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COVID-19: Workingwithinthe Office Environment & Associated Areas RA-CV-02

Consultation withthe Workforce & Publishing of this Assessment

Date to be reviewed

Gov. Updates/
Monthly

Date of last review

4thSeptember
2020

Reviewed by

The workforce should be consulted during the development of this risk assessment.

The final results of this risk assessment must be shared with the workforce. If possible, employers should consider
publishing this risk assessment on their website (The Government expects all employers with over 50 workers to do
so).

The Key Objectives of this Risk Assessment Are:
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To achieve full and open consultation with our workforce throughout its development and to actively share its contents on

To provide appropriate facilities for cleaning, handwashing, and hygiene procedures to meet the requirements of current

To help identify opportunities where we can support workers to complete their work from home.

To identify all reasonably practical steps that can be taken to establish and maintain 2 metre social distancing within the

To identify all reasonably practical steps that can be taken to reduce virus transmission risk where social distancing of 2 metres
cannot be reasonably achieved.
—a

| confirm on behalf of the Company
that we will work to achieve and
maintain these objectives.

Name of Director/Partner:

Signature: Date:
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INITIAL RISK RESIDUAL Risk
HAZARD WHO RISK RESIDUAL
HAZARD LOCATION AFFECTED CATEGORY EXISTING RISK CONTROLS FURTHER RISK CONTROLS NECESSARY RISK
s N s o | CATEGORY
Thinking About the Office Workers 5 | 10 | Medium The company will complete and 1. Managersto continueto monitorthe 5 5
Risk Areas regularly review a Covid-19 risk effectiveness of existing riskcontrols
Client assessmentfor our site. and amend as required.
Fa!lure tocompletea The risk assessment will be completed
suitable and Contractors using current government guidance
sufficient Covid-19 ’
risk assessment, Public Workers will be involved throughout
the development and ongoing review
Resultinginincreased process.
!:)otenjclalfor Suitable competent support will be
infection. i
arranged as required.
Workers will be made aware of how to
raise any concerns regardingour
currentrisk controls.
Managing the Risk Office Workers 5 | 10 | Medium Through the development of this 1. Managersto continueto monitorthe 5 5
Areas Covid-19 riskassessment the company effectiveness of existing riskcontrols
Failure to effectively Client will identify key areas where we can and amend as required.
reducethe risk to the manage and reduce workplace risk to
lowestreasonably Contractors the lowestreasonably practical levels
practicablelevel by by taking the preventative measures
nottaking Public identified throughout this document.

appropriate
preventative
measuresin suitable
order of priority,

Resulting inincreased
potential for
infection.

Managers to continue to monitor UK
Government Guidance and instruction
on Covid-19 response requirements
and modify company arrangements as
appropriate.

Managers to monitor working practices
within the company and challenge any
person notworking in alignment with
the Safe System of Work and/or not
adheringto social distancing.
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INITIAL RISK RESIDUAL Risk
HAZARD WHO RISK RESIDUAL
HAZARD LOCATION RFCECIED CATECORY EXISTING RISK CONTROLS FURTHER RISK CONTROLS NECESSARY cﬂ‘TREI(S;::()RY
s R s R
Sharing the Results Office Workers 5 | 10 | Medium | 1. Allworkerswill be consultedduring 1. If possible, employers should consider 5 5
of this Risk Areas development of this risk assessment publishing this risk assessmenton
Assessment Client and their views/opinions used to their website (The Government
influence outcomes. expects allemployers with over 50
;alll;;e :?atel share Contractors 2. Allworkerswill readand understand workers to do so).
pprop y shar . this Risk Assessmentand Safe System 2. |If staff have any concerns about their
the contents of this Public . .
. of Work for safe working at the safety or the contents of the risk
risk assessment/lack .
. . company. assessment, they shouldraise
of consultation with concerns with theirmanager
the workforce during 3. Allworkersarebriefed and understand ger.
its completion. the company procedures for safe These will be discussed andif required
working. modifications will be made to the risk
Resultlpgln increased 4. Toolbox talk to be delivered assessmentto address any shortfalls.
potential for . . .
; . . periodically on Covid-19to increase
infection/confusion .
o awareness and promote safe working
within the workforce .
. . practices.
onrequired risk
controlsand actions 5. The Company will display the ‘Staying
to take. Covid -19 Securein 2020” posteron
notice boards andat the entrances to
our premises.
Identifying Who Office Workers 5 | 10 | Medium | 1. The company willidentifyandconsult | 1.  Establish processto keep in touch 5 5
Should Go to Work Areas with all workers who can complete with workerswho are:
Client their work from home (eitherfor all of - Working from home
Failure to identify the time or some of the time). g ’
opportunities to Contractors We will consider: - Remainon furlough.
reduce workforce . .
. . 2. Display Screen Equipment
numbers onssite by Public - Workersin roles critical for business

notproviding suitable
opportunities for

homeworking where
reasonably practical.

Resultingin increased
potential for
infection

and operational continuity, safe
facility management, or regulatory
requirements and which cannotbe
performed remotely.

- Workersin critical roles which might
be performedremotely, but who
are unable to work remotely due to

Assessments to be completedfor
home workers workstation to ensure
hazards associated with workplace
ergonomics are being controlled.

3. You must notattend work if:

- Youcanreasonablywork from
home.
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INITIAL RISK RESIDUAL Risk
HAZARD WHO RISK
HAZARD LOCATION RFCECIED CATECORY EXISTING RISK CONTROLS FURTHER RISK CONTROLS NECESSARY
s R s
home circumstances orthe - You are displaying symptoms of
unavailability of safe enabling coronavirus:
equipment. High temperature — this means
2. Whereworkersare workingfrom you feel hotto touch on your chest
home, we will provide suitable or back (youdonotneedto
equipmentand access to required measure your temperature)
systems. New, continuous cough — this
3. Workers may attend work where: means coughingalotfor more
than an hour, or 3 or more
- Theycannotreasonably workfrom . . .
coughing episodesin 24 hours.
home.
) ) - Either yourself or any of your
- They are n.otdlsplay'”g or householdare self-isolating. Within
experiencing symptoms of 14 days of the day when the first
coronavirus. member of their household
- Neither themselves norany of their showed symptoms.
householdare self-isolating. Within - Softcat will be monitoring staff
14 days of the day when the first with temperature checks.
member of their household showed
symptoms.
No worker is to attend work if they do not meet
these criteria.
Protecting Those Office Workers 5 1. The Company willnotrequireany 1. Managersto continue to monitorthe 5
who are at Higher Areas worker to attend work if they are effectiveness of existing riskcontrols
Risk (Clinically Client classed as Clinically extremely and amend as required.
Vt_xlr?erable and vulnerable 2. Ensure thatall personsidentified as
Clinically Extremely Contractors h keris classedas “clinicall Clinically Vulnerable have a specific
Vulnerable). 2. Whereaworke . v Y P .
vulnerable’? we will: personal assessment completed prior to

1 Clinically extremely vulnerable people will have received a letter telling them they are in this group or will have been told by their GP. Guidance on who is in this group can be found here:
https://www.gov.uk/government/publications/guidance-on-shielding-andprotecting-extremely-vulnerable-persons-from-covid-19/guidance-onshielding-and-protecting-extremely-vulnerable-persons-from-covid-19

RESIDUAL
RISK
CATEGORY

2 Clinically vulnerable people include those aged 70 or over and those with some underlying health conditions, all members of this group are listed in the ‘clinically vulnerable’ section here:
https://www.gov.uk/government/publications/full-guidance-on-staying-athome-and-away-from-others/full-guidance-on-staying-at-home-and-aw ayfrom-others
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HAZARD

HAZARD
LOCATION

WHO
AFFECTED

INITIAL RISK

Protecting those who
Need to Self-Isolate.

