Due to the Covid-19 pandemic Tata Steel Europe (TSE) has seen a change in how it operates, the company being multinational has seen the impact of the pandemic having to be managed in many ways dependent on the country operating in and the government instructions.  The World Health Organisation (WHO) provides the organisation with information regarding the pandemic and support available, in particular a country and technical guidance section outlining all technical guidance on COVID-19.  Whilst the technical information is available it is important to stress that within TSE, each country followed local government requirements.

A TSE Corona policy document was created to accommodate and provide an overview of each of the local government rules for each country to enable managers working cross borders to understand the variations, this being updated anytime a change was undertaken. The policy covers both National policies, covering items such as company point of contact, links to local government website, lockdown rules, border restrictions etc which can be seen in a snapshot in appendix 1 and the TSE policies, for each country and contains the latest information in appendix 2

Internally communication mechanisms were implemented to ensure the organisations was supported, both to deal with the pandemic and how it was impacting employees and to support the management teams, ensuring they had the latest up to date information. 

Supporting line management
As a starting point, a core Health & Safety (H&S) team were organised to focus on the pandemic to ensure the flow of information to the business was correct and up to date, this included a ‘one stop shop’ SharePoint for all managers (fig 1), where they could access:

Coronavirus guidelines and forms
 
1. Posters for on-site publicity 
1. Frequently Asked Questions
1. Return to Work procedures for those who have been self-isolating, or have been confirmed COVID cases 
1. New guidance for working in constrained spaces
1. Guidance for site visits that are operationally critical 
1. Working from Home 
1. Employee Assistance Programme (EAP) 
 
Following the implementation of furlough in the UK, the site was then updated to also include guidance. All policy documentation has been developed using the latest information through supporting organisations such as Gov.UK and the support for business guidance documentation, the Health Safety Executive (HSE), NHS and Public Health Wales for guidance to support employees.  





Fig 1.  One stop shop SharePoint
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Communications
Following the announcement of Boris Johnson on 24th March, Tata Steel UK asked all employees where possible to work from home.  Being manufacturing this was initially possible for supporting functions with a view of extending to manufacturing.  In response to working from home, the Covid-19 pandemic queries and in addition to the H&S team, communications mechanisms were put in place to resolves and to support the workforce using guidelines provided by the Gov.uk & NHS to support employees being concerned over the virus, being informed to self-isolate or shield.  Internally, communication mechanisms were formed, these included a weekly senior leader covid-19 specific call where latest information was provided, including market conditions overview and business impact and a HR Daily Covid-19 call implemented where HR and occupational health shared the agenda. 

Supporting Employees
With Covid 19 impacting the organisation and an increase in employees staying home from work with either concerns over being in work or having to self-isolate or shield, the introduction of those not already working from home was introduced on a case by case basis (fig 2)

Fig 2. 


The Daily HR Covid-19 calls, provides the opportunity for the HR function and occupational health to share and feedback issues from the business areas, queries from employees and to all stay abreast of the daily changes in practices and guidelines ensuring all are providing the best support to employees and our stakeholders. A frequently asked questions (FAQ) document for line management was developed and updated daily with any new information being highlighted in red so changes were quickly recognised, this covered issues being raised by employees such as covid-19 symptoms, self-isolating and working from home with all associated link to the latest information such as NHS and Government, appendix 3.

Due to the covid-19 related queries from employees to both occupational health and HR an advice line was set up consisting of a core team of occupational health nurses & HR advisors to provide the latest information and support to employees.


Working from home
As the requirement for working from home became more prevalent, guidance was developed and shared with employees to support the working from home environment based on input from the government and HSE, fig 3.  Tips such as keeping a routing, having a dedicated area to work, having a task list were provided as outlined by CIPD as well as best practice for communications, working remotely and managing a team remotely.

Fig 3
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The ‘New Normal’
As the governments are lifting lockdown measures, a core team consisting of H&S and HR have formed to review all policy documentation to revise in line with what will be the ‘new normal’.  The change Covid 19 has had on the organisation, nobody could have perceived but it has tested an area such as working from home and managers being flexible,  that was previously perceived as not possible to implement, with managers instilling trust in their employees and transforming the way we operate.  Policies will now incorporate the changes and working from home will become the new normal, unless there is a case for employees to be in the workplace.  





















