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Frequently asked questions for COVID-19 
Version 4 27.4.20 - Last updated 
 
This is a working document; it is correct at the time of being published – please check for 
updates on a regular basis. The latest update is always applied as the most recent content at 
the top of the document. 
 
Update – 29 APRIL 
 
General 
 
The UK government has confirmed the scheme will last until 30 June 2020. Does this mean my 
furlough will be extended? 
We continue to look at re-assignment opportunities for all our furloughed colleagues where possible. For all 
those on furlough assume the extension will apply, unless we contact you to advise otherwise. 
 
Can I get another job or work for another company while I am on furlough for CTE? 
If you have two jobs, you can continue to work your secondary job even if you are placed in furlough in one 
role. If you want to take on another role outside of Capita while on furlough, please speak to your manager. 

It's important there are no conflicts of interest and you'll be expected to return to Capita if a suitable 
redeployment opportunity becomes available. 

What happens if I am in probation during furlough? Is this just paused and resumed when things 
return to normal or do we pass probation if the manager has been happy with performance? 
If the person is not working for CTE (on furlough or secondment) the probation should be paused as they cant 
be assessed within the role they are in probation for. The employee should be advised of this and something 
should be put in writing to advise it is paused and will resume as they return to their primary role at CTE. 
 
Redeployment 
 
Do I have to take on a redeployment role? 
We do expect you take on a redeployment role if offered. We'd look at individual cases separately and explore 
options with you. 
 
Will I be paid the same salary in a redeployment role? 
We'll look to redeploy people based on their experience and, where possible, within the same salary range. 
 
Pay, pensions and benefits 
 
I'm going on maternity leave in April - will my maternity pay be based on the furlough amount? 
No - maternity and other family pay will be based on your normal salary. 
 
What about my other benefits, will they still apply? 
Life Assurance - Will continue in line with your usual salary base.  
Healthcare - Will continue as normal as per contractual arrangements. 
Other voluntary benefits - You can continue to pay for your voluntary benefits, and we’ll continue to take the necessary 
payroll deductions. Please note that you cannot sell back any purchased annual leave from 2019. 
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Annual leave 
 
Can I take annual leave while I'm on furlough? What will I be paid? 
You can take annual leave, but only after being on furlough for three weeks and in blocks of at least a week. 
Any leave taken will be based on your normal salary. 
 
I'm on furlough but have pre-booked annual leave for this month. What should I do? 
We'll update this and remove it from Workday as we update our furlough records and add the balance back to 
your annual leave hours. 
 
Will I get paid for annual leave and bank holidays? 
Annual leave and bank holidays will be paid at 100% of your original base salary. Your bank holiday top up 
payments may show in the following month's pay. You will also continue to accrue annual leave while on 
furlough. 
 
 
Volunteering and charity work 
 
Can I volunteer while I'm on furlough? 
We know that people are eager to support their communities and help us become an even more responsible 
business, but it's important you stay safe and abide by government guidelines. You can find out more in 
our volunteering and charity fundraising section of the furlough guide (issued out on the 29th April) 
 
Benefits 
Life Assurance 
Will continue in line with your usual salary base. 
  
Healthcare 
Will continue as normal as per contractual arrangements. 
  
Holidays 
Your annual leave will accrue as normal during furlough. You may be able to take all or some of your accrued leave after 
three weeks on furlough, for a minimum of one week. 
Annual leave can be taken while on furlough, but only once you have been on furlough for at least three weeks. Any 
periods of annual leave must be taken in full week blocks, finishing no later than 5 June 2020 (subject to any further UK 
Government extension). Annual leave is accrued and paid at base (reference) salary. 
  
Bank Holidays 
If the furlough period falls over a Bank Holiday, your pay for the Bank Holiday day will be ‘topped up’ to 100%. This pay 
adjustment may be paid in the following month’s payroll. 
  
Car allowance 
This payment will continue in line with the employee’s terms and conditions. 

