing and regular
hand washing. By ensuring, as
far as possible, that customers
to your premises wear a face
covering and, where required,
your employees, you are
showing your support and
consideration for others and
playing your part to prevent
transmission of the virus.

Do staff have to wear
a face covering?
Your staff must wear a face
covering unless they are exempt
from wearing one or they are
separated from members of
the public by a partition. This
includes, for example, someone
stacking shelves in a supermarket
or a waiter in a café.
If you are able to maintain social
distancing by using a system of
ticketing or appointments, you
and your staff are not required
to wear a face covering.
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Do customers have to
wear a face covering?
Customers are not required
to wear a face covering if they
are seated in a restaurant, pub
or café, although they should
wear one if they leave their
seat, such as when entering
or leaving the premises and
when visiting the toilet.
Customers in a food takeaway
business, or a shop that sells
food or drink for immediate
consumption where seating is
provided for customers, should
also wear a face covering. It can
be removed while eating and
drinking at those seats.
A face covering is anything
that safely covers the nose and
mouth, including reusable or
single-use face masks, scarfs,
bandanas, religious garments
or hand-made cloth coverings.
Businesses are not required to
provide face coverings for their
customers.
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FACE
COVERINGS

Exemptions from wearing
a face covering

What do I do if someone isn’t
wearing a face covering?

How to wear a face
covering safely

Face coverings are not required:
• By those under the age of 13
• By employees of a shop,
shopping centre or bank
who are behind a partition,
or if you are in an area not
open to the public and
can maintain a two metre
social distance from your
colleagues
• By those with a reasonable
excuse not to

Businesses are encouraged to
ensure customers wear face
coverings through the use
of signage and reminders by
employees (where practical).
If someone advises they are
exempt from wearing one you
are not required to challenge this.

Wearing a face covering should
be a normal part of being
around other people but it’s
only effective if worn correctly.

There is no need to get a letter
from a doctor or the government
to show that someone does not
need to wear a face covering.
Remember that the reasons for
not wearing a face covering may
not always be visible.
For more information on what is
a ‘reasonable excuse’ please visit:
www.nidirect.gov.uk/articles/
coronavirus-covid-19-facecoverings
If you have any employees
who are exempt from wearing
a face covering, and who may
be vulnerable to abuse for that
reason, you may wish to discuss
whether they would find it helpful
to wear exemption badges.

Face covering signage
You may already have signage
in place advising customers to
wear a face covering. If you do
please ensure it is displayed in a
visible location.
If you don’t there are a number
of downloadable posters
available for use free of charge
from the NIdirect website:
•

•

•
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www.nidirect.gov.uk/sites/
default/files/publications/
TEO-FACE-COVERING%20
-A4-THIS-SHOP_2.pdf
www.nidirect.gov.
uk/sites/default/files/
publications/TEO_FACECOVERING-HEALTH-A4POSTER_24082020.pdf
www.nidirect.gov.uk/sites/
default/files/publications/
TEO-FACE-COVERING%20
-A4-PREMISES_2.pdf

Employees should:
• Ensure face coverings are clean
• Clean hands before putting
on a face covering, as well as
before and after it is taken off.
• Make sure it covers their
nose, mouth and chin.
• Avoid touching the part of
the face covering in contact
with their mouth and nose,
as it could be contaminated
with the virus
• Continue to practice
social distancing.
Posters on how to wear face
coverings correctly can be
downloaded from:
•

•

www.who.int/images/
default-source/health-topics/
coronavirus/clothing-masksinfographic---(web)-logo-who.
png?sfvrsn=b15e3742_16
www.cdc.gov/
coronavirus/2019-ncov/
downloads/hcp/fs-facemaskdos-donts.pdf

You can also download face
covering posters in other
languages at midandeastantrim.
gov.uk/covid-confidence-scheme

COVID-19

Please wear a
FACE COVERING

Always be responsible
Exemptions apply for children and those
with certain health conditions

W

midandeastantrim.gov.uk
@mea_bc
MEABoroughCouncil

#PuttingPeopleFirst | #OurMEA
www.midandeastantrim.gov.uk/covid-19
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COVID CONFIDENCE

SANITATION
STATIONS

1. Locate sanitation stations
in a visible and accessible
location at the entrance
point for customers.
2. Provide clear signage
for customers to advise
them to use it.
3. A hand sanitising solution
should be provided for
staff and customers,
along with a suitable
sanitising solution or
wipes for sanitising the
handles of shopping
trolleys and baskets,
where appropriate. It
may be helpful to provide
disposable paper towels
and a receptacle for
waste paper towels.

