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1.0 Introduction  

This guidance has been developed on information provided by: 

• The UK NHS (National Health Service) 

• The WHO (World Health Organisation) 

• CIPD (The Chartered Institute of Personnel and Development) 

• The UK FCO (Foreign and Commonwealth Office) 

• GOV.UK 

• Australian Government  

• The Resuscitation Council (UK)  

Coronaviruses (CoV) are a large family of viruses that cause illness ranging from the common cold to more 
severe diseases such as Middle East Respiratory Syndrome (MERS-CoV) and Severe Acute Respiratory 
Syndrome (SARS-CoV). A novel coronavirus (COVID-19) was identified in 2019 in Wuhan, China. This is a 
new coronavirus that has not been previously identified in humans. 

Coronaviruses are zoonotic, meaning they are transmitted between animals and people. Detailed 
investigations found that SARS-CoV was transmitted from civet cats to humans and MERS-CoV from 
dromedary camels to humans. Several known coronaviruses are circulating in animals that have not yet 
infected humans.  

2.0 Number of coronavirus (COVID-19) cases and risk in the UK?1 

https://www.worldometers.info/coronavirus/country/uk/ 

RISK LEVEL  

The risk to the UK is HIGH. 

3.0 Symptoms and what to do2 

Do not leave your home if you have either: 

• a high temperature – this means you feel hot to touch on your chest or back (you do not need to 
measure your temperature) 

• a new, continuous cough – this means coughing a lot for more than an hour, or 3 or more coughing 
episodes in 24 hours (if you usually have a cough, it may be worse than usual) 

To protect others, do not go to places like a GP surgery, pharmacy or hospital. Stay at home. 

USE THE NHS 111 ONLINE CORONAVIRUS SERVICE TO FIND OUT WHAT TO DO. 

Link: https://111.nhs.uk/covid-19/ 

Only call 111 if you cannot get help online. 

 
BBC Coronavirus symptoms video3  

 
1 https://www.gov.uk/guidance/coronavirus-covid-19-information-for-the-public#number-of-cases 
2 https://www.nhs.uk/conditions/coronavirus-covid-19/symptoms-and-what-to-do/ 
3 https://www.bbc.co.uk/news/av/health-51934576/how-do-i-know-if-i-have-coronavirus 

https://www.worldometers.info/coronavirus/country/uk/
https://111.nhs.uk/covid-19/
https://www.gov.uk/guidance/coronavirus-covid-19-information-for-the-public#number-of-cases
https://www.nhs.uk/conditions/coronavirus-covid-19/symptoms-and-what-to-do/
https://www.bbc.co.uk/news/av/health-51934576/how-do-i-know-if-i-have-coronavirus
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4.0 How coronavirus is spread4 

Because it's a new illness, we do not know exactly how coronavirus spreads from person to person. 

Similar viruses are spread in cough droplets. 

It's very unlikely it can be spread through things like packages or food. 

5.0 Stay at home to stop coronavirus spreading 5 

Everyone must stay at home to help stop the spread of coronavirus. Reasons include: 

• shopping for basic necessities, for example food and medicine, which must be as infrequent as 
possible 

• exercise, for example a run, walk, or cycle – alone or with members of your household or 1 person 
outside 

• any medical need, or to provide care or to help a vulnerable person 

• travelling to and from work, but only where this absolutely cannot be done from home. 

IMPORTANT 

These 4 reasons are exceptions – even when doing these activities, you should be minimising time spent 
outside of the home and ensuring you are 2 metres apart from anyone outside of your household. 

6.0 How to stop infection spreading6 

There are things you can do to help reduce the risk of you and anyone you live with getting ill with 
coronavirus. 

DO 
• wash your hands with soap and water often – do this for at least 20 seconds 

• use hand sanitiser gel if soap and water are not available 

• wash your hands as soon as you get back home 

• cover your mouth and nose with a tissue or your sleeve (not your hands) when you cough or sneeze 

• put used tissues in the bin immediately and wash your hands afterwards 
 

DO NOT 
• do not touch your eyes, nose or mouth if your hands are not clean 

7.0 What is social distancing? (General UK Government Guidance)7 

Social distancing measures are steps you can take to reduce social interaction between people. This will 
help reduce the transmission of coronavirus (COVID-19). 

