COVID -19 — WORKING IN AN OFFICE ENVIRONMENT
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3.0 Revised Office Tasks and Environment

e Carrying out routine administration tasks with limited use of printers. Increased internal calling. Reduced
transiting throughout office. Do not share work equipment, especially phones.

e Use of Welfare facilities — Staggered break times, Social distancing adaptions

e Visitor restrictions and essential meetings only
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Restricted Occupancy: | 13 l Shared access controlled where required: ~ YES N/A

Sketch layout with social distancing access routes and location of pop-up handwashing stations

Sketch of NEW Upstairs Office Layout:
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1. Hand sanitizer pop-up points added.

2. Relevant COVID-19 signage added.
3. One in one out system in place for canteen (off upstairs office)

4. Barrier screens installed where 2-meter social distancing isn’t possible.
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1.0 Current Office Tasks and Environment

e Carrying out routine administration tasks including using stationary, printers, telephones
e Use of Welfare facilities — Toilets, kitchen, and communal rest areas.
e Various task, progress, and business update meetings

Normal Occupancy: | 14 Shared access with another business: ~ YES NO | X

Sketch current layout with access routes and identify hot spots for potential employee gatherings
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1. Communal use of canteen (off upstairs office) by all members of the office.

2. Communal use of photoéopier/scanner/printer.

3. Members of staff sitting closer than 2m apart.
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[ 2.0 Assessment of Risk Associated with COVID-19

HAZARDS: EXPOSURE TO COVID-19: AT HOME - TRAVELLING TO/FROM WORK - AT WORK:

WHO IS AT RISK: EMPLOYEES - VISITORS - FAMILY and HOUSEHOLD MEMBERS
DO NOT COME TO WORK IF YOU OR ANY HOUSEHOLD MEMBER IS SHOWING SYMPTOMS
CONTROL MEASURES WHILE TRAVELLING TO/FROM WORK

Staggered start finish times for travelling to/from the office to be agreed individually.

When travelling to/from work, only stop for fuel and essential food or medical items.

Where it is not possible to travel alone, do not mix travel partners when travelling with others
Adhere to social distancing guidelines on public transport

CONTROL MEASURES TO REDUCE THE RISK OF EXPOSURE TO COVID-19 IN THE OFFICE

o Install COVID-19 posters and make regular announcements to remind employees to follow social distancing advice and
wash their hands regularly

e Provide pop-up handwashing stations, providing soap, water, hand sanitiser and tissues. Encourage staff to use them
o Barrier Screens placed in between desks where 2-meter social distance isn't possible.

e Stagger break times for employees. Limit capacity of communal rest areas. Block access to urinals ensuring 2m
distance between each operational urinal is maintained

» Encourage the use of digital and remote transfers of material where possible rather than paper format. Use e-forms and
e-mails. Only use printers if absolutely essential.

o Staff to phone colleagues in the same office rather than walking around. DO NOT share mobile or landline phones

o Office doors will be left open to reduce the risk of repeated contact with door handles.

(NOTE: Fire doors will remain closed unless the risk of exposure to COVID-19 has been assessed as greater than the
uncontrolled spread of fire and smoke within the building. Each Fire door will be assessed individually within our Fire

Risk Assessment

e Where possible we will move workstations ensuring staff remain 2 metres apart. We will use floor markings to indicate
one-way systems and 2m distances in gathering hotspots such as kitchen and corridors

e Where it is not possible to move workstations and remain 2 metres apart, staff must work side by side with a screen
installed between the workstations

e Where face-to-face contact is unavoidable, this should be kept to 15 minutes or less wherever possible
e As much as possible, we will keep teams of workers together (cohorting), and keep teams as small as possible

CONTROL MEASURES FOR ESSENTIAL VISITORS

o Employees will be instructed to not accept visitors or arrange meetings with external parties unless face to face
meetings are absolutely essential.

¢ Regulate entry so that the premises do not become overcrowded

e Use signage to direct visitors to use hand sanitiser/ wash hands then move directly to meeting rooms close to the
entrance

¢ Use additional signage to ask visitors not to enter the premises if they have symptoms

e Ensure hand sanitiser is available at entrances and within the designated meeting rooms. Ensure chairs are positioned |
more than 2m apart
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CORONAVIRUS (COVID-19)

WE ALL
MUST DO IT
TO GET
THROUGH IT

RS,

STAY HOME HKEEP DISTANCE

WASH HANDS

We will keep up to date with government advice and will review our
COVID-19 Risk Assessments on a weekly basis while social distancing
guidelines are in place.
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Staying COVID-19 Secure in 2020

We confirm we have complied with the government’s
guidance on managing the risk of COVID-19

FIVE STEPS TO SAFER

WORKING TOGETHER *

We have carried out a COVID-19 risk assessment and
shared the results with the people who work here

We have cleaning, handwashing and hygiene procedures
in line with guidance

We have taken all reasonable steps to help people work
from home

We have taken all reasonable steps to maintain a 2m
distance in the workplace

Where people cannot keep 2m apart we have ensured at
least a 1m distance and taken all the mitigating actions
possible to manage transmission risk
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(or t@}alth and Safety EXedutive at www.hsf.gov.uk or 0300 003 1647)




