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 X Acronyms and abbreviations

 X COVID-19 Coronavirus Disease 20191

 X OSH Occupational Safety and Health

 X PPE Personal Protective Equipment

 X SARS-CoV-2 Severe Acute Respiratory Syndrome Coronavirus 2 

 X SMEs Small and Medium-sized Enterprises

1. As per WHO guidance, this document refers to the SARS-CoV-2 virus as “the virus responsible for COVID-19” or “the COVID-19 
virus”. See https://www.who.int/emergencies/diseases/novel-coronavirus-2019/technical-guidance/naming-the-coronavirus-
disease-(covid-2019)-and-the-virus-that-causes-it

https://www.who.int/emergencies/diseases/novel-coronavirus-2019/technical-guidance/naming-the-coronavirus-disease-(covid-2019)-and-the-virus-that-causes-it
https://www.who.int/emergencies/diseases/novel-coronavirus-2019/technical-guidance/naming-the-coronavirus-disease-(covid-2019)-and-the-virus-that-causes-it
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 X 1. PREFACE

This document aims to provide basic knowledge about the workplace prevention of COVID-19, 
caused by the SARS-CoV-2 virus, that is spreading worldwide. It provides small and medium-sized 
enterprises (SMEs) with an Action Checklist to assess COVID-19 risks and information for taking 
measures to protect the safety and health of their workers.

While these measures and recommendations are also expected to be useful against other out-
breaks, in applying the Action Checklist some sectors or enterprises may identify additional con-
trols that will be required. As knowledge about the virus and disease is constantly evolving, it is 
recommended that tools, measures and policies should be regularly updated to ensure state-of-
the-art preventive and remedial action, while always ensuring compliance with national laws and 
regulations.

 X 2. ABOUT THE COVID-19 PANDEMIC

Over the past two decades, the world has witnessed a number of infectious disease outbreaks that 
have shown a high rate of spread.

Currently, concern is growing over the continuing spread of COVID-19 in some parts of the world 
and the challenge of sustaining a reduced rate of spread in others. Governments, employers, 
workers and their organizations face enormous challenges as they try to combat the COVID-19 
pandemic and protect safety and health at work.
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In January 2020 the World Health Organization (WHO) declared the outbreak 
of a new coronavirus disease in Hubei Province, China to be a Public Health 
Emergency of International Concern.

Two months later, on the 11th March 2020, the WHO declared the 
coronavirus COVID-19 outbreak as a pandemic.

 X Box 1 - Key information on COVID-19

What is a coronavirus?
Coronaviruses are a large family of 
viruses that are common in animals and 
may cause illness in animals or humans. 
Occasionally, people get infected with 
these viruses which may then spread 
to other people. In humans, several 
coronaviruses are known to cause 
respiratory infections ranging from the 
common cold to more severe diseases 
such as Middle East Respiratory Syndrome 
(MERS) and Severe Acute Respiratory 
Syndrome (SARS). The most recently 
discovered coronavirus causes coronavirus 
disease COVID-19.

What is COVID-19?
Coronavirus disease (COVID-19) is an 
infectious disease caused by a newly 
discovered coronavirus known as the 
severe acute respiratory syndrome 
coronavirus 2 (SARS-CoV-2). The first 
human cases of COVID-19 were identified 
in Wuhan City, China in December 2019.

How long is the incubation 
period for COVID-19?
Estimates of the incubation period for 
COVID-19 range from 1-14 days, most 
commonly around five days.

How does COVID-19 spread?
When someone who has COVID-19 coughs 
or exhales they release droplets of infected 
fluid. If people are standing within one 
meter of a person with COVID-19 they can 
catch it by breathing in droplets coughed 
out or exhaled by them. In addition, most 
of these droplets fall on nearby surfaces 
and objects such as desks, tables or 
telephones. People can catch COVID-19 by 
touching contaminated surfaces or objects 
– and then touching their eyes, nose or
mouth.

What are the symptoms 
of COVID-19?
The most common symptoms of COVID-19 
are fever, tiredness, and dry cough. Some 
patients may have aches and pains, nasal 
congestion, runny nose, sore throat or 
diarrhea. These symptoms are usually mild 
and begin gradually. Some people become 
infected but do not develop any symptoms 
and do not feel unwell. However, according 
to current knowledge, around 1 in 6 cases 
of COVID-19 results in serious illness and 
the development of breathing difficulties. 
Those who are more likely to develop a 
serious illness include older people and 
people with underlying medical problems.

For more information, consult WHO Q&A on coronaviruses (COVID-19) available at:
https://www.who.int/news-room/q-a-detail/q-a-coronaviruses

Source: In the face of a pandemic: Ensuring safety and health at work- Geneva: ILO 2020.

https://www.who.int/news-room/q-a-detail/q-a-coronaviruses
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 X 3. WHY IS IT NECESSARY FOR YOUR ENTERPRISE 
TO PUT IN PLACE PREVENTIVE AND MITIGATION 
MEASURES AGAINST COVID-19? 

This pandemic is having enormous economic and social impacts on workers in all sectors of the 
economy and all types of business, especially in SMEs and the informal economy, with an un-
precedented reduction in economic activity and working time. The ILO estimates show that working 
hour losses have worsened during the first half of 2020, especially in developing countries. During 
the first quarter of the year, an estimated 5.4 per cent of global working hours (equivalent to 155 
million full-time jobs) were lost relative to the fourth quarter of 2019. Working hour losses for the 
second quarter of 2020 relative to the last quarter of 2019 are estimated to reach 14.0 per cent 
worldwide (equivalent to 400 million full-time jobs).2 Data suggest that workers in developing coun-
tries, especially those in informal employment, have been affected to a greater extent than in past 
crises. The ILO estimates that almost 1.6 billion informal economy workers – 76 per cent of informal 
employees worldwide – are significantly impacted by the lockdown measures and/or are working 
in the hardest-hit sectors, such as wholesale and retail trade, manufacturing, accommodation and 
food services, in which women make up much of the workforce.3 In addition, the COVID-19 crisis 
is disproportionately affecting women workers in many ways, there is a risk of losing some of the 
gains made in recent decades and exacerbating gender inequalities in the labour market.4

Beyond the immediate crisis, there are also concerns about resuming economic activity in a manner 
that sustains the progress made in suppressing transmission.

Although public health authorities worldwide are working to contain the COVID-19 outbreak, their 
efforts may not succeed unless enterprises put in place preventive and mitigation measures against 
the disease at their workplaces. In particular, it should be noted that: 

X Employers have the overall responsibility for ensuring that all practicable preventive 
and protective measures are taken to minimize occupational risks and they can 
normally be sanctioned for violating or neglecting to observe national legislation. 

 X If the workplace is contaminated with the virus, it can be transmitted to people who 
interact with workers. This includes the families of your workers, suppliers, buyers and 
the public in general.

 X Infection of workers can reduce productivity directly or indirectly in several ways and 
have a negative impact on the business, including: 

2 ILO Monitor: COVID-19 and the world of work. Fifth edition. 30 June 2020.
3 ILO Monitor: COVID-19 and the world of work. Fourth edition. 27 May 2020.
4 ILO Monitor: COVID-19 and the world of work. Fifth edition. 30 June 2020.



Prevention and mitigation of COVID-19 at work for small and medium-sized enterprises
action checklist & follow-up10

 X disruption to business and ongoing lost production from workers absence; 

 X reduced motivation to work, reduced workforce morale and increased absenteeism; 

 X costs of retraining workers for the job and possible recruitment of replacement 
workers; 

 X any fines or legal proceedings resulting from instances of ill health.