4. Ensure all sanitation
stations are regularly
maintained, cleaned
and replenished when
required.
5. Choose a sanitiser from
an approved source
and make sure it is used
in accordance with
the manufacturer’s
guidance in terms of use
and possible dilution.
See link for guidance on
choosing a suitable hand
sanitiser: www.hse.gov.uk/
coronavirus/hand-sanitiser/
choosing-hand-sanitisersurface-disinfectant.htm

6. If possible provide an
attendant to encourage use.
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STAFF
TRAINING

In the fight against
COVID-19, it’s essential
that staff are trained in
the procedures you have
introduced to reduce the
spread of the virus. It also
sends a strong message
to customers that your
business is clear and
confident in managing
COVID-19 risk.
The following tips are provided
to help you provide the
relevant information to staff:
•

Ensure all staff are up to
date with arrangements
to protect them such
as staggered start/finish
times, lunch tea and smoke
breaks, and safe use of
communal areas.

•

Think about others who
may visit such as delivery
drivers entering the
premises - do staff know
what the procedures are
for this?

•

Remind staff of the
importance of regular
handwashing, coughing
or sneezing into an elbow
rather than a hand or the
environment, and avoid
touching their faces.

•

Encourage cashiers to step
back from customers when
customers use card readers
if the card-reader cannot be
relocated 2 metres away.

•

Inform your staff about how
to maintain social distance
as far as possible between
colleagues, moving around
the building safely, and
staying within work bubbles.

•

Remind staff of the need
to wear PPE and provide
guidance regarding when
it is required, maintaining
it in good condition and
frequency of changing
disposable items.

•

Staff should be trained on
how to approach a member
of public positively when
they are not following
safety measures, for
example travelling in wrong
direction, not using hand
sanitiser etc.

•

Management should inform
themselves and their staff
of updates to public health
guidance, so that staff are
confident in complying with
relevant controls.
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•

Provide staff training
on additional cleaning
requirements due to
COVID-19, including high risk
contact points and required
frequency of cleaning
(guidance enclosed).

•

Provide all employees
with information on the
symptoms of the virus, how
to report these, and what
to do next. Guidance on
self-isolation for staff and
for employers is provided in
this pack.

Note: Training does not
have to be a separate or
formal process - employers
can engage with their staff
to remind them about safe
working practices, necessary
precautions, and share
concerns via staff meetings,
social media groups, signage
and staff training updates.

COVID CONFIDENCE

TIPS FOR EFFECTIVE
CLEANING
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COVID CONFIDENCE

TIPS FOR EFFECTIVE
CLEANING

Regular cleaning plays a
vital role in limiting the
transmission of COVID-19.
It also provides visual
confirmation to your
customers that you take
their health and safety
seriously and are working
hard to reduce risk.

The following points
are recommended for
effective cleaning:
•

Increase the frequency of
cleaning in all areas of your
business, using standard
cleaning products such as
detergents and bleach.

•

Think about where you
need to focus your
cleaning. Identify surfaces
and items touched
frequently by both staff and
customers, such as door
handles, light switches,
work surfaces, taps, tills,
stair rails etc.

•

Frequently touched
surfaces should be wiped
down at least twice a
day, including at the start
and end of each day. For
busy premises with large
numbers of customers or
staff this frequency should
be increased and particular
attention should be paid to
kitchen and toilet areas.

•

In larger businesses it
may be useful to create a
written cleaning schedule
of these frequently
touched areas so it is easier
to monitor that they are
being regularly cleaned.
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•

For normal cleaning
activities there is no
requirement to wear
any additional personal
protective equipment over
that normally required and
no special precautions are
required when disposing
of used cleaning items
such as cloths.

