COVID-19 CORONAVIRUS RISK ASSESSMENT

General
Hazard

Specific
Hazard

Who might
be harmed

Controls Required

Spread of
Covid-19
Coronavirus

Transmission
of the virus:

1. Employees
2. Visitors to
premises
3. Vulnerable groups
(elderly, pregnant
workers, those with
existing underlying
health conditions)
4. Anyone else who
physically comes
into contact with
those working in the
business

Hand Hygiene

a) through
personal
contact with /
physical
proximity to,
others or
b) through the
touching of
surfaces,
equipment etc.





Hand washing facilities with soap and water in place.
Regular, stringent hand washing taking place.
See hand washing guidance.
https://www.nhs.uk/live-well/healthy-body/best-way-to-washyour-hands/

Additional Controls

Action
by who?

Done

Employees to be reminded on a regular basis to
regularly wash their hands for at least 20 seconds with
water and soap and the importance of proper drying
with disposable towels.

Management

Implementation

Employees

Effective
immediately

Visitors
Handwashing signs / reminders to be displayed.





Moving away from the use of electric hand driers in toilets, to
drying hands with disposable paper towels in both toilets and
kitchen areas.
https://www.nursingtimes.net/news/research-andinnovation/paper-towels-much-more-effective-at-removingviruses-than-hand-dryers-17-04-2020/
Cleaning stations in each office and in all appropriate areas
of each office. Stations to include: gel sanitisers, wipes and
emollient cream. Stations to be placed on entering / exiting
the building. In TQ such stations to also be used on
entering/exiting the Business Wing / Private Client/Accounts
(the Diner) and Reception.



Gel sanitisers and wipes to be placed in appropriate meeting
rooms (see below), in the kitchen/drink preparation areas
and at every workstation.



Protective gloves and safe disposal facilities available in all
areas.



Employees encouraged to protect the skin by applying
emollient cream regularly
https://www.nhs.uk/conditions/emollients/



Hand contact fixed objects, internal doors, print release.
Bannisters and door handles where used are sanitised twice
a day. Sanitiser and wipes are placed next to any shared
equipment

Frequency
Employees to be reminded that wearing of gloves is not
a substitute for good hand washing.
Employees to be reminded to catch coughs and
sneezes in tissues – Follow “Catch it, Bin it, Kill it” and
to avoid touching the face, eyes, nose or mouth with
unclean hands. Tissues will be made available
throughout the workplace. Remind them to
cough/sneeze into an arm and avoid touching their
faces.
Label hand dryers. “Not in Use.”
Encourage employees 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.publichealth.hscni.net/news/covid-19coronavirus
Internal doors in TQ in Private Client, Business Wing,
Accounts/Diner to be propped open to reduce the
number of door handles which an individual is touching
when entering and exiting these areas.
Visitors to PLY to use different entrance to employees

As set out under
“Controls”
sections.

Cleaning
Weekly deep-clean of all areas
Frequent cleaning and disinfecting of all fixtures, objects and surfaces
that are touched regularly particularly in areas of high use, using
appropriate cleaning products and methods.

Make sure that surfaces remain clean. This may mean
increasing the level and frequency of cleaning as well
as cleaning surfaces that we may not ordinarily clean.
Cleaners will clean communal areas, including toilets
on Monday, Wednesday and Friday.

Shared Areas
Kitchens – all offices
Toilets – all offices
Internal meeting room – all offices
Reception areas

Internal and external Post

Daily cleaning of individual workstations and twice
daily of any other areas that are touched regularly (to
include hand rails and door handles). Employees must
wipe down their own workstation at the end of each
day using the wipes provided, which must be safely
disposed of immediately after use
Regular sanitisation of lift controls, externally and
internally.
Only one person to use the toilet facilities (see below).
Hand gel to be used on entering the toilet. Disposable
wipe to be used to wipe down toilet door handle, flush,
seat and to then be disposed of in the toilet. On exiting
the cubicle hands to be washed appropriately. Paper
towels to be used to dry hands and to be disposed of
appropriately.
Employees to wipe down anything they have touched
(aside from their own workstations which will be done
at the end of their working day) immediately using the
disposable wipes provided, which must safely
disposed of immediately after use.
Employees are required to use their own cups, plates
and cutlery. Should employees forget any of these
items then disposable versions will be available for use
and should then be disposed of immediately after use
to prevent cross contamination.

