[image: ]Covid-19 Risk Assessment - Office	
Note, you should review this risk assessment if you think it might no longer be valid, eg following an incident in the workplace or if there are any significant changes to hazards or policy, such as new Government Guidelines, or work activities.


Task or activity being assessed:   Transmission of Coronavirus (COVID-19)	Group company name:
Workplace Location: 	     							Assessment carried out by:                                                                        
Date of this assessment:  Click or tap to enter a date.				Assessment to be reviewed on:   Click or tap to enter a date. 

	What are the hazards?
	Who might be harmed and how?
	What is being done to control the risk now?
	Can you do anything else to control the risk further?
	If so who needs to carry out the action?
	When is the action needed by?
	Done

	Travelling to work – risk of COVID infection from others
	Staff who are unable to perform their work from home, and have no alternative option other than come into work by public transport, i.e., bus and/or train. 

Biological transmission from the general public and/or touching surfaces which may have been exposed to the virus.
	· Staff to only travel to work where work cannot be performed at home.
· Personal vehicle, bike or walking to be conducted where possible to and from work.
· Aim to minimise the frequency and amount of time using public transport.
· If using public transport, face covering is recommended.


· Staff advised where possible not to car share.
	· If the work allows it, look to travel outside rush hour periods where possible and to review starting/finishing time.  Staff to discuss requests with management, and requests to be considered on a case by case basis.








· Advise staff they should consider using face to and from the office.  However this is not compulsory, as it has not been advised in accordance with government guidelines.
· If this is the only option then staff must be advised that journeys should only be shared with the same individuals and with the minimum number of people in a vehicle at any one time.
	· Departmental Managers.














· Departmental Managers.




· Departmental Managers.
	· As and when.















· Immediately.





· Immediately.
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	Service delivery inability to maintain a safe service
	Staff who may not have the knowledge or support required to make informed decisions.
	· Guidance and advice from NHS and the Government have been made available via noticeboards and verbally.
· Regular communications and status reports being shared.

· Staff advised to come to work only where the company has assessed their need to be critical to business requirements.
	· Ensure poster and guidance are updated regularly and old ones removed.
· Display posters and/or information in highly visible location, advising where staff can obtain up to date information.
· To ensure any changes to personal details are sent to payroll@cathay-investments.com
· Ensure personal details are updated on the Payroll system.
· Ensure all staff are aware of the Governments COVID 19 testing facility and how to gain access if needed.

	· Departmental Managers.

· Departmental Managers.



· Departmental Managers.


· Payroll/HR Team.
· Departmental Managers.
	· Immediately/ Ongoing.

· Immediately.




· 01/06/2020.



· 01/06/2020.

· 20/05/2020.
	

	Suspected case whilst working within the office
	Staff and Visitors.

Biological transmission from other colleagues and/or touching objects which may have been exposed to the virus.
	· If a worker develops a high temperature or a new, persistent cough they should:
1. Make your manager aware, and return home immediately.
2. Avoid touching anything.
3. Seek advice by calling 111 and follow guidance.
	· To ensure we have up to date records of staff contact details and next of kin details, so we can maintain contact with staff whilst self-isolating or off sick.
· To ensure any changes to personal details are sent to payroll@cathay-investments.com
· Ensure personal details are updated on the Payroll system.
	· Departmental Managers.



· Departmental Managers.


· Payroll/HR Team.
	· Immediately.




· Immediately.



· Immediately.
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	Access/egress to the office
	Staff and Visitors.

Biological transmission from other colleagues and/or touching objects which may have been exposed to the virus.
	· Stop all non-essential visitors.




· Any staff that have the ability to work from home shall continue to do so.




· Where possible, remove any touch points to limit contact around the office.
· Require all staff to wash their hands regularly, and for a minimum of 20 seconds.






· Continue social distancing (2m) whilst sitting at desk.






· Continue social distancing (2m) whilst walking around the premises.
· Regularly clean common contact surfaces in reception, office, access control, and delivery areas, e.g., printers, screens, telephone handsets, desks. Particularly during peak flow times.
· Where applicable, the use of stairs is preferred than use of lifts to limit close contact with other people.
· One way systems are encouraged to be implemented where possible. 
	· Conduct all meetings via phone/conference call where possible.
· Ensure a record of all visitors to the office is kept should COVID 19 tracing be required.
· Any working from home requests should be emailed to payroll@cathay-investments.com
· Ensure people working from home are recorded on master spreadsheet.





· Put signage and/or posters to remind staff to do this.
· Where possible, add additional pop-up handwashing stations, providing soap, water / hand sanitiser around the office / entrances to buildings.  Ensure employees are then made aware of these new stations; and create an audit list to ensure stocks are checked on a regular basis and replenished when empty.
· Separate desks to ensure they are 2m apart using a tape measure where required.
· Only where it is not possible to move workstations further apart, use screens to separate people from each other; OR arrange people to work side by side or facing away from each other (rather than face to face).
· Use floor tape or paint to mark areas to help staff keep 2m apart.


· Avoid using hot desks and spaces and, where not possible, clean workstations between different occupants including shared equipment.















· Use floor tape or paint with one way arrows where possible.
	· All Staff.