•

If someone with
confirmed COVID-19 has
visited your premises you
will need to undertake
some additional cleaning.
Details of what you need
to do can be found here:
www.gov.uk/government/
publications/covid-19decontamination-in-nonhealthcare-settings/covid19-decontaminationin-non-healthcaresettings#left-area

COVID CONFIDENCE

USEFUL WEBSITES
FOR FURTHER
INFORMATION
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COVID CONFIDENCE

USEFUL WEB SITES FOR
FURTHER INFORMATION

NIBUSINESSINFO.CO.UK

NI DIRECT

PUBLIC HEALTH AGENCY

www.nibusinessinfo.co.uk

www.nidirect.gov.uk

www.publichealth.hscni.net/
covid-19-coronavirus

DEPARTMENT FOR
THE ECONOMY

•

www.economy-ni.gov.uk/

MID AND EAST ANTRIM
BOROUGH COUNCIL

What are the restrictions?
www.nidirect.gov.uk/
articles/coronavirus-covid19-regulations-guidancewhat-restrictions-mean-you

•

Information posters
for business
www.nidirect.gov.
uk/publications/
coronavirus-covid-19information-posters

•

Advice on self isolating
www.nidirect.gov.uk/
articles/coronavirus-covid19-self-isolating

www.midandeastantrim.gov.uk/
covid-19/supporting-ourmeabusinesses

•

Guidance for
Hospitality industry
www.health-ni.gov.uk/
hospitality

•

Quick guide for
Employers/Businesses
www.publichealth.
hscni.net/sites/default/
files/2020-09/CTS%20
flowchart%20for%20
business_0.pdf

•

When to self isolate a simple guide
www.publichealth.
hscni.net/sites/default/
files/2020-10/When%20
to%20self-isolate%20-%20
a%20simple%20guide.pdf

•

Test and tracing
www.publichealth.hscni.
net/covid-19-coronavirus
/testing- and-tracingcovid-19

HEALTH AND SAFETY
EXECUTIVE NI
•
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Guidance for Employers
and Businesses		
www.hseni.gov.uk/topic/
covid-19-advice-andguidance-places-work

COVID CONFIDENCE

BUSINESS SELF
ASSESSMENT FORM
RETAIL AND CONSUMER SERVICES
(RCS1)
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RETAIL AND CONSUMER SERVICES (RCS1)
Name of Business
Address
Postcode
Email Address
Contact number

ASSESSMENT CRITERIA
1.

We are controlling the numbers in our store 					

Yes/No

Maximum capacity calculated and measures in place to control numbers

2.

We have Sanitation Stations at entrances						

Yes/No

3.

We have floor markings for social distancing						

Yes/No

4.

A Face Covering sign is displayed in a prominent place				

Yes/No

RETAIL AND CONSUMER SERVICES (RCS1)
5.

Our Payment Points have been fitted with protective screens 			

Yes/No

6.

COVID-19 cleaning arrangements are in place					

Yes/No

7.

Staff have been trained on COVID-19 controls		

Yes/No

8.

We have a Staff Self Isolation Procedure in place				

Yes/No

9.

We have appointed a COVID Champion 						

Yes/No

			

I confirm that the above information is correct and that in-house checks will be carried out to ensure that these minimum
standards are maintained at all times. I understand that failure to do so will result in removal from the scheme.

Name

Council Representative

Position

Signed

Print Name

Date

Date

COVID CONFIDENCE

BUSINESS SELF
ASSESSMENT FORM
HOSPITALITY
(H1)
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HOSPITALITY (H1)
Name of Business
Address
Postcode
Email Address
Contact number

ASSESSMENT CRITERIA
1.

We are displaying the maximum number of customers permitted
in areas where alcohol may be served (where applicable)				

Yes/No

Maximum capacity calculated and measures in place to control numbers

2.

Sanitising Stations are available at entrances and other points			

Yes/No

3.

We have made arrangements for social distancing including
2m between tables, or 1m with mitigations						

Yes/No

Face Covering signs are on display in prominent places

Yes/No

4.

		

HOSPITALITY (H1)
5.

Our Pay Points have been fitted with protective screens 				

Yes/No

6.

COVID-19 cleaning arrangements are in place					

Yes/No

7.

Staff have received training on COVID-19 controls			

		

Yes/No

8.

We have a Staff Self Isolation Procedure in place					

Yes/No

9.

We have appointed a COVID Champion						

Yes/No

10.

We are collecting information for household contact tracing 			

Yes/No

I confirm that the above information is correct and that in-house checks will be carried out to ensure that these minimum
standards are maintained at all times. I understand that failure to do so will result in removal from the scheme.

