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Introduction
Reintegration of Employees at the Office
This plan has been produced using the guidance issued by the government on 11 May 2020 titled “Working safely
during COVID-19 in offices and contact centres”.
This plan details the control measures that Stobart Group has put in place to ensure that any employee returning to
the working environment is safe to do so, by providing a COVID secure working environment.
Employees are encouraged to contact their direct line manager with any concerns relating to their return to the
workplace in the first instance. Failing this, employees can also contact the Group Head of Risk & Safety at
Steve.Ferrington@stobartgroup.com and/or the Group Head of People at Claire.Bond@stobartgroup.com.
Although the plan describes the control measures implemented Stobart Group in relation to the guidance, this plan
does not supersede any legal obligations relating to health and safety, employment, or equalities.
Stobart Group has taken the stance that those working, should do so from home, unless their job role obligations
means they cannot work from home.
This plan will be reviewed on a monthly basis as a minimum, or as a result of changing government advice.

Risk Assessment
Thinking about risk
When assessing the risk, consideration needs to be given to the potential of employee and visitor exposure to the
COVID-19 virus whilst at the workplace. It is important to note that all reasonably practicable controls will be
implemented to protect employees and visitors, but we recognise that we cannot completely eliminate the risk of
the COVID-19 virus. Our assessment of risk has been documented and is attached as Appendix A. Employees have
been consulted when assessing the risks faced from COVID-19.
Managing risk
Stobart Group has a duty to reduce workplace risk to the lowest reasonably practicable level by taking preventative
measures. We will work with any other employers or contractors sharing the Stobart Group workplace so that
everybody's health and safety is protected. Stobart Group have implemented the following measures:
• In every workplace we have increased the frequency of surface cleaning.
• We have enabled working from home as a first option.
• Where working from home is not possible, we have implemented social distancing guidelines to keep people
two metres (2m) apart wherever possible.
• Where the social distancing guidelines cannot be fulfilled in relation to a particular activity, the activity
should be stopped to reduce the risk of transmission between employees.
• Further mitigating actions include:
• Encouraging the frequency of hand washing and the sanitisation of hands and work areas.
• Keeping the activity time involved as short as possible.
• Using screens or barriers where possible to separate people from each other.
• Using back-to-back or side-to-side working (rather than face-to-face) whenever possible. (2m
Minimum)
• 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).
• Stobart Group’s COVID-19 risk assessment considers whether the people doing the work are especially
vulnerable to COVID-19. Those identified as vulnerable will be required to work from home or other
arrangements put in place in conjunction with the line manager and People Manager.
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Sharing the results of or risk assessment
The results of our risk assessment will be shared with employees and displayed on notice boards. A copy of the risk
assessment is available in Appendix A of this plan.
In addition to this and to support the risk assessment, Stobart Group has displayed the sign in our premises, as
confirmation to employees that we are complying with the government guidance on managing the risk of COVID-19.
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People
Who should go to the workplace?
Employee’s should work from home where possible. Employees whose roles are critical to the business and its
operational continuity in enabling safe facility management, and those who facilitate regulatory requirements which
cannot be performed remotely, are considered to be needed on site.
The management team are responsible for planning for the minimum number of people needed to operate safely
and effectively in the workplace.
The wellbeing of the employees whether working from home, or in the workplace, is to be monitored by line
managers, ensuring employees are connected with the rest of the workforce as much as possible. Stobart Group has
engaged with Health Assured to provide an Employee Assistance Programme supporting employees as required.
Within reason, Stobart Group has provided work equipment for employees, to enable them to continue their work
duties from at home, to enable employees to identify issues concerned with working from home, homeworker risk
assessments have been issued for completion by the employee, to enable any issues to be resolved.
Protecting people who are at higher risk
Employees who have been deemed as ‘clinically extremely vulnerable’ individuals (Clinically extremely vulnerable
people will have received a letter telling them they are in this group, or will have been told by their GP) will not be
permitted to work outside of their home environment. Where the employees duties do not allow them to work from
home, should discuss this with their line manager and People Manager. Each scenario will be managed on a case by
case basis whilst balancing the needs of the business with that of the individual.
Those employees who are classed as ‘clinically vulnerable individuals’, (Clinically vulnerable people include those
aged 70 or over and those with some underlying health conditions) who are at higher risk of severe illness are to
work from home, either in their current role or in an alternative role. Again, employees should discuss their individual
needs with their line manager and People Manager.
Employees who are clinically vulnerable (but not extremely clinically vulnerable) and cannot work from home will be
offered the option of the safest available on-site roles, enabling them to stay 2m away from others.
People who need to self-isolate
People who are required to self-isolate must not physically come to the workplace. Where appropriate, staff who
are self-isolating and can still work, should do so from home.
Equality in the workplace
Stobart Group has considered
•
•

•
•
•

Understanding and taking into account the particular circumstances of those with different protected
characteristics
Considering those employees whose protected characteristics might either expose them to a different
degree of risk, or might make any steps we are thinking about inappropriate or challenging for them e.g.
employees who wear a hijab will not have to wear an additional face covering but may be required to wear
a mask if they are in a customer-facing role
Any particular measures or adjustments to take account of our duties under the equalities legislation e.g.
those undergoing long-term medical treatment for critical illnesses
Making reasonable adjustments to avoid disabled workers being put at a disadvantage, and assessing the
health and safety risks for new or expectant mothers
Making sure that the steps we take do not have an unjustifiable negative impact on some groups compared
to others, e.g. those with caring responsibilities or those with religious commitments. More information on
this subject will be provided during Carers Week, 8-12th June 2020.
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Control Measures
Social Distancing at work
Social distancing is the most effective control measure that we can implement where working from home is not an
option. Social distancing measures have been practically put into operation at our workplace.
Social distancing measures include:
•
•
•
•
•
•
•
•
•
•