They are to: 

t is still very important that people stay home unless necessary to go out for specific reasons set out in law. 
These include: 

• for work, where you cannot work from home 

• going to shops that are permitted to be open – to get things like food and medicine, and to collect 
goods ordered online or on the phone 

• to exercise or spend time outdoors for recreation 

• any medical need, to donate blood, avoid injury or illness, escape risk of harm, or to provide care or 
to help a vulnerable person 

 

 

 
4 https://www.nhs.uk/conditions/coronavirus-covid-19/ 
5 https://www.nhs.uk/conditions/coronavirus-covid-19/ 
6 https://www.nhs.uk/conditions/coronavirus-covid-19/ 
7 https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing  

https://www.nhs.uk/conditions/coronavirus-covid-19/
https://www.nhs.uk/conditions/coronavirus-covid-19/
https://www.nhs.uk/conditions/coronavirus-covid-19/
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing
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Everyone should be trying to follow these measures as much as is practicable. 

We strongly advise you to follow the above measures as much as you can and to significantly limit your face-
to-face interaction with friends and family if possible, particularly if you: 

• are over 70 

• have an underlying health condition 

• are pregnant 

This advice is likely to be in place for some weeks. 

8.0 How long to self-isolate8 

If you have symptoms 

If you have symptoms of coronavirus, you'll need to self-isolate for 7 days. 

After 7 days: 

• if you do not have a high temperature, you do not need to self-isolate 

• if you still have a high temperature, keep self-isolating until your temperature returns to normal 

You do not need to self-isolate if you just have a cough after 7 days. A cough can last for several weeks after 
the infection has gone. 

If you live with someone who has symptoms 

If you live with someone who has symptoms, you'll need to self-isolate for 14 days from the day their 
symptoms started. This is because it can take 14 days for symptoms to appear. 

If more than 1 person at home has symptoms, self-isolate for 14 days from the day the first person started 
having symptoms. 

If you get symptoms, self-isolate for 7 days from when your symptoms start, even if it means you're self-
isolating for longer than 14 days. 

If you do not get symptoms, you can stop self-isolating after 14 days. 

After self-isolation 

You still need to stay at home when you finish self-isolating, but you can go out for essential trips such as 
buying food. 

Read the coronavirus advice for everyone. (Point 5 above). 

9.0 Get an isolation note to give to your employer9 

If you live with someone who has symptoms of coronavirus, you can get an isolation note to send to your 
employer as proof you need to stay off work. 

You do not need to get a note from a GP. 

If you have symptoms of coronavirus and need to stay at home, use the 111-coronavirus service to get an 
isolation note 

Get an isolation note 

Link: https://111.nhs.uk/isolation-note/ 

10.0 If you have symptoms and live with a vulnerable person  

If you live with someone who is 70 or over, has a long-term condition, is pregnant or has a weakened 
immune system, try to arrange for them to stay with friends or family for 14 days. 
 
If you have to stay at home together, try to keep away from each other as much as possible. 

 
8 https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-advice/ 
9 https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-advice/ 

https://111.nhs.uk/isolation-note/
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-advice/
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-advice/
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DO 

• try to keep 2 metres (3 steps) away from each other 

• avoid using shared spaces, such as kitchens or bathrooms, at the same time as each other 

• open windows in shared spaces if you can 

• clean a shared bathroom each time you use it, for example by wiping the surfaces you have touched 

• use a dishwasher if you have one – if you do not have one, use washing-up liquid and warm water 
and dry everything thoroughly 

DO NOT 

• do not share a bed, if possible 

• do not share towels, including hand towels and tea towels 

11.0 Reducing the spread of infection in your home10 

While you're staying at home, you should: 

• wash your hands with soap and water often, for at least 20 seconds 

• use hand sanitiser gel if soap and water are not available 

• cover your mouth and nose with a tissue or your sleeve (not your hands) when you cough or sneeze 

• put used tissues in the bin straight away and wash your hands afterwards 

• clean objects and surfaces you touch often (like door handles, kettles and phones) using your 
regular cleaning products 

12.0 How to do your cleaning and laundry  

Use your usual household products, such as detergents and bleach, when you clean your home. 

Put used tissues and disposable cleaning cloths in rubbish bags. Then put the bag into a second bag and tie 
it securely. Wait 3 days before putting it in your outside bin. 

Dispose of other household waste as normal. 

Wash your laundry in the washing machine in the usual way. Laundry that has been in contact with an ill 
person can be washed with other people's items. Do not shake dirty laundry, as this may spread the virus in 
the air. 

If you do not have a washing machine, wait for 3 days after your stay at home has ended before taking your 
laundry to a launderette. 