Name

Council Representative

Position

Signed

Print Name

Date

Date

COVID CONFIDENCE

PUBLIC HEALTH
GUIDANCE
ALL INFORMATION CORRECT NOVEMBER 2020.
AS CIRCUMSTANCES CHANGE, VISIT WWW.NIDIRECT.GOV.UK AND
WWW.PUBLICHEALTH.HSCNI.NET/COVID-19-CORONAVIRUS FOR UPDATES
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COVID-19 in a business setting - a quick guide
for employers

Suspected
case
(employee
has
symptoms)

One
employee
or
customer
tests
positive

Two
employees
or
customers
test
positive

•

If an employee has COVID-19 symptoms (new continuous cough, fever, new loss of
taste or smell) send them home immediately and tell them to book a test online at
www.gov.uk or by calling 119 and to follow the stay at home guidance.

•

Clean premises thoroughly as normal, paying particular attention to anywhere the
employee may have touched frequently (door handles, light switches, cash register,
computer keyboard, telephone etc).

•

Use disposable cloths and cleaning equipment. You can find guidance on cleaning
after a case of COVID at www.gov.uk/government/publications/covid-19decontamination-in-non-healthcare-settings.

•

Double bag any personal waste.

•

It is not necessary to close the business or workplace or send any other staff
member(s) home unless you are advised to do so following investigation by the
Public Health Agency (PHA).

•

If a person receives a positive test result they will be contacted by the PHA’s Contact
Tracing Service in the first instance by text message, asking them to self-isolate for
10 days and to enter their close contacts online using the HSCNI ‘Help us trace
your contacts’ service. This is so the PHA can warn their close contacts as quickly as
possible that they might have become infected and give them guidance.

•

The PHA may call (from 028 9536 8888) those who do not wish to use the web
service or those who cannot use the service for other reasons.

•

If you have been identified as close contact you will receive a text message from
‘HSCtracing’ instructing you to self-isolate. You should follow this advice immediately
and self-isolate until the end of the 14 day period.

•

People who live with a close contact of a case will NOT have to self isolate unless
they are also a close contact of the case.

•

Businesses do not have to close because one employee has tested positive.

•

Follow the cleaning advice above and reinforce prevention messages.

•

You should support workers who need to self-isolate and must not ask them to
attend the workplace if they have been advised to stay at home.

•

Where two or more cases may be linked through their employment or attendance
at a common business or setting, the PHA will consider this and assess if further
investigation is needed. Two cases linked to a setting is not necessarily an outbreak
as the link may be coincidental.

•

The PHA may contact the business owner to get information and give advice on what to
do. This could mean enhanced cleaning, testing of all employees or other preventative
measures to break the chain of infection. These are determined on a case by case basis.

•

PHA will work with the business owner until any outbreak or cluster is appropriately
managed and the business can operate safely. This is designed to be a supportive
process.

•

Where appropriate the Health and Safety Executive or District Council may be
involved in these discussions and action plans.
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When to self-isolate – a simple guide
I have symptoms
(fever, new, continuous
cough, new loss of
taste and/or smell)

•
•
•

Go home
Book a test on 119 or at www.gov.uk/get-coronavirus-test
Stay at home until you get your results

I live with someone
with symptoms

•
•

Stay at home until they get their test results
DON’T book a test unless you develop symptoms

My test is negative

•
•
•

Great! If you feel well, return to your daily business
People you live with can do the same
If you still are ill seek other medical help from your pharmacist or GP

•
•

You need to isolate at home for 10 days from the date your symptoms started
Don’t leave home - you can find sources of help and advice at
www.nidirect.gov.uk/coronavirus
The PHA Contact Tracing Service will be in touch
Don’t book another test - even if you do and test negative, you still must
isolate for the full 10 days

My test is positive

•
•

•

I live with
someone whose
test is positive

I think I’m a close
contact of someone
whose test is
positive

I live with someone or
have been in contact
with someone who is
isolating as they’ve been
a contact of someone
whose test is positive

•
•

•
•
•

•
•

You need to isolate at home for 14 days as this is how long it can take the
virus to incubate
DON’T book a test unless you develop symptoms - even if you do and test
negative, you still must isolate for the full 14 days
You will get a text from the Contact Tracing Service telling you to isolate but
don’t wait for that if you know that you’re a close contact