Desk layout and occupancy
Demarcated areas around hotspots such as photocopiers, reception, and kitchen areas
Utilisation of meeting rooms as desk space where necessary
Limiting travel between offices to negate the requirement for hot desking, unless business requirements
dictate otherwise
Implementation of an online employee weekly movement sheet to allow for control and visibility over who
is expected to be in the workplace each day, with capped numbers
Elimination of face to face meetings. These will be carried out via software solutions such as Teams and
Skype
Limiting the number of people in meeting rooms
Limiting the number of people to 2 in the kitchen areas
Limiting the number of people in the toilets to 1 at a time
Staggered breaks by department

Example Social Distancing Poster
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Coming to and leaving work
When arriving and leaving work, Stobart Group has implemented the following controls:
•
•
•
•
•

Staggered arrival and departure times at work to reduce the crowding at the entrance doors
Employees to leave a car parking space between cars where possible
Employee numbers have been limited when travelling in corporate vehicles
Where reasonably practicable, one-way systems have been established for access and egress to buildings
Hand sanitiser stations have been provided at building entry and exit points

Moving around the premises
• Employees are discouraged from unnecessary movements around the workplace. For those who are working
in the workplace, the use of phones and virtual meetings from the workstation are encouraged. Radios and
phones are to be used from a position of safety to communicate with others rather than travelling to have
a face to face conversation. The mobile phone policy still applies and must not be disregarded.
• Access and egress routes have been restricted to enable one-way systems to the established. In the event
of a fire the fire evacuation processes must still be followed.
• Lifts controlled by Stobart Group have been limited to use by one person at a time. Lift operation controls
must be cleaned before and after use by the individual using them. The use of stairs will be encouraged in
the first instance. Employees with disabilities will be assisted in the use of the lift.
• Signage is displayed around the premises in high traffic areas to remind Employees of the social distancing
requirements. Line management will regulate their direct reports for adherence with this requirement.
Workplaces and workstations
The layout of workstations has been reviewed throughout the offices. Where a workstation layout cannot maintain
a 2m social distance the workstation has been taken out of service to allow for adequate distancing.
Signage has been displayed reminding Employees of social distancing requirements. Employees are prohibited
against walking up to another employees’ desk, whether occupied or vacant.
Hot desking in offices should be avoided, however, there may be instances where this cannot be achieved. Where
this is the case, the workspace must be thoroughly cleaned before and after use using the cleaning products
provided.
Work pods, photocopiers and other work areas will be of limited occupancy and will have cleaning equipment
provided in these areas. These areas are also to be cleaned before and after use.
Where possible areas will be demarcated with tape as a visual reminder for social distancing.
Meetings
The organising of face to face meetings is to be avoided. The use of software solutions will be used to conduct
meetings in the first instance.
Where a face to face meeting is absolutely necessary, the participants will maintain a 2m separation throughout.
Meeting rooms have been allocated a maximum occupancy limit with signage displayed on the specific meeting room
door.
To avoid transmission of the virus during meetings, the sharing of stationery and equipment is prohibited.
As with other common areas the meeting room surfaces are to be cleaned before and after use, including items such
as remote controls.
Hand sanitisers are provided in each meeting room.
Chairs in the meetings rooms have been spaced to align with social distancing requirements

Reintegration Plan COVID-19 | Printed copies of this document are uncontrolled and may not be current | V2 and subject to further updates

7

Common areas
Common seating areas will be closed to use to prevent accidental breaches of the social distancing rules. Break times
have been staggered and kitchen areas have been limited to the use of 2 people at a time, to aid with maintaining
social distancing.
Staff are encouraged not to leave the premises on breaks to reduce contact with others. Showers and changing areas
have been limited to the numbers allowed in these areas. Signage is displayed on the specific doors to these areas
detailing the maximum numbers allowed. These areas will be regulated by line management.
All common areas are to be cleaned before and after use, using the cleaning equipment provided.
Reception areas will be demarcated using tape on the floor as a visual reference to maintain 2m distance.
Accidents, security, and other incidents
In the event of an emergency, normal company procedures apply.
In the event of a fire situation and where it is not possible to adhere to a 2 metre distance due to safety reasons, the
2m separation should not be maintained.
In the event of first aid treatment, the first aider must ensure that their safety is not compromised and should the
first aider be required to administer first aid, they are adequately protected. First aiders will be provided with a
suitable face mask, gloves, and face shield to reduce the risk of transmission.
Any person involved in the provision of assistance to others must ensure that they pay particular attention to
sanitisation measures immediately afterwards, including washing hands and possibly changing of clothes.

Visitors and Contractors
Managing contacts
Visitors are discouraged from attending the premises. Where this is not possible, numbers of visitors will be limited
to a minimum.
Before visitors attend the premises, they will be informed about the social distancing and hygiene measures
applicable to the location. Specific times for visitors will be allocated to stagger and co-ordinate arrival and departure
to minimise the interface with others. Records will be kept of all visitors attending the premises.
The hosts of visitors are responsible for the visitor(s) ensuring they are aware of specific measures to protect their
safety.