If your enterprise is not currently ready, you need to get ready NOW. Even if your country has re-
ported few cases of the disease, immediate verification and/or action is strongly recommended to 
limit the pandemic. Preventive measures against COVID-19 could also prove useful in other health 
emergencies with similar characteristics. Employers and workers should start applying preventive 
and mitigation measures immediately, even if COVID-19 has not been detected in the communities 
in which they operate.

 X 4. COVID-19 ACTION CHECKLIST FOR SMEs: OUTLINE 
AND HOW TO USE THE CHECKLIST

The COVID-19 Action Checklist for SMEs is a simple tool to assist SMEs in preparing their response 
to the COVID-19 pandemic by assessing the risk to the enterprise and ensuring that the workplace 
is prepared for the current and future epidemics (such as influenza). The Action Checklist includes 
five checkpoints (I to V) divided into 30 actions.
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HOW TO USE THE CHECKLIST

 X 1. Appoint a team including senior management, supervisors, workers’
representatives, and responsible enterprise safety and health personnel. 

 X 2. Brief and train the team on the steps to implement the checklist (see checkpoints
I to V and actions 1 to 30 set out below, as well as the additional detailed notes 
provided in section 5).

 X 3. Complete the checklist and record your results.

 X 4. Plan, as a team, what action should be taken, by whom and when. Look for
a way to apply the measure and, if necessary, ask the area manager or workers for 
advice.

 X If the measure has already been applied or is not needed, mark “NO” under “Do 
you propose action.” 

 X If you think the measure would be worthwhile, mark “YES”. 

 X Use the space under “Remarks” to add comments, describe a situation or add 
a suggestion.

 X 5. Look again at the items you have marked “YES”. Choose the items that you 
consider to be most important and mark them as “Priority”.*

 X 6. Immediately after completion of the checklist, organize a group discussion with 
the team to prepare suggestions to management (experience has shown that this 
step is essential for promoting positive change).

 X 7. Present the results of the group discussion to management as the basis for 
planning the continuous implementation of the improvements.

The team should not hesitate to seek clarification from occupational safety and health (OSH) 
authorities, labour inspectorates, national safety organizations or national OSH professional 
associations, and employers and workers organizations.

This is not an exhaustive list of all necessary measures. The team should add to the checklist 
any additional items they consider appropriate to improving the response to COVID-19 at the 
workplace. 

Management needs to comply with national legal obligations in establishing its workplace 
COVID-19 prevention and control plan. 

* Priorities should be decided according to the greater or lesser probability of a given situation affecting the
health of workers, its seriousness and its urgency.
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 X I. COLLECT AND SHARE UPDATED INFORMATION

1 Regularly consult your occupational health services, local public health 
authority or other partners, who may have developed information ma-

terials to promote workplace prevention of risk of exposure to the virus and 
other technical advice.

Do you propose action? 

NO £ YES  £  Priority  £  

Remarks:

2 Establish a workplace system for providing up-to-date reliable information to workers on the 
emerging situation on COVID-19, with reference to information released by national or local health 

authorities.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

 X II. DEVELOP A COMPANY PREPAREDNESS PLAN

3Develop and post a statement of management’s commitment 
and responsibilities to reduce the risk of exposure to the virus 

and transmission of COVID-19 at the workplace in consultation with 
worker representatives.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:
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4 Develop a preparedness and response plan for COVID-19 prevention at 
workplace, considering all work areas and tasks performed by workers 

and potential sources of exposure.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

5 Integrate safety and health into your contingency and busi-
ness continuity plan and consider other labour-related re-

quirements, including which operations must be done with a 
reduced workforce.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

6 Develop a plan for what to do if a confirmed or suspected case of COVID-19 is identified at the 
workplace that includes, among others, reporting, monitoring and disinfection in line with national 

guidelines.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

7 Establish a monitoring and evaluation mechanism for COVID-19 
prevention strategies and plans.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:
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 X III. CONDUCT A RISK ASSESSMENT

8 Map the hazards of all operations covering all jobs.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

9Assess the risk of potential interactions among workers, contractors, customers and visitors at the 
workplace and contamination of the work environment, and implement measures to address the 

risks identified.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

 X IV. ORGANIZE WORK

10 Promote teleworking for non-critical workers to minimize 
the transmission of COVID-19 in your workplace. 

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

11 If teleworking is not feasible introduce shifts to avoid large concentrations of workers in the 
facilities.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:
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12Travel should be avoided if not essential. Assess the risk of COVID-19 infection when business 
travel is planned (for all phases of travel and job assignments).

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

13Avoid in-person meetings, giving preference to phone calls, email or virtual meetings. If you need 
to organize in-person meetings, organize the meeting space to allow for physical distancing.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

14 Train management, workers and their representatives on the measures adopted to prevent the 
risk of exposure to the virus and how to act in case of COVID-19 infection. For high-risk workers, 

such training should include the correct use, maintenance and disposal of personal protective equip-
ment (PPE).

Do you propose action? 

NO £ YES  £  Priority

Remarks:

15 Assist delivery workers, truck drivers and other transportation workers to minimize the direct 
contact with customers and ensure personal hygiene practices such as handwashing and use 

of hand sanitizers. Consider providing PPE if workers are in direct contact with clients.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:
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16 Organize work in a way to allow for physical 
distancing of at least 2 metres (6 feet) from 

other people or whatever distance is prescribed by 
the competent authority.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks: 

17 Provide staff, customers and visitors with ample and easily accessible 
places where they can wash their hands with soap and water or disinfect 

their hands with sanitizers, and promote a culture of handwashing.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

18Put sanitizing hand-rub dispensers in prominent places around the workplace and make sure 
that they are regularly refilled.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

19Promote a culture of regular wiping of desks and workstations, 
doorknobs, telephones, keyboards and working objects with 

disinfectant, and also regularly disinfect common areas, including 
toilets. Surfaces that are touched frequently should be cleaned more 
often. Depending on specific operations, consider hiring cleaning and 
disinfecting services.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:
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20 Improve exhaust ventilation and increase the supply of 
clean make-up air in rooms and operations with a high 

risk of exposure to the virus.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

21 Promote and communicate good respiratory hygiene at the workplace, 
such as covering the mouth and nose with a bent elbow or a tissue 

when coughing or sneezing.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

22 Ensure social distance at the workplace and remain out 
of “congregate settings” (places where people meet and 

gather) as much as possible. 

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

23 Provide appropriate facemasks and make available paper tissues at 
worksites, for use by those who develop a runny nose or cough, along 

with closed bins for hygienically disposing of them. 

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:
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24 Arrange for the isolation of any person who develops COVID-19 symptoms at the work site,
while awaiting transfer to an appropriate health facility. Arrange for the disinfection of the 

work site and the health surveillance of persons who have or have had close contact with persons who 
have developed symptoms.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

 X V. PROTECT AND SUPPORT WORKERS

25 In line with national standards, expand access to paid sick leave, sickness benefits and parental/
care leave and inform all workers.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

26 Inform workers that they have a right to remove themselves from a work situation that
poses imminent and serious dangers to their life or health, in accordance with national law 

and established procedures, and should promptly inform their immediate supervisor of the situation.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

27 Maintain regular communication with workers and workers’ representatives, including over the
internet or, when that is not possible, over the phone.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:
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28 Assist workers in managing any emerging psychosocial risks or new forms of work arrange-
ments and in promoting and maintaining healthy lifestyles, including with respect to diet, rest 

and sleep, exercise and social contacts with friends and family.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

29 In line with the guidance of local authorities, encourage workers with suspected symptoms 
of COVID-19 not to come to the workplace and to comply with other aspects of such guidance.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:

30 Advise workers to call their health care provider or local 
public health department when they have a serious health 

condition, such as breathing problems, and to provide details of 
recent travel and symptoms.

Do you propose action? 

