COVID-19 Risk Assessment

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
Hand Washing with disposable towels. Signage to be put up
Q
E Hand washing facilities with soap and water in place. around office.
(D] itnges il e T i T e Ongoing Hand washing facilities in place 16/07/2020
o= Encourage staff to report any problems and
& Drying of hands with disposable paper towels. carry out skin checks
m Posters, leaflets and other materials to be
'Te distributed.
o Sanitisation
o) Staff encouraged to protect the skin by applying emollient cream . Sanitiser dispensor set up and in
A regularly Ongoing place outside kitchen 04/08/2020
= Gel sanitisers available Regular stock check, replenish in advance to
)
Q_‘ Coughs and Sneezes avoid running out
Also reminders to catch coughs and sneezes in tissues — Follow q L
P
Catch it, Bin it, Kill it and to avoid touching face, eyes, nose or Ongoing og‘fz:rs EE A T T 16/07/2020
mouth with unclean hands. Tissues will be made available
throughout the workplace.
As the workplace is outside a clinical setting and hSo does not
respond to a suspected or confirmed case of COVID-19, hSo will B N
not encourage the precautionary use of extra PPE to protect Ongoing 2 e
against COVID-19.
Employees using face coverings will be
encouraged to:
hio enc?uragezl§tat1’rf to we:tr I:I?}]E mtr{le glovtets al?d face}go;enngs .Washftheir hands ;horough}]]y \As'th s0ap and Oneo Include in letter to employees NOC completed
when using public transport. The equipment to be provide water for 20 seconds or use hand sanitiser ngoing returning to work in the office 24/07/2020
m personally. before putting a face covering on, and after
removing it.
Ay +When wearing a face covering, avoid touching
Q—i their face or face covering, as it could
contaminate them with germs from their
hands.
. ) +Change their face covering if it becomes damp
hSo encourages staff to wear PPE n|t§'11e glovgs and face coverings | if they have touched it. .
when travelling to customer or supplier premises and at those «Continue to wash their hands regularly. Ongoing mslictoffn iz lt(o. en?lo);ges 16/07/2020
premises 1}-|c]ud|ng but not limited to data centres. The equipment «Change and wash face coverings daily. returning to work in the office
to be provided by hSo. «If the material is washable, wash in line with
manufacturer’s instructions. If it is not
washable, dispose of carefully in usual waste.
0 All staff to have access to anti-bacterial
U2 |On full return to work frequent cleaning and disinfecting objects cle;]mng ‘rinatznals to fensu]ie siiks}?regle]a;led Ongoing Purchase supplies 16/07/2020
(D) Q@  |and surfaces that are touched regularly particularly in areas of At NSS“ an s;art (;1 :ﬁc S ld b 188 esd mf
1> Ci high use such as door handles, light switches, reception area using n removed each allocated separate desk.
1) : appropriate cleaning products and methods. Daily cleaning checklist will be carried out by
i Q Management Team and Office Manager to Ongoi Allocate rota responsibilities to
Introduce enhanced cleaning of all facilities regularly during the  |ensure that the necessary procedures are bein; soing management on full return to work
Ty p) g
Q [day and at the end of the day. followed.
= R . Before
O Dgep clean of entire office to be carried out office re- Obtain quotes 04/08/2020
prior to return opens
The aim is to maintain two-metre social distancing wherever Before Hghlight importance in NOC completed
possible, including while arriving at and departing from work, Consider introducing cycle to work scheme officere-  |correspondance with all staff v /212720
while in work, and when travelling for business purposes. opens working in the office 4/07
Taking steps to review work schedules including start & finish Before
times/shift patterns, working from home etc. to reduce number of office re- Maximum head count of 3 people in SR
workers on site at any one time. Also relocating workers to other i the office implemented. 7/07
tasks.
Ensure minimum of two people attend office Update once NOC return to office
Rota system for office attendance during lockdown Monday to Friday with back up personnelin  |13.7.20 e 27/07/2020
event of non attendance
B q Before
F.or AR e ey xgeeqngs t:{ke p}ace, using iy evo ozl ‘Add hand sanitiser to meeting rooms office re- Ordered- wall signs en route 16/07/2020
signage to help people maintain social distancing. e
. . . Before Ordered and delivered. Markings
Install floor markings tAhroughout entire office creating 2 metre sq office re- set for chairs in meeting rooms to 16/07/2020
areas to encourage maintenance o ensure social di adhered to
Before
I} Introduce one way flow where possible office re- Plans created for main office. 16/07/2020
) opens
Screens not necessary where other
ry
< Before precautions maintained- no one to
o Consider antiviral screens between desks office re- sit directly opposite or next to each 16/07/2020
Q opens other at any time controlled by shift
) rota.
= Ensure desk utilisation is such that no-one sits | Before
- Consider seating arrangements - including kitchen to keep people . 5 . q
- D
< at 2 metre distance, as well as lift the ban on food eaten at desks oP poglte or bes} ik enuiiierpeeem, Dirgml |l Stancdtapeorcered lojor/eczg
O or facing away is best. opens
(&) Ask line managers to coordinate between gnhel‘:) ces
i) Staggering break times to reduce pressure on break room. teams when in the office and submit to retllx)myto N/a
a: management to check office
O Work collaboratively with landlorq to ensure consislency across Before First meeting with landlord set for
common areas, for example reception, back entrance, toilets, office re- 16.7.20 16/07/2020
smoking area. opens o
. . When In initial
Restriction of non-business deliveries, for example personal TR0 14 10 ] il emi ot employees q - communications
— ’ items and food to office. Non hSo deliveries to All staff to be notified of restrictions|
deliveries to employees. . . return to with staff on move to
collected from outside main office.
office ‘WFH. March 2020
When ’ q
. . . . will need to add to any covid-19
ﬁ:lsure etmglogees are aware that 2m distancing not applicable in employees policies snd correspondance to NOC completed
¢ event ol afire r(;:ium i employees working in the office 24/07/2020
ofiice
Check if we have any vulnerable
Before workers by asking employees to Vulnerable workers
Risk il bl Y Line manager to confirm authorisation to wth |employees |confirm they have omitted to tell identified and
sk assess vulnerable workers until a vaccine is available. return to us/ fill out health assessment. Make| guidance issued.
office adjustments to accommodate 16/07/2020
where necessary.
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Use remote working tools (Teams wherever possible) to avoid in-