Health & Hygiene
Cleaning the workplace
This section covers the health and hygiene requirements for Stobart Group
Before Reopening
Prior to the reopening of the office, the buildings have been subject to a thorough clean by the contracted cleaners,
and each location has been inspected. Particular attention has been given to communal areas, doors, toilets, and
work surfaces. Entrance and exit areas have been sprayed with disinfectant.
Air conditioning units have been serviced and filtration units cleaned.
Fire inspections have been undertaken to ensure equipment and media is serviceable and in situ.
Where possible windows will be opened to allow the circulation of fresh air.
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Keeping the workplace clean
To ensure the workplace is kept clean, frequent cleaning of areas and equipment will be carried out. Increased
cleaning of frequently touched objects and surfaces, such as door handles, push plates, handrails and taps have been
implemented and dedicated bins have been provided for the disposal of cleaning products. Waste from the dedicated
bins is to be double bagged and stored in a quarantine location for minimum of 72 hours before being disposed of
in the outside general waste bins.
Staff are discouraged from using the printing facilities, however, where this is an essential task, the user is to ensure
the printing facility is cleaned before and after use by using the cleaning equipment provided.
The replenishing of cleaning equipment is to be facilitated by the office manager or nominated person upon request
Hygiene- handwashing, sanitation, facilities, and toilets
Signage has been displayed around the workplace to provide and raise awareness of good handwashing technique,
the need to increase the washing of hands, the avoidance of touching your face and to cough and sneeze into a tissue
which is binned safely, or into your arm where a tissue is not available.
Examples of displayed signage:
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Employees are encouraged to use the hand sanitisers that have been provided at various locations around the
buildings, at each bank of workstations, and inside of main entry and exit points.
Following the use of toilet facilities, employees have been requested to ensure that these are left in a satisfactory,
clean condition by using the cleaning equipment provided, ensuring hands are washed after using the facilities.
Paper towels have been provided in the toilets to replace the use of the hand dryers. Hand dryers have been switched
off to discourage use.
Employees must ensure that their workstations are cleaned using the cleaning equipment provided each time they
return to it.
Kitchen areas are limited to 2 people at a time. To avoid cross-contamination and the build-up of dirty cutlery and
tableware in the kitchen areas, employees may wish to provide their own cutlery and crockery, and take these items
home on an evening.
Tea, coffee, and sugar will be provided at each workstation bank instead of the kitchen area to reduce transmission
risk. Employees using the kitchen facilities must clean down surfaces and equipment they use, such as microwaves,
surfaces, sinks, fridge handles and taps before and after use. Milk bottles are to be wiped before and after use.
Cleaning equipment is available in these areas.
To reduce the risk of transmission staff will make their own drinks and prepare their own foods.
To limit the risk of surface transmission between employees, all kitchen surfaces including cupboard door and
dishwasher handles must be cleaned before and after use, whilst also ensuring hands are washed or sanitised.
Disposable dish cloths are to be used and discarded in the bin at the end of each day as a minimum.
All employees have been provided with their own personal hand sanitising gel, which is to be left at work and used,
as necessary, and will be replaced when required.
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Changing rooms and showers
Changing rooms and showers will be cleaned by the contracted cleaners during the day and at the end of the normal
working hours. Showers are to be cleaned before and after by the employees using them. Changing rooms must also
be cleaned on a regular basis and before and after use. The use of these areas is limited to 1 employee at a time.
Handling Goods , merchandise, and other materials
Employees who handle goods, merchandise, and other materials, such as post, must wash their hands immediately
after handling items.
Non-business-related deliveries, i.e. personal deliveries, will not be permitted until further notice.

Personal Protective Equipment (PPE) and Face Coverings
Provision of PPE
PPE protects the user against health and safety risks at work. Where the use of PPE is required to protect against non
COVID-19 risk, the user will continue to wear PPE.
Where a 2m distance cannot be maintained, we will consider whether the activity should continue and, if so, risk
assess it using the hierarchy of controls below, and against any sector-specific guidance.
1. Eliminate
• Work from home.
• People who are unwell with symptoms of Coronavirus (Covid-19) should not travel to or attend the
workplace.
• Rearrange tasks to enable them to be done by one person, or by maintaining social distancing measures.
• Avoid skin to skin and face to face contact.
• Stairs should be used in preference to lifts or hoists, and consider one ways systems
• Consider alternative or additional mechanical aids to reduce worker interface
2. Reduce
Where the social distancing measures cannot be applied:
• Minimise the frequency and time staff are within 2m of each other
• Minimise the number of employees involved in these tasks
• Employees should work side by side, or facing away from each other, rather than face to face.
• Lower the employee capacity of lifts and hoists to reduce congestion and contact at all times
• Regularly clean common touchpoints, doors, buttons, handles, vehicle cabs, tools, equipment etc.
• Increase ventilation in enclosed spaces
• Employees should wash their hands before and after the use of equipment
3. Isolate
Keep groups of employees that have to work within 2 metres:
• Together in teams e.g. (do not change employees within teams)
• As small as possible
• Away from other workers where possible
4. Control
Where face to face working is essential to carry out a task when working within 2m:
• Keep this to 15 minutes or less where possible
• Consider introducing an enhanced authorisation process for these activities
• Provide additional supervision to monitor and manage compliance
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5. PPE
Offices and Sites must not use Respiratory Protective Equipment (RPE) for Coronavirus (Covid-19) where 2m
social distancing guidelines are met.
• Where it is not possible to maintain a 2m distance, each activity should be risk assessed using the hierarchy
of controls and against any sector-specific guidance, mindful that masks (RPE) are the last resort in the
hierarchy
• Re-usable RPE should be thoroughly cleaned after use and not shared between workers
• Single use RPE should be disposed of so that it cannot be reused
• Where personnel are required to work in specific environments (e.g. where persons are shielding, with
symptoms, or confirmed Coronavirus (Covid-19) cases may be present e.g. healthcare or in a home
environment) additional PPE should be considered specific to the Coronavirus (Covid-19) risk
Behaviours
The measures necessary to minimise the risk of spread of infection rely on everybody taking responsibility for their
actions and behaviours.
Stobart Group encourages an open and collaborative approach between workers and employers on site where any
issues can be openly discussed and addressed.
Face Masks
Stobart Group will not be encouraging the use of precautionary RPE to protect against the risk of transmission where
the risk is low. RPE identified as necessary through risk assessment will be fitted and supplied free of charge.
Face Coverings
There are some circumstances when wearing a face covering may be marginally beneficial as a precautionary
measure for the transmission of COVID-19. The evidence suggests that wearing a face covering does not protect the
wearer, but it may protect others if the wearer is infected but have not developed symptoms.
The evidence gathered for the benefits of using a face covering to protect others is weak, and the effect is likely to
be small, therefore face coverings are not a replacement for the other ways of managing risk, including minimising
time spent in contact, using fixed teams and partnering for close-up work, and increasing hand and surface washing.
These other measures remain the preferential ways of managing risk in the workplace, and the government would
therefore not expect to see employers relying on face coverings as risk management for the purpose of their health
and safety assessments.
A face covering can be very simple and may be worn in enclosed spaces where social distancing is not possible. The
face covering is only required to cover your mouth and nose. It is not the same as a face mask, such as the surgical
masks or respirators used by health and care workers. Similarly, face coverings are not the same as the RPE used to
manage risks like dust and spray in an industrial context. Supplies of RPE, including face masks, must continue to be
reserved for those who need them to protect against risks in their workplace, such as health and care workers, and
those in industrial settings where hazards such as exposure to dust exist.
Wearing a face covering is optional and is not required by law, including in the workplace. If you choose to wear one,
it is important to use face coverings properly and wash your hands before putting them on and taking them off.
Stobart Group will support employees in using face coverings safely if they choose to wear one. This means that
Stobart Group will advise employees who chose to wear a face covering to:
•

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

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 have 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 is not washable, dispose of it
carefully in your usual waste.
Practise social distancing wherever possible.