NO £ YES  £  Priority  £

Remarks:
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 X 5. COVID-19 ACTION CHECKLIST FOR SMEs: DETAILED 
NOTES ON CHECKPOINTS

Detailed notes on checkpoints I to V (including actions 1 to 30) of the COVID-19 Action Checklist for 
SMEs are provided below.

 X COLLECT AND SHARE UPDATED INFORMATION

 X DEVELOP A COMPANY PREPAREDNESS PLAN

 X CONDUCT A RISK ASSESSMENT

 X ORGANIZE WORK

 X PROTECT AND SUPPORT WORKERS

 X CHECKPOINT I. COLLECT AND SHARE UPDATED INFORMATION

1 SEEK INFORMATION AND SUPPORT   
Regularly consult your occupational health services, local public health authority or other part-

ners, who may have developed information materials to promote workplace prevention of risk 
exposure to the virus and other technical advice.

Notes: Specific and reliable information on COVID-19 has to be collected and analysed. It may 
include documents and other publications by national and international safety and health or-
ganizations and agencies or ministries of health, labour or transportation, as well as peer-re-
viewed scientific literature etc. 

For instance, it is very important to know the number of COVID-19 cases in the area where the en-
terprise is located, as this is useful for assessing the risk of community transmission.

The reliability of information sources is a very relevant point. Often during an epidemic, there is 
a rapid spread of information of all kinds from multiple sources, including rumours, gossip and 
unreliable information, which may create panic in the general population.

Due to the novel nature of the virus and ongoing progress in scientific knowledge, it is essential to 
ensure that the information obtained is frequently monitored and updated by real-time exchange 
of information, advice and opinions among health experts or officials.
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2 PROVIDE INFORMATION  
Establish a workplace system for providing up-to-date reliable 

information to workers on the emerging situation on COVID-19, 
with reference to information released by national or local health 
authorities.

Notes: Such information should be provided to workers in a 
user-friendly way that can easily be understood by all. It can 
also be shared with your customers, suppliers, neighbouring 
enterprises and other business partners. 

 X CHECKPOINT II. DEVELOP A COMPANY PREPAREDNESS PLAN

3 STATEMENT  
 Develop and post a statement of management’s commitment and responsibilities to reduce 

the risk of exposure to the virus and transmission of COVID-19 at the workplace in consultation with 
worker representatives.

Notes: The clear commitment of top management builds a strong foundation for effective co-
operation between employers and their workers. Invite the ideas and views of workers on how 
they may together protect their health and workplace from COVID-19 and future epidemics. 
For this, regular meetings should be held to collect their input.

4 PLAN  
Develop a preparedness and response plan for COVID-19 

prevention at the workplace, considering all work areas and 
tasks performed by workers and potential sources of exposure.

Notes: As part of OSH management systems, enterprises 
should make arrangements for emergency prevention, pre-
paredness, and response for different scenarios, including 
outbreaks. Such arrangements should be adequate to the 
nature and size of the enterprise and established with the 
cooperation of external emergency services and competent 
authorities. Internal and external communication procedures should be well-defined and clear, 
including the readily accessible contact information of local emergency response services. 
First-aid, medical assistance, fire prevention and protection measures, evacuation routes and 
plans, as well as responsible personnel, should be prepared and equipped. Periodical training 
and drills should be carried out to ensure preparedness at all times. 

A specific preparedness and response plan for COVID-19 prevention at the workplace should be de-
veloped in view of the above-mentioned considerations and integrated in enterprise OSH policies. 

INFORMATION.Establish
INFORMATION.Establish
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Workers should be involved in all steps of the development of such plans and their input should be 
encouraged and taken into consideration.

Such plans should provide practical ways to protect workers, including medical care, promotion of 
personal hygiene and changing the work organization (see checkpoints III and IV). This is a joint 
effort that allows all staff, workers and employers (managers) to feel proud and engaged as active 
participants in the pursuit of a safe and healthy workplace at all times.

5 BUSINESS CONTINUITY PLAN  
 Integrate safety and health into your contingency and 

business continuity plan and consider other labour-related re-
quirements, including which operations must be done with a 
reduced workforce.

Notes: A business continuity plan that is developed with the 
full participation of workers will help to identify the risks that 
might affect a specific business or organization in a crisis 
and to devise strategies for reducing its impact.

The plan should cover key measures to keep the business running under extraordinary conditions 
due to the pandemic (telework, shift work and other unusual work arrangements with a reduced 
workforce), including with respect to the supply of raw materials, cash stock for emergency, cash 
flow from banks, means of transportation and product delivery to customers.
The plan should be communicated to all workers, contractors and suppliers. 

6 PLAN FOR CONFIRMED OR SUSPECTED WORKERS  
Develop a plan for what to do if a confirmed or suspected case of COVID-19 is identified at the 

workplace that includes, among others, reporting, monitoring and disinfection in line with national 
guidelines.

Notes: Health surveillance is an important prevention measure. Enterprises should monitor the 
health status of workers, develop protocols for cases of suspected and confirmed COVID-19 
and provide for the protection of medical and private data, in accordance with national law and 
guidance.

When workers who have had close contact with people infected with COVID-19 are identified, they 
should be directed to follow the instructions of the medical service or their health care professional 
and health authorities.

Protocols should be defined for workers who develop symptoms or are confirmed to have COVID-19 
to stay at home. Posters should inform workers about the need to stay at home and seek medical 
care if COVID-19 symptoms appear. Such protocols should be communicated with all workers, such 
as by means of posters, and should be prominently displayed, including at the entrance of the 
enterprise. These posters should also provide information about hygienic measures (e.g. hand-
washing and respiratory etiquette, which are described below).

WORKERS.Develop
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Administrative procedures should also be activated to ensure that workers receive the benefits 
established by law (see checkpoint V, action 25). 

7 MONITORING AND EVALUATION  
Establish a monitoring and evaluation mechanism for COVID-19 prevention strategies and plans.

Notes: The prevention strategies and plans should be regularly reviewed to ensure their con-
tinuing suitability.

The company preparedness plan should be fit for purpose. Prepare a draft plan and develop it step 
by step, with updated information and requirements and new ideas. 

A continuous monitoring of OSH conditions and appropriate risk assessments will be required to 
ensure that control measures are adapted to the changing situation of the outbreak, the specific 
evolving processes, the conditions of work and the characteristics of the workforce during the pan-
demic and afterwards. Enterprises should monitor occupational health services, local public health 
authorities and other partners for information, materials and technical advice.

 X CHECKPOINT III. CONDUCT A RISK ASSESSMENT

8 HAZARD MAPPING  
Map the hazards of all operations, covering all jobs.

Notes: A hazard is anything that has the potential to cause harm to the safety and health of 
a person. For the assessment of the risk of COVID-19, the hazard is the virus responsible for 
COVID-19 and its characteristics, including transmission patterns and the persistence of the 
virus on different surfaces, should be considered for the purposes of hazard-mapping. 

Walk around the workplace and look at what could reasonably cause exposure to the virus in order 
to identify which work activities and processes and which parts of the workplace have the poten-
tial to allow infection (person-to-person contact or person-to-possibly-contaminated-equipment 
contact).

Although hazard identification should be carried out under normal working circumstances, the 
pandemic poses the need to assess whether the risk is changing in response to different ways 
of working. For instance, it may be necessary to maintain production with a reduced number of 
workers. Operating with a reduced workforce may increase the probability of occupational acci-
dents due to technical and human factors, such as less control of machinery, stress or fatigue..

9 RISK ASSESSMENT  
Assess the risk of potential interactions among workers, contractors, customers and visitors at 

the workplace and contamination of the work environment, and implement measures to address 
the risks identified.

ASSESSMENT.Assess
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Notes: In order to take appropriate measures to protect workers from the occupational risks 
of exposure to the virus – as far as is reasonably practicable – employers should carry out a 
risk assessment.