References

World Health Organisation, 2020: Country & Technical Guidance - Coronavirus disease (COVID-19)
Available at: https://www.who.int/emergencies/diseases/novel-coronavirus-2019/technical-guidance
Accessed: 29th May 2020


Government UK: Working safely during coronavirus (Covid-19)
Available at: https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/homes
Accessed: 30th May 2020

Health & Safety Executive: Working safely during the coronavirus outbreak
Available at: https://www.hse.gov.uk/news/working-safely-during-coronavirus-outbreak.htm?utm_source=hse.gov.uk&utm_medium=refferal&utm_campaign=coronavirus&utm_term=working-safely&utm_content=home-page-popular
Accessed: 23rd May 2020

National Health Service: Coronavirus (Covid-19)
Available at: https://www.nhs.uk/conditions/coronavirus-covid-19/
Accessed: 23rd May 2020

Chartered Institute Professional Development, 2020: Getting the most from remote working
Available at: https://www.cipd.co.uk/knowledge/fundamentals/relations/flexible-working/remote-working-top-tips
Accessed: 23rd May 2020

Public Health Wales: Coronavirus (Covid-19)
Available at: https://phw.nhs.wales/topics/latest-information-on-novel-coronavirus-covid-19/
Accessed: 23rd May 2020













Appendix 1

[image: ]


Appendix 2

[image: ]