13.0 Looking after your health and wellbeing  

To help yourself stay well while you're at home: 

• drink plenty of water to stay hydrated – drink enough so your pee is pale and clear 

• take paracetamol to help ease your symptoms 

• stay in touch with family and friends over the phone or on social media, to help you avoid feeling low 
or lonely 

• try to keep yourself busy – you could try activities like cooking, reading, online learning and watching 
films 

• do light exercise, if you feel well enough to 

14.0 What to do if someone develops symptoms of COVID-19 on site11 

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. 

 
10 https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-advice/ 
11 https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-
19/guidance-for-employers-and-businesses-on-coronavirus-covid-19 

https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-advice/
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19/guidance-for-employers-and-businesses-on-coronavirus-covid-19
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19/guidance-for-employers-and-businesses-on-coronavirus-covid-19
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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. Keep monitoring the government response page for the latest details. 

Travel arrangements  

Anyone who has a new, continuous cough or a high temperature should be advised to quickly and directly 
return home and to remain there and initiate household isolation. If they have to use public transport, they 
should try to keep away from other people and catch coughs and sneezes in a tissue. 

15.0 Ending self-isolation and household isolation 12 

Self-isolation 

If you have been symptomatic, then you may end your self-isolation after 7 days. The 7-day period starts 
from the day when you first became ill 

Household isolation 

If living with others, then all household members who remain well may end household-isolation after 14 days. 
The 14-day period starts from the day illness began in the first person to become ill. Fourteen days is the 
incubation period for coronavirus; people who remain well after 14 days are unlikely to be infectious. 

After 7 days, if the first person to become ill feels better and no longer has a high temperature, they can 
return to their normal routine. If any other family members become unwell during the 14-day household-
isolation period, they should follow the same advice - that is, after 7 days of their symptoms starting, if they 
feel better and no longer have a high temperature, they can also return to their normal routine. 

Should a household member develop coronavirus symptoms late in the 14-day household-isolation period 
(for example, on day 13 or day 14) the isolation period does not need to be extended, but the person 
with the new symptoms has to stay at home for 7 days. The 14-day household-isolation period will have 
greatly reduced the overall amount of infection the rest of the household could pass on, and it is not 
necessary to restart 14 days of isolation for the whole household. This will have provided a high level of 
community protection. Further isolation of members of this household will provide very little additional 
community protection. 

At the end of the 14-day period, any family member who has not become unwell can leave household 
isolation. 

If any ill person in the household has not had any signs of improvement and have not already sought medical 
advice, they should contact NHS 111 online. If your home has no internet access, you should call NHS 111. 

The cough may persist for several weeks in some people, despite the coronavirus infection having cleared. A 
persistent cough alone does not mean someone must continue to self-isolate for more than 7 days. 

16.0 Travel advice: coronavirus (COVID-19)13 

Guidance for British people travelling overseas during the coronavirus (COVID-19) pandemic. 

Foreign & Commonwealth Office (FCO) travel advice 

Exceptional travel advisory notices 

Return to the UK now if you’re travelling abroad. The Foreign & Commonwealth Office (FCO) advises British 
people travelling abroad to return to the UK now, if commercial flights are still available. 

 
12 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 
13 https://www.gov.uk/guidance/travel-advice-novel-coronavirus 

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
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
https://www.gov.uk/guidance/travel-advice-novel-coronavirus
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International travel is becoming very limited as air routes close, land borders close and new restrictions are 
put in place that prevent flights from leaving. 

17.0 Preventing the spread of COVID-19 in the workplace14 

Low-cost measures below will help prevent the spread of infections in the workplace, such as colds, flu and 
stomach bugs, and protect your customers, contractors and employees. 

Employers should start doing these things now, even if COVID-19 has not arrived in the communities where 
they operate. They can already reduce working days lost due to illness and stop or slow the spread of 
COVID-19 if it arrives at one of your workplaces. 

• Make sure your workplaces are clean and hygienic 

o Surfaces (e.g. desks and tables) and objects (e.g. telephones, keyboards) need to be wiped 
with disinfectant regularly 

o Why? Because contamination on surfaces touched by employees and customers is one of the 
main ways that COVID-19 spreads 

• Promote regular and thorough handwashing by employees, contractors and customers 

o Put sanitizing hand rub dispensers in prominent places around the workplace. Make sure these 
dispensers are regularly refilled 

o Display posters promoting hand-washing–ask your local public health authority for these or look 
on www.WHO.int. 

o Combine this with other communication measures such as offering guidance from occupational 
health and safety officers, briefings at meetings and information on the intranet to promote 
handwashing 

o Make sure that staff, contractors and customers have access to places where they can wash 
their hands with soap and water 

o Why? Because washing kills the virus on your hands and prevents the spread of COVID – 19 

NOTE: Adhering to 2m spacing is recommended by the UK Government.  