Failure to identify
those who requirea
higher level of care.

Resultingin Increased
potential for
infection

Public

Equalityin the
Workplace

Failure to identify the
needs of different
groups of workers or
individuals.

Resultingin increased
potential for
infection/confusion

Office
Areas

Workers

Client

Contractors

Public

10

RISK
CATEGORY

Medium

EXISTING RISK CONTROLS

FURTHER RISK CONTROLS NECESSARY

RESIDUAL Risk

- Make all reasonable attempts to
help them work from home eitherin
their currentrole or an alternative
role.

Wherethisis not practical, we will:

- Offer the safest company role to
them.

- Rearrangetheirworkareato ensure
two metre separation.

- Complete apersonnel assessmentin
consultation with the worker.

If workers arerequired to self-isolate,
we will supportworking fromhome as
appropriate.

We will make all reasonable efforts to
identify workers who live with persons
classed as clinicallyextremelyor
clinically vulnerable. Social distancing
measures will reviewedfor these
individuals and where practical they
will be requested to work from home.

return to work.

Any workers who may require
additional support will be consulted
individually so thatany additional
reasonable adjustments can be
addressed.

Workers who may fall into this area
include:

- Pregnantworkers

- New mothers

1. Managersto continue to monitorthe
effectiveness of existing riskcontrols
and amend asrequired.

RESIDUAL
RISK
CATEGORY
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INITIAL RISK RESIDUAL Risk RESIDUAL
HAZARD WHO RISK
HAZARD LOCATION TR CATECORY EXISTING RISK CONTROLS FURTHER RISK CONTROLS NECESSARY CATREIZL()RY
s s R
within certain - Workers with protected
groups/individuals on characteristics
how to maintain their .
- Disabled workers
own safety and
health at work. - Those with particular religious
commitments
Social Distancing at Office Workers 5 The key company objectiveis to The Company has a duty to maintain 5 | 10 | Medium
Work Areas maintain social distancingin the social distancingin the workplace
Client workplace wherever possible. wherever possible;
Failure to maintain . - . -
] . Workers must remainatleast two Wherethe social distancing guidelines
compliance with Contractors : - . > .
L . metres apart whilst completing work cannotbe followedin full or in relation
social distancing . . L
. ; . wherever reasonably practical. to a particular activity, the company
during completion of Public . .
the task resulting in must consider whether that activity
) . » & needsto continueforthe businessto
increased risk of .
transmission operate, and if so, take all the
) mitigating actions to reduce the risks:
This will require:
2m - Furtherincreasing frequency of
hand washing and surface cleaning
Work areato be.weII ventilated (none - Keepingthe activity time as short
fire doors and windows opened) to as possible
allow fresh air circulation of the work
area. - Usingscreensor barriersto
separate people
The numbers of workers on site will be _ _ ]
reduced to as small as possible. - Usingback to back or side to side
working (ratherthan faceto face)
1M + social distancing can only be used Reduci ber of | h
where additional controls suchas the - Rhe ucmhgnum ero Piog ee.ac
wearing of masks and increased Efgrszln as contact wit ) y”usmg
hygiene proceduresare implemented. Ixedteams or partnering
Face coverings are requiredto be worn
by all staff and visitors in common Identify any opportunities to create
accessand egress points at the
SMS Europe Ltd
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RESIDUAL
RISK
CATEGORY

INITIAL RISK RESIDUAL Risk
HAZARD WHO RISK
HAZARD LOCATION RFCECIED CATECORY EXISTING RISK CONTROLS FURTHER RISK CONTROLS NECESSARY
s s
areas of the building. premises thatallow for one-way
A one way system has been devised for zg\(;lvistrlantrafflc toreduce two-way
the offices. This mustbe followed atall '
times. 3. Inareaswherequeues may potentially
. . build e.g. notice boards/clocking
Whereitis not possible or clear on how . i .
. in/outfacilities provide clearly marked
to remain 2 metresapart, floor social distancing floor markings
markings to mark the distance in g gs-
pedestrianareas have beenplaced on
the floor.
4. Supervisorsto monitorsocial
distancing adherence onsite and
address any shortfalls.
Social Distancing at Office Workers 5 Medium Manual Handling to be completedin 1. Whereteamliftingisrequired it 5
Work - Manual Areas accordance with manual handling risk should be assessed to ensure:
Handling Client assessments. . ]
- Liftingcan be completed standing
Failure to maintain Contractors 2. Z\:ngizrs\é':s:ar:fiz?32222‘::?5:;&2 side by side ratherthan face to
social distancing and risk of surface contact transmission f?ce (other than for veryshort
preventsurface Public ’ times).
transmission during 3. Casesofgoodsand merchandise - Liftcan be completedin <15
the completion of entering the workplace will be wiped minutes.
manual handling where practical with sanitiser priorto
tasks. handling and after.
L 4. Whereworkers are takingin deliveries,
Resulting inincreased
. . they must ensure regular
risk of transmission. . e
handwashing/sanitising.
ComingtoWorkand | Office Workers 5 [ 10 [ Medium | 1. Arrivaltimes on site will be staggered. 1. Reviewaccessand egress points— 5
Leaving Work Areas . 2. Workers will be encouragedto |dent|fy.opt|ons.forone-way .
Client . pedestriantraffic (in and out) to avoid
. L walk/run/cycle to work where practical . L ;
Failure to maintain congestion and maintainsocial
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INIMAL RISK REsIDUAL RISk
HAZARD WHO RISK RESIDUAL
HAZARD LOCATION AFEECTED CATEGORY EXISTING RISK CONTROLS FURTHER RISK CONTROLS NECESSARY CATREIé::()Rv
s s
compliance with Contractors and avoid public transport. distancing.
sou.aldlstancmfg . Car sharing will not be advised unless 2. Wherespace permits consider
during completion of Public . . . .
L sharing with members of the same provision of bike racks.
the task resultingin household
increased risk of ’ 3. Complete areview of current workers
transmission. Wherever practical communication personal belongings storage facilities;
between departments shouldbe via do they allow for social distancing and
phone/email to removethe need to reductionof potential surface
transfer fromoneareato another. contamination.
Workers are requiredto wash/sanitise | 4. Provide handsanitiserstations ateach
their hands whenever entering or entry and exit pointto the premises.
leaving the premises. 5. Where practical disable keypads or
other similar devices to reduce
physical touching.
6. Reviewsigningin processesto avoid
congestion and crosscontamination
risks.
Moving around the Office Workers 5 No more than one person to use stairs 1. Conductareview of existing jobs 5
Buildings and Areas at a time; workers shouldyieldto roles to reduce requirements to
General Worksite Client oncoming pedestriansand retiretoa travel from location to location on
social distancing point. site where practical.
Failure to maintain Contractors . . .
. . Signage displayedat each stair entry
compliance with g ;
L . . pointto restrictaccessto no more than
social distancing Public

during completion of
the task resultingin
increased risk of
transmission.

one worker atatime.

