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Working Safely During COVID - 19 

Introduction 

In line with Government guidance Direction Law has identified the risk to 

employees within the workplace and have reduced associated risk to the 

lowest reasonably practicable levels by taking preventative measures. 

Risk assessments have been carried out in each working area of the 

business. As a result of the assessments we have implemented clear 

protective measures as detailed below.  Preventative measures have also 

been implemented in relation to safely dealing with visitors to the premises. 

How our staff work during COVID-19 

The business has adopted a blended approach to how it operates during 

COVID-19 to ensure the safety of employees while continuing to provide 

excellent delivery of service, by: 

• Supporting shielding of staff by allowing them to work from home for 

foreseeable future or until the Government provide further guidance; 

• Allowing employees classed as vulnerable, with underlying health 

issues or caring responsibilities to work from home flexibly, wherever 

possible; 

• Agreeing to staff who are self-isolating to work from home, wherever 

possible; 

• Enabling staff to work flexibly from home, based on their role and 

work type, wherever possible, thus limiting the use of public transport 

and unnecessary exposure to the virus; 
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• Implementing staggered working hours and rotas in the workplace.  

This ensures a reduction of staff in the offices at any one time;  

• Providing temporary car parking spaces to staff travelling to work as 

an alternative to using public transport, wherever possible. 

The business has created a policy entitled Temporary Home Work Policy.  

This has been distributed to all working staff. 

Social distancing in the workplace 

A risk assessment has been conducted in each work area of the business 

and the following preventative measures have been put in place: 

• Staff are working at workstations which are 2 metres apart; 

• Staff are actively discouraged from moving around the buildings 

unnecessarily and are asked to use the telephone or Microsoft Teams 

to communicate with colleagues wherever possible; 

• Use of common areas is limited to one person at a time, for example 

using the kitchen facilities; 

• In some circumstances the floor area will be marked with floor tape  

to ensure suitable social distancing is adhered to; 

• Meetings will take place online (Microsoft Teams) wherever possible.  

If face to face meetings are absolutely necessary the 2 metre social 

distancing must remain in place for the duration of the meeting. 

Visitors to office 

During COVID-19 the reception is closed and any visitors to the office, such 

as postal and delivery personnel are required to call a dedicated telephone 

number to advise of the delivery. A member of staff will accept the delivery 

wearing protective gloves.  Any member of staff opening the daily post or 

ad hoc packages is asked to wear protective gloves. 

Clients are asked not to attend the offices during the COVID-19 pandemic.  
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Good hygiene in the workplace  

Following Government guidance on the importance of good hygiene as a 

proven preventative measure, the business have implemented the 

following:  

• Provision of antibacterial hand wash and paper towels in toilets and 

kitchen areas; 

• Sanitiser gel placed at key points such as door entries; 

• Provision of antibacterial wipes for staff to clean their workstations 

during the day;  

• Cleaning of common areas after personal use; 

• Enhanced professional cleaning of ‘touch points’ (external cleaning 

company) 

• Emptying of rubbish bins on a daily basis; 

• Posters promoting good hygiene and awareness of social distancing; 

• Staff are welcome to wear face coverings at work if they wish. 

Health and wellbeing  

The business recognise that we are operating in difficult and uncertain 

times and naturally this may have an impact on the mental wellbeing of 

some employees. Taking this into consideration, the business offers staff: 

• Open channels of communication with departmental heads or 

managers in relation to welfare, mental and physical health; 

• Access to a trained mental health first aider; 

• Support of an employee assistance programme. This support 

extends to individuals living in the same household as the employee. 

Injuries in the workplace 

In the event of an injury at work or medical emergency which requires 

medical attention from an onsite first aider the required 2 metre social 

distancing may not be feasible however first aiders are provided with 

protective equipment to minimise risk to all parties. 
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Monitoring and review of working safely in 
COVID-19 

It is the intention of the business to monitor the safety of staff and 

operational processes on an ongoing basis.  The above preventative 

initiatives may be amended to meet the needs of business or through 

Government guidance.  

 