Journey to and from the offices
Employees who drive to work are able to park outside the building.
Employees must park in a bay leaving at least one space either side. If
this isn’t possible then employees must try to park their vehicle in the
same direction as their neighbour’s car so as to minimise likely contact

Employees who do not live together and who are not
in the same social bubble should not travel in the
same car.
Other employees should not touch their colleagues`
bicycles or accessories. If they need to be moved, the
owner of the bicycle should be asked to do so.

with another driver. In TQ Kitsons’ Gallagher or Pavey spaces may be
used. Visitor spaces must not be used.
Employees who cycle to work to leave their bicycle and cycling
accessories in a suitable and secure place.
Employees who travel to work by public transport should travel during
hours which are less busy. Employees must wear a face covering
when travelling to and from the offices.
Employees must wash or sanitise their hands immediately upon arrival
and upon leaving the premises.

The business will endeavour to accommodate such
changes to working hours as are required to ensure
that public transport is used at less busy times.
Employees are also able to use the face masks
provided in the workplace for their journeys to and
from work. Employees to be reminded on a regular
basis of the importance of social distancing both in the
workplace and outside of it.
Management checks to ensure this is adhered to.

A register of all employees visiting each office to be kept each day.

Social Distancing
The number of employees on site will be kept to an absolute minimum.
Wherever possible, reduce the number of persons in any work area to
comply with the 2 metre gap recommended by the Public Health
Agency and where this is not possible, taking additional measures to
reduce the level of risk.
https://www.publichealth.hscni.net/news/covid-19-coronavirus
https://www.gov.uk/government/publications/covid-19-guidance-onsocial-distancing-and-for-vulnerable-people
Review of work schedules including start & finish times, to reduce the
number of workers on site at any one time.
Clear social distancing markings used throughout the premises
Clearly marked, one-way foot traffic system in place including entry
and exit arrows and route markers. In TQ employees must enter the
building using the rear fire door behind the main stairwell on the
ground floor. The door will be open from 8-4 each working day.
Employees must leave the building by the main entrance. A doorbell is
fitted to the TQ front entrance for visitors and delivery drivers to get
attention. Temporary desk with protective screen placed in reception to
meet visitors.
In PLY different entrance to be used by clients to employees.
In TQ if you meet anyone on the stairway, you must give way to the
person coming up the stairs by waiting on the corner, giving as much
room as possible.

Regular signage to remind employees/visitors of
requirements.

Employees should use the stairs rather than the lift wherever possible.
Access to the lift should be for disabled persons and then only one
person to use the lift at any time.
`Pod` working arrangements to limit interactions between employees.
Members of the same household grouped into the same pod.
Redesigning layout of office / rooms to ensure wherever possible,
workstations are at least 2 metres apart.
Where 2 metre distancing between workstations is not possible,
employees are to face away from each other or sit side by side. If
employees have to face each other when at their workstations,
protective screens will be in place.
No hot-desking permitted. Workstations are permanently assigned to
each individual.
Each employee to have their own allocated areas for storing work /
client documents.
Each employee to have their own individual bin.
Employees are not required to use face coverings when meeting with
any client, contractor or any other visitor in the workplace but can do
so if they wish. When meeting a visitor an employee can request for
the visitor to wear a face covering. Employees should speak with their
Office Lead if they have any queries or concerns relating to this. Face
coverings are not required at other times as social distancing and
appropriate hand hygiene should reduce the risk of infection. However
if employees wish to use face coverings at other times then they will be
supported.

Disposable face masks will be available to employees
in each office when dealing with any visitors or
contractors calling at the offices should they wish to
wear them.

There must be no sharing of face coverings.
No more than one employee is permitted to use the kitchen at any one
time in Exeter, two in Plymouth and two in Torquay and then, must
observe the 2 metres distancing requirement.
Reconfigure seating and tables in welfare areas to maintain spacing
and reduce face to face interactions. In TQ the Diner will have only 4
tables with 2 chairs each which can be used. When an employee has
finished eating they must wipe over the table and the chair they were
sitting on with the disposable wipes provided and dispose of the wipe
appropriately. Additional seating will be provided outside to encourage
employees to take breaks outside (see below).
Vacant / engaged sign to indicate when the kitchen is / is not free.

.

Stagger break times so that people are not using break rooms,
kitchens or rest areas at the same time.
Breaks to be taken outside (but on site) wherever possible. Use
outside areas for breaks and encourage employees to stay on-site
during working hours to help workers with social distancing on their
breaks. Additional seating will be provided to allow employees to take
breaks outside whilst remaining socially distanced.
Employees to only use packaged meals for lunch. Cooking or heating
of meals is not permitted to reduce cross contamination from use of
equipment.
Only use toilet facilities on the floor on which you work. Only one
person must use the facilities at any time. Cleaning regime detailed
above is to then be adhered to.
Only one person at a time to enter / exit the premises. If two or more
arrive at the same time, they must take it in turn to enter and always
maintain 2 metre distancing.
Employees to stay in their own wing as far as is practicably possible. In
TQ employees should avoid visiting Accounts.
Post will be delivered to appropriate persons when it is ready for
checking. A telephone call or email to let them know that it is ready
and post will be left near to the door of the appropriate wing for
collection
Record any files taken out of the office and record them back in when
being returned. Avoid sharing files where possible.

