Tree Fella Ltd
Coronavirus Policy and Procedure
Scope
This policy applies to all staff and has been documented to prevent the spread of the Coronavirus.
Policy
It is the policy of this company to make sure that the risk of exposure to coronavirus for all staff, customers and
members of the public is as low as reasonably practicable by implementing logical control measures informed
by Government, NHS and Industry Guidance.
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Coronavirus Symptoms
The main symptoms of coronavirus are:
•
•
•

High temperature – this means you feel hot to touch on your chest or back (you do not need to measure
your temperature).
New, continuous cough – this means coughing a lot for more than an hour, or 3 or more coughing
episodes in 24 hours (if you usually have a cough, it may be worse than usual).
Loss or change to your sense of smell or taste – this means you have noticed you cannot smell or taste
anything, or things smell or taste different to normal.

Most people with coronavirus have at least one of these symptoms.
All staff must follow the advice from the NHS as copied below and if you feel unwell you must not come to
work.
How Coronavirus Spreads
Coronavirus spreads from person to person via droplets, such as those produced when an infected person coughs
or sneezes.
The droplets may be breathed in or they may be picked up on the hands from contact with surfaces. The virus
may then be transferred to a person’s eyes, nose or mouth if they touch their face.
Coughing and sneezing into tissues, not touching your face with unwashed hands, and trying to avoid close
contact with infected people is particularly important.
Company Structure
Teams have been fixed for the duration of the epidemic rather than mixing and matching staff and skills on a
daily basis.
Competence
Tree Services Ltd shall communicate the importance of following national guidelines, industry guidelines and
company policies in staff briefings and shall:
•
•
•

Provide access to all relevant guidance from the Government, the NHS and industry professional
bodies where applicable.
Provide access to the Coronavirus Risk Assessment and its updates.
Provide access to this Coronavirus Policy and its updates.

Exposure at Home
Staff may be exposed to the virus if they are living with someone with a confirmed case of COVID-19 or if they
have come into close contact (within 2 metres for 15 minutes or more) with a confirmed case of COVID-19.
Staff may be advised by a public health agency that contact with a diagnosed case has occurred.
Staff must:
•

Not come into work if someone in their household has been diagnosed or is self-isolating.
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•
•
•
•
•
•
•
•

Inform the office immediately of any contact with anyone who has symptoms of virus, is self-isolating
or has had a positive diagnosis.
Avoid visitors to their home.
Avoid social gatherings and adopt social distancing practices.
Not attend work if they feel unwell.
Follow NHS/111 advice as required and not attend a GP surgery.
Report any specific vulnerability to their manager so that the situation can be individually assessed.
Follow good hygiene measures at all times.
Not to accept refreshments from customers.

Foreign Travel
Staff that do not report their travel or the travel of member of their household may pass on the virus.
Staff must:
•
•
•
•

Avoid all non-essential foreign travel until the government advice is that it is safe to travel.
Follow all self-isolation and quarantine requirements in the locations visited and then upon the return to
the UK.
Report any foreign travel plans to employer so that an assessment of the risk can be made.
Follow relevant advice from relevant authority at time of travel.

Travelling to Work
Staff may be exposed to the virus when using public transport due to touching surfaces and by breathing
droplets following someone coughing or sneezing.
Staff should:
Endeavour to travel to work without using public transport if they can. The hierarchy of travel method should be
as follows:
1.
2.
3.
4.

Walk or cycle.
Personal car as the sole occupant.
Sharing a vehicle with hygiene and face covering controls in place.
Using public transport with hygiene and face covering controls in place.

Arrival at the Office, Yard or Workshop
The virus could be carried onto the premises on the hands of staff.
Staff must:
•

Wash their hands thoroughly and regularly using soap and water for at least 20 seconds. An alcohol-based
hand sanitiser may be used if soap and water are not available.

Staff should:
•

Bring lunch and refreshments from home so as to avoiding the use of facilities such as coffee shops, cafes,
and supermarkets en-route to the office, yard, or workshop.