You can make face-coverings at home and guidance on how to do this, including the safe use of them on GOV.UK
website.

Workforce Management
Shift patterns and working groups
Where possible, there should be staggered start and finish times to prevent large numbers of people arriving and
leaving the workplace at the same time. This could be done on a departmental or team basis. Equally some roles
support flexible working arrangements where employees could indeed work an entirely different shift pattern. We
encourage employees to work in an agile way, especially at this time.
Work related travel
Non-essential business travel is to be kept to a minimum. The use of software solutions to communicate with others
must be the first option. If travel is deemed as essential, then the following applies:
• Wherever possible workers should travel to work alone using their own transport.
If employees have no option but to share transport:
• Journeys should be shared with the same individuals and with the minimum number of people at any one
time
• Good ventilation (i.e. keeping the windows open) and facing away from each other may help to reduce the
risk of transmission
• The vehicle should be cleaned regularly using gloves and standard cleaning products, with particular
emphasis on handles and other areas where passengers may touch surfaces
If employees are required to stay away from home due to work commitments, the accommodation must meet
COVID-19 secure guidance.
Communication and Training (Returning to work)
Before returning to the workplace, Stobart Group will communicate with employees covering the new procedures
to ensure understanding of the new ways of working.
Toolbox talks have been developed to engage employee participation in the understanding of the control measures
implemented.
Communication and Training (Ongoing communications and signage)
During these unprecedented times we will continuously review and update information, risk assessments and
practices as further information becomes available.
Various methods of communication will be used including, memos, newsletters, signage and posters.
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Inbound and Outbound Goods
Receiving Post and Parcels
Post and parcels will be delivered to a central point and collected and dealt with on a daily basis by the Receptionist.
Hands must be washed immediately following the handling of post. Non business-related delivers i.e. personal
deliveries are not permitted until further notice

Dealing with a Suspected/Confirmed Case of COVID-19
Isolation
If person is suspected to have COVID-19 in the workplace they should be removed to an area or room that is
unoccupied until arrangements are made by the public health officials.
PPE
Disposable gloves and an apron should be worn as PPE by cleaning staff as a minimum, to clean an area where a
person with suspected COVID-19 has been.
Protection for the eyes, mouth, and nose, as well as wearing gloves and an apron should be worn as PPE as a
minimum by cleaning staff to clean an area where a person with confirmed COVID-19 has been.
Cleaning
Public areas where a symptomatic individual has passed through and spent minimal time, such as corridors, but
which are not visibly contaminated with body fluids can be cleaned thoroughly as normal.
All surfaces that a symptomatic person has come into contact with must be cleaned and disinfected with the
minimum PPE and using the cleaning products.
Reporting
Under H&S legislation and to assist in discharging our duty of care, we should notify the workforce of a confirmed
case of COVID-19 by a person who is or has been on-site.
Personal health information is special category data under GDPR, so we must take care to preserve the individual's
privacy as much as possible and not name the individual directly.
If it is necessary to disclose the name of the person who has contracted COVID-19 to enable others to take
appropriate protective steps, the person who has contracted the virus should first be informed of the intended
disclosure.

Employee Duties
Employees have a duty of care towards themselves and others from their acts and omissions. It is essential that
employees cooperate with us in ensuring the control measures are effective and adhered to. Every employee shall
inform their line manager of any work situation which they would reasonably consider represented a serious and
immediate danger to health and safety or would reasonably consider represented a shortcoming in our protection
arrangements for health and safety.
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Employee Wellbeing
The safety and wellbeing of our employees is our utmost concern, particularly at this time. We ask that employees
raise any workplace concerns with their line manager or People Manager without delay so that steps can be put in
place to minimise or eliminate any risk.
We understand that Covid-19 has brought about additional worries and anxieties; whether this be working from
home, being furloughed, or having to return to the workplace. There is lots of additional support and guidance on
the Group People Team SharePoint and Learning & Development SharePoint sites.
Additionally, our Employee Assistance Programme partners Health Assured are available on a free and confidential
basis 24/7 and can offer health and financial advice, as well as more formal counselling and support for carers.

Operating Divisions
This plan has been developed to ensure that the offices used by Stobart Group employees are a COVID Secure
environment.
The operational requirements for the operating divisions should be documented within specific plans covering the
specific division needs using the information contained within this plan as guidance.