Appendix 3 – Frequently Asked Questions

COVID–19 Frequently Asked Questions for Line Managers 
These questions have been developed to try and provide some answers to questions line managers may be receiving from employees. The answers will be updated in line with any change of Government or Company Advice. Therefore, please ensure you access the document on sharepoint regularly to ensure you have the most up to date information. These answers do not override any advice an individual has received from Public Health. 
Updated 8 April: The UK is now in the ‘delay’ phase of its response to the Coronavirus (COVID- 19) outbreak and as such anyone experiencing fever or continuous coughing are advised to self-isolate. 
1. What do I do if I need to travel to work following the Government’s announcement on the 23rd March? 
The Government have advised that all employees should work from home where possible. If you are employed in a role where you cannot work from home, then your line manager will confirm this to you, and the Company will provide you with a letter which you should keep with you at all times. We are advising all employees to only attend the workplace if requested. 
If you are able to work from home, but are in a position whereby you may need to be called in at short notice, please ensure your up to date contact details are provided to your line manager. 
These are unprecedented times and as a Company we will comply with the Government advice whilst maintaining the integrity of our operation. If you are required to attend work, please only do so if you do not have any symptoms (Fever, continuous cough, cold or flu like symptoms) and ensure that you follow all the hygiene measures in place. 
SYMPTOMS / RISK 
2. What do I do if I think I may have the virus or have some symptoms? 
The business has advised that if you have a cold, fever, a new persistent cough or flu like symptoms you should remain at home for at least 7 days and self-isolate. You should consult the advice provided by the NHS for information on isolation and the impact on anyone who lives with you. https://www.nhs.uk/conditions/coronavirus-covid- 19/self-isolation-advice/ 
Please advise your line manager as per your local absence reporting arrangements, they will need to complete the absence notification form. You should remain at home until 7 days after the onset of your symptoms. After 7 days, if you feel better and no longer have a high temperature, you can return to your normal routine (as per current NHS guidance). If you have not had any signs of improvement and have not already sought medical advice, you should contact NHS 111 or online at 111.nhs.uk before returning to work. Please ensure you contact Occupational Health using the number 01693 605111 or your line manager before you return to work. It is important we confirm that you have any symptoms that would prevent you from returning to work. https://www.gov.uk/government/publications/covid-19-stay-at-home- guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19- infection#ending-isolation. In addition, your line manager will also confirm if you should return to work depending on whether your role is one where essential travel would be necessary. 
To protect yourself and others, do not go to a GP, pharmacy or hospital. 
3. Someone in my household has symptoms of COVID-19, what should I do? 
You should follow the latest Government Advice, which currently is to isolate for 14 days from the day the first person displayed symptoms. You will need to contact your line manager and they will need to complete the absence notification form. If you then develop symptoms, you should remain at home for at least 7 days from the day your symptoms start, even if this means you are at home for longer than 14 days. 
Please see the diagram which should help explain the requirements for home isolation: 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment _data/file/874011/Stay_at_home_guidance_diagram.pdf 
4. A colleague has attended work but appears to have some of the symptoms - what should we do? 
You should advise your colleague to return home and isolate for 7 days and access the NHS guidance. Please ensure you complete the absence notification form. 
The current guidance: https://www.gov.uk/government/publications/guidance-to- employers-and-businesses-about-covid-19/guidance-for-employers-and-businesses-on- coronavirus-covid-19#what-to-do-if-someone-develops-symptoms-of-coronavirus-covid- 19-on-site states: 
If anyone becomes unwell with a new, continuous cough or a high temperature in the business or workplace they should be sent home and advised to follow the stay at home guidance.
If they need clinical advice, they should go online to NHS 111 or call 111 if they don’t have internet access. In an emergency, call 999 if they are seriously ill or injured or their life is at risk. Do not visit the GP, pharmacy, urgent care centre or a hospital. 
If a member of staff has helped someone who was taken unwell with a new, continuous cough or a high temperature, they do not need to go home unless they develop symptoms themselves. They should wash their hands thoroughly for 20 seconds after any contact with someone who is unwell with symptoms consistent with coronavirus infection. 
It is not necessary to close the business or workplace or send any staff home, unless government policy changes. 
Please ensure that clean down any areas your colleague has touched to try and prevent the spread of the virus. 
Should a colleague become unwell in the workplace, it is important that you contact Health & Safety for further guidance on your work area. The business may decide to precautionary isolate individuals for a minimum period of 7 days. 
5. I’ve been in isolation and/or my symptoms have now been confirmed as COVID-19 what should I do? 
If you are tested and a diagnosis of COVID-19 has been confirmed you should contact your line manager and the absence notification form should be completed. If Public Health contact you please ensure you cooperate with them fully. 
6. If I have been diagnosed with COVID-19 and I am still unwell after 7 days self- certification period what should I do? Do employees need to provide Fit Notes? The government is advising people not to attend their GP practice. Employees can self- certify for the first 7 days. After 7 days, the employee can obtain an isolation note from the NHS online service https://111.nhs.uk/isolation-note/. 
7. I’ve had COVID-19, is there anything I need to do before I come back to work? 
Please continue to check the NHS guidelines before returning to work. You should contact the NHS / GP and discuss with Occupational Health (01639 605111) if you have any concerns about returning to work. You must speak to your line manager before returning to the workplace. 
The current guidance states https://www.gov.uk/government/publications/covid-19-stay- at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus- covid-19-infection#ending-isolation 
8. As a Line Manager, Do I need to do anything while an employee is in isolation / off sick due to COVID-19 
You should continue to keep in regular contact with any employees from your team who may be in isolation of off sick due to COVID-19 just as you would for any other instance of sickness. It is paramount that you keep up to date with the latest guidance and complete the absence notification. 
Please ensure that you discuss the return to work with the Employee PRIOR to their return. You will need to confirm that the employee should return to work given the current position of the UK Government. It may be necessary to take more actions than would normally be required to ensure a smooth transition back to work, for instance other team members may be concerned about ongoing risks of infection. Please see answers below to ‘should I or my manager advise people if I am working from home / different location / or have the virus? 
Please use the checklist which has been developed to help you
9. I had some symptoms and was advised to self-isolate but now I feel better, can I return to work? / When can I end isolation?
You must remain at home until 7 days after the onset of your symptoms. After 7 days, if you feel better and no longer have a high temperature, you can return to your normal routine (See next question for the process on how to return to work). If you have not had any signs of improvement and have not already sought medical advice, you should contact NHS 111 online. If you have no internet access, you should call NHS 111. 
Coughing may persist for several weeks in some people, despite the coronavirus infection having cleared. A persistent cough alone does not mean you must continue to self-isolate for more than 7 days. https://www.gov.uk/government/publications/covid-19- stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible- coronavirus-covid-19-infection#ending-isolation 
Once you have recovered, you must contact your line manager to determine if you are able to work from home or whether you are required to attend site. 
10. What is the Company Process for returning to work where an employee has been in isolation / suspected or confirmed COVID-19?
Employees should contact their Line Manager prior to their expected return to work to discuss the circumstances that had led to their period of absence / isolation. The Line Manager is expected to complete the Absence Notification form & select the ‘Return to work’ option. The Line Manager is expected to confirm that the employee is no longer experiencing symptoms and is acting in line with current Government/NHS guidance regarding isolation periods. 
If Line Managers are concerned about the return to work process or the impact this is having on the team please contact your local HR for advice. 
11. Do I need to do anything whilst I am off on Sickness Absence? 
You should continue to keep in regular contact with your line manager as you would for any other instance of sickness. Please ensure that you contact your line manager PRIOR to returning to work. 
12. I’ve just been on holidays, should I do anything? 
Upon your return, you should ensure that you familiarise yourself with the government advice regarding foreign travel. This is changing every day, so we would encourage you to check the advice regularly. You should also complete the NHS online questionnaire and follow the advice provided. Please see https://www.gov.uk/guidance/travel-advice- novel-coronavirus. 