Social distancing
zone
Only l people
allowed in at

any one time

3. Wherealiftis provided on site the

SMS Europe Ltd
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HAZARD

HAZARD
LOCATION

WHO
AFFECTED

INITIAL RISK

RISK EXISTING RISK CONTROLS

CATEGORY

RESIDUAL Risk RESIDUAL

FURTHER RISK CONTROLS NECESSARY RISK
CATEGORY

following will be implemented:

- Disable use if practical (do not
remove use if disabled persons
requireit).

If used —

- Reduce maximum usage numbers to
one workeratatime.

- Ensure thathand sanitiser is present
as touch buttons will be used.

- Place afloor markerin the lift to
requirethe patron to stand back so
when the doorsopen, theyare not
directly in front of a waiting
colleague.

- Place afloor markeratthe entrance
to the lift to provide social
distancing for whilst waiting for the
lift.

4. One-way flow within the building; place
signage to indicate the flow along with
social distancing markings.

SMSE))
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INITIAL RISK RESIDUAL Risk

RESIDUAL
HAZARD WHO RISK
HAZARD | A O EXISTING RISK CONTROLS FURTHER RISK CONTROLS NECESSARY S
L S R L S R

PEDESTRIANS

A 4

5. Revised travel routes and access/egress
points have beenidentified advise:

- Displayingasimple schematic of
revised layouts on notice boards.

Provide electroniccopy of the schematic.

Workplaces and Office Workers 3|5 1. The followingrisk controlswill be in 1. Whereitisnotpractical to move 2 5 | 10 | Medium
Workstations Areas place: workstations apart the following
Client approach mustbe taken:

Failure to maintain - Twoteam/50% occupancy on a

compliance with Contractors rolling cycle/

social distancing - Desklayouts reviewed and moved - Arrange workersto work side by

during completionof Public further apartto enablesocial side or facing away fromeach

the task resultingin distancing two metres. other.

increased risk of

transmission. - Floor markerssuch as tape placedat - Wherearisk of transmission
desks to identify seating positions. remains provide screens to

separate workers.
- Floor markerssuch as tape placedat

desk areas to identify two metre
social distancing boundaries around
the workstation.

S M S E ‘ SMS Europe Ltd
40 Commercial Street, Tadcaster, North Yorkshire, LS24 8AA
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HAZARD
HAZARD LOCATION

WHO
AFFECTED

INITIAL RISK

SMSE )

RISK
CATEGORY

EXISTING RISK CONTROLS

FURTHER RISK CONTROLS NECESSARY

RESIDUAL Risk RESIDUAL
RISK
s R CATEGORY

3.

Occupancylevels on site will be
managed and monitored to
maintain social distancing.

Hot desking will be prohibited.

Desks which cannot be worked at
(to maintain social distancing) will
be clearly markedas such.

This will be through signage suchas
areddotor prohibitionsignage.

Do not use
Out of order

Atreceptionist points:

Signage requiring visitors to stand at
a two-metre distance fromthe
worker on reception.

Provision of a suitable screento
protectthe workeron reception.

Where possible advise workers to

bringin own water bottles pre-
filled;

SMS Europe Ltd

40 Commercial Street, Tadcaster, North Yorkshire, LS24 8AA
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INITIAL RISK
HAZARD WHO
HAZARD LOCATION AFFECTED
s
Meetings Office Workers 5
Areas
Failure to maintain Client
compliance with
social distancing Contractors
during completion of
the task resultingin Public

increased risk of
transmission.

RISK
CATEGORY

EXISTING RISK CONTROLS

FURTHER RISK CONTROLS NECESSARY

Increasedcleaning procedures will be
required forany water dispensers on

site which mustincludetouchpoints

and surfaces.

(Reducecups provided for dispensers
to justthose that will fit in the

dispenser—do notdisplay spare cups
ontop of the dispenseror around it).

Wherever possible meetings will be
held by means of video/telephone
conferencing.

During meetings workerswill not share
stationary resourcese.g.
pens/highlighters/documents/
workbooks etc.

Where meetings are attended, they
will be keptas shortas possible.

Food stuffs should not be
shared/passed around/consumed
during meetings.

1. Onlyabsolutely necessary meeting
will be held in person

The following rulesshall apply:

- Only essential participants will
attend.

- Attendeesshouldbe two metres
apartfromeach other.

- Rooms mustbe well ventilated /
windows opened to allow freshair
circulation.

- If practical hold meetingsin open
air areas.

2. If there are areason site where
meetings regularlytake placethe
meeting areashouldbe clearly

RESIDUAL Risk RESIDUAL
RISK
s R CATEGORY
5 5
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INITIAL RISK
HAZARD WHO
HAZARD LOCATION AFFECTED

s
Common Areas: Office Workers 5
Shared Areas (other | Areas
businesses on site) Client
Failure toensure Contractors
cooperative
arrangementsarein Public
place where premises
are multiple
occupancy to ensure
consistentapproach
throughoutcommon
areasand suitable
risk controlsinall
areas.
Common Areas: Office Workers 5
Welfare (Rest Areas) | Areas
Areas Client
Failure to maintain Contractors
compliance with
social distancing and Public

surface transmission
prevention in the
common areas
resultinginincreased
risk of transmission.

SMSE))

RISK
CATEGORY EXISTING RISK CONTROLS

FURTHER RISK CONTROLS NECESSARY

RESIDUAL Risk

marked with social distancing signage.

Sanitisation should take place of
chairs/desktops and othertouch
points prior to and after any attended
meetings.

RESIDUAL
RISK
CATEGORY

areas of the building.

Workers are encouraged to bring own
food and drink to work — workers
encouragedto remain on site and
encouragedto maintain social
distancingif leaving site.

Do noteat/smoke/drink until youhave
washed/sanitised your hands.

Breaks to be takenin restareas
provided maintaining 2m separation.

All break food/drink rubbish will be
bagged and removedfromsite for

additional facilities outside to support
with social distancing (where practical
and weather permits).

