Covid-19 is a new illness that can affect your lungs and airways. It is caused by a virus called Coronavirus. Symptoms can be mild, moderate, severe
or fatal.
This is a generic Risk Assessment for dealing with the current Covid-19 situation in the offices. This risk assessment works along side other health and safety
risk assessments in place and does not mean health and safety has changed.

What are
the
hazards?

Who might
be harmed

Spread of
Covid-19
Coronavirus

• Staff
• Visitors to
the offices
• Cleaners
• Contractors
• Delivery
Drivers
• Vulnerable
groups –
Elderly,
Pregnant
workers,
those with
existing
underlying
health
conditions
• Anyone
else who
physically
comes in
contact
with you in
relation to
your
business

Controls Required

Hand Washing and respiratory hygiene
• Hand washing facilities with soap and water in place.
• Stringent hand washing taking place.
• See hand washing guidance.
• https://www.nhs.uk/live-well/healthy-body/best-wayto-wash-your-hands/
• Drying of hands with disposable paper towels.
• https://www.nursingtimes.net/news/research-andinnovation/paper-towels-much-more-effective-atremoving-viruses-than-hand-dryers-17-04-2020/
• Staff encouraged to protect the skin by applying
emollient cream regularly after consultation with their
GP
• https://www.nhs.uk/conditions/emollients/
• Gel sanitisers in any area where washing facilities not
readily available
• Tissues readily available for respiratory hygiene, tissues
to be placed into small (dog poo) bags and tied before
placing in bins

Additional Controls

Employees to be reminded on a regular basis to wash
their hands for 20 seconds with water and soap and the
importance of proper drying with disposable towels. Also
reminded to catch coughs and sneezes in tissues – Follow
Catch it, Bin it, Kill it and to avoid touching face, eyes,
nose or mouth with unclean hands. Tissues will be made
available throughout the workplace.
If no tissues to sneeze or cough into the crook of their arm
/ elbow
Encourage staff to report any problems and carry out skin
checks as part of a skin surveillance programme
https://www.hse.gov.uk/skin/professional/healthsurveillance.htm
To help reduce the spread of coronavirus (COVID-19)
reminding everyone of the public health advice https://www.gov.uk/guidance/wuhan-novel-coronavirusinformation-for-the-public
Posters, leaflets and other materials are available for
display.

Action
by who
and
when?

Done

Cleaning
Frequently cleaning and disinfecting objects and surfaces
that are touched regularly particularly in areas of high use
such as door handles, light switches, reception area and
toilets, using appropriate cleaning products and methods.
Frequent cleaning means – if 1 person is alone in the
building/office, they are to clean on arrival and departure.
If more than 2 people – to clean all high-risk areas on
arrival, midday and the last person to depart to clean
before leaving.
Staff will be responsible for their own work space, they will
clean the equipment they use on arrival, midday and
departure each day, ensuring they leave a clean and tidy
work area at the end of the day.
All waste on desks and in bins are to be emptied at the end
of the day as staff leave.

Social Distancing
Social Distancing – We have reduced the number of
persons in any work area to comply with the 2-metre (6.5
foot) gap recommended by the Public Health Agency
https://www.gov.uk/government/publications/covid-19guidance-on-social-distancing-and-for-vulnerable-people
We will continue to monitor individuals in the offices to
ensure the amount of individuals does not compromise the
2 metre distance rules
We will continue to have a small staff team to man the
phone and operate the offices. This will not increase or
change without further risk assessments

https://www.gov.uk/government/publications/guidanceto-employers-and-businesses-about-covid-19

Rigorous checks will be carried out by line managers to
ensure that the necessary procedures are being followed.
Managers to ensure staff are adhering to the cleaning
process.
Specific cleaning guidance below to be followed if there
has been an individual with suspected or confirmed
COVID 19 in the office or building
https://www.gov.uk/government/publications/covid-19decontamination-in-non-healthcare-settings/covid-19decontamination-in-non-healthcare-settings (this
guidance is for office areas only, not for healthcare areas)
Printer/photocopier to be wiped down after each use,
staff to print all at once where possible, and limit the use

Staff to be reminded on a daily basis of the importance of
social distancing both in the workplace and outside of it.
Management checks to ensure this is adhered to.
Adhere to the guidance
https://www.gov.uk/government/news/new-guidancelaunched-to-help-get-brits-safely-back-to-work
In an emergency, people do not need to leave a 2m space,
if it would be unsafe. Good Hand hygiene and Respiratory
hygiene to continue once emergency has concluded

Taking steps to review work schedules including start &
finish times/shift patterns, working from home etc. to
reduce number of workers on site at any one time. Also
relocating workers to other tasks.
Redesigning processes to ensure social distancing in place.
Conference calls/videos to be used instead of face to face
meetings.
Ensuring sufficient rest breaks for staff.
Social distancing also to be adhered to in break areas and
smoking area.
Desks to be used by a named individual and not shared.
Areas to be marked for each individual on shared desks
Where possible desks to be side by side rather than facing
each other.
One individual to be in communal areas at a time. 1
individual in the kitchen, toilet etc

Ventilation
Weather permitting the offices will be well ventilated by
opening windows and doors to allow a good circulation of
air. Fans are not permitted in any work space during the
COVID 19 outbreak, as fans only circulate and blow air and
could spread any virus on surfaces.