VULNERABLE EMPLOYEES 
13. Who would be classed as a vulnerable employee? 
The current guidelines define a vulnerable employee as someone who is 
· aged over 70; or 
· has a long term condition; or 
· is pregnant; or 
· has a weakened immune system. You may be particularly at risk if you: 
· have had an organ transplant and are taking immunosuppressant medicine 
· are having chemotherapy or radiotherapy 
· have blood or bone marrow cancer, such as leukaemia 
· have a severe chest condition, such as cystic fibrosis or severe asthma 
· have another serious health condition 
Please see the attached guidance below 
https://www.gov.uk/government/publications/covid-19-guidance-on-social-distancing- and-for-vulnerable-people/guidance-on-social-distancing-for-everyone-in-the-uk-and- protecting-older-people-and-vulnerable-adults 
Currently, the advice for vulnerable people is to maintain social distance. If you are displaying symptoms then you should remain at home for at least 7 days. If you are particularly concerned, then please contact HR who will be able to refer you to Occupational Health. 
The NHS is going to contact people who are high risk and provide them with specific advice as to what they should do. https://www.nhs.uk/conditions/coronavirus-covid-19/ 
14. What should I advise any employee who is pregnant? 
Pregnant employees should speak to their HR Advisor so that we can understand the particular circumstances regarding their work environment. If it is possible for the employee to work from home, then this will be supported. If working from home is not possible, other options will be explored with the individual. Any recommendations will be fed back to both the employee and the line manager. 
Some of the options we can consider are: 
· Is there any work the employee can carry out at home 
· Is there an office that they could work from to maintain social distancing 
· Amending start and finish times 
15. I have received a letter from the NHS advising that I am more at risk due to an underlying medical condition, what should I do? (“Extremely Vulnerable Groups”) The Government has announced extra measures to shield and protect “Extremely Vulnerable Groups” - Individuals who are in a high risk category should receive a letter during week commencing 23rd March. If you have an employee who receives such a letter then please ask them for a copy of the letter (a photo or email will suffice) and complete the absence notification form. If you have any queries please refer the employee to remain at home until we have guidance from Occupational Health with regards to the individual’s circumstances. 
16. I have not received a letter from the NHS but I believe I am more at risk due to an underlying medical condition, what should I do? (“Increased Risk Groups”)
If employees believe they are in the vulnerable category but have not received a letter, then they should contact their GP and Occupational Health after 29th March. If they are particularly concerned, then please contact HR who will be able to refer them to Occupational Health. Whilst waiting for the medical information if working from home is possible then this will be supported. If working from home is not possible, other options will be explored with the individual. Any recommendations will be fed back to both the employee and the line manager. 
Some of the options we can consider are: 
· Is there any work the employee can carry out at home 
· Is there an office that they could work from to maintain social distancing 
· Amending start and finish times 
17. I have a family member who has been told they are in a vulnerable position. What are my options? 
Please contact HR to discuss your individual circumstances. If working from home is possible then this will be supported. If working from home is not possible, other options will be explored with the individual. Any recommendations will be fed back to both the employee and the line manager. If the individual is not able to work from home and remains at home then please contact HR for advice. 
However, the current guidance is attached: 
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at- home-guidance-for-households-with-possible-coronavirus-covid-19-infection 
https://www.gov.uk/government/publications/covid-19-guidance-on-social-distancing- and-for-vulnerable-people/guidance-on-social-distancing-for-everyone-in-the-uk-and- protecting-older-people-and-vulnerable-adults 
Government guidance currently states:
If you have a vulnerable person living with you then you should: 
· Minimise as much as possible the time any vulnerable family members spend in 
shared spaces such as kitchens, bathrooms and sitting areas, and keep shared 
spaces well ventilated. 
· Aim to keep 2 metres (3 steps) away from vulnerable people you live with and 
encourage them to sleep in a different bed where possible. If they can, they should use a separate bathroom from the rest of the household. Make sure they use separate towels from the other people in your house, both for drying themselves after bathing or showering and for hand-hygiene purposes. 
· If you do share a toilet and bathroom with a vulnerable person, it is important that you clean them every time you use them (for example, wiping surfaces you have come into contact with). 
· If you share a kitchen with a vulnerable person, avoid using it while they are present. If they can, they should take their meals back to their room to eat. If you have one, use a dishwasher to clean and dry the family’s used crockery and cutlery. If this is not possible, wash them using your usual washing up liquid and warm water and dry them thoroughly. If the vulnerable person is using their own utensils, remember to use a separate tea towel for drying these. 
· You should do your very best to follow this guidance and everyone in your household should regularly wash their hands, avoid touching their face, and clean frequently touched surfaces. 
18. Can I work from home? 
