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COVID-19 Best Practice and Response Procedures
In December 2019, sufferers on an unknown illness were linked to the city of Wuhan, a central province within the People’s
Republic of China (PRC). This illness was rapidly isolated by Chinese health authorities and is now known as COVID-19 (or
SARS-CoV-2 in epidemiological communities). The PRC’s unprecedented cordon sanitaire efforts to quarantine Wuhan came too
late, and COVID-19 has since spread outside of the country’s borders.
On 10 March 2020 alone, Japan saw fifty-nine new cases of COVID-19. This constituted the biggest one-day rise since the
beginning of the outbreak, according to NHK. The Japanese government is drafting plans for “state of emergency” measures
that would allow authorities to enforce people staying inside and allow them to take control of buildings such as hospitals as
the government tries to respond with five months before the Olympics is due to start. Having effectively deployed preventative
measures across its own Asia–Pacific offices, here are BRG’s recommendations with regards to employers’ response to the
ongoing pandemic:

1. Deploy Preventative Measures
Employers should demonstrate that they have taken reasonable precautions to ensure the safety of their staff.

Recommendations:
- I f recommended by local government, provide face masks and hand sanitiser for use by employees working in the office.
-E
 nsure shared areas and restrooms/washroom facilities observe strict hygiene rules, with regular attention to cleaning and
sanitisation, to include door handles, elevators and other public areas.
-D
 isseminate guidance on proper handwashing technique (scrubbing for at least 20 seconds).
-E
 nsure employees are trained on the proper usage of surgical masks where recommended by governmental authorities.
-R
 einforce good behaviours, such as covering the nose/mouth whilst coughing or sneezing, through placing posters in
prominent locations around the office.
-O
 rganise daily sanitisation of desks and peripherals, including keyboards etc., by cleaning staff.
- I f feasible and necessary, enact a shift working policy to minimise transmission and avoid rush-hour travel.
-E
 ncourage self-quarantine procedures if colleagues suspect they are infected or have been exposed to someone who has
been infected.
-L
 imit work trips / enforce a ban on work-related travel as dictated by government authority.
-R
 estrict the arrival visitors, external contractors or part-time staff in your office premise.
-T
 emporarily discourage team building events, client entertainment and non-essential face-to-face meetings.
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2. Enable Working from Home
Technology-enabled employees possessing ‘always-on’ devices such as mobile phones will be able to work from home and
maintain connectivity whilst travelling.

Recommendations
-C
 onsider necessity of employees to be present in your office.
-D
 eploy instant-messaging tools to facilitate real-time communications amongst team members.
-E
 ncourage a work-from-home test day to ensure employee is fully able to manage critical job functions remotely.
-T
 rain colleagues in use of video-conferencing tools to enable virtual catch-up meetings.
-P
 rovide updates weekly to staff in lower-risk regions, and be prepared to issue daily updates to staff in higher-risk areas.
Updates should comprise developments and trends in office locations, as well as worldwide.
-B
 efore allowing colleagues to return to work, require them to fill in a self-declaration form featuring their temperature and the
presence of other symptoms such as fever, cough and difficulty when breathing.

3. Impose Mandatory Self-Quarantine for Work Travellers
By ensuring employees observe a period of self-quarantine after returning from international travel or travel to higher-risk areas,
employers set good precedents to reduce transmission amongst their workforce.

Recommendations
- S taff should be instructed to cooperate with airport staff screening measures for body temperature and self-declaration,
irrespective of their workload.
- S taff returning from impacted areas should conduct a period of self-quarantine outside of the workplace.
-T
 emperature checks should be conducted at least twice a day during this period.
-E
 mployers should support self-quarantining staff with regular virtual ‘check-ins’ using instant messaging, phone or videoconferencing tools.
-A
 s a prudent contingency-planning measure, divide critical staff into two teams, with one team working from a different office
location (or from home) under a rotation system.
- I mpacted staff should return to the office only after the quarantine period has been completed and a self-declaration has been
submitted to HR and cross-referenced against best practice guidelines disseminated by public health bodies such as the World
Health Organization (WHO) and the US Centers for Disease Control and Prevention (CDC).
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4. Enact Crisis-Management Procedures
Should an employee contract COVID-19, having standard operating procedures (SOPs) in place will streamline prevention-andcontrol measures during this high-stress period of operations.

Recommendations
-C
 onduct an audit of employeeemergency contact details.
- I nform health authorities immediately and follow government guidance on transportation of the infected to an approved
treatment location.
-R
 equest health authorities conduct sanitisation of your office premises.
- I nstruct employees to work from home, whilst ensuring employees who worked in close proximity to the infected person selfquarantine for a minimum of fourteen days.
-C
 onsider virus contact-tracing contingencies (especially amongst your staff ) should infection occur.
-L
 iaise with intermediaries to highlight delay in operations due to staff absenteeism.

5. Curb Misinformation
Social media is contributing to the spread of misinformation at an unprecedented rate. This is compounded by how little is
known about the virus. Where possible, point employees to authoritative sources such as the CDC. In this vein, the WHO has
published the following ‘myth busters’1 to curb the contagion of misinformation:

FACT
1. COVID-19 can be transmitted in hot and humid climates.

9. V
 accines, including the flu vaccine, will not prevent
COVID-19.

2. Cold weather and snow cannot kill COVID-19.

10. T here is no evidence that rinsing the nose with saline is

3. Baths do not prevent COVID-19.

effective prevention.

4. Mosquitoes do not transmit COVID-19.

11. T here is no evidence that eating garlic will protect people

5. Hand dryers are not effective in killing COVID-19.

from COVID-19.

6. UV lamps should not be used to sterilise hands due to the

12. People of all ages can be infected by COVID-19.

risk of skin irritation by UV radiation.

13. Antibiotics do not work against viruses, only bacteria.

7. T hermal scanners only detect the feverish, not those in the

14. T here currently exists no specific medicine recommended

incubation phase.

to treat COVID-19.

8. S praying alcohol or chlorine all over your body will not kill
COVID-19 if you are infected.

1 This information was current as of 1519 hours 13 March 2020 Tokyo time;
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6. Understand and Account for Japanese Laws and Customs
COVID-19 was designated a “quarantinable infectious disease” under Article 34 of the Japanese Quarantine Act on 14 February
2020. This permits “ “isolation and restriction of activities” of suspected or confirmed COVID-19 cases.1

Recommendations
- S eek legal counsel on your obligations as an employer and best practice during the COVID-19 outbreak.
-R
 eview contracts to understand whether force majeure applies and your provision or receipt of goods or services may be
impacted within Japan.
- Issue Japanese- and English-language guidelines on steps employees should take if they suspect they are infected.
-C
 onsult regularly the Ministry of Health, Labour and Welfare’s webpage dedicated to COVID-19.

For further information or analysis related to the ongoing COVID-19 outbreak, please email Ben Fouracre at
bfouracre@thinkbrg.com.

About Berkeley Research Group
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2 Quarantine Act, www.japaneselawtranslation.go.jp, accessed 16 March 2020;
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