Where desks can not be side by side, consider the use of
Perspex between the desk while maintaining 2 metres
distance from each other
Office staff to continue to be supported to work from
home where possible. Line managers will check in with
staff on at least a weekly basis to have an understanding
of their wellbeing and provide additional support as
necessary
Staff to be reminded not to enter other people’s work
space/room
Staff to be reminded that they are responsible for their
behaviour and keeping themselves and others safe
Staff to operate a ‘shout and wait’ policy on stairs and
corridors – only one person allowed through at a time
Where it is appropriate to leave the keypad for the front
door to be unlocked
Staff to keep to their fixed teams or partners to limit their
contacts each day. Cross office working is not to happen
unless it is a requirement of the job role and is deem
essential by the individual and line manager

Staff are to be reminded to open windows and doors to
ensure ventilation where possible, they will need to risk
assess the situation each day, according to weather and
confidentiality matters.

Blow heaters are not to be used to heat offices, as they
blow heat and could work in the same way as fans.

If we have hot weather, offices are permitted to use air
conditioning if they have this and it has been serviced
according to manufacturers guidance (this process filters
air rather than blowing it around)
Hot weather will prompt a further risk assessment if
conditions become a concern

Wearing of Gloves
Where a Risk Assessment identifies wearing of gloves as a
requirement of the job, an adequate supply of these will be
provided. Staff will be instructed on how to remove gloves
carefully to reduce contamination and how to dispose of
them safely.

Wearing of Face coverings
Face coverings are different to face masks used in the care
aspect of our organisation. We will not be using Face
coverings as the norm, this will be risk assessed on an
individual basis.
PPE
Public Health guidance on the use of PPE (personal
protective equipment) to protect against COVID-19 relates
to health care settings, this is set out in our PPE
management plan. In all other settings individuals are asked
to observe social distancing measures and practice good
hand hygiene behaviours

Staff to be reminded that wearing of gloves is not a
substitute for good hand washing and hygiene.
Staff to follow the correct donning and doffing
procedures: https://www.globus.co.uk/how-to-safelyremove-disposable-gloves

Staff to be reminded that wearing of face coverings are
not a substitute for good respiratory hygiene and social
distancing.

Staff to be reminded to continue following the
government guidance on PPE:
https://www.gov.uk/government/collections/coronaviruscovid-19-personal-protective-equipment-ppe
Staff to be checked to ensure they are wearing the correct
PPE – This will be the managers responsibilities

Symptoms of Covid-19
If anyone becomes unwell with a new continuous cough or
a high temperature in the workplace they will be sent home
and advised to follow the stay at home guidance.
Line managers will maintain regular contact with staff
members during this time.

Drivers
Procedures in place for Drivers to ensure adequate welfare
facilities available during their work - Reference
https://www.hse.gov.uk/news/drivers-transport-deliverycoronavirus.htm

Internal communication channels and cascading of
messages through line managers will be carried out
regularly to reassure and support employees in a fast
changing situation.
Line managers will offer support to staff who are affected
by Coronavirus or has a family member affected.

Allowing drivers adequate breaks to avail of proper
welfare facilities.

Persons should not share vehicles or cabs, where suitable
distancing cannot be achieved.

Visitors and deliveries
We have a no visitor policy at the present time. We will be
available via the phone, email and team Microsoft or other
suitable web applications
Delivery drivers are conducting contactless deliveries. We
will support this by ensuring that any deliveries are placed
at the door, staff will wait until the individual is at least 2
metres away from the door and then pick up the delivery.
If a delivery is a heavy item, staff to risk assess each
situation to find the best solution to ensure the safety of all
individuals involved. This may include the use of PPE and
cleaning the area afterwards.

Office staff to politely remind visitors that they can
contact us in other ways. Staff to provide the correct
contact details for the individual

Mental Health
Management will promote mental health & wellbeing
awareness to staff during the Coronavirus outbreak and will
offer whatever support they can to help
Reference https://www.mind.org.uk/informationsupport/coronavirus-and-your-wellbeing/

Regular communication of mental health information and
open door policy for those who need additional support.

https://www.gov.uk/government/publications/coronaviruscovid-19-health-and-wellbeing-of-the-adult-social-careworkforce/health-and-wellbeing-of-the-adult-social-careworkforce
Vulnerable individuals and protected characteristics
Additional risk assessments will be carried out to ensure
the individual is able to carry out their duties in a safe way,
and their personal risks are managed.
Those on shielding will not be allowed into the office area,
until advised by the government:
https://www.gov.uk/government/publications/guidanceon-shielding-and-protecting-extremely-vulnerable-personsfrom-covid-19

Name of manager:

Signature:

Staff who are vulnerable or have a protected
characteristic are to ensure they keep their manager
informed and raise concerns and ask for reviews of their
risk assessments as their circumstances change.
Managers to review an individual’s risk assessment
monthly, as changes happen or are required by guidance

Date:

