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CORONAVIRUS STAFF AND VOLUNTEERING POLICY 
Agreed by Trustees: 13/03/2020 

 
The Coronavirus situation is rapidly changing, and this policy will be regularly reviewed to deal with 
new circumstances. For example, extended isolation required beyond one month or repeated 
contraction of Corona viruses.  
 
Camcycle operations 
At the office 

• Handwashing posters, soap and paper towels have been provided to support good office hygiene.  
• However, in our shared office environment, we do not have enough control to ensure a suitable 

hygenic environment to prevent the spread of Coronavirus (should an infected person visit the 
office) therefore it is recommended that our staff avoid the office and work from home as much as 
possible.  

• In the Camcycle Office: surfaces, door handles etc. should be cleaned once a day with a suitable 
disinfectant  

• Laptop and phone cleaning products should be purchased for daily laptop, phone cleaning, keyboard 
and mouse cleaning.  

• Staff should avoid any unnecessary public events or meetings and associated travel.  
• Volunteers will be advise not to come to the Camcycle office unless absolutely necessary and with 

permission before arriving.  
• Advise Bike Depot that Camcycle office is effectively closed and how to contact staff if needed.  

 
Working from home: 

• From Monday 16 March Camcycle staff will start working from home.  
• Staff can take home from the office any equipment and materials they need to continue their work 

except for any documentation with personal information of staff or members. 
• Laptops and other devices must be kept secure and not accessed by anyone other than the 

Camcycle staff member they belong to.  
• If we must meet in person, Roxanne’s house will be more secure than the office so we can meet 

there.  
• From next week, if someone must go into the office they are to do so for the minimum amount of 

time, touch as little as possible and follow full precautions re: handwashing etc.  
• Employees must follow the Government’s COVID-19: stay at home guidance on self-isolation based 

on symptoms and travel history or any advice that may supersede this guidance.  
• Employees who are recommended to self-isolate are entitled to sick leave and will be paid sick 

pay, though they will be expected to work from home as much as possible if they are well enough to 
do so.  

 
If schools/nurseries close and Anna and Rosie have increased childcare responsibilities: 

• Follow the above working from home practices 
• Timesheet hours that are worked 
• Anna and Rosie are more likely to be able to work in the evenings and Roxanne is OK to adjust hours 

to suit this schedule.  
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• If fewer hours are worked, these will be recaptured during events during the rest of the year e.g. 
Reach Ride, Festival of Cycling. (We’re working on estimations for this to guide what is feasible) 

• We will prioritise work to manage workload. The reduction of many activities and events will 
hopefully provide the opportunity for our policy projects and website upgrade.  

 
If staff get Coronavirus and are unable to work: 

• Staff must not come into work, attend meetings or conduct any work activities with other people if 
they exhibit any Coronavirus related symptoms.  

• Staff must inform Roxanne and/or trustees as soon as they are able 
• Staff must not come into work until they are completely in the clear 
• If possible, a doctor’s certificate should be provided 
• Our sick leave policy is extended to ensure staff are paid for the full amount of leave they need to 

recover from one case of Coronavirus. (this is particularly the case for our new staff member who 
technically does not qualify for extended sick leave pay at this early stage in her employment) 

• Employees who are advised to self-isolate are entitled to sick leave and will be paid sick pay, though 
they will be expected to work from home as much as possible (up to their total weekly working 
hours) if they are well enough to do so.  

 
Volunteers: 

• Volunteers must follow the Government’s COVID-19: stay at home guidance on self-isolation based 
on symptoms and travel history or any advice that may supersede this guidance. If volunteers are 
advised to self-isolate they should not visit the Camcycle office, attend Camcycle events or meet 
with Camcycle staff or other volunteers.  

• We advise volunteers, particularly those who are more vulnerable to the effects of Coronavirus to 
avoid any unnecessary public events or meetings and associated travel. 

• The Camcycle office is closed to volunteers unless absolutely necessary and prior permission is 
granted.  

 
For reference:  
Camcycle Absence and Sickness Policy:  
If you are absent from work for any reason and your absence has not been previously authorised by the 
Employer you must inform the Employer before 10.00am on the first day of your absence and on 
subsequent days of absence until you have provided the Employer with a fit note (required after seven 
days). 

Any unauthorised absence must be properly explained and in the case of an absence of uncertain 
duration you must keep the Employer regularly informed of its expected duration. 

If you are absent from work owing to sickness or injury which continues for less than seven days 
(including weekends) you must complete and return to the Employer a self-certification form in respect of 
the first seven days (including weekends) of any sickness absence.   

If you are absent from work owing to sickness or injury which continues for more than seven days 
(including weekends) you must provide the Employer with a fit note on the eighth day of sickness or 
injury. Thereafter fit notes must be provided to the Employer to cover the period of absence. 

If you are absent from work for any reason you may be requested by the Employer to undergo a medical 
examination at the expense of the Employer with a medical practitioner nominated by the Employer.   

You may be requested by the Employer to give written permission to the Employer to have access to any 
medical or health report in its complete form prepared by any health professional on your physical or 
mental condition. 
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If you are absent from work due to sickness or injury and follow the notification procedure above then 
you will be paid Statutory Sick Pay (SSP) in accordance with the applicable legislation and eligibility 
criteria. 

In the event that you are absent from work due to sickness you may also receive sick pay in line with the 
Employer’s sick pay policy which is based on a rolling twelve month period.  If you work less than full time 
hours your entitlement will be based on your actual hours of normal working time.  The Employer’s sick 
pay policy is as follows and includes any entitlement to SSP:   

 

Length of Service Entitlement 

 
After more than six months service 

 

1 month full pay and 2 months half pay 

 

During the second year of service 

 

2 months full pay and 2 months half pay 

 

During the third year of service and 
onwards  

 

3 months full pay and 3 months half pay 

 

This is subject to a maximum of 12 days’ pay in any 12 months where absence from illness or injury is not 
supported by a doctor’s certificate. 

The Employer may at their discretion require an employee to produce a medical certificate confirming the 
reasons for absence even on the first day of any future absence, provided that he or she has been notified 
in advance that such a requirement will be made. 

The Employer reserves the right to withhold payment of sick pay if the employee fails to comply with the 
provisions outlined in this clause. 
 
 
 
  