Other voluntary benefits 
You can continue to pay for your voluntary benefits, and we’ll continue to take the necessary payroll deductions. Please 
note that you cannot sell back any purchased annual leave from 2019. 
  
Pensions 
While I am on furlough, will my employee and employer pension contribution percentages change? 
No, there are no changes to the percentage contributions. 
  
What salary will pension contributions be based on? 
In order to help you maintain the value of your pension you are building up, we will be basing both employer and employee 
pension contributions on your base (reference) salary, (your pre furlough salary). 
 
If my pension contributions are by salary sacrifice, will this continue?  
We are suspending salary sacrifice and reserving our right to withdraw out of the salary sacrifice scheme following a salary 
change as a result of employees being placed on a statutory furlough payment. 
However, by suspending the salary sacrifice scheme, there will have no detriment to the pension contribution amounts the 
employee and employer are paying on a monthly basis (unless the employee decides to temporarily opt out of the 
scheme). 
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 What do I need to do if I want to change my pension contributions or opt out of the scheme? 
Members of our main pension scheme, the Capita section of the Atlas MasterTrust can opt out of the scheme 
entirely. They may also be able to change their contribution rate.  
If you opt out of the scheme, then both your contributions and Capita’s contributions will stop. You can opt back into the 
scheme at a future point. If you change your contribution rate, this may change the contribution rate Capita pays. You can 
look further at these options by using the benefit portal Choice either by: 

1. Log onto https://capita.orbitbenefits.com/idm-ui/login/  using your username and password and click on the 
orange pension tile.  This will show your current contribution rate and give you the option of changing your percentage 
rate if you wish or opting out of the scheme for a period.  

2. Log onto Capita Desktop.  Under ‘myself’ look for ‘my pay & benefits’.  Under this will be listed ‘Choice’ - click on this 
and then the orange pension tile.  This will show your current contribution rate and give you the option of changing 
your rate if you wish or opting out of the scheme for a period.  

The Capita section of the Atlas MasterTrust is the main pension arrangement for all direct hires.  However, some 
employees will be in historical alternative pension arrangements. If this applies to you, you will need to contact your 
pension provider directly to ask about the process for stopping or reducing your pension contributions. The contact details 
will be on the last benefit statement or newsletter you received from them. 
  
What if I do not have remote access? 
If you are unable to access your Choice account via Capita’s remote login, you can access Capita Choice via the following 
link https://capita.orbitbenefits.com.  
If you cannot access your account as you have forgotten your password then please 
email CapitaChoice@capita.co.uk requesting a password reset.  
If you are emailing from an address which is not recognised or linked to your Capita Desktop or Choice account, you will 
need to ensure that within the text of your email you provide your security data such as your full name, date of birth, first 
line of address and postcode and either your NI number or payroll number so that the team can identify you correctly.  
  
The Choice team will then send you an email containing a link. When you click the link, you will be sent a new password to 
access and amend your pension benefits via Choice. 
 
Update – 09 APRIL 
 
There are many questions pending on furlough, based on this being a new scheme to the UK. Only a few 
weeks ago most of us had never even heard of it. So, if we are not updating our FAQs or getting back to you, 
it is not because we don’t want to. We are seeking clarity and want to ensure the answers we provide are as 
accurate as possible, there is already too much uncertainty now with the current situation and we don’t want to 
add to that.  
 
We will update you as soon as we have the much-needed answers, in the meantime we ask you all to please 
bear with us. And you have our commitment that as soon as we know, you will and our people’s wellbeing and 
safety remains our priority. 
 
Meanwhile a note on taking annual leave 
 
Even though suddenly there’s nowhere we can really go for holiday, it’s still important to take time off – 
particularly during this time of heightened stress. Please make sure you encourage your teams to take holiday. 
 
Carrying over leave into 2021: 
Our normal annual leave carry-over policy applies, which means colleagues can carry-over up to five days of 
leave, to be used before 31 March 2021 (extended to 31 December 2021 for colleagues who are part of our 
pay reduction with annual leave scheme). 
 
