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 Advance Planning for Return to the workplace – Where to Begin

 Steps To Take

 Planning For The Return Of Employees To Your Properties

Overview





Before You Begin

H&S 
Advisors

Occupational 
Health

Insurance

Internal or External

Employees on leave

Are there provisions you need to 
take into account



 Review H&S Statement and update

 Set up your taskforce – appoint LWR, Covid sub teams

 Return to work induction for & self declaration

 Symptoms or risk to exposure should be advised not to return

 Emergency response plan in place should there be a suspected 
case

 Update policies & procedures 

 Working from home, travel practices

Return To Work Protocol



Worker Representatives

 Minimum 1 lead worker

 Proportionate to the numbers in the Hotel

 Ideally appointed from Management

Role

 Assist management in implementation of measures to prevent  spread of Covid-19

 Assist in training & engagement

 Monitor  hotel to ensure Social distancing is being adhered to

 Check that employees are practising good hygiene

 Ensure adequate stocks of sanitising  equipment/PPE where required

 Consult with management on Covid-19 related matters in the workplace

 Complete daily Covid-19 inspections of the workplace

 Action any non compliance and maintain records/logs  

 Not put themselves at risk



Covid Response Plan 

 Employers and employees must work 
together



COVID Lead 

COVID Steering 
Committee

COVID Steering 
Committee

COVID Steering 
Committee 

COVID Officers 
per property

COVID LWR
Dept Reps

COVID Steering 
Committee

COVID Officer 
per property

COVID LWR
Dept Reps

COVID  Steering 
Committee 



Communication
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Employer Responsibilities – 2005 Act

Employer duties remain the same but need to be updated to reflect Covid-19

 To ensure the safety, health and welfare at work of employees

 Information & Training - Covid 19 

 Emergency Plans - what to do if someone presents with symptoms

 Risk Assessments – hand hygiene, sanitising, SD

 Safety Statement 

 Up to date with Legislation – comply with new protocol

 Consult with employees – new policies, procedures
H&S Act 

2005



Return to work steps - Safety Protocols

 Provide signage /Posters

 Consider workers risk factors

 Response plan to deal with suspected case of Covid-19

 Identify designated Isolation area for dealing with cases onsite



Risk Assessments 

 Identify Task and hazard associated with it

 Evaluate and access risks & decide on precautions

 Details of risk involved and how to prevent

 Outline control measures implemented to prevent or minimise

 Conduct risk assessments for all areas

 Provide Training & Record

Control measures - Hand hygiene/Hand sanitising, Respiratory hygiene, Physical distancing, 
Considering At-risk workers, Visiting Contractors / Others, floor markings, bins, tissues, PPE



Sample Risk Assessment



Induction Training

 Training Covid -19

 Symptoms at work

 Reporting procedures

 Re-organisation of workplace

 Contact tracing log purpose

 Communication of documents & new measures

 Worker representative details

 Work pattern changes

 EAP/OHS

 Training provided including back to work e-learning training



Return to work form

 Self Declaration

 3 days prior to return to work

Covid – Return to work form



Employee Responsibilities

 Complete and return forms

 Make themselves aware of the signs and symptoms

 Follow public health advice, Self Isolate, GP

 Adhere to proper hand, hygiene & respiratory etiquette

 Adapt good hygiene procedures

 Participate in Training & Induction

 Adhere to all new procedures Including Social Distancing
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Planning for the return of employees to 
your property 



Protecting the team
Considerations 

 PPE

 Handwashing training & facilities

 Sanitising process introduced – rotas and 
record keeping

 Technology considerations – eg clock in

 Medical declarations

 Guidelines on how to carry out daily briefings 

 Lockers / Canteen – compliant operations 

 Social Distancing – front and back of hours. 
Signage. 

 Training Plans





Returning employees – planning 
considerations 

Hotel needs

• Best case 
business plan

• What resources 
do you need at 
low occupancy  

Strategy

• Crucial roles?

• Write a 
strategy and 
stick to it

• Objective 
justification –
roles not 
individuals 

WSS Scheme

• Give 
consideration 
to wage 
subsidy scheme 

Longevity

• Increase team 
as business 
levels grow

• Objective 
justification

• Legal 
considerations  



People Planning

Flexibility Communication Strong Leadership Multi Skilled 
Approach

Understanding 
your employee's 

availability

Good HR Practices

Walk the staff 
journey 



Consider

COMMON SENSE 
AND FAIRNESS

YOUR HOTEL 
FORECAST

VULNERABLE 
EMPLOYEES -
COMPASSION

DISPLACEMENT OF 
ROLE AND HOURS

IR - EQUALITY 
ACT



Thank you
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