18.0 Handling post or packages 

Staff should continue to follow existing risk assessments and safe systems of working; there are no 
additional precautions needed for handling post or packages. 

19.0 Treatment for coronavirus15 

• There is currently no specific treatment for coronavirus 

• Antibiotics do not help, as they do not work against viruses 

• Treatment aims to relieve the symptoms while your body fights the illness 

• You'll need to stay in isolation away from other people until you've recovered. 

  

 
14 https://www.who.int/docs/default-source/coronaviruse/getting-workplace-ready-for-covid-19.pdf 
15 https://www.nhs.uk/conditions/coronavirus-covid-19/ 

https://www.who.int/docs/default-source/coronaviruse/getting-workplace-ready-for-covid-19.pdf
https://www.nhs.uk/conditions/coronavirus-covid-19/
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APPENDIX 1: Awareness Poster 1 – Main Entrance 

CORONAVIRUS 
----------------------------------------------------------------------------------------------------------------------------- ------------------- 

Are you suffering from the following signs 
and symptoms?  
 

 

• Cough 

• Fever  

• Difficulty in breathing / shortness of 
breath  

 
 
 
 
 
 
 
 
 
 

 
 
 

If yes, to protect yourself and others please go home 
and search ‘NHS Coronavirus’ for advice and access 

the 111 online coronavirus service. 
 

As soon as possible contact your Employer for guidance. 
 

Do not enter this building  
 
 
Poster layout and content developed from NHS and Public Health England. 
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APPENDIX 2: Awareness Poster 2 – Wash Your Hands 

CORONAVIRUS 
--------------------------------------------------------------------------------------------- --------------------------------------------------- 

Wash your hands  
 

more often for  
 

20 seconds 
 

Use soap and water or a hand sanitiser 
when you: 
 
• Get home or into work 
• Blow your nose, sneeze or cough 
• Eat or handle food 

 
 
 
 

 
 
 
 
 
 
 
Poster layout and content developed from NHS and Public Health England. 

CORONAVIRUS 

1 - Safe Place!  
2 - Safe Person! 
3 - Sound Information! 

PROTECT YOURSELF & OTHERS 
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APPENDIX 3: Awareness Poster 3 – How to wash your hands 

CORONAVIRUS 
----------------------------------------------------------------------------------------------------------------------------- ------------------- 
 

Wash your hands with soap and water 
more often for 20 seconds 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   Palm to palm            The backs of hands     In between the fingers 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The back of the fingers         The thumbs     The tips of the fingers 
 
 
 

Use a tissue to turn off the tap. 
Dry hands thoroughly. 
 
 
Poster layout and content developed from the NHS. 
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APPENDIX 4: Awareness Poster 4 – If I am unwell, what should I do?   
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APPENDIX 5: Awareness Poster 5 – General Hygiene and avoid spreading  

CORONAVIRUS 
----------------------------------------------------------------------------------------------------------------------------- ------------------- 
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APPENDIX 6:  Awareness Poster 6 – Employers and businesses guidance   
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APPENDIX 7: PHE Awareness Pack (Print and provide / email) 1 of 5 
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PHE Awareness Pack (Print and provide / email) 2 of 5 
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PHE Awareness Pack (Print and provide / email) 3 of 5 
 

 
 
 
PHE Awareness Pack (Print and provide / email) 4 of 5 



[Centre Logo]  

 Coronavirus (COVID-19) 
 

Coronavirus (COVID-19)  Page 18 of 44 
Version: 04  
Issue Date: 14-05-2020 ALL PRINTED COPIES ARE UNCONTROLLED 

 

 

 
 
 
 
PHE Awareness Pack (Print and provide / email) 5 of 5 
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APPENDIX 8:  Staying COVID-19 Secure in 2020  
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APPENDIX 9:  Coronavirus Stay Alert Poster 
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APPENDIX 10: Every Mind Matters Poster 
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APPENDIX 11: Covid-19 - Workplace Posters (Use as applicable)  
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APPENDIX 12: Risk assessment – Covid-19 Secure  

Part 1: Risk assessment for coronavirus (COVID-19) 

Risk assess each hazard and implement the necessary controls as appropriate. Provide awareness briefings to all affected workers and contractors, use the 
briefing record to capture their names. Note: The assessment has been started – add to the assessment as appropriate. 