Risk assessment is a process of evaluating the risks to safety and health arising from hazards at 
work. 

Generally, occupational risk is the combination of the probability of the occurrence of a hazardous 
event and the severity of injury or damage to the health of people caused by such an event.

The assessment of the risk of contagion at work will therefore consider:

 X Probability of being exposed to the virus, taking into account the characteristics of 
the virus, including its transmission, such as person-to-person transmission through 
small droplets from the nose or mouth or transmission via objects and surfaces 
contaminated with droplets

 X Severity of the resulting health outcomes, taking into account individual factors, 
including age, underlying diseases and health conditions, as well as the measures 
available to control the impact of the virus.

Risk assessment allows assessors to determine whether appropriate precautions are in place or 
whether more steps should be taken to prevent harm to those at risk, including workers, contrac-
tors, customers and visitors. Employers have the responsibility to revise assessments whenever 
there is a change to the work process and/or new risks are introduced or risk control measures are 
found to be insufficient or inadequate. 

HOW TO ASSESS THE RISKS IN THE WORKPLACE

Follow these five steps:

 X Step 1 Identify the hazards.

 X Step 2 Identify who might be harmed and how.

 X Step 3 Evaluate the risk – identify and decide on the safety and health risk 
control measures.

 X Step 4 Record who is responsible for implementing which risk control 
measures and the time frame.

 X Step 5 Record the findings, monitor and review the risk assessment and 
update when necessary.
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Actions to prevent and mitigate COVID-19 in the workplace should be implemented together with 
measures to address other occupational safety and health risks. Due care should be taken to avoid 
implementing measures to prevent virus exposure that create new sources of risk. Importantly, 
certain factors, including but not limited to safe commuting and the availability of safety-critical 
staff and services (maintenance, first aid, emergency services, etc.) should be assessed.

Collaboration with workers, managers and OSH staff is key. When risk assessments are completed, 
an action plan is prepared, indicating which risk control measures will be implemented. Following 
the hierarchy of controls, which establishes the order of priority for preventive and protective mea-
sures, such measures should first of all aim at eliminating the risk and, if this is not possible, at 
minimizing it. Collective measures that protect everyone will be preferable (such as teleworking, 
screens, social distancing) and if necessary, they will be combined with individual measures such 
as PPE, which are the last line of defence. 

The probability of exposure to the virus will increase with contact with more people. In turn, the 
probability of exposure will decrease by avoiding contact.

Any risk assessment needs to consider the entire working day, as well as the risks associated with-
commuting to work, access to common area (such as cafeterias and sanitary facilities) and areas of 
the building where workers circulate. 

The Hierarchy of Controls

Elimination/substitution. Since it is not yet possible to eliminate or substitute the occupational 
hazard (virus) if the workplace reopens, a combination of other preventive measures is required to 
protect workers from exposure to the coronavirus.

Engineering controls. These include improving ventilation by increasing ventilation rates in the 
work environment; installing physical barriers, such as clear plastic sneeze guards; or installing a 
drive-through window for customer service.

Elimination

Substitution

Engineering Controls

Administrative 
controls

PPE

Physically remove
the hazard

Most 
effective

Least
effective

Replace
the hazard

Isolate people from 
the hazard

Change the way 
people work

Protect the worker with Personal 
Protective Equpment
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Administrative and organizational controls. These include changes in work policy or procedures 
in order to reduce or minimize exposure to a hazard, such as introducing extra shifts; physical dis-
tancing; or good hygiene and infection control practices, directed at both workers and the work-
place.

PPE. While engineering and administrative controls are considered more effective, PPE may also 
be needed to prevent certain types of exposure, in particular for the most hazardous occupations. 

For more information, please refer to ILO’s policy brief “A safe and healthy return to work 
during the COVID19 pandemic” here.2

 X CHECKPOINT IV. ORGANIZE WORK

10 TELEWORKING  
 Promote teleworking for non-critical workers to minimize the transmission of COVID-19 in 

your workplace. 

Notes: Teleworking3 should be applied whenever possible as 
it represents a good preventive measure, especially for high-
risk workers (workers with chronic disease, elder workers). The 
competent occupational health service provider or, where avail-
able, the occupational physician can indicate which workers 
should have priority if options for teleworking are limited. 
Family needs (such as workers with children or caring for elder 
or other high-risk family members) should also be considered 
as candidates for teleworking.

Teleworking is an emerging option for work arrangements even in non-pandemic settings. Benefits 
for workers include a reduction in commuting time, greater working time autonomy leading to 
more flexibility in terms of working time organization, better overall work–life balance and higher 
productivity. Companies benefit from the improvement in work–life balance, which can lead to 
increased motivation, reduced turnover of workers and enhanced productivity and efficiency, as 
well as a reduction in the need for office space and associated costs.

To be effective, teleworking should be grounded in dialogue and cooperation between manage-
ment and workers. This is even more important when teleworking occurs on a full-time basis. It is 
essential to provide teleworkers and managers with access to appropriate hardware and software, 

It is possible that mask use could create a false sense of security in the wearer, 
leading to diminished practice of recognized beneficial preventive measures such 
as physical distancing and hand hygiene.

2. https://www.ilo.org/wcmsp5/groups/public/---ed_protect/---protrav/---safework/documents/briefingnote/wcms_745549.pdf
3. Teleworking is the activity of working from home, while communicating with the office by phone or email or via the internet.

https://www.ilo.org/wcmsp5/groups/public/---ed_protect/---protrav/---safework/documents/briefingnote/wcms_745549.pdf
https://www.ilo.org/wcmsp5/groups/public/---ed_protect/---protrav/---safework/documents/briefingnote/wcms_745549.pdf
3.Teleworking
https://dictionary.cambridge.org/dictionary/english/communicate
https://dictionary.cambridge.org/dictionary/english/office
https://dictionary.cambridge.org/dictionary/english/phone
https://dictionary.cambridge.org/dictionary/english/email
https://dictionary.cambridge.org/dictionary/english/internet
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technical support and training. No less important is the need to ensure a safe work environment, 
which includes providing accommodation measures for people with disabilities and tackling cy-
ber-bullying and domestic violence. 

The possible challenges posed by teleworking (isolation, lack of in-person interaction with co-
workers, managers and clients) should be adequately considered. 

11SHIFT WORK  
If teleworking is not feasible, introduce shifts to avoid large concentrations of workers in 

the facilities.

Notes: When the nature of work does not allow teleworking, shifts are a possible measure to 
maintain employment levels while retaining a lower number of workers on the premises. This 
also helps to maintain a safe (physical and social) distance at the workplace.

Shift work should be planned based on business needs, safety and health obligations and workers’ 
individual needs and preferences. Offer workers a choice among the available shifts based on 
their individual needs and preferences, such as their health status, domestic situation (such as 
family responsibilities) and individual differences or preferences (e.g. “morning person” vs. “evening 
person”).

12TRAVEL  
Travel should be avoided if not essential. Assess the risk of COVID-19 infection when busi-

ness travel is planned (for all phases of travel and job assignments).

Notes: All non-essential travel should be postponed. The risk of COVID-19 infection should be 
assessed for all the phases of essential business travel and job assignments. Necessary infor-
mation includes travel restrictions and recommendations issued by national or international 
authorities, the latest information on areas where COVID-19 is spreading and health risks for 
travellers. 

Make sure all travellers are briefed by a qualified professional on prevention measures and, if ap-
plicable, consider issuing small bottles of alcohol-based hand rub.

Public/collective transportation, particularly if used by large sectors of the population, such as sub-
ways, trains and stations (especially those serving large cities), can pose a high risk of exposure to 
the virus. Alternative means of transportation, such as walking while maintaining physical distance 
from others or using a bicycle or car, may be suitable options during the pandemic, although the 
first two options are preferable as they are environmentally friendly and allow healthy exercise.