NHS Test and Trace Service
This section is taken from the Government Website for Information Purposes
This service ensures:
• that anyone who develops symptoms of coronavirus (COVID-19) can quickly be tested to find out if they
have the virus, and also includes targeted asymptomatic testing of NHS and social care staff and care home
residents
• Helps trace close recent contacts of anyone who tests positive for coronavirus and, if necessary, notifies
them that they must self-isolate at home to help stop the spread of the virus
We are introducing this service to help return life more to normal, in a way that is safe and protects our NHS and
social care. The service will allow us to trace the spread of the virus and isolate new infections and play a vital role in
giving us early warning if the virus is increasing again, locally or nationally.
How test and trace helps fight the virus
The NHS test and trace service will help to control the rate of reproduction (R), reduce the spread of the infection
and save lives. By playing your part through the actions set out below, you will directly help to contain the virus by
reducing its spread. This means that, thanks to your efforts, we will be able to go as far as it is safe to go in easing
lockdown measures.
You can help in the following ways:
• if you develop symptoms, you must continue to follow the rules to self-isolate with other members of your
household and order a test to find out if you have coronavirus
• if you test positive for coronavirus, you must share information promptly about your recent contacts through
the NHS test and trace service to help us alert other people who may need to self-isolate
• if you have had close recent contact with someone who has coronavirus, you must self-isolate if the NHS
test and trace service advises you to do so
This specific guidance applies in England only. All 4 administrations are working closely together to have a consistent
and joined-up approach to testing and tracing.
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Definitions
‘Self-isolation if you have symptoms’ means you and all household members must remain at home. Do not go outside
your home for any reason i.e. to work, school, or public areas, and do not use public transport or taxis. The guidance
for households with possible coronavirus infection page has more information on self-isolation.
‘Contact’ means a person who has been in close contact with someone who has tested positive for coronavirus and
who may or may not live with them.
How NHS test and trace service works
Part 1: for someone with symptoms of coronavirus
isolate: as soon as you experience coronavirus symptoms, medical advice is clear: you must self-isolate for at least 7
days. Anyone else in your household must self-isolate for 14 days from when you started having symptoms
test: order a test immediately at www.nhs.uk/coronavirus or call 119 if you have no internet access
results: if your test is positive, you must complete the remainder of your 7-day self-isolation. Anyone in your
household must also complete self-isolation for 14 days from when you started having symptoms. If your test is
negative, you and other household members no longer need to self-isolate
share contacts: if you test positive for coronavirus, the NHS test and trace service will send you a text or email alert
or call you with instructions of how to share details of people with whom you have had close, recent contact and
places you have visited. It is important that you respond as soon as possible so that we can give appropriate advice
to those who need it. You will be told to do this online via a secure website or you will be called by one of our contract
tracers.
Part 2: if you are contacted by the NHS test and trace service because you have been in close contact with someone
who has tested positive for coronavirus
alert: you will be alerted by the NHS test and trace service if you have been in close contact with someone who has
tested positive for coronavirus. The alert will usually come by text, email or phone call. You should then log on to the
NHS test and trace website, which is normally the easiest way for you and the service to communicate with each
other – but, if not, a trained call handler will talk you through what you must do. Under-18s will get a phone call and
a parent or guardian will be asked to give permission for the call to continue
isolate: you will be told to begin self-isolation for 14 days from your last contact with the person who has tested
positive. It’s really important to do this even if you don’t feel unwell because, if you have been infected, you could
become infectious to others at any point up to 14 days. Your household doesn’t need to self-isolate with you, if you
do not have symptoms, but they must take extra care to follow the guidance on social distancing and handwashing
and avoid contact with you at home
test if needed: if you develop symptoms of coronavirus, other members of your household must self-isolate
immediately at home for 14 days and you must book a test at www.nhs.uk/coronavirus or call 119 if you have no
internet access. If your test is positive, you must continue to stay at home for at least 7 days and we will get in touch
to ask about your contacts since they must self-isolate. If your test is negative, you must still complete your 14-day
self-isolation period because the virus may not be detectable yet – this is crucial to avoid unknowingly spreading the
virus.
People who develop symptoms of coronavirus
When to self-isolate
The medical advice is clear: you must self-isolate if you have coronavirus symptoms or live in the same household as
somebody who does. The main symptoms of coronavirus are:
high temperature – this means you feel hot to touch on your chest or back (you do not need to measure your
temperature)
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)
loss or change to your sense of smell or taste – this means you’ve noticed you cannot smell or taste anything, or
things smell or taste different to normal
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For more information, read the further guidance on symptoms.
If you have one or more of these symptoms, you must self-isolate straight away for 7 days – or longer if you still have
symptoms other than cough or loss of sense of smell/taste.
If you live in the same household as someone with coronavirus symptoms, you must self-isolate straight away for 14
days.
How to order a test
Please tell us about your symptoms as soon as possible and get a test to find out if you have coronavirus. Please tell
us about your symptoms as soon as possible. The sooner you have a test, the sooner we can let you know if you and
other members of your household must remain in self-isolation.
Members of the public can order a test through the NHS website.
If you don’t have access to the internet, you can order a test by phoning 119.
Our guidance on testing has more information on our testing programme.
We’ve made it as easy as possible for everyone who has symptoms to access a test quickly, and there are now many
potential ways to be tested:
• drive-through regional testing sites
• mobile testing units
• test kits delivered to your home
• hospital-based testing for NHS patients and staff
• dedicated testing centres in other care settings (for example, care homes)
• When you order a test, you will get information on the options available to you.
• We currently aim to provide results within 48 hours of taking a test, but some results may take longer.
• You will get your results by text, email or phone – and the message will advise you about what to do next.
If you test negative
If you get a negative test result, this means you are at low risk of having coronavirus.
Other members of your household can stop self-isolating. If you feel well and no longer have symptoms similar to
coronavirus, you can stop self-isolating. You could still have another virus, such as a cold or flu – in which case it is
still best to avoid contact with other people until you are better.
If you test positive
If you get a positive test result, this means that when you took the test, you had coronavirus. You – and other
members of your household – must continue to self-isolate.
Telling people about your test result
If you develop symptoms, you may wish to alert the people with whom you have had close contact over the last 48
hours. You should tell them that you might have coronavirus but are waiting for a test result.
At this stage (until the test result is known), those people do not need to self-isolate, but they should take extra care
in practising social distancing and good hygiene, like washing their hands regularly. They should also watch out for
their own symptoms.
You may want to write down your recent close contacts now so that you have them to hand if you test positive.
Sharing information about your recent contacts
If you get a positive test, we will contact you and ask you to share information about any close contacts you had just
before or after you developed symptoms. This is vital if we are to stop the spread of the virus.
We will contact you by text message, email or phone. If you are under 18 years old, we will contact you by phone
wherever possible and ask for your parent or guardian’s permission to continue the call.
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You will be sent a link to the NHS test and trace website and asked to create a confidential account where you can
record details about your recent close contacts. If you do not have internet access or if you don’t complete the online
process, one of our contact tracers will phone you to gather this information from you.
The information you give will be handled in strict confidence and will only be kept and used in line with data
protection laws. It will help us to contact people who are at risk of having been exposed to coronavirus and explain
what they must do to help prevent the further spread of the virus.
When we contact people to advise them to self-isolate, we do not tell them your identity. But if you have alerted
them when you first develop symptoms or when you get your test result, they will be better prepared for the advice
we give them.
When we contact you
If the NHS test and trace service contacts you, the service will use text messages, email or phone.
All texts or emails will ask you to sign into the NHS test and trace contact-tracing website.
If NHS test and trace calls you by phone, the service will be using a single phone number: 0300 013 5000.
All information you provide to the NHS test and trace service is held in strict confidence and will only be kept and
used in line with the Data Protection Act 2018.
Contact tracers will:
call you from 0300 013 5000
• send you text messages from ‘NHStracing’
• ask you to sign into the NHS test and trace contact-tracing website
• ask for your full name and date of birth to confirm your identity, and postcode to offer support while selfisolating
• ask about the coronavirus symptoms you have been experiencing
• ask you to provide the name, telephone number and/or email address of anyone you have had close contact
with in the 2 days prior to your symptoms starting
• ask if anyone you have been in contact with is under 18 or lives outside of England
• Contact tracers will never:
• ask you to dial a premium rate number to speak to us (for example, those starting 09 or 087)
• ask you to make any form of payment or purchase a product or any kind
• ask for any details about your bank account
• ask for your social media identities or login details, or those of your contacts
• ask you for any passwords or PINs, or ask you to set up any passwords or PINs over the phone
• disclose any of your personal or medical information to your contacts
• provide medical advice on the treatment of any potential coronavirus symptoms
• ask you to download any software to your PC or ask you to hand over control of your PC, smartphone or
tablet to anyone else
• ask you to access any website that does not belong to the government or NHS
What we will ask you
We will ask you:
• if you have family members or other household members living with you. In line with the medical advice
they must remain in self-isolation for the rest of the 14-day period from when your symptoms began
• if you have had any close contact with anyone other than members of your household. We are interested in
in the 48 hours before you developed symptoms and the time since you developed symptoms. Close contact
means:
• having face-to-face contact with someone (less than 1 metre away)
• spending more than 15 minutes within 2 metres of someone
• travelling in a car or other small vehicle with someone (even on a short journey) or close to them on a plane
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•
•