Description Company Office 

Prepared by (print) 
Lee Haysman  

CMIOSH, CMaPS, MIET 
Prepared by (sign) 

 
Position H&S Consultant Date 14-05-2020 

 

Risk 

No. 
Hazard 

Who might be 
affected and how? 

Enter either, or/and 

1 - Details of recommended 
NHS / UK Government / FCO / 
WHO / etc. / General health and 
safety risk management controls 
(zoonosis)  

2 - What we are currently doing 

Evaluate current control 
measures.  

Do we need to implement 
additional controls? 

Enter either, or/and 

1 - New control measures 
recommended 

2 - Why the 
recommended control 
measures are not 
implemented 

3 - General comments  

By who By when  

YES NO N/A 

1 – WHO SHOULD GO TO WORK 

 

Coronavirus  

(COVID-19) (CV19) 

 

Employees and 
Visitors 

1 - Staff are working from home 
if at all possible. Homeworking 
assessments are undertaken 
and DSE equipment provided as 
required.  

2 – Workers in critical roles are 
working on site. 

3 - The minimum number of 
people have been selected to 
work in the office and on site to 
operate safely and effectively. 

4 - Management are monitoring 
the wellbeing of people who are 
working from home and helping 
them stay connected to the rest 
of the workforce, especially if the 
majority of their colleagues are 
on-site. 

 No     
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5 - Management are keeping in 
touch with off-site workers on 
their working arrangements 
including their welfare, mental 
and physical health and 
personal security. 

6 - Clinically extremely 
vulnerable individuals have been 
strongly advised not to work 
outside the home. 

7 -  Clinically vulnerable 
individuals, who are at higher 
risk of severe illness (for 
example, people with some pre-
existing conditions) have been 
asked to take extra care in 
observing social distancing and 
should be working from home, 
either in their current role or in 
an alternative role. 

8 - If clinically vulnerable (but 
not extremely clinically 
vulnerable) individuals cannot 
work from home, they will be 
offered the option of the safest 
available on-site roles, enabling 
them to stay 2m away from 
others. If they have to spend 
time within 2m of others, we will 
carefully assess whether this 
involves an acceptable level of 
risk. 

9 – We will take into account 
specific duties to those with 
protected characteristics, 
including, for example, 
expectant mothers who are, as 
always, entitled to suspension 
on full pay if suitable roles 
cannot be found.  

10 – We will enable workers to 
work from home while self-
isolating if appropriate. 
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11 – We are understanding and 
taking into account the particular 
circumstances of those with 
protected characteristics and 
considering whether we need to 
put in place any particular 
measures or adjustments to take 
account of our duties under the 
equalities legislation. 
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Risk 

No. 
Hazard 

Who might be 
affected and how? 

Enter either, or/and 

1 – Details of recommended 
NHS / UK Government / FCO / 
WHO / etc. / General health and 
safety risk management controls 
(zoonosis)  

2 – What we are currently doing 

Evaluate current control 
measures.  

Do we need to implement 
additional controls? 

Enter either, or/and 

1 – New control 
measures recommended 

2 – Why the 
recommended control 
measures are not 
implemented 

3 – General comments  

By who By when  

YES NO N/A 

2 – SOCIAL DISTANCING AT WORK 

 

Coronavirus  

(COVID-19) (CV19) 

 

Employees and 
Visitors 

1 – We aim to maintain 2m 
social distancing wherever 
possible, including while arriving 
at and departing from work, 
while in work, and when 
travelling between sites. 

2 – We are increasing the 
frequency of hand washing and 
surface cleaning in the office. 

3 – We are keeping the activity 
time involved as short as 
possible. 

4 – In areas where social 
distancing is challenging, we are 
using screens or barriers to 
separate people from each 
other. 

5 – We are using back-to-back 
or side-to-side working (rather 
than face-to-face) whenever 
possible. 

6 – We are reducing the number 
of people each person has 
contact with by using ‘fixed 
teams or partnering’ (so each 
person works with only a few 
others i.e. in the department 
teams).  

7 – Our Social distancing 
applies to all parts of our 

 No     
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business, not just the place 
where people spend most of 
their time, but also includes our 
entrances and exits, break 
rooms and similar settings.  