13MEETINGS  
Avoid in-person meetings, giving preference to phone calls, email or virtual meetings. If you 

need to organize in-person meetings, organize the meeting space to allow for physical distancing.
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Notes: Meetings should be avoided whenever possible and replaced by phone calls, videocon-
ferences or e-mail exchanges. When meetings cannot be avoided, physical distancing must be 
ensured.

14 TRAINING  
Train management, workers and their representatives on the measures adopted to prevent 

the risk of exposure to the virus and how to act in case of COVID-19 infection. For high-risk workers, 
such training should include the correct use, maintenance and disposal of PPE.

Notes: Training programmes should cover all workers of the enterprise, should be conducted 
by competent persons and should cover the measures adopted to minimize the transmission 
of the virus in the workplace. This can include workplace hygiene, physical distancing, healthy 
behaviours, adjusted work arrangements (such as telework and staggered working hours and 
breaks), identifying and managing suspected COVID-19 cases and, when necessary, the proper 
use of PPE. 

15 TRANSPORTATION WORKERS  
Assist delivery workers, truck drivers and other transportation workers to minimize the 

direct contact with customers and ensure personal hygiene practices such as handwashing and use 
of hand sanitizers. Consider providing PPE if workers are in direct contact with clients.

Notes: Transportation workers, such as truck drivers and delivery workers, should be instructed 
to limit their contact with customers, should ensure personal hygiene (handwashing/use of 
hand sanitizer) and should be granted access to toilets, changing rooms and if necessary to 
showers, while maintaining physical distance and proper hygiene. If direct contact with cus-
tomers or other workers cannot be avoided, PPE should be provided by the employer. Payment 
operations should preferably be made by electronic means (bank transfer) or credit card via 
contactless methods whenever possible. 

16 PHYSICAL DISTANCING  
 Organize work in a way to allow for physical distancing of at least 2 metres (6 feet) from 

other people or whatever distance is prescribed by the competent authority.
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Notes: The workplace should introduce measures to keep a distance of at least 2 metres be-
tween people and avoid direct physical contact. Different countries may adopt a minimum stan-
dard of a different distance, therefore it is key to respect the physical distance prescribed by 
the competent authorities. As the law mandates a “minimum standard”, employers can always 
increase this distance if the premises and the type of work make it possible. 

Where physical distancing of at least 2 metres cannot be implemented in relation to a particular 
activity, alternative mitigating actions may include staggered activities; placing workers to work 
side-by-side or facing away from each other rather than face-to-face; and installing partitions or 
barriers at all points of regular interaction and cleaning them regularly.

Partitions or barriers must be continuous (with no openings or gaps) and impermeable (waterproof 
in order to block any respiratory droplets) and should be transparent in places frequented by the 
public. They should not increase the risk of falling or tripping and they should not impede or delay 
a prompt evacuation from the enterprise in case of emergency (fire, explosion, earthquake etc.).

TRANSPARENT SCREENS HELP TO AVOID DIRECT 
HUMAN-TO-HUMAN CONTACT AND REDUCE RISKS 

OF INFECTION. 

One-way use of passageways and staircases should be promoted and signposted accordingly.

 Floor markings are also simple ways to mark the required physical distance at the workplace.

A distance of 2 metres between workers is suggested as adequate, unless national 
guidance or the results of risk assessments determine otherwise.
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The start and the end of shifts may present a challenge for maintaining the correct physical dis-
tance, but organizational measures such as reducing contact among different sections of the en-
terprise at these times or instituting different start/finish times may provide a solution.

17 HAND WASHING  
 Provide staff, customers and visitors with ample and easily accessible places where they 

can wash their hands with soap and water or disinfect their hands with sanitizers, and promote a 
culture of handwashing.

Notes: Personal hygiene should be ensured for everybody accessing the workplace, not only 
for staff but also for external workers (such as truck drivers), customers, inspectors or visitors. 
Install handwashing facilities or alcohol gel (60% strength) at the entrance and across the work-
place/premises. Wash stations should be kept clean, should allow handwashing with water and 
soap and should be provided with facilities to enable hands to be dried and bins for the disposal 
of materials used. Signs providing correct handwashing instructions should be displayed and 
easily visible in prominent places in order to promote good practices.

Establish a company practice that everyone washes their hands carefully. Display posters that 
show how to wash hands according to the WHO method. https://www.who.int/gpsc/5may/How_
To_HandWash_Poster.pdf?ua=1

Rub hands palm to 

palm

Apply enough soap 

to cover all hand 

surfaces

Wet hands with 

water

Right palm over left 

dorsum with 

interlaced fingers and 

vice versa

Palm to palm with 

fingers interlaced

Backs of fingers to 

opposing palms 

with fingers 

interlocked

Rotational rubbing 

of left thumb 

clasped in right 

palm and vice versa

Rotational rubbing, 

backwards and 

forwards with 

clasped fingers of 

right hand in left 

palm and vice versa

Rinse hands with 

water
Your hands are now 

safe

Use towel to turn 

off faucet

Dry hands thoroughly

with a single use towel

HANDWASHING WITH SOAP AND WATER USING THE WHO METHOD IS A SIMPLE AND 
effective way to reduce the risk of covid-19.

CLEAN PALMS, FINGERS, WRISTS, AND BACKS OF BOTH HANDS BY USING SOAP.

WASH YOUR HANDS REGULARLY AND FREqUENTLY!
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18 SANITIZER
 Put sanitizing hand-rub dispensers in prominent places around the workplace and make 

sure that they are regularly refilled.

Notes: Regularly and thoroughly disinfect your hands with an alcohol-based hand sanitizer 
when you cannot use soap and water. Apply a coin-sized amount on your hands. There is no 
need to use a large amount of the product. Avoid touching the eyes, mouth and nose 
immediately after using an alcohol-based hand sanitizer as it can cause irritation. Hand san-
itizers recommended for protection against COVID-19 are alcohol-based and therefore may 
be flammable. Do not use before handling fire or cooking or undertaking activities near an 
open flame, which could cause the sanitizer to ignite. Remember that washing your hands with 
soap and water is also effective against COVID-19.

Washing your hands with soap and water or using an alcohol-based hand rub kills viruses that 
may be on your hands. If hands are visibly dirty, wash them first with soap and water. If you use an 
alcohol-based hand sanitizer, make sure you use and store it carefully.

19 CLEANING  
 Promote a culture of regular wiping of desks and workstations, doorknobs, telephones, 

keyboards and working objects with disinfectant, and also regularly disinfect common areas, in-
cluding toilets. Surfaces that are touched frequently should be cleaned more often. Depending on 
specific operations, consider hiring cleaning and disinfecting services.

Notes: Ensure the cleaning and disinfection of objects and surfaces that are touched regu-
larly, such as desks and workstations, doorknobs, light switches, telephones, keyboards and 
working objects. Surfaces that are touched frequently, including common areas, kitchen and 
food preparation areas, bathrooms, toilets and work surfaces, should be cleaned and disin-
fected more often. 

Depending on the operations, hiring cleaning and disinfecting services or assigning additional staff 
to such duties can be an option. The cleaning staff should work between shifts in order to avoid 
contact with others. The other staff should leave the premises tidy to avoid overwhelming cleaning 
work. Cleaning staff may be at higher risk of exposure to the virus and other hazards (such as chem-
ical, physical and ergonomic hazards), therefore they need to be adequately trained on preventive 
measures. Employers should provide them with proper PPE including protective masks, rubber 
gloves (remember that the use of gloves does not substitute the need for regular hand hygiene!), 
aprons, caps and boots. 

CLEAN AND DISINFECT FLOORS, WATER TAPS AND 
DOORKNOBS AS FREqUENTLY AS POSSIBLE. THEY 

CAN BE SOURCES OF INFECTION SINCE MANY 
PEOPLE USE THEM EVERY DAY. TRAIN CLEANERS TO 

PROTECT THEMSELVES.
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They will need waste bins lined with plastic bags that can be emptied without touching their con-
tents. Tissues, sanitizers and disinfectants should always be available. 

Company vehicles should also be regularly cleaned (door handles and interiors) and equipped with 
hand hygiene and disinfection products, paper towels and waste bags. 

If possible, each cleaning staff member should use and care for their individual tools, which should 
be regularly cleaned and disinfected (particularly handles, surfaces and push-button switches). 
Collectively used equipment should be cleaned and disinfected between use by each user.

20 VENTILATION  
 Improve exhaust ventilation and increase the supply of clean make-up air in rooms and 

operations with a high risk of exposure to the virus.

Notes: Increased ventilation by means of natural aeration or artificial ventilation is an effective 
measure to remove the virus associated with very fine droplets (those able to float in the air 
and travel longer distances). It also improves hygiene and air quality. 

Opening windows on opposite sides of a room would be a feasible measure.

21 RESPIRATORY HYGIENE  
Promote and communicate good respiratory hygiene at the workplace, such as covering 

the mouth and nose with a bent elbow or a tissue when coughing or sneezing.

Notes: Respiratory hygiene is part of personal hygiene and consists in covering the mouth and 
nose with a disposable tissue or, in its absence, with a bent elbow when coughing or sneezing. 
This simple measure greatly limits the dispersion of respiratory droplets in the environment 
and decreases the risk of contaminating the hands. Dispose of the tissue immediately after its 
use in the nearest, closed waste bin and wash and dry (sanitize) the hands afterwards. 

OPEN WINDOWS TO INCREASE VENTILATION.

FRESH AIRFLOW REDUCES THE RISK OF ExPOSURE 
TO THE VIRUS.

IF NO TISSUES ARE AVAILABLE, SNEEZE OR COUGH INTO 
YOUR ELBOW AND NOT YOUR HAND. 

THIS CAN HELP PREVENT THE SPREAD OF RESPIRATORY 
diseases like covid-19.
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22 SOCIAL DISTANCING  
Ensure social distance at the workplace and remain out of “congregate settings” (places 

where people meet and gather) as much as possible.

Notes: The density of people in the building should be reduced by ensuring physical spacing of 
at least 2 metres for work sites and common spaces, including pantries and kitchens.

Tables and chairs should be placed far enough apart. Queues should be avoided, while the safety 
distance can be easily marked with adhesive tape floor markings in front of food counters, pick up 
and waste disposal points and wherever necessary. Serving times may be extended if necessary. 

Where meal services are provided, providing boxed food and bottled drinking water would be 
an option in order to avoid gatherings in cafeterias, kitchens or canteens. The staff should be in-
structed to come into the room one by one in order to pick up their food and beverages.

Different time slots for food collection may be allotted for the various work teams or departments.

A large, clean and safe room, possibly with two doors to ensure a one-way flow of pedestrian traffic, 
is ideal for this purpose. 

Signs should be posted at the entrance of restrooms and changing rooms to allow only one user at 
a time. Alternatively, adequate measures should be applied to ensure physical distancing (such as 
room dividers, partitions, etc.). 

23 MASKS AND TISSUES  
Provide appropriate facemasks and make available paper tissues at worksites, for use by 

those who develop a runny nose or cough, along with closed bins for hygienically disposing of 
them.

Notes: Appropriate masks should be provided for workers who develop symptoms (such as a 
runny nose or cough) together with closed waste containers to dispose of them. Disposable 
tissues should be made available for them.

WEAR A MASK IF YOU ARE COUGHING 
OR SNEEZING.
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24 ISOLATION AT THE WORKPLACE  
 Arrange for the isolation of any person who develops COVID-19 symptoms at the work 

site, while awaiting transfer to an appropriate health facility. Arrange for the disinfection of the 
work site and the health surveillance of persons who have or have had close contact with persons 
who have developed symptoms.

Notes: In the event that any person develops symptoms at the workplace, arrangements should 
be made for their immediate isolation in a separate room. PPE should be delivered to them in a 
safe way. For example, it may be placed in the room where the symptomatic worker will be tempo-
rarily isolated before they access it. If that is impossible, it may be left at the door of the isolation 
room, where the symptomatic person can collect them without coming into contact with anybody. 
Employers should strictly comply with the instructions of local health authorities.

It is to be remembered that although the majority of COVID-19 patients show mild symptoms, 
severe symptoms (such as breathing problems) require urgent medical attention in an appropriate 
health care facility.

Enterprises should disinfect the work environment in accordance with the instructions of local 
health authorities. Enterprise collaboration should be provided in case co-workers and other people 
need to be traced as possible contacts of infected workers.

Workers who have had COVID-19 will return to work after fulfilling national or local health require-
ments. Any kind of discrimination, blaming or stigma4 should be avoided.

 X CHECKPOINT V. PROTECT AND SUPPORT WORKERS

25 LEAVE AND BENEFITS  
 In line with national standards, expand access to paid sick leave, sickness benefits and 

parental/care leave and inform all workers.

Notes: Where national legislation is silent on this matter, it is good practice for workers who 
have contracted COVID-19 to be paid sick leave or sickness benefits, for as long as they are 
incapacitated to work, in order to compensate for the suspension of earnings they suffer as a 
consequence. All workers are entitled to receive adequate information on regular or expanded 
benefits.

26 INFORMATION ON WORKERS’ RIGHT TO REMOVE THEMSELVES FROM 
IMMINENT AND SERIOUS DANGER  

 Inform workers that that they have a right to remove themselves from a work situation that poses 
imminent and serious danger to their life or health, in accordance with national law and established 
procedures, and should promptly inform their immediate supervisor of the situation.

4. The ILO defines stigma in relation to disease as exclusion, rejection or devaluation by others against patients and their families 
based on beliefs of social unacceptability or inferiority.
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Notes: According to national law, inform staff of their right to remove themselves from any 
situation which they have reasonable justification to believe presents an imminent and serious 
danger to their life or health, as well as the need to immediately inform their direct supervisor.

27 COMMUNICATION WITH WORKERS  
Maintain regular communication with workers and workers’ representatives, including over 

the internet or, when that is not possible, over the phone.

Notes: Communication should be maintained with sick workers and their families, as well as 
with workers who are temporarily teleworking, in order to ensure the necessary company as-
sistance and provide moral support.

28 PSYCHOSOCIAL RISKS  
Assist workers in managing any emerging psychosocial risks or new forms of work ar-

rangements and in promoting and maintaining healthy lifestyles, including with respect to diet, 
rest and sleep, exercise and social contacts with friends and family.

Notes: Ensure that new working arrangements (such as teleworking) properly function and do 
not generate or worsen psychosocial risks. During an outbreak such as COVID-19, the entire 
population is subjected to increased stress that can have serious effects on mental health, es-
pecially in cases where mandatory isolation at home is imposed. Feelings of uncertainty may 
accumulate, together with anxiety triggered by new working arrangements. This increases the 
need for strengthening contact with persons working from home and sick workers.

Keeping in touch with workers will also serve to identify whether workers need additional technical 
or psychosocial support. 

More than ever, enterprises should encourage and advise their workers to adopt and maintain 
a healthy lifestyle, since a balanced diet and adequate sleep will positively influence the immune 
function, while exercise has a positive impact on mood. Exercise should be especially promoted 
among workers confined at home. 
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29 STAY AT HOME  
In keeping with the guidance of local authorities, encourage workers with suspected symp-

toms of COVID-19 not to come to the workplace and to comply with other aspects of such guidance.