Face coverings to be worn in common The company shouldwork 5 Medium
areas. collaboratively with ourlandlord/other
Only essential visitors in the building busmesseswhosharequr premisesto
. . ensure we havea consistentapproach
until further notice. .
across allcommon areas of site.
Face coverings to be worn in common Review opportunities for providing 5 | 10 | Medium

SMS Europe Ltd
40 Commercial Street, Tadcaster, North Yorkshire, LS24 8AA
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HAZARD

HAZARD LOCATION

WHO
AFFECTED

INITIAL RISK
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RISK
CATEGORY

RESIDUAL Risk RESIDUAL
EXISTING RISK CONTROLS FURTHER RISK CONTROLS NECESSARY RISK
s R CATEGORY
disposal.

Tables within the welfarearealaid out
to retain social distancing measures eg.
the social distance of 2 metres should
be maintained betweenworkers during
break times.

Seating arrangements eliminate or
significantly reduce faceto face
interactions.

Managers to review current break
times for workers:

- Stagger break times to assist social
distancing compliance.

- Clearly communicate the maximum
number of workers permittedon
each break.

- Provide handsanitising facilities at
the entrancetothe restarea
(minimum 60% alcohol-based hand
sanitiser).

- Notices promoting good hygiene
and social distancingin the rest
area.

SMS Europe Ltd
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HAZARD

HAZARD
LOCATION

WHO
AFFECTED

INITIAL RISK RESIDUAL Risk RESIDUAL
CATECORY EXISTING RISK CONTROLS FURTHER RISK CONTROLS NECESSARY RISK
S s R CATEGORY
N IVHS |
Coronavirus \'I 2 3
m‘::‘ m";;rar:‘; :a‘ater ('-fl rll]_r F .I;'.' 'N\q"’f
s N2 S
1) Q) @@

10.

11.

12.

An enhanced cleaning programme in
place to frequentlycleanand disinfect
restareasurfaces thatare touched
regularly, usingstandardcleaning
products.

Clean beforeand aftereachbreak time.

To reduce cross contamination consider
providing disposable cutlery e.g.
bamboo type and disposable plates.

Work areas thathave beenfreedup
due to staffing reductions for additional
restspace to supportsocial distancing.

Restrictaccessto W/C areasto one
worker atatime (place signage).

SMSE )
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INIMAL RISK
HAZARD WHO RISK
HAZARD LOCATION AFFECTED CATEGORY
s

Common Areas: Office Workers 5
Outside Areas Areas

Client
Failure to maintain
compliance with Contractors
social distancing and
surface transmission Public
preventioninthe
outside areas
resultinginincreased
risk of transmission.
Common Areas: Office Workers 5
Reception Areas Areas

Client
Failure to maintain
compliance with Contractors
social distancing and
surface transmission Public
prevention in the
reception areas
resultinginincreased
risk of transmission.
Common Areas: Office Workers 5 | 10 | Medium
Changing Areas Areas

Client
Failure to maintain

RESIDUAL Risk

RESIDUAL
EXISTING RISK CONTROLS FURTHER RISK CONTROLS NECESSARY RISK
s CATEGORY
13. Restrictaccessto showerareasto one
worker atatime (place signage).
1. Workersare requiredto maintain 2 1. Softcat have conducted areview of 5
metre separation in outside areas such outside pedestrianareas— One way
as walkways around the buildingor pedestrian traffic will be implemented.
smoking areas. . .
g 2. Whereoutsidetablesand chairsare
® & providedthese mustallow for 2 metre
social distancing to be maintained.
3. Conductareview of outside walkways —
are there any areas wherethey narrow
forcing potential close contact of
¢ 2m . pedestrians —if so, avoid use where
practical, restrict use, provide one-way
systems and warning signage.
1. Hand sanitiser provided at the 1. Monitor and maintain existing 5
reception/entrance point. controls.
2. Atreceptionist points:
- Signage requiring visitors to stand at
a two-metre distance fromthe
worker on reception.
Provision of a suitable screento protectthe
worker on reception.
1. Workersdo notgenerally change 1. Monitor and maintain existing 5
clothesonsite. controls.
2. Increasedhygieneroutinesto be

SMSEQ)
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INITIAL RISK RESIDUAL Risk
HAZARD WHO RISK RESIDUAL
HAZARD LOCATION RFCECIED CATECORY EXISTING RISK CONTROLS FURTHER RISK CONTROLS NECESSARY cﬂ‘TREI(S;::()RY
s R s
compliance with Contractors implementedwithin changing areas.
social distancing and
surface transmission Public
prevention in the
changingareas
resultinginincreased
risk of transmission.
Common Areas: Office Workers 5 [ 10 | Medium Personalitems should be stored so as Where clothing cannot be stowed 5
Personal ltem Areas notto encroach on social distancing away consider provision of named
Storage Client spaces. plastic bags for each workerto place
personal itemsinto.

. N Communal personal storage areas such

Failure to maintain Contractors )
. . as coat stands, and racks will be
compliance with removed/prohibited foruse
social distancing and Public ’
surface transmission
prevention in the
storage areas
resultinginincreased
risk of transmission.
Common Areas: Office Workers 5 [ 10 | Medium Workers are requiredto maintain 2 Provide social distancing signage at the 5
Car Parks Areas metre separation in car park areas. entranceto car park areas to remind
Client workers/visitors on arrival at site.

Failure to maintain ] ]
compliance with Contractors
social distancingin
the car parks Public
resultinginincreased e
risk of transmission. 2m
Accidents, Security Office Workers 5 [ 10 | Medium Ambulanceto be usedinan Emergencyplansincluding contact 5
and Other Incidents | Areas emergency. details should be kept up to date.

. Client Company firstaid facilities in place. Consideration mustalso be givento
Failure to manage otential delaysin emergency services
appropriately/ Contractors Firstaiders atthe premises to: P Yy gency

. response, due to the current pressure

attempting to

S . . - Make sure they wash hands oruse onresources.
maintain social Public

SMSEQ)