if you work in – or have recently visited – a setting with other people (for example, a GP surgery, a school or
a workplace)
We will ask you to provide, where possible, the names and contact details (for example, email address,
telephone number) for the people you have had close contact with. As with your own details these will be
held in strict confidence and will be kept and used only in line with data protection laws.

How this information is used
Based on the information you provide, we will assess whether we need to alert your contacts and ask them to selfisolate.
We may refer the case to local public health experts if your case is complex, for example, if you work in or have
recently visited:
a health or care setting, such as a hospital or care home
a prison or other secure setting
a school for people with special needs
critical national infrastructure or areas vital for national security
Local public health experts are Public Health England staff and teams employed by your local authority who work
together with all parts of the local community to prevent or respond to local outbreaks.
The NHS coronavirus app
We are currently developing our NHS coronavirus app, which is being trialled on the Isle of Wight. When rolled out
nationally this app will supplement the other forms of contact tracing.
People who have had close contact with someone who has coronavirus
•
If you are told to self-isolate
•
If we identify you as someone who has had close recent contact with someone who has tested positive for
coronavirus, we will notify you that you must self-isolate in line with medical advice.
•
You may be feeling well and not have any symptoms, but it is still essential for you to follow the advice that
you are given.
•
This is because, if you have been infected, you could be infectious to others at any point up to 14 days. Some
people infected with the virus don’t show any symptoms at all and it is therefore crucial to self-isolate to
avoid unknowingly spreading the virus.
•
If you do not have symptoms, you must not seek a test, as the scientific evidence shows that the test may
not be able to detect whether you have the virus.
•
How you will be told to self-isolate
•
If you are aged 18 or over, we will contact you by text message or email but will follow up by phone if we
don’t get a response. If we only have a landline number for you, we will contact you on that number.
•
If you are under 18 years old, we will contact you by phone wherever possible and ask for consent from your
parent or guardian to continue the call.
If you have internet access, we will ask you to log onto our NHS test and trace website. This is the simplest way of
giving you the information you need and the opportunity to ask any questions. The online service will also ask you
to confirm that you are following the advice on self-isolation.
If you do not have internet access, we will arrange for a trained call handler to speak to you by phone to give you the
information and advice you need.
What happens next
You must self-isolate for 14 days after you were in contact with the person who has tested positive for coronavirus.
This is crucial to avoid unknowingly spreading the virus.
Self-isolation means staying at home and not going outside your home at any time. If you live with other people,
they do not need to self-isolate, but they should avoid contact with you as far as possible and follow advice on
hygiene. If you do not live with other people, you should seek help from others, or delivery services, for essential
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activities such as food shopping. Self-isolation can be particularly challenging if you are looking after children, or if
you care for vulnerable people who cannot stay with friends or family.
If you go on to develop symptoms, anyone you live with must then self-isolate and you must report your symptoms
and get tested.
It is crucial that you complete your 14-day self-isolation period if you’ve been identified as a contact, even if you get
a negative test result. This is because you may have the virus, but it cannot yet be detected by a test, so you could
unknowingly spread the virus if you leave the house. Other members of your household, however, do not need to
remain in self-isolation.
When we contact you
If the NHS test and trace service contacts you, the service will use text messages, email or phone.
All texts or emails will ask you to sign into the NHS test and trace contact-tracing website.
If NHS test and trace calls you by phone, the service will be using a single phone number: 0300 013 5000.
All information you provide to the NHS test and trace service is held in strict confidence and will only be kept and
used in line with the Data Protection Act 2018.
Contact tracers will:
• call you from 0300 013 5000
• send you text messages from ‘NHS’
• ask for your full name and date of birth to confirm your identity, and postcode to offer support while selfisolating
• ask if you are experiencing any coronavirus symptoms
• provide advice on what you must do as you have been in contact with someone who has tested positive for
coronavirus
• Contact tracers will never:
• ask you to dial a premium rate number to speak to us (for example, those starting 09 or 087)
• ask you to make any form of payment or purchase a product of any kind
• ask for any details about your bank account
• ask for your social media identities or login details, or those of your contacts
• ask you for any passwords or PINs, or ask you to set up any passwords or PINs over the phone
• disclose any of your personal or medical information to your contacts
• provide medical advice on the treatment of any potential coronavirus symptoms
• ask you to download any software to your PC or ask you to hand over control of your PC, smartphone or
tablet to anyone else
• ask you to access any website that does not belong to the government or NHS
Support for people who are self-isolating
We will direct you to your local authority helpline if you need the following during the period of self-isolation:
practical or social support for yourself
support for someone you care for
financial support
This is so you can access the local support available to you, like help delivering food or medicine. You may also be
able to get help from the NHS volunteer responders.
Employers should support workers who are told to self-isolate and must not ask them to attend work. See the
guidance on the NHS test and trace service for employers, businesses and workers. If you are in employment, speak
to your employer to discuss if you can work from home or other options are available during your period of isolation.
Workers in self-isolation are entitled to Statutory Sick Pay (SSP) for every day they are in isolation, as long as they
meet the eligibility conditions. Guidance has been produced for employees that are unable to work because they are
self-isolating.
The NHS test and trace service will provide a notification that can be used as evidence that someone has been told
to self-isolate. This notification can be shared with an employer or education provider.
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Appendix A - Office Risk Assessment
(C) Health & Safety Consequence

(F) Frequency

1:
2:
3:
4:
5:

1:
2:
3:
4:
5:

Minor Injury(s)
Lost Time Injury(s)
Reportable Injury(s)
Specified/Major Injury(s)
Catastrophic - Fatality(s)

Environmental
Consequence

H&S Consequence

Remote
Unlikely
Occasional
Probable
Frequent

(C) Environmental Consequence
1: Minor environmental incident with no legislative breach
2: Potential for complaints from local residents, no legislative breach
3: Potential for lost time/complaints from local authority
4: Legislative breach with potential for prosecution
5: Major environmental incident with high clean-up costs and / or
prosecution costs

RISK MATRIX

Catastrophic –
Fatality(s)

Major Incident

5

Specified/Major Injury

Legislative Breach

4

Reportable Injury

Complaints from
Local Authority

3

Lost Time Injury

Complaints from
Local Residents

2

Minor Injury

Minor incident with
no legislative breach

1

(RR) Risk Rating
(Consequence x Frequency)

5

10

15

20

25

4

8

12

16

20

3

6

9

12

15

2

4

6

8

10

1

2

3

4

5

1

2

3

4

5

Remote

Unlikely

Occasional

Probable

Frequent

1 – 4 Low, 5 – 9 Medium, 10 – 25 High
Assessed By:

S Ferrington

Date:

18th May 2020

ACTIVITY EVENT

Working in Offices
during COVID-19 post
lockdown

HAZARD / ISSUE

Employees
spreading the
Covid-19 virus.

PERSONNEL AFFECTED (Please Tick)

Employees



RISK/
UNDESIRED
EVENT

CONSEQUENCES

Employees
developing
symptoms of
Covid-19.

Confirmed cases of
Covid-19.

Contractors

 Visitors

BEFORE CONTROL
(C)
(F)
(RR)

5

3

15

 Members of Public
CONTROL

Employees should continue to
work at home where possible
and in line with the home
working risk assessment.
Only persons who are
completely symptom free should
return to the office. This should
be pre-arranged so that
numbers can be monitored and
social distancing measures can
be maintained safely. No more
than 12 people will be allowed in
the office.
Office inspections will be carried
out twice daily am/pm

 Young People



AFTER CONTROL
(C)
(F)
(RR)

5

1

5

Working during COVID19 post lockdown

Employees
working apart
from support
mechanisms i.e.
Line Managers,
colleagues etc.
Due to home
working and
furlough leave.

Poor mental
health.

Work-related stress,
anxiety and
depression.

3

4

12
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All staff that display any
symptoms of Covid-19 are to
remain at home, inform their
Line Manager and the relevant
People team representative
immediately and if they have
been in contact with any other
staff members.
Anyone who displays any
symptoms whilst at work, should
be sent home and contact NHS
111. If any other staff have
come into contact with someone
who was taken unwell with
symptoms of coronavirus 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.
Employees should highlight to
their Line Manager and People
team representative of any illhealth, have been defined as
clinically extremely vulnerable,
clinically vulnerable or have preexisting medical conditions, that
may put them at risk, before
returning to the office.
Line Managers are to establish
regular communication
frequency with staff. Personnel
are also encouraged to contact
with colleagues regularly.
Employees whose Line Manager
is on furlough leave will be
contacted by their People
Representative to confirm who
they report to during this time.

3

2

6

1

Working in Offices
during COVID-19 post
lockdown

Not maintaining
social distancing
within the office.

Employees
coming into
close contact
with
colleagues.

Employees
developing
symptoms of Covid19 and confirmed
cases of Covid-19.

5

3

15

Arriving and leaving
Offices during COVID19 post lockdown

Employees
arriving and
leaving the
office at the
same time.

Employees
coming into
close contact
with
colleagues.

Employees
developing
symptoms of Covid19 and confirmed
cases of Covid-19.