8 – Where possible, we are 
staggering arrival and departure 
times at work to reduce 
crowding into and out of the 
workplace, taking account of the 
impact on those with protected 
characteristics. 

9 – We are providing additional 
parking arrangements and 
facilities such as bike racks to 
help people walk, run, or cycle 
to work where possible. 

10 – We are using markings and 
are introducing one-way flow at 
entry and exit points. 

11 – We are providing 
handwashing facilities, or hand 
sanitiser where not possible, at 
entry and exit points and not 
using touch-based security 
devices such as keypads. 

12 – We are reducing movement 
by discouraging non-essential 
trips within our buildings and 
sites, for example, restricting 
access to some areas, 
encouraging use of radios or 
telephones, where permitted, 
and cleaning them between use. 

13 – We are reducing maximum 
occupancy for lifts, providing 
hand sanitiser for the operation 
of lifts and encouraging use of 
stairs wherever possible – 
signage is displayed. 

14 – We have reviewed our 
layouts and processes to allow 
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people to work further apart from 
each other. 

15 – We are using floor tape or 
paint to mark areas to help 
workers keep to a 2m distance. 

16 - Only where it is not possible 
to move workstations further 
apart, using screens to separate 
people from each other. 

17 – We are managing 
occupancy levels to enable 
social distancing – room limit 
signage is displayed in toilets, 
meeting room, etc. 

18 – We are avoiding use of hot 
desks and spaces and, where 
not possible we are cleaning 
and sanitising workstations 
between different occupants 
including shared equipment. 

19 – We are using remote 
working tools to avoid in-person 
meetings i.e. TEAMS. 

20 - Only absolutely necessary 
participants are attending 
meetings and are maintaining 
2m separation throughout. 

21 – We are avoiding sharing 
pens and other objects to stop 
transmission – signing in books 
are suspended and fire 
marshals sweeping buildings in 
the event of the fire alarm going 
off.  

22 – We are providing hand 
sanitiser in meeting rooms, 
holding meetings outdoors or in 
well-ventilated rooms whenever 
possible and using floor signage 
to help people maintain social 
distancing.  
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23 – We are working 
collaboratively with our landlord 
and other tenants to ensure 
consistency across common 
areas, for example, receptions, 
staircases. 

24 – We are staggering break 
times to reduce pressure on 
break rooms or outside areas. 

25 – We have created additional 
space by using other parts of the 
workplace or building that have 
been freed up by remote 
working. 

26 – We are encouraging 
workers to bring their own food 
and are encouraging staff to 
remain on-site and, when not 
possible, maintaining social 
distancing while off-site. 

27 - In an emergency, for 
example, an accident or fire, 
people do not have to stay 2m 
apart if it would be unsafe. 
People involved in the provision 
of assistance to others are 
informed to pay particular 
attention to sanitation measures 
immediately afterwards including 
washing hands and refer to the 
Resuscitation Council 
Guidelines on CPR.  
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Risk 

No. 
Hazard 

Who might be 
affected and how? 

Enter either, or/and 

1 - Details of recommended 
NHS / UK Government / FCO / 
WHO / etc. / General health and 
safety risk management controls 
(zoonosis)  

2 - What we are currently doing 

Evaluate current control 
measures.  

Do we need to implement 
additional controls? 

Enter either, or/and 

1 - New control measures 
recommended 

2 - Why the 
recommended control 
measures are not 
implemented 

3 - General comments  

By who By when  

YES NO N/A 

3 - Managing your customers, visitors and contractors 

 

Coronavirus  

(COVID-19) (CV19) 

 

Employees, visitors 
and contractors 

1 – We are minimising the 
number of unnecessary visits to 
offices by encouraging via 
remote connection/video 
conferencing. 

2 - Where site visits are 
required, site guidance on social 
distancing and hygiene should 
be explained to visitors on or 
before arrival. 

3 – We are limiting the number 
of visitors at any one time and 
specifying time windows and 
restricting access to required 
visitors only. 

4 – We are determining if 
schedules for essential services 
and contractor visits can be 
revised to reduce interaction and 
overlap between people, for 
example, carrying out services 
at out of hours.  Statutory 
checks are being facilitated and 
are ongoing i.e Gas Boiler and 
Lift.  

5 – We are maintaining a record 
of all visitors – this is being 
logged on a central computer 
log.  

6 – We are providing clear 
guidance on social distancing 

 No     
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and hygiene to people on arrival 
by using signage or visual aids 
and before arrival, for example, 
by phone, on the website or by 
email. 