Notes: Workers who develop symptoms of COVID-19 must not access the workplace. They 
should stay at home and follow the instructions of health authorities. Most countries have set 
up instructions for the public (such as special phone lines with 24-hour service by trained health 
care staff) to follow in case of having symptoms consistent with COVID-19. 

Occupational health services oversee the monitoring of workers’ health at the workplace and are 
therefore responsible, among other functions, for tracking confirmed and suspected cases; tracing 
any potential contagion and instructing workers to quarantine; and notifying public health and 
social security authorities.

30 ADVISE WORKERS  
Advise workers to call their health care provider or local public health department when 

they have a serious health condition, such as breathing problems, and to provide details of recent 
travel and symptoms.

Notes: Calling your health care provider (such as general practitioner) or the local public health 
authorities after developing symptoms suggestive of COVID-19, especially if severe (such as 
breathing problems) is very important. Pertinent information (phone numbers and other con-
tact information) should be available to all workers and posted at the workplace.

Information on recent travel (domestic and international) should be communicated to the health 
authorities since it may be necessary to trace, for instance, their travel contacts (passengers on the 
same plane, train or ship, business meetings attendants, hotel staff, etc.). In the case of business 
travel, the employer will be contacted.

STAY AT HOME IF YOU HAVE 
symptoms of covid-19 aNd follow 

THE GUIDANCE OF LOCAL HEALTH 
AUTHORITIES.
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 X 6. ACTION PLAN AND FOLLOW-UP

The action plan and the follow-up for the planned improvements can be prepared using the tem-
plate provided in Annex I.

Assigning responsibility for implementation of control measures and time frame

When risk control measures are decided on, employers should take action to implement them. They 
should also assign responsibility within the enterprise for their implementation within a reasonable 
time frame and record the date they were acted upon and activated.

The proposed actions have three distinct responsibilities:

 X Action by whom in the enterprise?

 X Action by when?

 X On what date was the risk control measure established or activated?

This means that for each control measure indicated in your action checklist, you should specify the 
person(s) responsible for implementing the measure, along with a deadline for its completion. The 
action plan should also be updated when the control measure has been successfully installed or 
activated.

When you evaluate risks, it is common to find more problems than you can fix at once. This is why 
it is important to prioritize and tackle the most serious risks first. This helps protect your workers 
and makes for efficiency and cost-effectiveness in your risk control measures.

Risk assessments for SMEs do not have to be academic papers but the intention is always for the 
employer of an enterprise to implement the recommendations. Therefore, the action plan should 
be practical as well as thorough.

Monitoring the effectiveness of control measures

Employers should monitor and check the effectiveness of the proposed actions and ensure that 
they are maintained. In particular:

 X Did the measure work?

 X Were the risks reduced and the workers better protected? 

 X Who will monitor and check that the control measures continue to be effective? 

 X Who will check if new/additional measures are required?
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Reviewing and updating your Action Checklist

The risk assessment is not a one-time activity. It needs to be reviewed from time to time, in accor-
dance with the change of the pandemic situation, new evidence, new requirements and changes 
in working arrangements.

Look at your action checklist again. Have there been any changes? Are there any improvements 
you still need to make? Have your workers spotted a problem? Make sure your risk assessment 
stays up to date. If there is a significant change, do not wait. Check your action checklist and, where 
necessary, amend it.

TAKE-HOME MESSAGES 

To date, we know that the COVID-19 virus is transmitted between people through droplets. The 
people most at risk of infection are those who are in close contact with a COVID-19 patient (such as 
health care staff or people who live in the same house). Preventive and mitigation measures are key.

“Safety and health at work can save lives” was the theme of the ILO’s World Day for Safety and 
Health at Work 2020.

The ILO Centenary Declaration for the Future of Work (2019) stated that “safe and healthy 
working conditions are fundamental to decent work”5 and this pandemic is making the Centenary 
Declaration even more significant. The world of work, in which SMEs play an important role, can 
indeed be key in the prevention and mitigation of the COVID-19 pandemic. 

THE MOST EFFECTIVE PREVENTIVE MEASURES IN THE 
commuNity/workplace iNclude: 

 X performing hand hygiene frequently with soap and water;
 X enhanced cleaning and disinfection of objects and surfaces that are 

touched regularly, including all shared rooms, surfaces, floors, toilets/
bathrooms, and changing rooms;

 X avoiding touching your eyes, nose, and mouth; 
 X practicing respiratory hygiene by coughing or sneezing into a bent 

elbow or tissue and then immediately disposing of the tissue; 
 X wearing a medical mask if you have respiratory symptoms and 

performing hand hygiene after disposing of the mask; 
 X maintaining physical distance (a minimum of 2 m.) from others.

Adapted from: WHO: https://www.who.int/publications-detail/considerations-for-public-health-and-social-measures-
in-the-workplace-in-the-context-of-covid-19

5. The text of the ILO Centenary Declaration for the Future of Work of 21 June 2019 is available at: https://www.ilo.org/wcmsp5/
groups/public/@ed_norm/@relconf/documents/meetingdocument/wcms_711674.pdf

https://www.who.int/publications-detail/considerations-for-public-health-and-social-measures-in-the-workplace-in-the-context-of-covid-19
https://www.who.int/publications-detail/considerations-for-public-health-and-social-measures-in-the-workplace-in-the-context-of-covid-19
https://www.ilo.org/wcmsp5/groups/public/@ed_norm/@relconf/documents/meetingdocument/wcms_711674.pdf
https://www.ilo.org/wcmsp5/groups/public/@ed_norm/@relconf/documents/meetingdocument/wcms_711674.pdf
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 X Annex I: Action plan and follow-up form for the COVID-19 
Action Checklist for SMEs

 1. actioN plaNNiNg 

Department/Section/Operation: __________________________________________________

________________________________________________________________________________ 

Date: __________________  Group: __________________ 

Checkpoints*

[ ]  I. Collect and share updated information 

[ ]  II. Develop a company preparedness plan 

[ ]  III. Conduct a risk assessment 

[ ]  IV. Organize work 

[ ]  V. Protect and support workers

____________________________________________________________________

Location 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

Description of expected improvement(s)

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________
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What improvement(s) is (are) necessary?

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

Why is/are the improvement(s) required?

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________ 

Skills and techniques necessary for implementation: 

____________________________________________________________________ 

____________________________________________________________________

* Separate sheets should be used for the improvements of different technical areas

Necessary support for implementing the improvement(s) (including from OSH authority/ies)

____________________________________________________________________ 

____________________________________________________________________ 

____________________________________________________________________

Duration necessary for completing the improvement(s): ______________ 

Approximate date of completion 

____________________________________________________________________ 

____________________________________________________________________ 
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2. actioN follow-up: (iNformatioN about the improvemeNt/s doNe) 

Date:_________________________________ Group:____________________

Dept/Section/Operation: ___________________________________________ 

Title of the improvement done/in progress: 

___________________________________________________________________

___________________________________________________________________ 

Checkpoints:

[ ]  I. Collect and share updated information 

[ ]  II. Develop a company preparedness plan 

[ ]  III. Conduct a risk assessment 

[ ]  IV. Organize work 

[ ]  V. Protect and support workers

Date of implementation of the improvement:

 ___________________________________________________________________ 

___________________________________________________________________ 

Review of actions completed.

 X Were the risks reduced and the workers better protected? 

 X Are the control measures still effective? 

 X Are new/additional measures are required?

Name of the responsible person/s: 

____________________________________________________________________ 
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 X Annex II: Information Sources

Germany, Federal Ministry of Labour and Social Affairs. 2020. SARS-CoV-2 Occupational Safety and 
Health Standard. 16 April.

ILO. 2013. Training Package on Workplace Risk Assessment and Management for Small and Medium-
Sized Enterprises. 