Use of Equipment
Each employee to use their own designated equipment only and not to
borrow from others.
Employees to only use their own cups, plates, cutlery etc to minimise
cross infection. Any items Employees may wish to use such as tea,
coffee, sugar etc must only be touched once the member of staff has
properly washed or sanitised their hands. Drinks are not to be made
for other colleagues. Tea towels must not be used in any area of the
building. Kitchen roll and paper towels to be provided.

Sanitiser to be placed next to equipment at all times.
Nobody is permitted to access belongings or other
items from any colleague`s desk or storage facility for
any reason, without management permission and
proper consideration of the safety measures that need
to be adhered to.

When using printer/scanner employees must sanitise their hands
immediately before and after using the equipment. They should also
wipe down any touch pad with the wipes provided.

If replacement or other items are required, they should
be requested from the pod administrator, who will
arrange for them to be provided.

Avoid sharing of printers/scanners in other wings.
In Ply open doors and windows to get as much ventilation as possible.
In TQ all AC filters have been cleaned and the fan speed increased.

Storage of Belongings
Individual storage facilities available for all employees, including
individually marked hangers for clothes, individually marked drawers in
a filing cabinet for mobile phone storage and individual desk storage
space.

Visitors / Deliveries
Only essential visitors to be permitted onto the premises, who have
wherever possible pre-arranged a visit and have a copy of the operating
protocol that applies to them whilst on site.

Reception staff must be sat behind a protective screen
when greeting clients and social distancing observed
at all times.

Conference or telephone calls / email to be used wherever possible,
instead of face to face meetings. Essential face to face meetings must
only take place if you cannot meet remotely and such meetings must be
approved by the Office Lead (approval must be given before the meeting
is confirmed to the client).

Visitors or contractors must not use the toilet facilities

Employees must ensure that any client/visitor completes a Client Visitor
Form (CVF) prior to the client/visitor arriving at the office to gather
appropriate information. The CVF must be filed to the appropriate matter
and provided to the Office Lead who will update the Occupancy Record
appropriately.

Provide hand sanitiser nearby for people getting in and
out of vehicles or handling deliveries, if they are unable
to wash their hands. Only one person to use the firm
vehicle.

Social distancing to be observed.

Face masks and gloves to be provided.
If possible ensure that visitors come to the office on their own.
Consider the needs of people’s protected characteristics (age,
disability).
Ask again before their appointment whether they have a new and
continuous cough, a high temperature, or a loss of smell or taste. If they
do then their appointment needs to be rescheduled.

Essential face to face meetings to take place outdoors where possible
and in any event will comply with the 2 metres social distancing
requirement.
Visitors must be advised on the guidance for visiting any of our offices
before they arrive.
The number of meeting rooms open for Essential Client Meetings shall
be limited in each office to the meeting rooms which allow the 2 metre
social distancing rule to be observed. The Office Lead shall advise which
meeting room is to be used. All other meeting rooms will be closed and
must not be used.
The meeting room will have a screen, sanitiser, gloves and masks which
employees must use during any essential client meeting.

Management will keep abreast of the latest
government guidance and reflect any changes in this
risk assessment, and in workplace practices, as
quickly as possible.
Employees are encouraged to raise any issues of
concern and/or to suggest additional ways in which
they believe health and safety can be protected in the
workplace.
If employees believe there to be breaches taking place
in terms of people not adhering to the preventative
measures highlighted in this assessment then they
should report such concerns in the first instance to
their Office Lead.

Employees must wipe down all equipment used during the meeting e.g.:
table, chairs, and pens after the meeting. No equipment must be shared.
Visitors only to be admitted if they have a pre-arranged appointment.
There will be no overlap between appointments.
Visitors must adhere to the clearly marked 2 metre minimum distance
requirement from the reception desk.
Reception staff to explain to all visitors the route they are required to
take, the protective measures in place and the requirement to comply
with them whilst on the premises. Social distancing guide to be
displayed in reception area.
All visitors to sanitise hands immediately and must be wearing a face
covering (if requested by the employee meeting with them) on arrival
and to access permitted areas only.
Handshakes and any other physical contact must not take place.
Visitors must be directed straight to the appropriate meeting room.
Visitors must not sit in waiting areas. In Tqy we will use room 2 and
visitors will enter and leave the building via the fire exit in the same room
Do not share objects such as pens.