The company is encouraging employees to maximise working from home where possible. If you are able to perform your duties from home, then you should. It is possible to access your emails and other documents stored on sharepoints for example from non-work devices. Guidance has been provided by IT: https://tsx.sharepoint.com/sites/intranet/news/1612-Most-frequently-asked-questions-- working-from-home 
Where a role is suitable to be carried out from home, employees are requested to ensure that there is a suitable and safe working environment. In addition, employees should take into consideration the ability to maintain confidential information (Data Privacy) if another member of their household is also at home. 
Should you or your line manager find that you are unable to perform your role whilst at home, you should proactively discuss the situation and return to the office, taking into account any requirements to maintain social distancing. 
If you are working from home then please review the Homeworking Health, Safety and Wellbeing Guidance along with the Health & Safety Assessment Form. We appreciate we are in unprecedented times, but these documents may provide you with some useful information. https://tsx.sharepoint.com/sites/intranet/HR-UK- Services/serviceoverview/95-Flexible-Working 
It is very important that employees who are working from home maintain regular contact with their teams and line managers. You need to have open conversations with your manager about your level of activity and discuss any issues you may have. If you find that accessing the network remains to be a problem; then you may need to consider returning to your site. Please agree these arrangements with your line manager first. 
19. My team are struggling to access the IT systems or are unable to work from home? 
If your team are struggling to access the IT systems, then you can discuss with them alternative patterns of work, for example, are they able to log on in the evenings to transmit information and documents? If you do consider this, then you do need to take into consideration whether this will be an effective way to ensure work is done. 
If your team need to return to the office or are unable to work from home, then please consider the following to support social distancing and maintaining a clean work place: 
· Consider splitting your team into two sub teams so that they are in the office on different days 
· Consider spacing desks in the office 
· Encourage all employees to contact team members by skype or teams and only visit other departments if essential 
· Ensure a good cleaning regime in your department – wipe down surfaces between shifts, different people touching equipment – can you use gloves? 
· Wash hands regularly and every time you enter a new building / office 
Discuss all options with your line managers. 
20. What will happen if the schools close or my normal childcare arrangements are no longer viable. Can I work from home?
There are a number of options available to employees in this situation and will be influenced by the level of supervision required for the child (ren). 
· Time off For Dependants: Employees will be eligible to take leave in line with the time off for dependants policy. This leave is unpaid and is to allow employees to make alternative childcare arrangements. 
· Unpaid Parental Leave: If no alternative arrangements can be made, then the company would be prepared to consider requests for unpaid parental leave 
(accepting that the normal notification requirements will not be met). Employees can request four weeks per year per child. Please contact HR for more information 
· Employees could consider taking holidays or utilise any TOIL balances. 
· Employees who are able to share childcare with a partner, could discuss an alternative working pattern, for example, working from the office on alternate days /  shift swaps with colleagues 
· If the employee is in a role where they can work from home, then depending on the level of supervision required for the child, this may be granted in these specific circumstances (and is a deviation from our normal guidance). Employees should only work from home in these circumstances, if they have agreed the option with their line manager. Line Managers should review regularly with the employee to, ensure that the agreed approach continues to be practical. Employees are able to flex their working times around the needs of childcare, so we would be prepared to accept 40% of worked time outside of normal working hours with 60% of worked during normal working hours. Please discuss all options with your manager/ 
· If you need to work from home and drop off / pick up your children from school then please discuss this requirement with your line manager. 
· Consider your ability to take part in work discussion on Skype or Teams if you have others present in the house. Some schools may be running on line classes – if this is the case you do need to ensure you fulfil your obligations in line with GDPR. 
During these times we will work with you to try and accommodate your requests. Please be aware that it may not always be possible for you to work from home and therefore a period of unpaid leave or holidays may be required. 
All home working arrangements will be regularly reviewed in line with developing business requirements. 
21. I have childcare vouchers, am I able to reduce my amount? 
Yes, you can reduce your childcare vouchers to a £1. To do this please access all aspects of your account online through the Sodexo Portal, including amending your monthly payroll deduction. It is important to note that if you wish to remain in the scheme, please do not cancel your vouchers completely as you will not be able to re- enter the scheme. 
22. I have elderly relatives that are no longer receiving support from caring organisations? If for example, I need to visit to ensure they have had lunch what are my options?