The company shall:
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•
•
•
•

Stagger start and finish times to help staff avoid cross contamination.
Provide access to soap and water as a first choice where possible.
Provide alcohol-based hand sanitising gel for regular sanitising whilst on the premises
Provide disposable cloths and disinfectant so that staff can clean frequently touched areas such as door
handles, desks, keyboards, pens, and hand tools.
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Arrival and Departure
Teams have been given set arrival and departure times from the yard to avoid contact between the teams.
Team

Arrival at the yard

Departure from the yard

1

7 am

7.25 am

2

7.30 am

7.55 am

3

8 am

8.25 am

Upon arrival back at the yard in the afternoon, team leaders must ensure that they co-ordinate their activity to
not coincide with the activity of other teams. We expect team leaders to call their arrival time into the office in
advance so that the office can communicate this around the other teams.
Work Planning
•
•
•

•

Where possible, work shall be planned using media platforms or telephone to minimise close person to
person contact.
Ideally payment shall be taken via bank transfer, the bank details must be on the invoice.
If the customer cannot arrange for a bank transfer, payment may be made by cheque. The completed
cheque must be either posted to the office or placed down on a surface and weighted with a stone or
similar so that it does not blow away. Once the customer has stepped back to a safe distance, the team
leader can step forward and collect the cheque. The team leader must check that the cheque has been
correctly completed before leaving site. The cheque must be placed into a plastic wallet or sleeve by
the team leader and then in a designated place in the vehicle. The team leader must then wash or
sanitise their hands.
All received post and cheques must be left in a designated place in the office for 72 hours prior to
opening so that any virus dies before contact.

Poor Hygiene Practices
Poor hygiene practices allow the virus to spread.
Staff must:
•
•
•
•
•

Wash their hands thoroughly and regularly using soap and water for at least 20 seconds. An alcoholbased hand sanitiser may be used if soap and water are not available.
Avoid touching their face/eyes/nose/mouth with unwashed hands.
Carry disposable tissues at all times.
Cover coughs and sneezes with a tissue. The tissue must be disposed of in a bin after use.
Not greet each other with handshakes or hugs.

Staff should:
•
•

Bring lunch and refreshments from home so as to avoiding the use of facilities such as coffee shops,
cafes, and supermarkets.
Not wear neck buffs or similar. These are often not washed frequently and can easily collect and
transmit germs when working in close proximity to colleagues.

Vehicle drivers/plant operators and tool users must:
•

Use the disposable cloths and disinfectant to wipe down the main areas of hand contact such as the
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•

steering wheel, gear stick, handbrake, and door handles.
Use of pay at pump facilities where possible, using gloves for the fuelling up process and handling of
pumps.
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The company shall:
•
•
•

Provide access to soap and water as a first choice where possible.
Provide industrial antibacterial wipes and alcohol-based hand sanitising gel for working outdoors
where soap and water are not available.
Provide disposable cloths and disinfectant so that the driver/operator can clean the frequently touched
areas of the vehicle, plant, and tools.

Travelling to the Worksite
A member of staff that has been exposed to the virus may pass on the virus to colleagues sharing the vehicle.
The company shall:
•
•
•

Arrange transport to worksites so staff can remain separated for example by deploying separate
vehicles or allowing staff to use their own cars to get to site.
Exceptionally managers and staff might agree to the use public transport to get to the worksite. This
would be in agreement with all concerned and following a considered risk assessment which balances
the risk, resource availability and PPE requirements.
Provide face coverings when people must share a vehicle or use public transport.

Staff must:
•
•
•
•
•

Adhere to the agreed transport plan.
Wear the PPE provided. Both the driver and the passenger must use face coverings if they are sharing a
vehicle.
Open the vehicle windows to create a draft to continually refresh the air in the vehicle.
Wipe down all touched surfaces and the dashboard using the disposable cloth and the disinfectant
solution provided when parking the vehicles in the yard in the evening.
Wash or sanitise their hands when entering and leaving a vehicle or the cab of plant.

Staff Show Symptoms Whilst at Work
A member of staff that is feeling unwell or who is experiencing symptoms of COVID-19 may pass on the virus
to others.
Staff may be exposed to the virus if they enter the workspace of the unwell member of staff.
The company shall:
•
•
•
•

Ensure that all staff understand the symptoms of COVID-19.
Remove the staff member to an isolated, clean & ventilated area to await collection or until instructed
to make their way home.
Deep clean of any affected rooms and workspaces once the unwell member of staff has left the
premises.
Carefully dispose of all waste that has been in contact with the individual – including tissues should be
put in a plastic bag and tied, then placed in another plastic bag and tied. The bag should be marked and
stored in a safe place until results are available. If the test results are negative, the waste can be put
with normal waste. If positive, to follow the advice of Public Health England (PHE).