A record of all visitors to be kept.
Deliveries to be kept to a minimum, for example by raising larger but
less frequent orders.

Management will give careful consideration to all
matters raised and if appropriate, will make further
changes to this risk assessment and workplace
practices.

Delivery of documents by clients to be done electronically where
possible.
Where it is necessary for physical documents / goods to be delivered,
they must be placed in an allocated space, outside the marked 2 metre
distance from the reception desk to minimise any drop off/collection.
Any employee handling deliveries of any type shall use protective gloves
and exercise proper hand hygiene.
Goods coming into the work place must be handled with protective
gloves and must be wiped down with the disposable wipes provided.
Wipes then to be disposed of appropriately.
There must be no personal deliveries to work.
Client documents will be placed in the relevant storage area for
particular employee who requires them and will not be accessed by
them until necessary.
All payments from clients to be done electronically.

External trips by employees
Fee earning employees on client matters must not take place unless
absolutely essential. Only then can they take place with line manager
approval and with an appropriate risk assessment being undertaken
Inter office meetings must not take place
Accounts employees – bank /post office
General Office – file storage warehouse , other offices

Clinically Vulnerable and Clinically extremely vulnerable
employees and those with a relevant disability (please see the
Covid Policy for definitions)
Special consideration to be given to employees who are classed as
clinically vulnerable or clinically extremely vulnerable or who have a
disability which significantly increases their level of risk from the virus
(or who are living with a person who falls within any of these
categories).
Shielding was paused as of 1/8. Employees who are classed as
clinically extremely vulnerable will be required to continue to work from

home. If they consider that working from home is not viable then they
must in the first instance speak with Louise Mason. Thereafter
consideration will be given as to whether an employee can safely
return to the office.
Employees must also advise Louise Mason if they live with someone
who is clinically extremely vulnerable See Government guidance on
protecting vulnerable workers.
https://www.gov.uk/government/publications/guidance-on-shieldingand-protecting-extremely-vulnerable-persons-from-covid-19/guidanceon-shielding-and-protecting-extremely-vulnerable-persons-from-covid19#work-and-employment-for-those-who-are-shielding
Pregnant employees. As far as is practicable, ensure that pregnant
women are not in the workplace. We shall put the necessary control
measures in place, such as adjustments to the job or working from
home. https://www.hse.gov.uk/mothers/index.htm

Symptoms of Covid-19
Anyone who:
a) becomes unwell with any of the symptoms of the virus those being a
new continuous cough, a loss of, or change in, their normal sense of
taste or smell or who has a raised temperature; or
b) who lives with someone who has such symptoms / temperature; or
c) has, in the preceding 2 weeks, been in physical contact with
someone who has tested positive for the virus;
c) is contacted by any track and trace system and informed of a need
to self-isolate; or
d) has, in the last 2 weeks returned from a country where quarantining
is required
Must inform the business of this immediately.
If such a person is absent from work when they discover any of the
above then they must quarantine immediately in accordance with the
Government guidelines, they must not come into the workplace but
must report the problem as soon as possible, by telephone or other
electronic media.
If such a person is in work when they discover any of the above, they
must leave the workplace and quarantine immediately, having reported
the problem by telephone or other electronic media. Thereafter, they
should adhere to the stay at home guidance.

If a woman suspects that she may be pregnant, she is
encouraged to report this to Louise Mason in the first
instance so that the appropriate protective steps can be
taken.

Any further communications / discussion of arrangements to take place
remotely, until it is safe for the employee to return to the workplace.
If an employee or visitor (who was on the premises during the
preceding 2 weeks) tests positive for the virus, the management team
will contact the Public Health Authority to discuss the case, identify
people who have been in contact with them and will take advice on any
actions or precautions that should be taken.
https://www.publichealth.hscni.net/
This may include:
a) advising employees to stay away from the workplace or to be tested
for the virus;
b) contacting visitors who have attended the premises during the period
in question;
c) undertaking a further deep clean of the premises; and/or
d) taking any other safety measure required.

Mental Health
Management will promote mental health & wellbeing awareness to
employees during the Coronavirus outbreak and will offer whatever
support they can to help
Reference https://www.mind.org.uk/information-support/coronavirus-and-yourwellbeing/
www.hseni.gov.uk/stress

Review
Information about Coronavirus, the risks it carries and the measures
that may be taken to limit its spread, is constantly changing. It is
essential that this risk assessment is treated as a living document (to
which all employees are invited to contribute) which will be updated as
required, to reflect the latest position and properly protect the health,
safety and welfare of every employee and every person associated
with the business.