Please discuss any caring responsibilities you have for parents with your line manager. We will work with you to try and find a practical solution. 
23. I’m going on holiday, is there anything I should do? 
If you're planning to travel abroad and are concerned about coronavirus, check the most recent Government travel advice here. Employees are expected to comply with 
Government advice. If, contrary to advice, you visit an area which is in a high risk region and you are required to subsequently self-isolate, please note that the Company may reserve the right not to pay you full sick pay. 
24. I need to travel on business, what should I do? 
With regards to the risk of coronavirus for Tata Steel Europe travelers, the company has decided to restrict travel for all employees. Make sure to regularly check SharePoint for the most up-to-date travel restrictions and local government travel advice here. 
25. Should I cancel any meetings with Visitors or employees? 
All guests and visitors to the company’s premises must complete a visitor risk assessment form specifically for the coronavirus and following the local visitor procedures. These are available from the company sharepoint site: https://tsx.sharepoint.com/sites/Coronavirus. Consider whether the visitor is critical the operation otherwise all visits should be cancelled. 
Meetings should, where possible be able held via Skype or Teams. No meetings should take place with more than 10 people in the same room and you should ensure that social distancing can be maintained. 
26. I have a new starter commencing work – should they still come? 
HR will contact all potential new starters to outline to them the Company response to Covid-19. It is important to check that the individual has no symptoms or is not currently in a household which is isolating. It may be prudent to agree a delay in the start date if any concerns are raised. If the individual is due to commence work in a department where everyone is working from home, then the Company will delay the start date and keep in touch with the employee. 
27. Should I or my manager advise people if I am isolating or have the virus? 
You should discuss with your manager and agree the communication (if any) to others in your department. If the Company is given advice by the NHS to communicate, then we will do this, but notify you in advance where possible. Line Managers should remain mindful of any potential issues in their area which could be linked to bullying of employees who are in insolation and their re-integration back into the workplace. Bullying will not be tolerated and will be dealt with in accordance with company disciplinary procedures. Line Managers should raise any concerns direct to HR for advice on how to manage these situations. Any issues should be dealt with promptly. 
PLANNED ANNUAL LEAVE
28. My Holiday has been cancelled / postponed what should I do? 
If the holiday destination has imposed travel restrictions, you may wish to cancel or postpone your holiday / annual leave booking. In this situation you can either choose to take your holidays as planned or request to reschedule them. You should discuss your preference with your line manager. 
Where you have an annual holiday entitlement or are close to being capped for rolling holidays, the Company will be sympathetic to your request to carry these holidays into the next holiday year and work with you to develop a suitable plan for managing this holiday balance in the coming year. 
29. My holiday has been cancelled / postponed, can I be paid for the holidays instead of rolling them over? 
It is not Company policy to pay for holidays that are untaken. For a temporary period the Company has agreed to suspend the capping of rolling holidays. 
Additional Questions 
30. I am a military reservist and have been asked to mobilise in response to COVID-19. Am I able to support? 
As always, Tata Steel UK recognise the valuable contribution military reservists make to the UK Armed Forces and are committed to supporting our employees accordingly. If you receive any notification of mobilisation linked to COVID-19, please contact your line manager and local HR representative providing copies of any documentation provided to you along with the specific details of the mobilisation. Wherever possible, the business will support this mobilisation, reviewing business operational circumstances accordingly. 
The Ministry of Defence will write to the company to advise of your mobilisation details. Please ask for all such paper to be emailed to Askhrsscwest@tatasteeleurope.com. Once we have received your papers we will contact you to discuss the arrangements and provide you with any documentation from the company. 
31. What do I do if my car was due an MOT but I couldn’t take it? 
If your car was due an MOT on or before 29th March 2020 you will still need to MOT your car as soon as you are able (you must not get an MOT if you are self-isolating or have symptoms of coronavirus). Please see the Government guidance here https://www.gov.uk/guidance/coronavirus-covid-19-mots-for-cars-vans-and-motorcycles- due-before-30-march-2020. Where you have been informed that you are to attend work, you should speak to your line manager if you are having difficulty getting to work. You must not drive your car without an MOT. 
If your car was due its MOT on or after 30th March 2020, your test due date will have been extended automatically by 6 months, you can find out more about this here https://www.gov.uk/guidance/coronavirus-covid-19-mots-for-cars-vans-and-motorcycles- due-from-30-march-2020. You should continue to keep your car safe to drive though and if you have any concerns over getting to work (where you have been informed you are to attend work) then speak to your line manager. 
Company Car Drivers 
Company Car Drivers will be e-mailed separately outlining the rules and arrangements in place for their company car. 
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Government
Economic Measures