· Departmental Managers.

· Departmental Managers.



· Payroll/HR Team.






· Departmental Managers.
· Departmental Managers.








· Departmental Managers.

· Departmental Managers.





· Departmental Managers.



· Departmental Managers.


















· Departmental Managers.
	· As and when.


· As and when.


· Immediately.





· Immediately.







· Immediately.

· As soon as possible.








· Immediately.


· Immediately.






· As soon as possible.



· As and when.



















· As soon as possible.
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	Welfare & Hygiene – sanitary conveniences, rest areas and eating areas
	Staff and Visitors.

Biological transmission from other colleagues and/or touching objects which may have been exposed to the virus.
	· Wash your hands thoroughly and regularly.  Use soap and water for at least 20 seconds.  Use alcohol-based hand sanitiser if soap and water is not available and hand washing technique to be adopted as directed by NHS.
· Avoid touching your face/eyes/nose/ mouth with your unwashed hands and cover your cough or sneeze with a tissue then throw it in the bin.
· Enhance the cleaning regimes for toilet facilities particularly door handles, locks and the toilet flush.
· Enhance the cleaning in eating areas.














· Increase ventilation where possible, particularly within enclosed spaces.
	· Ensure sufficient supplies of soap, hand sanitiser and paper towels remain in place.
· Provide suitable and sufficient rubbish bins for hand towels with regular removal and disposal.








· Provide suitable and sufficient rubbish bins for tissues with regular removal and disposal.






· Restrict the number of people using toilet facilities where possible.




· Ask staff to bring pre-prepared meals and refillable drinking bottles from home.
· Staff to wash hands prior to handling/eating food.
· Tables should be cleaned between each use.
· Mark tables with tape to ensure staff sit 2m away from one and another.
· Based on the size of each facility, determine how many people can use it at any one time to maintain a distance of 2m.
· Introduce staggered lunch breaks to reduce congestion.

	· Departmental Managers.

· Departmental Managers.









· Departmental Managers.







· Departmental Managers.





· Departmental Managers.

· Departmental Managers.
· Staff.

· Departmental Managers.

· Departmental Managers.


· Departmental Managers.

	· As soon as possible.

· As soon as possible.









· As soon as possible.







· As soon as possible.






· Immediately.


· As and when.

· Between each use.
· Immediately.


· Immediately.



· Immediately.
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	Smoking Area Segregation
	Employees

Biological transmission from touching objects which may have been exposed to the virus.  
	· Staff advised that social distancing of 2m to be adhered to at all times in all areas.
	· Consider applying tape to indicate the 2 metre rule within shelters.  
· Look at providing appropriate signs / posters regarding social distancing and handwashing rules in all smoking shelters / canteens to remind staff of COVID policy.
· Where there are a large number of staff who smoke think about staggering smoking breaks / implementing a policy of a maximum number of staff at one time. (Depending on the size of the shelter).
	· Department Managers.

· Department Managers.





· Department Managers.

	· Immediately.


· Immediately.






· Immediately.
	     

	Use of Display Screen Equipment (DSE)
	Staff.

Biological transmission from other colleagues and/or touching objects which may have been exposed to the virus.
	· Continue social distancing (2m) whilst sitting at desk.


· Regularly clean common contact surfaces in office, e.g., printers, screens, telephone handsets, desks, keyboards.
	· Maintain desks and ensure they are 2m apart.
· If unable to do this, arrange people to work side by side or facing away from each other (rather than face to face).
· Avoid using hot desks and spaces and, where not possible, clean workstations between different occupants including shared equipment.
	· Departmental Managers.
· Departmental Managers.


· Departmental Managers.
	· Immediately.

· Immediately.



· As and when.
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	Psychological/ Staff Wellbeing
	Staff.

Workload resulting in work related stress, burnout.

Staff returning to work could result in anxiety of the situation.
	· Any staff that have the ability to work from home shall continue to do so.



· Regular communications are already well established.
· Shared distribution of workload to adapt to changing demands.
· Established strong relationships with staff and open communications and operate in a supportive culture.
	· Any staff working from home or are required to self-isolate to receive periodic contact.
· Remind staff of Company’s Employee Assistance Programme (EAP) details – Employee Care.




· Continue to monitor workloads.




· Ensure staff are aware they can escalate concerns on workload issues or support needs to their line manager.
· Encourage staff who are in vulnerable groups themselves or are caring for others to contact their manager.
	· Line Manager.


· Line Manager.








· Line Manager.




· Line Manager.



· Line Manager.
	· Weekly.


· As and when.








· Immediately/ Monthly.



· 25/05/2020.



· 25/05/2020.
	

	Training
	Staff and Trainer.

Biological transmission from other colleagues and/or touching objects which may have been exposed to the virus.
	· Majority of training cancelled / kept to a minimum until further notice unless it is essential on balance of legislative safety and risk to proceed.
	· Reduce the number in attendance if any training is required; and consider holding them partly outdoors wherever possible.  
· Consider whether alternative methods of delivery are feasible for any training considered essential, i.e., elearning, extension of refresher timescales, discussions around support needs.
	· Departmental Manager & Trainer.


· H&S Department / HR Department.
	· 
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