–––. 2019. A Qualitative Study on Stigma And Discrimination Experienced by Indigenous Peoples Living 
with HIV or Having TB at Work. 

   –––. 2020. In the Face of a Pandemic: Ensuring Safety and Health at Work.

–––. 2020. “ILO Monitor: COVID-19 and the World of Work: Updated Estimates and Analysis”. Third 
edition, 29 April.

–––. 2020. “ILO Standards and COVID-19 (Coronavirus). Key Provisions of International Labour 
Standards Relevant to the Evolving COVID-19 Outbreak”. Version 1.2, 23 March.

–––. 2020. “World Employment and Social Outlook: Trends 2020: Data Finder”. 

Kawakami, Tsuyoshi. 2009. Protecting Your Employees and Business from Pandemic Human Influenza: 
Action Manual for Small and Medium-sized Enterprises.

United States, CDC. “Image Library”. 

–––. “Implementing Safety Practices for Critical Infrastructure Workers Who May Have Had Exposure 
to a Person with Suspected or Confirmed COVID-19” Interim Guidance”. 

–––. “Symptoms of Coronavirus”. 

WHO. 2020. “Coronavirus Disease 2019 (COVID-19): Situation Report –95”. 24 April.

–––. 2020. “Getting your Workplace Ready for COVID-19”. 3 March.

–––. 2020. “Modes of Transmission of Virus Causing COVID-19: Implications for IPC Precaution 
Recommendations: Scientific Brief”. 29 March.

–––. 2020. “Rational Use of Personal Protective Equipment (PPE) for Coronavirus Disease (COVID-19): 
Interim Guidance”. 19 March. 

https://www.bmas.de/SharedDocs/Downloads/DE/PDF-Schwerpunkte/sars-cov-2-arbeitsschutzstandard-en.pdf?__blob=publicationFile&v=2
https://www.bmas.de/SharedDocs/Downloads/DE/PDF-Schwerpunkte/sars-cov-2-arbeitsschutzstandard-en.pdf?__blob=publicationFile&v=2
https://www.ilo.org/wcmsp5/groups/public/---ed_protect/---protrav/---safework/documents/instructionalmaterial/wcms_215344.pdf
https://www.ilo.org/wcmsp5/groups/public/---ed_protect/---protrav/---safework/documents/instructionalmaterial/wcms_215344.pdf
https://www.ilo.org/wcmsp5/groups/public/---dgreports/---gender/documents/publication/wcms_737284.pdf
https://www.ilo.org/wcmsp5/groups/public/---dgreports/---gender/documents/publication/wcms_737284.pdf
https://www.ilo.org/wcmsp5/groups/public/---ed_protect/---protrav/---safework/documents/publication/wcms_742463.pdf
https://www.ilo.org/wcmsp5/groups/public/@dgreports/@dcomm/documents/briefingnote/wcms_743146.pdf
https://www.ilo.org/wesodata/?chart=Z2VuZGVyPVsiVG90YWwiXSZ1bml0PSJOdW1iZXIiJnNlY3Rvcj1bIkluZHVzdHJ5IiwiU2VydmljZXMiLCJBZ3JpY3VsdHVyZSJdJnllYXJGcm9tPTE5OTEmaW5jb21lPVtdJmluZGljYXRvcj1bInVuZW1wbG95bWVudCJdJnN0YXR1cz1bIkVtcGxveWVlcyIsIkVtcGxveWVycyIsIldvcmtpbmdGb3JPd24iLCJDb250cmlidXRpbmdGb3JGYW1pbHkiXSZyZWdpb249WyJXb3JsZCJdJmNvdW50cnk9W10meWVhclRvPTIwMjEmdmlld0Zvcm1hdD0iQ2hhcnQiJmFnZT1bIkFnZTE1cGx1cyJdJmxhbmd1YWdlPSJlbiI%3D
https://www.ilo.org/wcmsp5/groups/public/---asia/---ro-bangkok/documents/publication/wcms_101422.pdf
https://www.ilo.org/wcmsp5/groups/public/---asia/---ro-bangkok/documents/publication/wcms_101422.pdf
https://www.cdc.gov/media/subtopic/images.htm
https://www.cdc.gov/coronavirus/2019-ncov/community/critical-workers/implementing-safety-practices.html
https://www.cdc.gov/coronavirus/2019-ncov/community/critical-workers/implementing-safety-practices.html
https://www.cdc.gov/coronavirus/2019-ncov/symptoms-testing/symptoms.html
https://www.who.int/docs/default-source/coronaviruse/situation-reports/20200424-sitrep-95-covid-19.pdf?sfvrsn=e8065831_4
https://www.who.int/docs/default-source/coronaviruse/getting-workplace-ready-for-covid-19.pdf
https://www.who.int/news-room/commentaries/detail/modes-of-transmission-of-virus-causing-covid-19-implications-for-ipc-precaution-recommendations
https://www.who.int/news-room/commentaries/detail/modes-of-transmission-of-virus-causing-covid-19-implications-for-ipc-precaution-recommendations
https://apps.who.int/iris/bitstream/handle/10665/331498/WHO-2019-nCoV-IPCPPE_use-2020.2-eng.pdf
https://apps.who.int/iris/bitstream/handle/10665/331498/WHO-2019-nCoV-IPCPPE_use-2020.2-eng.pdf
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Useful links

ILO

COVID-19 and the world of work: https://www.ilo.org/global/topics/coronavirus/lang--en/index.htm

A safe and healthy return to work during the COVID-19 pandemic: https://www.ilo.org/global/topics/
safety-and-health-at-work/resources-library/publications/WCMS_745549/lang--en/index.htm 

Safe Return to Work: Ten Action Points https://www.ilo.org/global/topics/safety-and-health-at-
work/resources-library/publications/WCMS_745541/lang--en/index.htm 

WHO

Information about where COVID-19 is spreading: https://www.who.int/emergencies/diseases/nov-
el-coronavirus-2019/situation-reports/ 

Advice and guidance on COVID-19: https://www.who.int/emergencies/diseases/novel-corona-
virus-2019

European Union

European Agency for Safety and Health at Work: https://osha.europa.eu/en/themes/covid-19-re-
sources-workplace

European Centre for Disease Prevention and Control: https://www.ecdc.europa.eu/en/covid-19-
pandemic

United States

Centers for Disease Control and Prevention (information also available in Spanish and other lan-
guages): https://www.cdc.gov/coronavirus/2019-nCoV/index.html 

https://www.ilo.org/global/topics/coronavirus/lang--en/index.htm
https://www.ilo.org/global/topics/safety-and-health-at-work/resources-library/publications/WCMS_745549/lang--en/index.htm
https://www.ilo.org/global/topics/safety-and-health-at-work/resources-library/publications/WCMS_745549/lang--en/index.htm
https://www.ilo.org/global/topics/safety-and-health-at-work/resources-library/publications/WCMS_745541/lang--en/index.htm
https://www.ilo.org/global/topics/safety-and-health-at-work/resources-library/publications/WCMS_745541/lang--en/index.htm
https://www.who.int/emergencies/diseases/novel-coronavirus-2019/situation-reports/
https://www.who.int/emergencies/diseases/novel-coronavirus-2019/situation-reports/
https://www.who.int/emergencies/diseases/novel-coronavirus-2019
https://www.who.int/emergencies/diseases/novel-coronavirus-2019
https://osha.europa.eu/en/themes/covid-19-resources-workplace
https://osha.europa.eu/en/themes/covid-19-resources-workplace
https://www.ecdc.europa.eu/en/covid-19-pandemic
https://www.ecdc.europa.eu/en/covid-19-pandemic
https://www.cdc.gov/coronavirus/2019-nCoV/index.html
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