Staff must:
•

Not attend work if they are feeling unwell or if they are experiencing any of the symptoms of the virus.
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•
•
•

Not attend work if anybody in their household is feeling unwell or are experiencing any of the
symptoms of the virus.
Report feeling unwell or if they are experiencing any of the symptoms of the virus.
Self-isolate during the journey home by car and then upon arrival at their home.
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Customers and Customer Property
Work may require staff to enter the house or premises of the customer, for example, when removing waste
material from a rear garden through a house.
Staff may pass on the virus to customers or customers pass on the virus to staff.
Staff must:
•
•
•
•
•
•
•
•

Ensure that all communication with the customer is undertaken at a safe distance of 2m.
Ask the customer if anyone in the house or premises is suffering from illness or has any of the
symptoms of COVID-19. If the answer is yes, then the team must not enter the house or premises. *
Ask the customer if there are any particularly vulnerable people in the house or premises. If the answer
is yes, then the team must not enter the house or premises. *
Inform the customer of the controls that are in place and the controls that must be kept in place
throughout the operation.
Wear clean face coverings if entering a customer’s house or premises.
Wash their hands with soap and water or use hand sanitiser regularly throughout the day.
Leave the house or premises immediately if the customer refuses the controls or continues to breach the
controls once reminded. *
Leave the house or premises immediately if it is suspected that the customer has misrepresented the
situation and the team leader suspects that someone in the house or premises is ill or particularly
vulnerable. *

* The situation must be reported to the office before the team leaves the location of the work because there may
be other work to be completed that does not involve risk. The team leader must await further instruction which
could be that they must leave site and report for duty at another site.
Welfare Facilities
The team leader must decide if using the customers facilities would put the customer or the team at risk. If this
would be a risk, the team must use alternative local facilities. Hands must be washed or sanitised before and
after using any welfare facilities.
When at the yard, staff must not gather in the mess room to use the kettle. All staff must maintain a 2m
separation at all times.
The toilet and wash facilities shall be disinfected daily, and staff must wash their hands thoroughly before and
after using the facilities.
Tools and Equipment
Staff must:
•
•
•

Wipe the handles of any shared tools after use and before putting them back into the store after work.
Not share PPE. Face coverings are personal and must not be shared.
Dispose of face coverings in the bin provided or launder regularly if applicable.

The company shall:
•
•

Provide PPE as required.
Provide disposable cloths and disinfectant solution.
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Public Health England Guidance
The advice for anyone in any setting is to follow these main guidelines.
The most common symptoms of coronavirus (COVID-19) are recent onset of a new continuous cough and/or
high temperature. If you have these symptoms, however mild, stay at home and do not leave your house for 7
days from when your symptoms started (if you live alone), or 14 days (if you live with someone who has
symptoms). You do not need to call NHS 111 to go into self-isolation. If your symptoms worsen during home
isolation or are no better after 7 days, contact NHS 111 online. If you have no internet access, you should call
NHS 111. For a medical emergency dial 999.
Wash your hands more often than usual, for 20 seconds using soap and hot water, particularly after coughing,
sneezing and blowing your nose, or after being in public areas where other people are doing so. Use hand
sanitiser if that’s all you have access to.
To reduce the spread of germs when you cough or sneeze, cover your mouth and nose with a tissue, or your
sleeve (not your hands) if you don’t have a tissue, and throw the tissue in a bin immediately. Then wash your
hands or use a hand sanitising gel.
Clean and disinfect regularly touched objects and surfaces using your regular cleaning products to reduce the
risk of passing the infection on to other people.
At the current time and based on our understanding of what is known of COVID-19 and other similar
respiratory viruses, it is likely that older people and those with chronic medical conditions may be vulnerable to
severe disease. As more information emerges, recommendations may change.
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NHS Guidance
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Arboricultural Association Guidance
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BALI Guidance
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