We can’t refund any annual leave bought through our flexible benefits scheme, so it will need to be used by 31 
December 2020. 
 
Update – added 30th March 
 
These are based on our current understanding of the ‘furlough’ job retention scheme on the 26 March 2020.  
 

https://peopleandgrowth.newsweaver.com/1e5ray3c9a/1a5dnvc3fzy1nw7g45e38y/external?a=6&p=1224761&t=457207
https://peopleandgrowth.newsweaver.com/1e5ray3c9a/v6lsncucsj91nw7g45e38y/external?a=6&p=1224761&t=457207
mailto:CapitaChoice@capita.co.uk
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Confidential. Internal use only 
 

1. About furlough 
Q. What is furlough? 
A. Furlough is the term being used to describe a period of leave which has resulted in the company being 
unable to provide you, the employee with work. It is used where there is the expectation that ability to provide 
work will return to normal. 
 
Q. When does furlough apply? 
A. In situations where there is a temporary reduction in ability for the company to provide you with work. Each 
set of circumstances is considered before recommending that we furlough your employment. 
 
Can I work while on furlough? 
No. We may look to redeploy you to an alternative role and our expectation is that you agree if financial terms 
are no less favourable. If you refuse to take on an alternative role then you may not be eligible for furlough 
payment. 

2. What it means to be a furloughed employee 
Q. How will I be identified as a furloughed employee? 
A. Your business unit or contract manager will work with HR to identify the potential to apply furlough. 
 
Q. Who’ll let me know if I will be placed in furlough? 
A. Your manager will discuss the request to move you to a furloughed status. The HR team will support your 
manager to ensure that you are appropriately paid in line with the furlough rules 
 
Q. How will I stay in touch with Capita while on furlough? 
A. Please ensure that all your contact details are included on Workday. Your line manager will advise of how 
we will keep in contact with you. 
 
Q. What if I am asked to take on a new role instead of being furloughed? 
A. We may look to redeploy you to an alternative role and our expectation is that you agree to that 
redeployment, if the financial terms are no less favourable. If you refuse to take on an alternative role, then 
you may not be eligible for furlough payment. 
 
Q. If my role was about to be made redundant due to business changes, will I now be placed on 
furlough and receive 80% of my wages? 
A. If this redundancy process is not related to the COVID-19 impact, the business will continue with the 
redundancy consultation process and you will not be placed on furlough. 
 

3. Pay and benefits 
Q. How much of my pay will I receive if I am furloughed? 
A. If you are furloughed as a result of the COVID-19 impact, then you will be paid 80% of your wages, up to a 
maximum of £2,500 per month. The scheme is currently set to run until the end of May 2020 and is linked to 
government timeframes. 
 
Q. Will Capita ‘top up’ furlough payments? 
A. No, Capita will not be ‘topping up’ to achieve 100% of base salary. However, please note - in some 
contracts where the client continues to pay us for services in full, we will flow down the full benefit to 
employees and may not need to furlough. 
 
Q. How will I get paid? 
A. The same way as you are today – through our payroll systems. 
 
Q. What action do I need to take to be furloughed and paid? 
A. We need you to accept the terms of the furlough agreement and we will take care of the background 
actions to make sure you are paid appropriately. 
 
Q. Do I still have to pay tax and national insurance contributions? 
A. Yes, as you are still an employee you will have to pay the normal payroll deductions such as tax and 
national insurance. 
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Q. How will my benefits be impacted as a result of a reduced furlough pay? 
A. Looking at each in turn. 
◦ Life insurance – this will be tied to your original base salary (salary before furlough). 
◦ Pension – the company contributions will be aligned to your furlough payment. 
◦ Healthcare – will continue as normal. 
◦ Holidays – you will continue to accrue holidays. You may be asked to take these during the 
furlough period. 
◦ Car allowance – will continue as normal. 
◦ Other voluntary benefits – you can continue to pay for your voluntary benefits and payroll 
deductions will occur as normal. 
 