SMS Europe Ltd
40 Commercial Street, Tadcaster, North Yorkshire, LS24 8AA
Tel: 01937 836111, Fax: 01937 834222, Web: www.smseurope.co.uk



http://www.smseurope.co.uk/

INITIAL RISK RESIDUAL Risk
HAZARD WHO RISK RESIDUAL
HAZARD LOCATION RFCECIED CATECORY EXISTING RISK CONTROLS FURTHER RISK CONTROLS NECESSARY CATREIé::()Rv
s L s
distancing during an alcohol gel, before and after 3. If aworker develops symptoms of
accidentsand treating a casualty. COVID-19 or is observed to be
incidents. displaying symptoms they should
- Ensurethey donotcough or sneeze remove themselves from the work
over acasualty during treatment. areaand:
- Not lose sightof other cross - Returnhome if safe to do so
contamination that could occur that
is notrelated to COVID-19. - If notable, driven home by another
with additional controls:
- Wear glovesorcoverhands when K ind
dealing with open wounds. ) €eép windows open
- Keepdistance (driver in front
- Cover cutsand grazes on their and passenger in rear)
hands with waterproofdressing. - Clean down vehidle following
- Dispose of all waste safely. transport.
- Donottouch awound with abare ) C.on.ta?ct emergency servicesif
significant.
hand.
] 4. Include the outside of first aid kits on
- Donottouchany part ofa dressing regular sanitisation procedures.
that will come in contactwith a
wound.
Management of: Office Workers 5 Wherever practical visitors will be 1. Decide onamaximumyvisitor limitif 2 5 Medium
- Customers Areas prohibitedfromsite and alternative the company is accepting visitors.
- Visitors Client options soughtsuch as: 2. Establish clear guidelines for visitors on
- Contractors Contractors - Remote connection the company ris.k controls-and
expected behaviours onsite:
) ) - Telephonecall
Failure to Public - Provide before their visit
appropriately - Email solutions
- Re-iterate when theyarrive.
;::jgienoi;l;pants Wherevisitors are permitted on site,
aing h they will be requiredto minimise their | 3. Inadvance -requestevidence e.g.a
premisesthatare not time on site where practical. risk assessmentas to how trades
meml:?ers.ofstaff lIvisi be sienedi bythei working on site e.g. completing
rgsultmgm |n.cr<.eased Allvisitors to be signed in/out by their essential repairs/statutorytesting will
risk of transmission host (remove the needfor acommunal manage Covid-19 risks
or failure to comply

SMSE ()
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INITIAL RISK

HAZARD WHO
HAZARD LOCATION AFFECTED
s
with site controls.
Cleaning the Office Workers 5
Workplace Areas
- Before Re- Client
Opening
- General Cleaning Contractors
- Handwashing Public

- Sanitation
Facilities

- Toilets

- Changing Rooms

- Showers

SMSE))

RISK
CATEGORY

RESIDUAL Risk RESIDUAL
EXISTING RISK CONTROLS FURTHER RISK CONTROLS NECESSARY RISK
CATEGORY
R
pen). 4. Confirmthatany worker who may host
Allvisitors will have to confirm that a VI'SItOI" 'S coherent with Fhe company
s social distancing and hygiene
they are notexhibiting any symptoms requirements in place
of Covid-19 prior to be permitted on )
site. 5. Procedure to be establishedto confirm
ahead of visit, or at reception, ifa
visitor to site is a clinically vulnerable
person or extremely vulnerable
person.
Appropriate action to be taken if the
visitor is established to be amember
of these higher riskgroups.
The company will utilise standard 1. Monitor and maintain existing 10 | Medium
cleaning products as part of its controls.
enhanced cleaning programme.
Workers are required to maintain their
workstationsin aclean and hygienic
manner.
Workers to be reminded not to place
personal items on desks suchas:
- Mobile phones
- Bunchesofkeys
An enhanced cleaning and sanitisation
programme introduced for the

SMS Europe Ltd

40 Commercial Street, Tadcaster, North Yorkshire, LS24 8AA
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HAZARD

HAZARD
LOCATION

WHO
AFFECTED

INITIAL RISK

Failure toreduce
transmission through
contact with
contaminated
surfaces by not
keepingthe
workplaceclean.

SMSE))

RISK
CATEGORY

EXISTING RISK CONTROLS

RESIDUAL Risk RESIDUAL

FURTHER RISK CONTROLS NECESSARY RISK
CATEGORY

workplace throughout the working day
to include key touch points such as:

Cupboard doors/handles
Draw handles

Chairs

Tables surfaces

Phones

Door handles

Door push plates
Lightswitches

Firstaid kit containers
Microwave handles/controls
W/Chandles

Taps

Soap and skin cream dispensers
Kettle handles
Fridge/freezer handles

Door access code points (if still in
use)

Lockers

Stair banisters

Water dispensers

Food vending machines
Keyboards & Mice
Desk lamps

Fans

Printer controls

Radios

Provide workers with their own pack of
sanitising wipes.

Sufficient bins are provided within the

SMS Europe Ltd
40 Commercial Street, Tadcaster, North Yorkshire, LS24 8AA
Tel: 01937 836111, Fax: 01937 834222, Web: www.smseurope.co.uk
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INITIAL RISK
HAZARD WHO
HAZARD LOCATION AFFECTED
s R
Hygiene: Office Workers 5
Areas

- Handwashing

SMSE))

RISK
CATEGORY

EXISTING RISK CONTROLS

FURTHER RISK CONTROLS NECESSARY

10.

11.

workplace for workers to use and not
breach social distancing requirements.

A worker assigned to operate
potentially high touchitems suchas
printers operational controls — leave
the printing to be picked up by the
appropriate worker who requested it.

Enhanced cleaning programmes
required for shower areas.

If equipmentand instruments within
the office are to be used by multiple
parties, the following must be
completed:

- Thorough wipe downusing
sanitisers/disinfectants of
equipment before and after use.

- Wash hands after use thoroughly.

Dispose of used cloths and tissue in
designated areas.

The business has been closedduring
the pandemic and has compeltedthe
following before re-opening:

- Ventilation systems are within their
service period.

- Air conditioning systems are fully
operational and within any relevant
service period.

- Openwindows and doors to
encourage throughventilation.

1.

Regular hand washing breaks to be
taken throughoutthe day.

1. Monitor and maintain existing
controls.

RESIDUAL Risk RESIDUAL
RISK
s B CATEGORY
2 5 | 10 | Medium
SMS Europe Ltd
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INITIAL RISK

HAZARD WHO
) LOCATION |  AFFECTED
s
- Sanitation Client
Facilities
- Toilets Contractors
Public

Failure toreduce
transmission through
contact with
contaminated
surfacesor direct
exposureto airborne
particulates by not
enforcing good
hygiene practices.

SMSE))

RISK
CATEGORY

EXISTING RISK CONTROLS

FURTHER RISK CONTROLS NECESSARY

RESIDUAL Risk RESIDUAL
RISK
s R CATEGORY

Avoid Greetings: Avoid physical
greetings (handshaking etc).

Avoid Skin Contact: Avoid touching
eyes, nose and mouth.

Practice respiratory hygiene: This
means covering your mouth and nose
with your bentelbow or tissue when
you cough or sneeze. Then dispose of
the used tissue immediately.

All workers to be advised to regularly
machine wash work clothes at 60-90°
with laundry detergent and wash hands
for 20 seconds afterwards.

All workers must wash their hands for
20 seconds using soap and water when

SMS Europe Ltd

40 Commercial Street, Tadcaster, North Yorkshire, LS24 8AA
Tel: 01937 836111, Fax: 01937 834222, Web: www.smseurope.co.uk
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HAZARD

HAZARD LOCATION

WHO
AFFECTED

INITIAL RISK

SMSE))

RISK
CATEGORY

EXISTING RISK CONTROLS

FURTHER RISK CONTROLS NECESSARY

RESIDUAL Risk RESIDUAL
RISK
s R CATEGORY

10.