whatever support they can to help

who need additional support.

Dperson meetings. Ongoing gln
n
Bo Revise visitor process to include
Q sanitisation, ensure visitor policy is
or N - A Vit adhered to at all times to assist with ooy
- Revise visitor arrangements to ensure social distancing and employees 3 ‘When visitors
<5} hyei f o wh hysically signs in with th furn t requirements under NHS test and introduced t
() ygiene, for 0 w eri h kl'r Signs In wi © r;ﬁ m to trace scheme. 21 day rolling log to remn r(;ﬁuce 0
same pen in reception, visitor checklist. g ce( e 1Y office
S ngoing available for visitors to be issued
[ with testing requirements.
,'i")‘ yher In initial
o, Allow only absolutely necessary participants to attend meetings :::g},?t?s Implement no visitor rule unless communications
Q_‘ and maintaining two-metre separation throughout. absolutely necessary with staff on move to
office/
5 i ‘WFH. March 2020
m Ongoing
=~ When
=~ Hold ings outdoors or in well ilated rooms wi pl Request additional room to be Increase from 5
Q ossible. 5 Add garden to meeting rooms on outlook returnto  |added to outlook calendar for the persons in office
E P : office/ Garden. implemented
Ongoing
Qo
+—
2] Determine if schedules for essential services and contractor visits Arrange next air con visit for weekend or on a
: (air con for example) can be revised to reduce interaction and 3 . . . First service visit completed
. . day when number of people in office is Ongoing 18/03/2020
O overlap between people, for example, carrying out services at minimal 18.3.20.
night.
If anyone becomes unwell with a new continuous cough or a high |Internal communication channels and
temperature in the workplace they will be sent home and advised ding of through line
(@] to follow the stay at home guidance. will be carried out regularly to reassure and
(D] O\ *=[Line managers will maintain regular contact with staff members |support employees in a fast changing situation.
— during this time. .
L] "IU = D T Publish guidance on symtons and comIr:'A]\::litcl:tlions
. "C| 1f advised that a member of staff or public has developed Covid-19 |are affected by Coronavirus or has a family Ongoing s . .
P— o= . P . self isolation with staff on move to
=~ ¢_|and were recently on our premises (including where a member of |member affected. WFH. March 2020
g (@) c| staff has visited other work place premises such as data centres) .
_O O | the management team of the workplace will contact the Public Individual to inform employees, customers
_) Health Authority to discuss the case, identify people who have and suppliers they have been incontact with
been in contact with them and will take advice on any actions or ~ [under NHS Test and Trace requirements
precautions that should be taken. where a positive case has been identified.
U Provide clear guidance on social distancing x-xh;{:) o In initial
U] and hygiene to people on arrival, for example, . . B communications
= d signaé’fl or visuzl\)l ail()is and bef:’:re arriv}z:l, f(:)!‘ f;glg} to Eublihictidanceendieltorats with staff on move to
(@] (@ . . |example, by phone, on the website or by email. i ‘WFH. March 2020
.-l: q To make sure people understand what they need to do to maintain Ongoing
v safety.
. ; CE‘
« To help reduce the spread of coronavirus comIr:\::li"caat]ions
(COVID-19) regular reminders of the public ~ |Ongoing Publish guidance and re-iterate .
health advice with staff on move to
. 'WFH. March 2020
Management and HR will promote mental health & wellbeing Regular communication of mental health comImnul:linc:tlions
awareness to staff during the Coronavirus outbreak and will offer |information and open door policy for those Ongoing Publish guidance and re-iterate

with staff on move to
WFH. March 2020
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