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Introduction 
 

This document is intended to consolidate practical guidance that is available at time of writing on how 
to reopen workplaces during the COVID-19 pandemic and will be updated regularly in line with the latest 
Government advice and therefore is a living document and subject to change. This guide addresses 
3 main areas: 
 

 Phases 

 Return to Work Safely Protocol  

 Workforce Planning  
 
 

1. Reopening Phases 

 An overview of the Government’s Roadmap on an industry-by-industry basis. 
 

2. Return to Work Safely Protocol  

 An overview of the mandatory protocol as it applies to all workplaces. 

 

3. Workforce Planning  

 
1. Potential measure to reduce workforce costs   
2. Managing holidays, sickness and other absences 

 
 

Checklist 

 
 Check the phase which applies to your business. 
 Follow the Return to Work Safely Protocol to ensure the workplace is Covid-19 secure  
 Look at your workforce requirements, will you need to reduce salaries, headcount, check your 

options 
 Read our separate guides on Income & Business Supports and Varying Terms & Conditions. 
 See how Peninsula can help you   

 
 
 

Disclaimer: This document does not address every possible situation for all 
organisations and sizes. The information provided relates to a new, untested area of 
law arising out of extraordinary circumstances. The guidance is being updated 
regularly and it is important that you speak to our expert HR advisors on the subject. 
Reliance on any views expressed is specifically excluded. 

https://www.peninsulagrouplimited.com/media/3145/coronavirus-covid-19-an-employers-guide-to-income-supports-v2.pdf
https://www.peninsulagrouplimited.com/media/3151/covid-19-varying-terms-conditions-v1.pdf
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1. Reopening Phases 
 

On 19th June 2020, the Government approved a revised Roadmap for Reopening Society and Business, 

with most activity now being moved to Phase 3, beginning on Monday 29th June. 

 

 

Based on an ongoing 3-week review, each phase is due to commence as follows: 

Phase 1 18 May 

Phase 2 08 June 

Phase 3 29 June 

Phase 4 20 July 

The Government’s roadmap seeks to ease restrictions in such a way as to protect the ability to maintain 
the necessary social distancing between customers and staff, thereby limiting the transmission rate and 
to protect the capacity of the health system to cope with the inevitable increase in infection.  

 

Phase 3 commencing 29th June 

The following business can reopen: 

 wellbeing services - for example: chiropractic, massage therapy, acupuncture, reflexology and 
homoeopathy 

 hairdressers, barbers, nail and brow salons, beauty salons, spas, make-up application services, 
tanning, tattooing and piercing services 

 driving schools 

 all remaining retail (for example, bookmakers), services and commercial activities 

 driving tests as well as volunteer and other driving services may recommence. 

 cafés and restaurants providing on premises food and beverages 

 pubs and hotel bars operating as restaurants 

 hotels, hostels, caravan parks and holiday parks 

 museums, galleries, theatres, concert halls and other cultural outlets 

 cinemas, music venues (excluding nightclubs and discos), leisure facilities, bingo halls, arcades, 
skating rinks, amusements parks 

 religious buildings and places of worship 

 indoor gyms and exercise facilities 

 yoga, pilates and dance studios 

 sports clubs and public swimming pools 
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2. Return to Work Safely Protocol  
 

The National Return to Work Safely Protocol contains a combination of mandatory measures, in addition 

to a number of recommendations, for employers and workers to implement upon returning to work.  

 

The following requirements, among others, are included in the Protocol: 

 Develop a COVID-19 business response plan 

 Provide COVID-19 induction training to all workers. 

 Appoint at least one “lead worker representative” charged with ensuring that COVID-19 

measures are strictly adhered to in their place of work. 

 Maintain physical distancing across all work activities. 

 Implement thorough and frequent cleaning of frequently-touched surfaces in the workplace. 

 Implement a “no hand shaking” policy. 

 Consider workers’ individual risk factors (e.g. older workers, underlying medical conditions). 

 Establish a response plan to deal with any suspected case of COVID-19. 

 Establish contingency measures to address increased absenteeism. 

 Implement measures necessary to reduce the spread of COVID-19. 

 Identify a designated isolation area for dealing with COVID-19 cases on site. 

 Ensure that appropriate hygiene facilities are in place. 

 

Return to Work Form and Employee Induction  

Employers must prepare and issue a pre-return to work form for workers to complete at least three days 

in advance of employees returning to work. The form should seek confirmation that the worker, to the 

best of their knowledge, has no symptoms of COVID-19 and also confirm that the worker is not self-

isolating or awaiting the results of a COVID-19 test. Pre-return to work induction training is also to be 

provided to all workers. Employers must also keep a log of contact or group work to facilitate contact 

tracing and display information on the signs and symptoms of COVID-19.   

 

Business Response Plan  

Each employer will need to prepare a Response Plan. It should set out the identity of individuals on the 

response team, the procedures to be followed when dealing with a suspected case of COVID-19 at 

work, to include an obligation on employees to immediately notify if they develop any symptoms, and 

that an isolation area is to be provided. A log should be created of contact/group work to facilitate 

contact tracing. Employees and other workers must be advised of the log.  

 

Mental Health, Hygiene and Physical Distancing 

The Protocol calls on employers to put supports in place for workers who may suffer from anxiety or 

stress and provide information on available sources of support and advice. Employers need to ensure 

workers are made aware of and have access to any available Employee Assistance Programmes or 

Occupational Health Services. It also provides that employers must ensure that appropriate hygiene 

facilities are in place and make available advice, information and training on how to perform hand and 

respiratory hygiene effectively. Relevant posters and information must be displayed in the workplace. 

Please contact Health Assured for further information on their Employee Assistance Programmes and 

Occupational Health Services: https://www.healthassured.org/ie/ 

Contact our 24/7 Advice Line for further information on any of these measures and/or login into 
BusinessSafe Online.  

https://www.healthassured.org/ie/
https://login.peninsula-online.com/SignIn/
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1. BUILDING PREPARATION:

• If the buliding has been empty during lockdown, ensure 
that it is safe to enter

• Ensure fire safety systems are working.

• Ensure HVAS systems are working and are safe.

• Clean the workplace thoroughly.

• Review your normal cleaning regime.

• Ensure your water systems are free from legionella.

• Carry out repairs etc. prior to any employees returning.

2. COMMUNICATING WITH EMPLOYEES:

• Ensure you address any employee anxiety through 
good communication.

• Carry out risk assessments to ensure all risks are 
considered and effective control measures identified 
and implemented.

• Outline the precautions being taken to ensure employee 
health and safety.

• Have a clear procedure and response plan for 
employees reporting the recognised COVID-19 
symptoms.

• Establish two-way communication and encourage 
employees to report any areas where the precautions 
are not working.

3. CONTROL ACCESS TO THE WORKPLACE:

• Introduce strict control on all access points to the 
workplace.

• Ensure reception areas have effective social distancing 
measures.

• Consider shields and barriers where social distancing 
cannot be achieved.

• Ensure clear signage is in place.

• Provide sanitiser, and personal protective equipment (if 
required).

• Do not share pens, visitor badges, etc.

• Consider testing / temperature testing on return (if 
appropriate).

4. PHYSICAL DISTANCING:

• Consider a phased return to work.

• Implement staggered start and finish times.

• Re-design the workplaxe to ensure workstations are set 
out 2 metres apart.

• Consder one-way pedestrian systems.

• Provide sufficient signs, notices and floor markings to 
indicate the social distancing measures.

• Take small meeting rooms out of use.

• Consider screens/barriers where the 2 metre rule cannot 
be achieved.

5. REDUCE CONTAMINATION POINTS:

• Review and increase cleaning regimes and practices.

• Provide sufficient facilities for hand-washing with clear 
instruction on how to wash hands effectively.

• Ensure social distancing is maintained in food and drink 
areas - consider single use cups, plates and utensils.

• Ensure there is no sharing of utensils, cups and plates. 
Wash immediately after use.

• Create comprehensive cleaning rehimes for 
workstations and equipment.

6. REVIEW:

Monitor and review these arrangements on a regular 
basis, including:

• When Government advice changes.

• During different phases of lockdown.

• Ensure there is no sharing of utensils, cups and plates. 
Wash immediately after use.

• Create comprehensive cleaning rehimes for 
workstations and equipment.

Reopening Workplace: Flowchart 
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3. Workforce Planning  
 

Reorganisation Options 

 Redeploying staff  

 Lay-off 

 Temporary Wage Subsidy scheme 

 Short-time  

Redeploying staff  

If your employees are agreeable and can be trained to carry out different duties in more viable parts of 
a business, this should certainly be considered.  

Lay-off 

If you think a lack of work is going to be for a temporary period, lay-off is a measure that might be 
appropriate. Lay-off is used when an employer does not have work for some or all its employees due 
to a temporary lack of work.  

You will need to give employees notice that they are not required to work for a period of time, due to 
the temporary lack of work, for example where all or part of a business is operating at a reduced 
capacity, or perhaps is not operating at all.  

Lay-off may also be applicable in respect of employees who cannot work remotely as their duties can 
only be carried out at a particular location, and that location is closed.  Irish legislation does not state 
that lay-off is unpaid but it tends to be, unless the employee's contract of employment provides 
otherwise.  

Employers are largely relying on the custom and practice of lay-off being unpaid in Ireland.  

Temporary Wage Subsidy Scheme and Income Supports 

The Temporary Wage Subsidy Scheme allows you to keep staff on payroll even when they have been 
laid off. More details on this scheme can be found in your Covid-19 toolkit by clicking HERE. 

Short-time essentially means reducing an employee's regular working hours by less than half. 
Employees on short time hours are eligible to apply for the Short Time Work Support. 

You should first review your contracts of employment to establish whether lay-off or short-time may be 
appropriate.  

It may be the case that even where contracts are silent on lay-off or short-time, employers in the 
circumstances may be permitted to avail of these options. 

If none of these options are feasible, you will have to make a decision as to whether the role has been 
made redundant by the crisis. Redundancy is discussed further below.  

Further information on supports for business can be found in section 5 of this Guide. 

  

 

https://www.peninsulagrouplimited.com/ie/covid-19-toolkit/
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Where do I start when making redundancies?  

 Firstly, you should seek advice on your obligations under the Redundancy Payment Act.  

 You should confirm the cost savings you need to make to continue as a going concern and 

communicate transparently with employees throughout the process.  

 You must then assess each role in the organisation by outlining all responsibilities and 

identifying the contributions of each role to the organisation.  

 These criteria along with other factors will be analysed in making sure that you use a fair 

selection process when deciding what employees are to be made redundant. 

 Remember a dismissal by reason of redundancy can be deemed unfair if the employer is 

considered to have made an unfair selection.  

 If the Workplace Relations Commission is asked to review a redundancy, the first thing that will 

be examined is the selection of the employee and how it was made.  

 Selection criteria must, most importantly, be based on the roles in the company and not on the 

employee or their performance.  

 Redundancy selections must be impersonal and the criteria examined should be relevant to the 

crucial needs of the business at that time. Criteria can include factors such as qualifications, 

skills and disciplinary records.  

 Once the criteria is decided upon it should be reviewed by another person so that it is not based 

on the opinion of one person solely. 

 Employees must be consulted from the early stages and throughout the process.  

 At the first meeting, you should explain that the business is struggling and that pay reductions, 

reduced hours or redundancies may have to be the next step for the business in order to 

survive.  

 Following the meeting a letter should be given to each employee outlining exactly what was 

discussed. This ensures all employees are fully aware of the situation.  

 Further meetings should be held throughout the process to get feedback from staff and to keep 

them up to date on company decisions. 

 In the case of collective redundancies consultation must begin at least 30 days before notice of 

redundancy is given.  

 A collective redundancy occurs when the number of employees to be made redundant is as 

follows:  

 5 employees where 21-49 employees are employed. 