7 – We are establishing host 
responsibilities relating to 
COVID-19 and providing any 
necessary training for people 
who act as hosts for visitors 
including completing inductions, 
providing emergency 
procedures, etc. 
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Risk 

No. 
Hazard 

Who might be 
affected and how? 

Enter either, or/and 

1 - Details of recommended 
NHS / UK Government / FCO / 
WHO / etc. / General health and 
safety risk management controls 
(zoonosis)  

2 - What we are currently doing 

Evaluate current control 
measures.  

Do we need to implement 
additional controls? 

Enter either, or/and 

1 - New control measures 
recommended 

2 - Why the 
recommended control 
measures are not 
implemented 

3 - General comments  

By who By when  

YES NO N/A 

4 – Cleaning the workplace 

 

Coronavirus  

(COVID-19) (CV19) 

 

Employees, visitors 
and contractors 

1 – We have checked whether 
we need to service or adjust 
ventilation systems, so that they 
do not automatically reduce 
ventilation levels due to lower 
than normal occupancy levels. 

2 – We are opening windows 
and doors frequently to 
encourage ventilation. 

3 - Frequent cleaning of work 
areas and equipment between 
uses, using your usual cleaning 
products. 

4 – We are frequently cleaning 
surfaces that are touched 
regularly, such as door handles 
and keyboards, and making sure 
there are adequate disposal 
arrangements including 
providing additional bins.  

5 – We are clearing workspaces 
and removing waste and 
belongings from the work area 
at the end of each shift.  

6 We are limiting or restricting 
use of high-touch items and 
equipment, for example, printers 
or whiteboards and ensuring 
anti-bacterial wipes are provided 
for cleaning after use.  

 No     
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7 - If we are cleaning after a 
known or suspected case of 
COVID-19 then we will follow 
the following guidance: 

https://www.gov.uk/government/
publications/covid-19-
decontamination-in-non-
healthcare-settings/covid-19-
decontamination-in-non-
healthcare-settings  

8 – We are using signs and 
posters to build awareness of 
good handwashing technique, 
the need to increase 
handwashing frequency, avoid 
touching your face and to cough 
or sneeze into a tissue which is 
binned safely, or into your arm if 
a tissue is not available. 

9 – We are providing regular 
reminders and signage to 
maintain personal hygiene 
standards. 

10 – We are providing hand 
sanitiser in multiple locations in 
addition to washrooms. 

11 – We are setting clear use 
and cleaning guidance for toilets 
to ensure they are kept clean 
and social distancing is 
achieved as much as possible. 

12 – We have an enhanced 
cleaning for busy areas. 

13 – We are providing more 
waste facilities and more 
frequent rubbish collection as 
required.  

14 - Where possible, we are 
providing paper towels as an 
alternative to hand dryers in 
handwashing facilities. 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
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15 – We have cleaning 
procedures for goods and 
merchandise entering the site. 

16 – We have cleaning 
procedures for vehicles/pool 
cars.  

17 – We have introduced 
greater handwashing and 
handwashing facilities for 
workers handling goods and 
merchandise and providing hand 
sanitiser where this is not 
practical. 

18 – We are cleaning vehicles 
that workers may take home. 

19 – We are restricting non-
business deliveries, for example, 
personal deliveries to workers. 
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Risk 

No. 
Hazard 

Who might be 
affected and how? 

Enter either, or/and 

1 - Details of recommended 
NHS / UK Government / FCO / 
WHO / etc. / General health and 
safety risk management controls 
(zoonosis)  

2 - What we are currently doing 

Evaluate current control 
measures.  

Do we need to implement 
additional controls? 

Enter either, or/and 

1 - New control measures 
recommended 

2 - Why the 
recommended control 
measures are not 
implemented 

3 - General comments  

By who By when  

YES NO N/A 

5 - Personal protective equipment (PPE) and face coverings 

 

Coronavirus  

(COVID-19) (CV19) 

 

Employees, visitors 
and contractors 

1 – We do not encourage the 
precautionary use of extra PPE 
to protect against COVID-19 
outside clinical settings or when 
responding to a suspected or 
confirmed case of COVID-19. 

2 - Unless our staff are in a 
situation where the risk of 
COVID-19 transmission is very 
high, our risk assessment 
reflects the fact that the role of 
PPE in providing additional 
protection is extremely limited. 
However, if our risk assessment 
does show that PPE is required, 
then we will provide this PPE 
free of charge to workers who 
need it.  