You will get a text or a call from the Contact Tracing Service telling you to
isolate for 14 days
DON’T book a test unless you develop symptoms - even if you do and test
negative, you still must isolate for the full 14 days
Don’t leave home - you can find sources of help and advice at
www.nidirect.gov.uk/coronavirus

You don’t have to isolate
Don’t book a test unless you develop symptoms
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TEST TRACE PROTECT
A STEP-BY-STEP GUIDE
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SPOT THE SYMPTOMS

REQUEST A TEST NOW

ISOLATE

If you have a new persistent
cough, fever or loss of or change
in sense of taste and smell, you
and everyone in your house
should immediately self-isolate.

Visit nidirect.gov.uk/coronavirus
to book a test online. Call 119 if you
cannot book a test online.

Isolate for 10 days after symptoms
appear, longer if fever continues
(until at least 48 hours after your
temperature returns to normal).
Other people you live with should
isolate for 14 days.
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GET TESTED

GET RESULTS

PROVIDE DETAILS

Testing is carried out at drive
through testing centres and you
must arrive by car (not on foot,
via public transport, by taxi or by
any other means). Home tests are
also available.

You should receive results within
72 hours. If you test negative for
coronavirus you and your
household can stop isolating.
If you test positive PHA contact
tracers will text you.

They will ask you to enter details
online of people you were in
contact with. If you can’t go
online they may phone you from
028 9536 8888.
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PHA INFORMS CONTACTS

CLOSE CONTACTS ASKED TO ISOLATE

HOUSEHOLD OF CLOSE CONTACTS

Close contacts will receive a text
from HSCtracing instructing them
to self-isolate. Your name will not
be shared unless you give
permission. All data will be
held securely.

Close contacts will be asked to
isolate for 14 days from the last
time they had contact with you.

If the close contact has no symptoms,
others in the household don’t need to
isolate. If the close contact develops
symptoms, they should follow this guide
starting at step 1.

When you leave home, stay safe and continue to follow public health advice.
•

Wash your hands well and often and avoid touching your face.

•

Keep your distance from others when outside the home.

•

Cough or sneeze into your elbow or a tissue and dispose of the tissue in a bin.

•

Wear a face covering in enclosed spaces like shops, healthcare settings and on
public transport.

•

Download the StopCOVID NI app to help support contact tracing.
10/20

You can spread the virus even if you don’t have symptoms.

Employer Guidance for employees who have to self-isolate
due to COVID-19
(Version 1: 9 November 2020)

Introduction
The Public Health Agency (PHA) has advised that employers should
support their employees who need to comply with COVID-19 public
health self-isolation guidelines. This support would include not requiring
a return to work before the necessary isolation period is completed.
PHA advise self-isolation for employees who have any of the following:
 symptoms of COVID-19; or
 a confirmed positive COVID-19 test; or
 any other reason e.g. a close contact of a positive case.
Self-isolation is recognised as a key intervention in preventing the
spread of the virus in the community including workplaces. In a
workplace setting, this measure not only protects employees but also
helps to sustain business continuity.
Detailed information on support for employees can be found at AdviceNI
at the link below.