Q. Does this affect other pay policy decisions? 
A. No. If they are not referenced here, they are as agreed on 18 March 2020 and remain under constant 
review. 
 
Updates – added 20th March  
 
Q. How are the business identifying who is vulnerable due to underlying health conditions and what 
are we doing with these team members to stop anxiety? 
A. We are now confident that we have identified people who are within the ‘high risk’ category & have had 
discussions with them all to ensure they are supported. If you feel you fall into this category and haven’t let 
anyone know, please speak to your manager. 
 
Q. If we have people that can work from home, but their children are at home, can we offer flexible 
working (evenings/mornings)? 
A. Yes, this is one of the options being reviewed. We want to try and keep as many people working as 
possible. Firstly, we are focussing on understanding the resource we have and the critical tasks that must be 
performed to keep the business operating. Our next step will be to understand which of these tasks can be 
performed remotely. 
 
Q. I am concerned I won’t be able to work from home due to school closures. Is there anything we can 
do in short time? 
A. We do have options available for those who have their own equipment but don’t own a company laptop. We 
need to ensure everyone that works from home, has access to the applications they need to do their job and 
can complete critical tasks. The goal is to try and have as many of our workforce working remotely on key 
tasks that will keep the business operating. This isn’t a quick or easy plan that we can enable overnight, but 
the team are working hard to work through a plan of actions to manage resource effectively and support our 
people. 
 
Q. Members of my team have advised that parents/grandparents can’t look after their children from 
this weekend, what can we do?  
A. See response above 
 
Q. Is the official guidance if you CAN work from home that you SHOULD work from home, there has 
been some confusion? 
A. Absolutely, if you have a company laptop and can work from home and can perform your role remotely then 
we encourage you to do this. As above, we are working towards trying to allow as many as many of our 
people as possible to connect and work remotely. It is important we understand what can be done this way 
and the tasks that are essential right now to keep the business operating. 
 
Q. Following the survey, what is happening next?  
A. At the moment, we are prioritising activity that will help us get as many people working on the right things, 
with the right skills – remotely where possible. Your feedback has really helped us and our aim is to ensure 
you are all communicated with as and when any next steps happen. As always we will remain as open and 
transparent as possible with you all and do our best to do what is right for our people in these challenging 
times. 
 
Q. Re the survey, we need to understand how any action may impact benefits 
(insurances/healthcare/childcare vouchers etc). It would be good to know this asap so we can make an 
informed decision? 
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A. We would do all we can to ensure any benefits have minimal impact from any changes we have to make. 
Our commitment to you is whatever decisions we have to make, you will be fully engaged on and we will talk 
to you about it, to keep you informed. 
 
Q. Are there any plans to reduce core working hours? e.g. reduce to 0830-1700 for everyone) 
A. Yes, reduction of operating hours is one consideration. We need to make all our decisions carefully and 
ensure they are they support our people and customers through this challenging time. 
Q. Are we going to receive clear guidance on pay if people are self-isolating and unable to work 
because they don’t have the right equipment?    
A. We do have options available for those who have their own equipment but don’t own a company laptop. We 
need to ensure everyone that works from home, has access to the applications they need to do their job and 
can complete critical tasks. The goal is to try and have as many of our workforce working remotely on key 
tasks that will keep the business operating. This isn’t a quick or easy plan that we can enable overnight, but 
the team are working hard to work through a plan of actions to manage resource effectively and support our 
people. 
 
Q. If it comes to core hours being reduced here, will you be taking into consideration families whose 
main income is from someone who is self-employed?  
A. At the moment, we are prioritising activity that will help us get as many people working on the right things, 
with the right skills – remotely where possible. Your feedback has really helped us and our aim is to ensure 
you are all communicated with as and when any next steps happen. As always we will remain as open and 
transparent as possible with you all and do our best to do what is right for our people in these challenging 
times. 
 