5

3

15
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Staff have been sent contact
information for the Employee
Assistance Programme and a
mental health awareness week
is being held.
Do not re-adjust furniture layout
within the building. This has
been planned to maintain 2m
distancing.
Only one person is permitted to
use the 'pods' at any one time.
The kitchen is restricted to the
preparing of food and drinks
only and cannot be utilised for
breaks. There is a maximum of
2no people permitted in the
kitchen at any one time.
Only 1no person is permitted in
the toilet / washroom areas.
Employees must not congregate
at printers or the reception area.
Maintain 2m social distancing
when using the smoking shelter.
Posters will be displayed around
the office to remind employees
about social distancing.
Staff are not to enter the building
at the same time and should
stagger entry to allow for social
distancing to be maintained e.g.
wait in your car until the person
has entered the building.
On arriving to the building,
everyone is to use the hand
sanitiser before entering the
stairwell and office. This
stairwell is to be used for entry
only.
People should not leave

5

1

5

5

1

5

2

Working in Offices
during COVID-19 post
lockdown

Employees
using
workstations
and printers that
have potentially
been used by
another
colleague.

Employees
developing
symptoms of
Covid-19.

Confirmed cases of
Covid-19.

5

3

15

Carrying out meetings
during COVID-19 post
lockdown

Employees /
Visitors /
Contractors
spreading the
Covid-19 virus.

Employees /
Visitors /
Contractors
developing
symptoms of
Covid-19.

Confirmed cases of
Covid-19.

5

3

15
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together. To leave the building
the stairwell to the executive
lounge should be used, leaving
the building by the fire exit.
Everyone is to use hand
sanitiser when leaving the
building.
Desks that cannot be used have
been marked with red and white
tape. No employee shall sit
directly next to or opposite at the
bank of desks.
Each employee will be allocated
a desk that can be used if they
are required to come into the
office to work.
Employees should actively clean
their desks, telephones,
keyboard, mouse at the start of
the day, after lunch and at the
end of the day as a minimum,
using the cleaning products
provided for each bank of desks.
Employees are recommended to
clean their desk and work area
when they return to it each time
from visiting welfare facilities
etc. COSHH assessments will
be provided and should be
consulted before use.
Printers should be cleaned
before and after use each time
with the products supplied.
Employees are encouraged to
utilise technology as much as
possible for meetings e.g.
Microsoft Teams, Skype.
If a meeting does have to be
carried out at the office, meeting
rooms will be clearly marked

5

1

5

5

1

5

3

Working in Offices
during COVID-19 post
lockdown.

Employees
evacuating the
building in an
emergency
situation.

Employees
spreading
and
developing
Covid-19.

Confirmed cases of
Covid-19.

5

2

10

Working in Offices
during COVID-19 post
lockdown.

Employees /
visitors /
contractors
unsure of the
guidance, social
distancing
measures,
returning to the

Employees
spreading
and
developing
Covid-19.

Confirmed cases of
Covid-19.

5

3

15
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with signage on the door
showing the maximum number
of persons allowed in the room
at any one time. These will differ
dependent on the meeting room
size. Each meeting room will
have hand sanitiser available
and should be used on entering
and leaving the room. The
remotes and spider phones
should be cleaned before and
after use.
If visitors / contractors must
attend the office they must be
given a briefing on social
distancing and hygiene process
before arriving. Number of
attendees must be limited and
given a specific time window
that has been pre-planned.
In the event that the office has to
be evacuated, employees do not
have to abide by the 2m rule. On
re-entering the building social
distancing measures and good
hygiene practices should be
adhered to.
Those who have to assist others
should follow good hygiene
practices immediately
afterwards.
A survey will be sent to all staff
to all employees to
communicate and suggest better
ways of working. An employee
forum will be held with People
Champions to also allow them to
feed any suggestions and ideas.
A safety brief will be issued to all
current staff highlighting the

5

1

5

5

1

5

4

office and
cleaning regime.

Cleaning and personal
hygiene whilst working
in Offices during
COVID-19 post
lockdown

Employees
spreading the
Covid-19 virus.

Employees
developing
Covid-19.

Confirmed cases of
Covid-19.

5

3

15

Waste in Offices during
COVID-19 post
lockdown

Dirty wipes and
tissues.

Confirmed cases of
Covid-19.

5

3

15

Breaks at Offices during
COVID-19 post
lockdown.

Not maintaining
social
distancing.

Employees
spreading
and
developing
Covid-19 by
leaving
tissues and
wipes on
desks.
Employees
spreading
and
developing
Covid-19.

Confirmed cases of
Covid-19.

5

3

15
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control measures identified in
this risk assessment.
Posters will be displayed
highlighting symptoms, social
distancing measures and good
hygiene techniques.
Thorough clean to be carried out
by contracted cleaners of the full
office.
Employees will be responsible
for cleaning their own
workstations and equipment with
the materials provided, in line
with the suggested regime.
Employees are advised to wash
their hands on entering and
leaving the toilets and kitchen.
Employees to clean toilets after
use with the toilet brush
provided and to close the lid
after use.
Bins will be made available for
dirty tissues and wipes only and
next to each work bank where
possible. Used tissues and
wipes must be binned
immediately and hands washed
or sanitised straight away after
use.
The staff kitchen is for the
preparation of food and drinks
only and no breaks should be
taken in this area. This area is
limited to no more than 2no
people at a time.
Staff are encouraged to take
breaks at their desk where
possible, and not to use their PC

5

1

5

5

1

5

5

1

5

5

Receiving post and
deliveries at the Office
during COVID-19 post
lockdown.
REVIEW DATE

18/05/2020
17/06/2020

Delivery drivers
and post arriving
at the Office.

Delivery
Confirmed cases of
drivers
Covid-19.
entering the
office and
spreading
Covid-19.
REVIEWED BY

S Ferrington
S Ferrington

5

3

/ laptop during this time.
Staff should bring their own
crockery and cutlery and wash it
immediately after use. A small
number of disposable cups and
spoons will be made available.
15
A sign will be displayed to ask
5
1
that post be left in designated
place. Employees will be
discouraged to arrange for
personal post and deliveries to
be made to the office.
SIGNATURE
NEXT REVIEW DUE

S Ferrington
S Ferrington

18/06/2020
18/07/2020

Think Safe, Be Safe
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