www.adviceni.net/sites/default/files/advice_ni_covid_flyer.pdf

Self-isolation when an employee develops symptoms
The key COVID-19 symptoms for employers and employees to be aware
of are:
 A new continuous cough (this means coughing a lot for more than
one hour or 3 or more coughing episodes in a 24 hour period). If
they usually have a cough, it may be worse than usual; or
 Fever/high temperature considered to be 37.8 degrees Celsius or
above (this means the temperature before taking any medication to
reduce the temperature e.g. paracetamol, ibuprofen or any other
antipyretic); or,
 loss of, or change in, sense of smell or taste.
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It is essential that any employee who has symptoms of COVID-19 does
not attend work and follows the Public Health advice summarised below
to stay at home and self-isolate. Employers should ensure that all of
their employees are made aware of this requirement.
Furthermore, any employee in the workplace exhibiting COVID-19
symptoms while at work, should be sent home immediately to selfisolate, wear a face covering on the journey home and avoid public
transport. They will need to arrange to be tested and can book a test by
visiting www.pha.site/cvtesting or by ringing 119.
If the test is positive, they need to continue to self-isolate for at least 10
days from the date their symptoms started. The business need not close
but should follow cleaning guidance and review existing measures to
reduce the COVID-19 risk. More information at the link below:
 www.gov.uk/government/publications/covid-19-decontaminationin-non-healthcare-settings/covid-19-decontamination-in-nonhealthcare-settings
If the test result is inconclusive, the employee must self-isolate for 10
days from the onset of symptoms. They should book a repeat test
provided the onset of symptoms was less than 5 days ago.
If the test result is negative they can stop self-isolating as long as:
 they feel well enough
 anyone they live with who has symptoms of COVID-19 has tested
negative – they need to keep self-isolating if someone in their
household tests positive, or develops symptoms of COVID-19 and
has not yet been tested
 they are not a close contact of a confirmed case
It should be recognised that there is potential for false negative test
results. If there is strong suspicion that the employee has COVID-19,
e.g. after discussion with their doctor, they should still isolate for 10
days, even if their test was negative. This should be risk assessed on an
individual basis with clinical advice, taking account of factors such as the
symptoms and known exposure to a COVID-19 case.
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If the employee develops new or worsening symptoms, they should selfisolate and can arrange to be re-tested.
Ending self-isolation
Self-isolation can end when a person does not pose a risk of infecting
others. Therefore, an employee with suspected or confirmed COVID-19
can return to work 10 days after their symptoms started if they feel well
enough and provided they have not had a high temperature for at least
48 hours (without taking medicines to treat a high temperature); and
even if they still have a cough or loss of sense of smell/taste, as these
symptoms can last for several weeks after the infection has gone. If they
still have a high temperature they should continue to stay at home and
seek medical advice.
If the employee has diarrhoea or is being sick, they should stay at home
until 48 hours after these symptoms have stopped.
If an employee’s test is negative they can stop self-isolating and return
to work as long as they feel well enough, have not had a high
temperature for at least 48 hours and provided that they are not a close
contact of a confirmed case and that anyone they live with who has
symptoms of COVID-19 has tested negative. They need to keep selfisolating if someone in their household tests positive, or develops
symptoms of COVID-19 and has not yet been tested. If they develop
new or worsening symptoms they should continue to self-isolate and
arrange a further test.
Again it should be recognised that there is potential for false negative
test results. If there is strong suspicion that the employee has COVID19, e.g. after discussion with their doctor, they should still isolate for 10
days, even if their test was negative. This should be risk assessed on an
individual basis with clinical advice, taking account of factors such as the
symptoms and known exposure to a COVID-19 case.
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Actions for the workplace following an employee testing positive
for COVID-19
PHA have provided a quick reference guide for employers entitled
COVID-19 in a business setting outlining what action should be taken if
an employee or someone else at work tests positive. An employee who
tests positive for COVID-19 will be required to self-isolate for at least
10 days after the onset of their symptoms or their positive result if they
do not have symptoms. It is important to understand that some people
who have a positive test can have either none or very mild symptoms.
However, they are infectious and can transmit the virus to others and
therefore they must adhere to the guidelines on self-isolation.
It should be recognised that self-isolation can be difficult for individuals
and impact on wellbeing. Advice on wellbeing while staying at home is
available at:
 www.nidirect.gov.uk/articles/coronavirus-covid-19-taking-careyour-mental-health-and-wellbeing
 www.nhs.uk/oneyou/every-mind-matters/coronavirus-covid-19staying-at-home-tips/
Repeat testing prior to return to work
Following the expiry of the self-isolation period and in the absence of
symptoms indicated above, there is no requirement to re-test
employees before re-starting work as tests may remain positive for some
time following recovery, despite the vast majority of individuals not being
contagious after 10 days from symptom onset.