11.

12.

13.

14.

enteringand leaving the workplace.

Wash or sanitise hands before and after
using the company W/Cfacilities.

Avoid contact with frequently touched
surfaces wherepossiblee.g.:

Opening doors with feet/elbows.

Using tissue to switch off taps or
contactsurfaces.

No reusable towels/nail brushes/face
cloths permittedin the premises.

Workers instructed in good personal
hygiene practice.

Any surfaces recently contacted by
affected individuals to be isolatedand
thoroughly cleanedin line with current
guidance at:
https://www.gov.uk/government/publi
cations/covid-19-decontamination-in-
non-healthcare-settings/covid-19-
decontamination-in-non-healthcare-
settings

If a member of staff has helped

SMS Europe Ltd

40 Commercial Street, Tadcaster, North Yorkshire, LS24 8AA
Tel: 01937 836111, Fax: 01937 834222, Web: www.smseurope.co.uk
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HAZARD

HAZARD LOCATION

WHO
AFFECTED

INITIAL RISK

SMSE))

RISK
CATEGORY

EXISTING RISK CONTROLS

FURTHER RISK CONTROLS NECESSARY

RESIDUAL Risk RESIDUAL
RISK
s R CATEGORY

someone who was taken unwell with a
new, continuous coughor ahigh
temperature, theydo notneed to go
home unlessthey developsymptoms
themselves. Theyshouldwash their
hands thoroughlyfor 20 seconds after
any contact with someonewho is
unwell with symptoms consistent with
coronavirus infection.

. If waste is considered to be

contaminated with Covid-19virus
remove and placeinto a plastic bagany
wipes, disposable gloves and overalls
used, whilst trying not to cross-
contaminate onto existing clothes or
persons.

. Waste should be double bagged and

sealed.

. Hand sanitiser (minimum 60%alcohol

based) throughout the workplace at
designated points e.g.

- Allentry and exit points
- Entrancestorestareas

- Areaswhereitis notpractical to
utilise soap and water facilities.

. Welfare facilities are provided within

W/C areas (moisturising creams).

. If any waste is suspected to be

contaminated by Coronavirus — it will
be held for 72 hours priorto disposal as
normal waste in alignment with DEFRA
guidance.

SMS Europe Ltd
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INITIAL RISK

RESIDUAL Risk
HAZARD WHO RISK RESIDUAL
HAZARD LOCATION RFCECIED CATECORY EXISTING RISK CONTROLS FURTHER RISK CONTROLS NECESSARY CATREIé:()Rv
s R s R
Handling Goods, Office Workers 5 |15 1. Outer casesofgoodsand merchandise | 1. Monitor and maintain existing 5 | 10 | Medium
Merchandise and Areas entering the workplace will be wiped controls.
Other Materials. And Client where practical with sanitiser.
Onsite Vehicl L L
nsite vehicles 2. Whereworkers are takingin deliveries,
Contractors
. they mustensure regular
Failure to reduce handwashing/sanitisin
transmission through Public & &
contact with 3. Workersto be provided with own
contaminated stationaryitemse.g.
surfaces by not pens/highlighters/staplers and
keepingthe maintain responsibility forretention
workplaceclean these items. (No sharing).
4. Provide handsanitising facilities at
loading bays/drop off points where had
washing with soap/water is not
practical.
5. Whereworkerstake acompany vehicle
home/use acompany vehicle the
significant touch points on the vehicle
must be cleaned daily. Include:
- Steeringwheel
- Light/indicatorcontrols
- Door/boothandles
- Radio/satnav controls
- Bonnetrelease
- Glove compartmentrelease
- Horncontrol
6. Cruise controls.
Personal Protective | Office Workers 5 | 10 | Medium | 1. Office workers willnotnormallyrequire | 1. Whereoffice workers do require PPE 5 5
Equipment (PPE) Areas PPEitems during the course of their e.g.if they mustbe inaPPEarea:
Client work. be shared
Failure to provide . - PPEmustnotbe share
S 2. PPEprovidedfree of charge.
and maintain Contractors

SMSE))
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INITIAL RISK RESIDUAL Risk
HAZARD WHO RISK
HAZARD LOCATION RFCECIED CATECORY EXISTING RISK CONTROLS FURTHER RISK CONTROLS NECESSARY
s s
appropriate PPE - PPEmustfit properly
resultinginincreased Public
risk of transmission. - Reusable PPE should be sanitised
after use.
2. [If visitors will be required to wear PPE
they should be made aware before
arrival and provide their own.
Face Coverings Office Workers 5 The company has assessed thatthe use | 1. Managersto continueto monitorthe 5
Areas of face coverings for office workers is effectiveness of existing riskcontrols
Failure to support Client notrequired as partof our risk control and amend asrequired.
safe use of face approach for covid-19, howeveras an
coveringby Contractors additional precautionduring the initial
employees resulting stages of returning to work we are
in marginal increased Public requiring all staff to wear face

risk of transmission
fromincorrectuse.

coveringsin commonareas.

However, if aworkerwishesto wear a
face covering outside of this
requirements, we will supportthat
choice. Where aface coveringis worn,
we requirethe wearer to do the
following:

- Wash your hands thoroughly with
soap and water for 20 secondsor
use hand sanitiser before puttinga
face coveringon, and after
removingit.

- When wearingaface covering,
avoid touchingyourfaceor face
covering asyou could contaminate
them with germs fromyour hands.

- Change your face coveringifit
becomes damp orif you’ve touched
it.

RESIDUAL
RISK
CATEGORY

SMS Europe Ltd
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INITIAL RISK RESIDUAL Risk
HAZARD WHO RISK
HAZARD LOCATION RFCECIED CATECORY EXISTING RISK CONTROLS FURTHER RISK CONTROLS NECESSARY
s | R L s R
- 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’s not washable,
dispose of it carefullyin your usual
waste.
- Practise social distancing wherever
possible.
Workforce Office Workers 5 [ 10 | Medium The company will aim (where practical) | 1. Assign adedicated workerto procure 1 5 5
Management: Areas to splitthe workforceinto shift teams stationary supplies from the stationary
Shift patternsand Client (cohorts) so thatteams are keptthe cupboard(or similar) andcreate drop
Working Groups same suring working hours. off zones for workers to fetchsupplies
' Contractors The company will identify (where from whilst retaining social distancing
Failure to segregate ) s measures.
2 . practical) opportunities for staggered
cohortsto limit Public e a
. shifttimes to reduce overall numbers
transmission . .
. of workers on site where possible.
potential.
Workforce Office Workers 5 [ 10 | Medium The company will look to eliminatethe | 1. Whereaworkerisrequiredto stay 2 5110
Management: Areas need for workers to travel to. overnightthe accommodation chosen
Work Related Travel Client - Other sites within the business should bg contacted !oy the gmployer
) ) and required to provided evidence of
Failure to minimise Contractors - Other businesses e.g. clients their Covid-19 management
workrelated travel Suitable alternative options to travel processes.
resultinginan Public

increased risk of
transmission due to
failure to adhereto
social distancing or
increased surface
contact.

willinclude:

- Remote contactsolutions
- Email

- Phonecalls

Wheretravelis required workers will
be fully encouragedto drive rather

The company shouldretainarecord
of the details of the accommodation.