Q. If someone is off sick due to the virus does this then get included in any stage warning? 
A. We are operating outside of BAU at the moment so sickness stages will need to be reviewed. It is not our 
intention to include any stage warnings at the present time. 
 
Q. If someone thinks that have it, do we notify anyone so that we know who they’ve had contact with? 
A. If a member of your team is showing symptoms and has been in the office, we can review their contact and 
look at steps to mitigate the spread of germs through self-isolation. Externally, the member of staff should 
review the guidelines issue by the government. 
 
Q. As I am on probation where do I stand with any kind of pay during isolation/sick pay during the 
recent events? 
A. If you are self-isolating and well enough to work and have the means to do so remotely e.g. work or own 
laptop we will consider you to be working and you will be paid as normal. If you are sick then standard Capita 
sick pay conditions apply. 
 
Q. If someone else in my household must isolate where does it stand with me and pay as the whole 
household will have to isolate? 
A. If you are self-isolating and well enough to work and have the means to do so remotely e.g. work or own 
laptop we will consider you to be working and you will be paid as normal. 
 
Q. With the government bringing into place a SSP change for self-isolating from the coronavirus would 
I qualify for this as it’s a new government legislation. It states on gov website “Emergency legislation 
is being brought forward. You’ll be able to get SSP from the first day you’re self-isolating and cannot 
work. This will begin from 13 March.” 
A. If you are self-isolating and well enough to work and have the means to do so remotely e.g. work or own 
laptop we will consider you to be working and you will be paid as normal. If you are sick then standard Capita 
sick pay conditions apply. 
 
Q. If we took a 5% pay reduction and this took us below national minimum wage is this ok/allowed? 
A. We are not moving back from our commitment to the Real Living Wage and no one will be asked to take a 
reduction that takes them below this. If we make the difficult decision to protect the business by reducing the 
wage bill the biggest pain would be felt by the most senior roles starting with the Exec Team. 
 
Q. I have booked annual leave and am now sick, self-isolating or if the government was to put the UK 
on lockdown – what applies as we can’t cancel any annual leave without approval at the moment? 
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A. We would encourage people to take annual leave as planned wherever possible as it is healthy to have a 
break from work. We also need to plan our holidays throughout the business so that we have enough people 
working. 
If you are sick whether through Covid-19 or any other illness, standard Capita sick pay conditions apply.  
  
Q. In the letter from James he indicated that trading was down by over 50% in March but with the 
Easyjet and Flybe disruption, did this provide us with a buffer against the 50%? 
A. The TTV generated from Storm Dennis and Ciara was reflected in our February trading where we met our 
forecast. Our UK centric business put us in a more favourable position than some of our Global competitors, 
however the impact of Covid-19 is now outweighing those upsides. We are forecasting to be down 50+% in 
March but it is worth recognising that we are still receiving hotel and rail bookings. 
 
Q. When we are forecasting the reduction in trading, do we have an idea of how many refunds are 
going through the system from pre-booked tickets? 
A. A large portion of what is being processed at this point in time is cancellations and refunds, as expected 
based on travel bans and customer avoid non-essential travel. 
 
Q. What is Capita Group stance on this and what support for us? 
A. Capita are providing regular employee updates on the current situation. Please refer to those updates on 
Capita’s stance. Access the latest Capita Guidance here 
 
Q. Can I check the form that has been shared yesterday for us to complete for anyone who is off self-
isolating do we need to do for anyone that has gone home earlier to yesterday? 
A. Yes please, the form needs to be completed for everyone in your team who is in self-isolated 
 
 
Original FAQs – March 2020 
 
Q. Capita Travel and Events statement 
A. Capita’s priority is to protect the welfare of all colleagues, our clients and societies in which we operate.  
 