Contact tracing for employees with a positive test including close
contacts in the workplace
The PHA Contact Tracing Service (CTS) will be in touch with an
employee who has tested positive (the case) to identify all their Close
Contacts - including those at work or in other businesses they may have
visited.
If your employees have been informed by the CTS that they should
isolate, as an employer you should immediately ensure they are not at
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work. They may feel well (the virus could still be incubating) or indeed
for some they may not become unwell at all – however both categories
must stay at home and self-isolate for the full 14 days. You can ask
them to work from home if they are able to and they are not unwell.
Not everyone the employee has been in contact within the workplace will
be deemed to be close contacts. The CTS will contact positive
employees and ask them to identify their close contacts. More
information is available at:
 www.publichealth.hscni.net/covid-19-coronavirus/testingand-tracing-covid-19/contact-tracing
The CTS will contact all close contacts (which may include other
employees) and they will be told to self-isolate for 14 days. If they
develop symptoms they should proceed to book a test. Employees who
are close contacts should NOT book tests unless they develop
symptoms. Employees must complete the full 14 days self-isolation even
if they receive a negative test result.
If there are two or more positive cases of employees having COVID-19,
the PHA may contact the employer to discuss any actions they need to
take. This could mean enhanced cleaning, testing of all employees or
other preventive measures to break the chain of infection. These are
determined by the PHA on a case by case basis. The PHA may also
involve HSENI or the district council.
Other instances when employees will need to self-isolate
1. Employees must self-isolate for 14 days if they live with (or are in a
support bubble with) someone who:
 has symptoms of coronavirus and tested positive; had an unclear
result or did not have a test; or
 tested positive but has not had symptoms.
This is because it can take 14 days for symptoms to appear.
The 14 days starts from when the first person in the home or support
bubble started having symptoms or the day they tested positive, if they
have not had symptoms. Self-isolating can be stopped after 14 days if
the employee does not get symptoms.
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If the employee develops symptoms, they should get tested. If the test is
negative, they must continue self-isolating for the rest of the 14 days, as
they could still go on to develop COVID-19 at any point in this period. If
the test is positive, they must self-isolate for 10 days from when their
symptoms started. This might mean self-isolating for longer than 14 days
overall.
2. Self-isolation for 14 days will also apply to an employee who either:
 gets a text, email or call from CTS telling them to self-isolate, or
 gets an alert from the StopCOVID NI app telling them to selfisolate.
This is because they've been in close contact with someone who has
coronavirus and there's a chance they might have caught it. As outlined
above, self-isolation is for 14 days because it can take 14 days for
symptoms to appear. A negative test result during this period does not
negate the need to complete the full 14 day isolation period.
An employer, if they wish, may ask the employee to provide a selfisolation note. Further information on this is available from:
 https://111.nhs.uk/isolation-note
3. If an employee has no symptoms but has a positive test they should
isolate for 10 days from the date of the test. If they subsequently develop
symptoms during the 10 days, they must begin a new 10 self-isolation
period.
4. Employees who have arrived in Northern Ireland from certain
countries may have to quarantine for 14 days and should not attend
work during this period.
More information, including which countries are exempt, is available at
 www.nidirect.gov.uk/articles/coronavirus-covid-19-travel-advice
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In Summary
 Self-isolation is an important measure to prevent the transmission
of Covid-19 and employers should support employees who are
required to self-isolate;
 Anyone who has symptoms must isolate straight away and should
be tested.
 Anyone who has tested positive for COVID-19 must self-isolate for
a minimum of 10 days from when their symptoms began or date of
the test if they do not develop symptoms; If an employee’s test
result is negative and they have not been identified as a close
contact of a COVID-19 case, then they do not need to continue to
self-isolate unless there is strong clinical suspicion they have
COVID-19. They can return to work provided they are well.
 Close contacts of someone of has tested positive will have to selfisolate for 14 days. This could mean colleagues of an employee
with symptoms may have been close contacts, and so may be
asked by CTS to self-isolate if that employee tests positive;
 CTS may require someone to self-isolate even if they previously
tested positive for coronavirus and have recovered;
 Self-isolation of employees may be required on more than one
occasion;
 Some employees may be tested without experiencing symptoms,
and if they are confirmed to have the disease they would be
required to self-isolate for 10 days from the date of the test. If
symptoms develop, they will need to self-isolate for 10 days from
the onset of their symptoms.
Further information on this and ending self-isolation is available at:


www.publichealth.hscni.net/sites/default/files/2020-09/CTS%
20flowchart%20for%20business_0.pdf



www.nidirect.gov.uk/articles/coronavirus-covid-19-self-isolating



www.publichealth.hscni.net/covid-19-coronavirus/covid-19information-public/frequently-asked-questions
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