2. Shouldany other travel be required
that falls outside of current risk
controls an additional assessment will
be required.

RESIDUAL
RISK
CATEGORY

Medium

SMSE
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HAZARD

HAZARD
LOCATION

WHO
AFFECTED

INITIAL RiSK

RISK
CATEGORY

EXISTING RISK CONTROLS

FURTHER RISK CONTROLS NECESSARY

RESIDUAL Risk RESIDUAL

RISK
CATEGORY

than use public transport.

The company will requestinformation
fromthe destination being travelled to
inregard to their Covid-19risk controls
—thisinformation will be passed to the
travelling worker.

Workers required to travelalone.

Workers who are requiredto travel will
be provided with hand sanitisers, tissue
(or similar) and sanitising wipes.

Foreign travel will not take place until
further notice.

Workforce
Management:
Communications and
Training

Failure to provide
appropriate
communicationand
training to staff
resultinginan
increased potential
for transmission of
virus due to non-
adherenceto safe
working practices.

Office
Areas

Workers

Client

Contractors

Public

10

Medium

All workers will be involved in the
development of this risk assessment
and their views considered.

Workers will be regularly reminded of
the company risk controls and expected
behaviours whilst on site.

Workers will be taken through the safe
system of work provided with this risk
assessment.

Communication to the general
workforce will be via clear and
unambiguous posters and signage.

1. Display Covid-19informationposters
on company notice boards.

Example

Gt

Coronavirus
Wash your hands
more often

for 20 seconds

F00 roarn famitin ad The Gestrrvvests
Action Pas g0 2 rhasblosnainn

2. Display handwashing advice at welfare
areas and toiletentrances/inside of
the wash area.

Example

Low

SMSE(N)
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HAZARD

HAZARD
LOCATION

WHO
AFFECTED

INITIAL RISK

RISK
CATEGORY

EXISTING RISK CONTROLS

FURTHER RISK CONTROLS NECESSARY

RESIDUAL Risk

Inbound and
Outbound Goods

Failure to maintain
compliance with
social distancing or
limit surface contact
during completion of
the task resultingin

Office
Areas

Workers

Client

Contractors

Public

SMSEY)

10 oo

Coranavinus
Wash your hands .
with seap and water |
more often W5
for 20 seoreds
Ui 1 ] o L

PROTECT
VOURSELF
& OTHERS

3. Make regular announcements to

remind workersto follow social
distancing advice and wash their
handsregularly.

4. Wherethe workplace requiresit

communicationwith trades unions will
be maintained.

5. Establish dedicatedcommunication
mediums to cintinue to update
workerse.g.

- White boards
- Notice boards

- Regular electronic
newsletters/memos

Deliveries to the premises to be agreed
in advance to allow for suitable levels
of planning.

Where practical, no delivereditems
should be physically handed over to
any worker. There shouldinstead bea
setdrop-off pointagreed in advance of
the deliveryto our premises.

1. Advise placing of additional external
temporary W/Cfacilities on site for
the use by visiting deliverydrivers
(hygiene procedures to be
established).

RESIDUAL
RISK
CATEGORY

SMS Europe Ltd
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INITIAL RISK

HAZARD WHO
HAZARD LOCATION AFFECTED
s
increased risk of
transmission.
Managing an Office All staff 4
outbreakPlan areas

RISK
CATEGORY

EXISTING RISK CONTROLS

FURTHER RISK CONTROLS NECESSARY

Social distancing must be maintained
between ourworkers and any visiting
deliveryoperative.

Paperwork should not be
shared/handled. Thisincludes the
sharing of pens. Where practical the
company will arrange for electronic
transfer of delivery notes etc.

Wherethereisa COVID-19 outbreak,
Public Health England will be contacted
by the single point of contact.

The single point of contact (SPOC) at
Softcat Head Office is MarcCrew and
will lead on contacting local Public
Health teams.

If there is more than one case of
COVID-19 associated with Softcat,
Marc Crew will contact the local PHE
health protection teamto reportthe
suspectedoutbreak:

PHE Thames Valley Health Protection
Team (South East),

Chiltern

0X110RQ

Phone: 0344225 3861 option1-4
(dependingon area)

If the local PHE health protection team
declaresan outbreak, The SPOC will be
asked to recorddetails of symptomatic
staff and assist with identifying
contacts.

1. Monitor and maintain existing
controls.

RESIDUAL Risk RESIDUAL
RISK
s R CATEGORY
4 8
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INITIAL RiSK RESIDUAL Risk

RESIDUAL
HAZARD WHO RISK
HAZARD oAl IR O EXISTING RISK CONTROLS FURTHER RISK CONTROLS NECESSARY s

5. Allemploymentrecords mustbe up to
date. THE SPOC will be provided with
information about the outbreak
management process, whichwill help
you to implement control measures,
assist with communications to staff,
and reinforce prevention messages.

RISK 5 | 10 [ 15
2 8 | 12
LIKELIHOOD SEVERITY £ 3 6 9 12
1. Extremely Unlikely 1. Minor Injury/disease no lost time 2 2 [ a 6 g8 | 10
2. Unlikely 2.Injury/disease up to 7 days lost . 1 2 3 4 5
3.Likely 3.Reportable under RIDDOR over 7 days Likelihood
4.Very Likely 4. Specified Injury/Long term absence Low Medium High
5. Almost Certain to happen 5.Death 1-8 9-12

The Key Objectives of this Risk Assessment Have Been Met:

Achieve full and open consultation with our workforce throughout its development and to actively share its contents on
completion.

Provide appropriate facilities for cleaning, handwashing, and hygiene procedures to meet the requirements of current guidance

Identify opportunities where we can support workers to complete their work from home.

S M S E ‘ \ SMS Europe Ltd
) 40 Commercial Street, Tadcaster, North Yorkshire, LS24 8AA
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@
|

{

Identify all reasonably practical steps that can be taken to reduce virus transmission risk where social distancing of 2 metres

[ ]

w Identify all reasonably practical steps that can be taken to establish and maintain 2 metre social distancing within the workplace.
'l' cannot be reasonably achieved.