 10 employees where 50-99 employees are employed. 

 10% of employees where 100-299 employees are employed. 

 30 employees where 300 or more employees are employed. 
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It is worthwhile for companies to have a Redundancy Policy in place outlining the legislation, the 

statutory consultation obligations, the factors that the company will consider as well as the steps that 

they will take and the redundancy programme.  

A well-designed redundancy programme can include assistance for employees to update their CV, 

refresh their interview skills and provide advice on job hunting. This can ease the tension in the 

workplace when the redundancies are announced and provide employees facing redundancy with 

invaluable job seeking skills. 

Employers must remember that redundancies can prove to be a very expensive option if not handled 

correctly.  

We would urge companies to take advice on the matter to ensure that a genuine redundancy situation 

exists and that the process is implemented correctly and in line with the legislation. 

A good handling of the redundancy process is vital not only from a legal point of view but for an 

employer’s reputation, customers, existing workforce and the public at large. 

 
Annual Leave and Childcare  
 

Many employees have sought to take annual leave to cover childcare responsibilities arising from the 

closure of schools and crèches. Many employers too are keen to have employees avail of their 

entitlement to accrued annual leave so that once the crisis passes, they are poised to mobilise the 

workforce and meet increased demand without having to cater to a large volume of annual leave 

requests.  

Section 20 (1) of the Organisation of Working Time Act provides that the times at which annual leave is 

granted are determined by the employer. In that regard, the employer should have regard to the 

opportunities for rest and recreation available to the employee but also the need for the employee to 

reconcile work and any family responsibilities. In addition, under the legislation the employer is required 

to consult with the employee or their Trade Union at least one month prior to the taking of leave. In the 

current climate, however, we are noting an acceptance by employees of measures being taken by their 

employers, to respond to the Covid-19 crisis, to include the mandatory taking of annual leave.  
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How Peninsula can help you 
 

COVID-19: Reopening Your Workplace Toolkit 

Access Instant health & safety and HR advice on how to prepare your business for reopening post-

COVID-19. Bookmark the page and check back regularly for further guidance.  

https://www.peninsulagrouplimited.com/ie/covid-19-toolkit/ 

 

E-learning Sessions  

Don't miss out on one of Peninsula’s upcoming HR and employment law e-learning sessions which are 

specifically tailored to the challenges that employers are facing during the COVID-19 pandemic. 

https://www.peninsulagrouplimited.com/media/3123/elearning-schedule-may.pdf 

 

BusinessSafe Online 

BusinessSafe Online is the online health & safety system that helps you: 

 Make risk assessments easy. Follow step-by-step guides to carry out assessments fast and to 
HSE standards. 

 Forget filing cabinets and paperwork. Store all your policies and documents in one secure place 
online. 

 Access a library of ready-made forms, posters and logbooks. All designed by our health & safety 
experts to cover you in any event. 

 Log accidents, near misses and evidence online. Spot hazards and the people most at risk, and 
link supporting photos to each incident report. 

 Never miss a health & safety deadline. Assign work to staff and set reminders for important tasks 
such as formal investigations. 

https://login.peninsula-online.com/SignIn/ 

 

Mental Health and Wellbeing 

Occupational Health and Employee Assistance Programmes are essential tools to effectively manage 

reopening the workplace and a requirement of the Protocol, to support staff and to add value to your 

business.  For further information please speak to any of our Health & Safety and HR Experts, and visit:  

https://www.healthassured.org/ie/ 

 

Contact Peninsula Today and Speak to an Expert  

Contact our Health & Safety and HR Experts 24 hours a day on: 

 01 855 5050 (Dublin) 

 021 212 9917 (Cork) 

 info@peninsula-ie.com 

 

https://www.peninsulagrouplimited.com/ie/covid-19-toolkit/
https://www.peninsulagrouplimited.com/media/3123/elearning-schedule-may.pdf
https://login.peninsula-online.com/SignIn/
https://www.healthassured.org/ie/
mailto:info@peninsula-ie.com
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