Link to Eurometal
Outlook

Link to E&Y document per

country government initiatives,

added 30/3.

reasons. This measure replaces working tme reduction
[arrangement.

|- Deforral of tax payments: taxpayers can flo a request for
|an extraordinary deferralof the payment of personal income
tax, corporate income tax, VAT and wage withholding tax.
|Condtions for deferral wilbe retaxed. Taxpayer granted
more time o substantate fiancial diffcuies. Also
lenhancement with reduction of interest payable on any tax
ldue, o (aimost) 0%. Penaltios for fate payment wilalso not
be lovid.

|- Businesses experience dificutios with attracting bank
cans and bank guarantees can appy for a special
|guarantee finance arrangement set up by the Government.
Maximum amount avaiable per business is Euro 150 milln,
1.5 bion.

| new lending facifty from Bank of England to support ity
lamong targer fims, helping bridge disruption to cash flows
{trough loans

|- Covid-19 Corporate Financing Facitty, Bank of England wil
buy short term debt rom larger comparies. This il support
[your company it has been affected by a shortterm funding
|squecze, and allow you to firance your short-torm fabiltos.

|- HMRC Time To Pay Scheme. Support or businessos
paying tax: Time to Pay service. Al businesses in fnancial

[ distress, and with outstanding tax iabities, may be elgbe to
roceive support. Case-by-case basis

Government s providing €1 bifin ($1.1 blion) n
lcreditfor businesses and companies of al

sizes. Delvered through the state-owned KIW
business development bank. KIW has around
€500 biin to help supportts economy.

|l tax measures to ensure fuity. Late:
payment fnes forloans may be waved

- 45bn 6uro fund to bo used for
|canceling or deferring social
|securty contriutons for
|companies, in oder o pravent.
bankuptcy. Partwil be used to
fnance short-time working
lscheme,

| Guarantee fund 300bn euro to
[secure bank loans taken by
|companies to avoid isk of
bankruptey, particularly SME

No signicant country-vide
measures yet announced.

Plans to mobiize 117bn from
state, with private companies
proviting the rest. Some €800
milion wil be pumped into basic

Half of the assistance measures,
which are worth 20% of Spai's
leconomic output,are state-
backed credit guarantees for
|companies, and the rest includes
cans and aid for vulnerable

people.