—

[ |

| confirm on behalf of the Company Name of Director/Partner: Signature: Date:

that

objectives.

we will work to maintain these

References used in the development of this risk assessment:

HM Government ‘Working Safely during COVID-19 in offices and contact centres — Guidance for Employers, employees & self-employed 11 May 2020
CLC Construction Sector - Site Operating Procedures Protecting Your Workforce During Coronavirus (Covid-19) Version 3

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection

https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19/guidance-for-employers-and-businesses-on-coronavirus-covid-19

https://www.gov.uk/guidance/social-distancing-in-the-workplace-during-coronavirus-covid-19-sector-guidance

https://www.nhs.uk/conditions/coronavirus-covid-19/check-if-you-have-coronavirus-symptoms/

https://www.letsrecycle.com/news/latest-news/defra-coronavirus-waste-disposal-advice/

S M S E SMS Europe Ltd
40 Commercial Street, Tadcaster, North Yorkshire, LS24 8AA
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https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19/guidance-for-employers-and-businesses-on-coronavirus-covid-19
https://www.gov.uk/guidance/social-distancing-in-the-workplace-during-coronavirus-covid-19-sector-guidance
https://www.nhs.uk/conditions/coronavirus-covid-19/check-if-you-have-coronavirus-symptoms/
https://www.letsrecycle.com/news/latest-news/defra-coronavirus-waste-disposal-advice/

COVID-19

2 0 2

SECONDS METRES
HAND WASHING DISTANCE

Key COVID-19 Symptoms & Controls:

S M S E \ SMS Europe Ltd
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Hand Washing:
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Palm to palm The backs of hands In between the fingers

Symptoms:
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High temperature [ &:—ﬂ?

""" e&—— Cough
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Breathing difficulties x ‘ g ?
The back of the fingers The thumbs The tips of the fingers

Social Distancing:
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General Precautions:
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General Safe system of work for working during the COVID-19 Pandemic

The points below are provided to our workers to helpkeep them safe during the Covid-19 pandemic. They are based on Government recommendations, which change daily:
https://www.gov.uk/coronavirus As youremployer we will endeavour to update our guidance to you in line with current Government recommendations.
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CAUTION
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WASH
Hands %
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6' Distance
SOCIAL
DISTANCING

Key Considerations: . y

o The company will look to implement home working wherever practical.
e The company will be particularly vigilantin safeguarding those persons currentlyidentified as mostatrisk, such as
- Those classed as extremely clinically vulnerable
- Those classed as clinically vulnerable
- Otherswho may require additional adjustments to enable their health and safety.
e We will continueto review current Government/PHE guidance and consult with our workers.
o  Workers must protect themselvesrememberthe wellbeing of their colleagues and others on site as appropriate.
e Maintain social distancing wherever possible.
e Do notshake hands with the colleagues/clients/deliverydrivers or any other person at work. Avoid all physical contact.
e Wash/sanitise yourhands thoroughly for atleast 20 seconds, when arrivingat work and when going home (also regularlyduring the workingday).
e Use analcohol-basedhand sanitiser that contains atleast 60% alcohol to support handwashing with soap and water at the workplace.
e Avoidtouchingyoureyes, nose, and mouth atall times.
e If youfeelunsafeor atriskatany point reportto a manager.

e Donotattend work —a) if you are unwell/displaying symptoms b) if someone in your householdis self-isolating.
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Practical steps to take when working at our premises:

Arrival at Work:

Wash your hands with soap and water foratleast 20 seconds.

Ensure you are familiar with the company Covid-19 riskcontrols.

Do notenter the workplace if you are feeling unwell or displaying symptoms of Covid-19 e.g. high temperature/cough/breathing difficulties.
Observe company social distancingmeasuresas soon as you arrive atthe workplace (car park area onwards).

Use dedicated company access points and pedestrian routes.

During Work:

Maintain social distancing (minimumtwometres apart). This includes:

- Duringrestbreaks and use of welfare facilities such as toilets and wash areas.
- During pedestrianactivities e.g. using stairs and corridors.

- Duringbriefing sessions.

- Duringtraining/informationsessions.

Allow time throughout the working day to maintain good hygiene: wash your hands frequently using soap and water for 20 seconds, and especially after blowing your nose, sneezing, or coughing
and before and aftereating.

Minimise contact between colleagues and other workers in the premises; avoid having to go to other departments by using phone/email instead.

Do notshare PPEitems or respiratory protective equipment (RPE) items.

Avoid skin-to-skinand face-to-face contact with others.

Whereface-to-face contactis essential, this should be keptto 15 minutes or lesswherever possible.

The company will aim to keep groups of workers working togetherin teams that are as small as possible (cohorting). Please adhere to these riskcontrols wheretheyare in place.
The company will provide you with personal equipment for work such as pens —do notshare these.

If you must share work equipment - Wash your hands eachtime before usingany equipment with others and wash your hands every time youfinish using ashared item of equipment. Touch
pointsurfaces of equipmentthatare shared must be sanitised before and after use.

During use of corridors and stairs adhere to all social distancing measures in place within the company. Stairs should not be shared.
Clear away your own food and beverage waste — Use company waste facilities.

Wherever possible bring your own prepackedfood to work and use re-usable drinks bottles.
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e If youoranywork colleague are displaying any potential coronavirus symptoms; or, If you have any concerns about the welfare facilities or the work environment (site) regarding measures to
protect workers from coronavirus (e.g. social distancing, cleaningand hygieneregimes) then youshould:

- STOP work.
- REMOVEyourselfto a position of safety.
- REPORTimmediately to your supervisor or manager (ideally by telephone).

Shift completion

e  Wipe down and sanitise equipment and instruments used.

e Remove and placeinto a plastic bagany wipes, disposable gloves and overalls used, whilst trying not to cross-contaminate onto existing clothes or persons.

e Donottouchyourface.

e Ensure youthen clean/wash your hands, and where possible/appropriate any reusable PPE (e.g. safety glasses), using soapand water, or use suitable hand sanitiser on hands before leaving site.
e Donoteat/smoke/drink until youhave washed/sanitised your hands.

e Before leavingthe premises wash your hands with soap and water foratleast 20 seconds. Use an alcohol-based handsanitiserthat contains atleast 60% alcohol if soap and water are not
available.

Wearing aface covering

e Wash your hands thoroughly with soap and waterfor 20seconds or use hand sanitiser before putting a face covering on, and af ter removingit.
e When wearingaface covering, avoid touching yourface or face covering, as you could contaminate them with germs from your hands.
e Change your face coveringif it becomes damp or if you’ve touched it.

e  Continue to wash your handsregularly.

ad

e Change and wash your face coveringdaily.
e [f the material iswashable, wash in line with manufacturer’s instructions. If it's not washable, dispose of it carefully in your usual waste.
e  Practise social distancing wherever possible.

All employers should regularly update themselves with the current Government advice: https://www.gov.uk/coronavirus and NHS advice: https://www.nhs.uk/conditions/coronavirus-covid-19 and
operate accordingly.

Document AcceptedBy (Name) Sign Date

Further Risk Controls Implemented By (Name) Sign Date
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The contents of this risk assessment and the resulting Safe System of Work should be shared with all workers as appropriate to its contents.
Signatures can be gatheredin the table below
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RISK ASSESSMENT

ID
Title

Date

Confirmation of Worker Understanding of Risk Assessment and Safe System of Work

Name Signature Date
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