Q. What is COVID-19 coronavirus? 
A. It is a virus which can affect your breathing by infecting your lungs and airways. The symptoms of the 
illness are a cough, high temperature and shortness of breath, like a cold and flu.    
 
Q. What you should do if you are concerned you may be infected? 
A. If you have been in close contact with someone who has been to a specified country and are feeling unwell, 
you need to contact the NHS on 111, the NHS will provide you with advice on what to do. 
DO NOT go in person to your GP 
DO NOT travel into work, call your manager 
 
Q. I have plans to travel to one of the specified countries next month, what should I do? 
A. If you have any plans to travel (business or personal), you may need to self-isolate on your return to the UK 
and so will need to discuss this with your manager before you go. 
If you have any upcoming travel plans, please let your manager know as soon as possible. 
 
Q. Are there any steps I can take to prevent or reduce the spreading of the virus? 
A. Yes, we all need to take part,  

• Wash your hands regularly using soap and water, each office also has anti-bacterial hand gel. You will 
have seen posters on how to effectively wash your hands. 

• We all cough and sneeze from time to time, use disposable tissue and throw them away immediately. 
• If you can avoid touching your eyes, nose and mouth with unwashed hands 
• Avoid close contact with people who are unwell 

 
Q. I have a face to face meeting I am not sure if my attendees have travelled recently? 

• If possible, change the meeting to a phone call or video conference. 
• Ask your attendees if they have travelled to any of the specified countries, if they have and your 

meeting cannot be held by phone or video conference you should cancel the meeting. 
 

http://capitaconnections.capita.zone/business-support/health-and-safety/domestic-she-procedures/communicable-diseases/coronavirus
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Q. I have not travelled anywhere, however a member of my household is due back from one of the 
specified countries, can I still come to work? 
A. NO, anyone who you could spend more than 15 minutes or be within 2 meters could be infected by the 
traveller, you would be recommend staying at home, call your manager to advise them. If you start to feel 
unwell, please call NHS 111.  
 
Q. Do I fall into the “Increased Risk” category? 
A. Only if you are: 

• Over the age of 60 
• Serious long-term medical condition 

If you fall into any of the categories above, we a would urge you to let your manger know, this will remain 
confidential and only shared for the purpose of a risk assessment. 
 
Q. My role requires me to travel; do I need to be aware of anything? 
A. See the new internal travel update – issued 12.3.20 

• If possible, change the meeting to a phone call or video conference. 
• Ask your attendees if they have travelled to any of the specified countries, if they have and your 

meeting cannot be held by phone or video conference you should cancel the meeting. 
 

Q. What is the current Business Travel Policy for International Travel? 
A. Capita have banned all international travel with immediate effect. Exemptions can be requested please 
direct these to information.assurance@capita.com including your manager. 
 
Q. I am planning an international holiday in a few days, what are Capita views? 
A. See below for the latest in the Travel Section 13.3.10 
It’s always recommended to consider the FCO guidance before planning your trip. Before making any 
bookings please speak to your manager who will speak to our internal Coronavirus monitoring team. 
We are following Capita guidance on international travel, only self-isolating if you have been to or transferred 
through a high-risk country. However, if you have any international travel booked please arrange to check-in 
with your manger PRIOR to travel and before return to the office. Managers, please use the information made 
available to decide on an appropriate course of action. 
The FCO guidance is being updated constantly based on rapidly changing circumstances so it is best to check 
the website for travel advise and review specific details for the country you are planning to travel to, this can 
be located here 
Here are some contact details: 

• Local Primary Care Providers: NHS 111 
• Capita Travel and Events Coronavirus watch: information.assurance@capita.co.uk  
• Capita Coronavirus Support: coronavirus_support@capita.co.uk or call 0800 023 4146 

 
Q. I have customer meetings / supplier meetings planned; do I still go? 
A. Please refer to the latest internal travel guidance policy that has been created and shared (12.03.20) as a 
business we need to have appropriate measures in place to reduce risk of transference and consider the 
safety and welfare of our staff. 
 