3 - A face covering can be very 
simple and may be worn in 
enclosed spaces where social 
distancing isn’t possible. It just 
needs to cover your mouth and 
nose. 

4 - Wearing a face covering is 
optional and is not required by 
law, including in the workplace. 
If our employees choose to wear 
one, it is important they use face 
coverings properly and wash 

 No     
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your hands before putting them 
on and taking them off. 

5 – We will provide support to 
those workers in using face 
coverings safely if they choose 
to wear one. This means telling 
our workers: 

• Wash your hands 
thoroughly with soap and 
water for 20 seconds or use 
hand sanitiser before 
putting a face covering on, 
and after removing it 

• When wearing a face 
covering, avoid touching 
your face or face covering, 
as you could contaminate 
them with germs from your 
hands 

• Change your face covering 
if it becomes damp or if 
you’ve touched it 

• Continue to wash your 
hands regularly 

• Change and wash your face 
covering daily 

• If the material is washable, 
wash in line with 
manufacturer’s instructions. 
If it’s not washable, dispose 
of it carefully in your usual 
waste 

• Practise social distancing 
wherever possible 

• A poster will be provided in 
the workplace explaining 
these precautions.  
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Risk 

No. 
Hazard 

Who might be 
affected and how? 

Enter either, or/and 

1 - Details of recommended 
NHS / UK Government / FCO / 
WHO / etc. / General health and 
safety risk management controls 
(zoonosis)  

2 - What we are currently doing 

Evaluate current control 
measures.  

Do we need to implement 
additional controls? 

Enter either, or/and 

1 - New control measures 
recommended 

2 - Why the 
recommended control 
measures are not 
implemented 

3 - General comments  

By who By when  

YES NO N/A 

6 – Workforce Management 

 

Coronavirus  

(COVID-19) (CV19) 

 

Employees, visitors 
and contractors 

1 - As far as possible, where 
staff are split into teams or shift 
groups, we are fixing these 
teams or shift groups so that 
where contact is unavoidable, 
this happens between the same 
people. 

2 – We have identified areas 
where people directly pass 
things to each other, for 
example office supplies, and we 
are finding ways to remove 
direct contact, such as using 
drop-off points or transfer zones 
in the office reception.  

3 - We are minimising non-
essential travel and minimising 
the number of people travelling 
together in any one vehicle, 
using fixed travel partners, 
increasing ventilation when 
possible and avoiding sitting 
face-to-face. 

4 – We are asking staff to clean 
shared vehicles between shifts 
or on handover. 

5 - Where workers are required 
to stay away from their home, 
we centrally logging the stay and 
making sure any overnight 

 No     
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accommodation meets social 
distancing guidelines. 

6 – We are putting in place 
procedures to minimise person-
to-person contact during 
deliveries to other sites and are 
maintaining consistent pairing 
where 2-person deliveries are 
required. 

7 - We are providing clear, 
consistent and regular 
communication to improve 
understanding and consistency 
of ways of working for staff 
returning to work.   

8 – We are engaging with 
workers through existing 
communication routes and 
worker representatives to 
explain and agree any changes 
in working arrangements. 

9 – We are developing 
communication and training 
materials for workers prior to 
returning to site, especially 
around new procedures for 
arrival at work. 

10 - We are raising awareness 
and focus on the importance of 
mental health at times of 
uncertainty – Posters are 
displayed in the workplace. 

11- We are revising pick-up and 
drop-off collection points.  

12 - We are minimising 
unnecessary contact in the yard 
and storage areas. 

13 – We are considering 
methods to reduce frequency of 
deliveries, for example by 
ordering larger quantities less 
often. 
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14 - Where possible and safe, 
we are having single workers 
load or unload vehicles. 
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Part 2. Health & safety risk assessment - Briefing record 
If the risk assessment is updated the briefing of the changes must be recorded. 

By signing below, I acknowledge that I have received a health and safety briefing on the topic(s) covered by the above risk assessment 

First name Surname Signature Time Date  First name Surname Signature Time Date 

           

           

           

           

           

           

           

           

           

           

           

           

           

           

           

           

           

           

           

           

           

Guidance Note – IMPORTANT: If you feel your health, safety or security is at risk at any time, you must stop work immediately and seek advice. 
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APPENDIX 13: Stay at Home guidance for households 

 

 

 

 

 

 

 

 

 

 

 

 

 