Government promissed to
cover 100% of salary from
day 21020, 2 firstday of lay
offwil company pay. After 20
days its reduced 062,4%
Some delay in payment (une)
might occure.

lgovernment has promised o
|cover 75% of salries at
private companies forthree.
months, f they promise notto
Lot st go.

the Economic Stabity Shild,
|wi support delay in oan and
tax payments.

Wil siso increase pension
pay, support businesses,
reduco Value Added Tax
(VAT) on domesti ai ravel
land defer socialsecurty
payments by 6 months for
reai, stoel, automotive and
nospiaity

s /wam aelen/detais/ 139530263|
2352

nia has announced a
522,600 economic stimulus
plan that provides diect cash
transfors and ensures food
|securty measures, offering
ol to miions of poor people|
It by a nationwide lockdown
to withstand the coronavirus
pandemic
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5 shit pattern as long as possibe - ready
[vhen required to move to e.g.4 or 3 shit
pattern

As usual: 5 shits but keep staffing atevel by changing
shifs or cobr, overtime, apprentices when safe.

|As usualbut keep stafing atlevels by resource management

Yes with minmal manpower

[Continue as much as possible.
Looking at Planned stops in detal inciuding
[contractor support.

|Star developments aiso under review
Emergency team discussing dai o inform
lbusiness decison making

Av0id Quoting, work in ied teams when possble, spread
lunchbreaks

Review of maintenance periods wih contractors
Fixed toams when possibie

Yes with minmal manpower

As usual
[Emergency Pianning teams taking nto
|account internal manning stuation pius
|external impacts:

20/3: Hoavy End unts to 1.200-1.250Kt of Liguid Steel for MLE and 865Kt of Liquid Stee!for UK in 4-Blast Furnace

Unitol, Maubeuge, Monopanel

‘Segal paused producton:
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Limited only critcalresources are
‘avalable at sfe.

[Corporate Communication
Nowsflashes, Weekly update, CEO
| messages, GSM cals & GSM /BSM mas,

Daly emergency toam meeting wil ead
Daly starmai, HSE website

Daly cal o be estabishod, then regualr comms, sharepoint
(one stop shop mail with nks)
Wide use of corona virus sharepoint

Via - Mobie and whalsup

hse frontoffce@tatastealeurope.com

‘Coronavius @tatastesleurope.com

Proparing business impact assesmments|
[based on COVID-18 Continuing impact

time ine at ten weeks and also worse case
2t 20 wosks
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Documents @ 03/04 CEO message:

adjusting to the unique.
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Working from Home - A Brief Survival Guide

Daily Routine

Get ready for work as normal

Try to observe working times & family time — avoid
‘always on’

Set yourself objectives and keep a to-do list

Leave your workspace to complete normal working
day tasks - it's ok to talk to family members and
take some time to reflect & reset

Don't forget to have your lunch & keep hydrated
Schedule time to focus on particular tasks when
needed & set yourself to ‘do not disturb’

At the end of the working day do something to wind
down to simulate your commute - go for awalk to
help your mind relax & encourage you to switch off

Your Workspace

= Take the time to set up a workspace that is safe, well
lit and ventilated, comfortable and where you can
work effectively

= Awired network connection is best if possible

= Take regular breaks from your workspace

= Avoid awkward or static postures by regularly
changing position

= Get up and moving or do some stretching exercises

= Avoid eye fatigue by changing focus

= Follow the company guidance on setting up your IT

&

Communication

Connect frequently with your team & colleagues to
support each other

Don't rely on text-based communication

Use Teams & Skype to stay connected - make use of
Teams channels

Make space for some humour - keeping it
professional of course

Be present and respectful during meetings & limit
your multitasking

It can be hard to find space to speak in a virtual
meeting - make sure there’s time & opportunity for
all voices to be heard

Monitor meeting chat - people may not feel
comfortable breaking into the conversation or may
have technical difficulties

Combine virtual & real coffee breaks — set a timeslot
to grab a coffee and ring others working from home
to catch up socially

This is still a novelty for most of us so a little dog
barking or children playing/asking questions
humanises things — dont panic when it happens

We are all camera shy, but being able to see your
colleagues once in a while really is quite comforting