Q. I have internal team meetings planned, should they still go ahead? 
A. As a business we need to be following the latest advice and guidance about coronavirus, with a focus on 
keeping the business running but putting our people’s welfare in focus. Please refer to the latest internal travel 
guidance policy that has been created and shared (12.03.20) 
 
Q. I am living with someone who is self- isolating can I still come in to work? 
A. In this situation you can carry on as normal, and only need to react if you develop symptoms (new 
continuous cough and / or high fever). See the government guidance on how to minimise contact when you are 
in a shared space. If you develop symptoms you should follow the 7 day isolation advice. 
 
Q. There is talk of school closures, if I need to take time off for dependents will I be paid? 
A. We are aware of questions around possible school closures. We are monitoring the situation and will 
update guidance as soon as we have firm information to share. 
 
Q. Is the air conditioning clean serviced and cleaned regularly? 

mailto:information.assurance@capita.com
https://www.gov.uk/guidance/travel-advice-novel-coronavirus#foreign--commonwealth-office-fco-travel-advice
mailto:information.assurance@capita.co.uk
mailto:coronavirus_support@capita.co.uk
https://capita.sharepoint.com/:b:/r/sites/travelintranet/Shared%20Documents/CTE%20policies%20and%20procedures/CTE_internal_travel_guidance.pdf?csf=1&e=mldWS1
https://capita.sharepoint.com/:b:/r/sites/travelintranet/Shared%20Documents/CTE%20policies%20and%20procedures/CTE_internal_travel_guidance.pdf?csf=1&e=mldWS1
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-people-with-confirmed-or-possible-coronavirus-covid-19-infection
http://documents.capitaconnections.capita.zone/Published%20Documents/COVID-19%20Guidance%20for%20Capita%20Colleagues.pdf
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A. It is a legal requirement for office air conditioning systems to be serviced regularly.  This includes either a 
complete change of or a comprehensive clean of the air filtration systems.  Capita Travel and Events can 
confirm that all offices air conditioning systems have been appropriately serviced to the legally required 
standards, are fit for purpose and as at the time of writing this statement are in full working condition. The 
equipment was maintained in accordance with SFG20 maintenance standards 
 
Q. Why can’t I have personal parcels delivered to site? 
A. For the safety and wellbeing of our teams we are working to reducing the number of visitors. This applies to 
couriers and delivery drivers coming to our buildings. As of Monday 23rd of March, we will not be accepting 
the delivery of any personal parcels, regardless of size or weight at any Capita Travel and Events or NYS 
office. 
For clarity, Royal Mail and Business related Courier Deliveries are not affected. 
 
End of FAQ 
-------------------------------------------------------------------------------------------------------------------------- 
Travel Guidance Section – Latest update 
 
Business Travel Policy – 13.3.20 
Capita has put in place a ban all international travel for business purposes, with immediate effect. This 
includes international client visits, visits to international meetings and conferences or international travel to a 
regular place of work.   
If you believe you have exceptional circumstances which require essential international business travel, please 
ask your division / function ExCo member to escalate this to Rachel Ford, CEOs Chief of Staff.  
 
Personal travel & holidays  
The additional Capita ban on all international travel does not apply to personal travel – but we encourage you 
to consider government guidance when making plans to travel.   
Colleagues should follow the latest travel advice from the Foreign & Commonwealth office (FCO), who are 
advising against all but essential travel to some countries, cities and regions. You must check the FCO travel 
advice for the country you are travelling to before you travel.  
If you plan to travel to any of the countries with FCO travel restrictions, please discuss this with your manager 
before you travel and before you return to work.   
 
Recent travel to a specified country  
If you have returned from any country with FCO travel restrictions within the last 14 days, Capita requires that 
you then remain off work for a period of 14 days from the date of return to your home country. This applies 
even if you do not have any symptoms.    
 
 
 
 
 
 
  
 


