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COVID-19 CHECKLIST

Complete this checklist every time you visit the hospital, whether for an
assessment, test or on the day of your procedure.
Today or in the last 14 days…
Do you have/have you had a fever (>37.8degrees C)?

Yes

No

Do you have/have you had any of the following
symptoms: cough, sore throat, loss of smell or taste,
aches and pains, flu-like symptoms, diarrhoea?

Yes

No

Have you tested positive for COVID19?

Yes

No

Have you been contacted by the NHS test and trace
service and asked to self-isolate?

Yes

No

Yes

No

Has anyone in your household or your close contacts
tested positive for COVID19?

Yes

No

Has anyone in your household or your close contacts
been contacted by the NHS test and trace service and
asked to self-isolate?

Yes

No

Has anyone in your household or your close contacts
had (or does anyone currently have): fever, cough, sore
throat, loss of smell or taste, aches and pains, flu-like
symptoms, diarrhoea?

Make sure you have completed your
self-isolation period?
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0.0

KEY POINTS
Key points to take from this document are as follows:
-

WHERE YOU CANNOT KEEP 2 METRES APART, MAINTAIN 1 METRE AND TAKE
EXTRA PRECAUTIONS TO MITIGATE THE RISK AS DETAILED IN THIS DOCUMENT

-

IF YOU OR SOMEONE CLOSE TO YOU DEVELOPS COVID SYMPTOMS WHILST YOU
ARE AT WORK, DO NOT TOUCH ANYTHING OTHER THAN YOUR OWN PERSONAL
POSSESSIONS, LEAVE THE SITE/OFFICE IMMEDIATELY AND CONTACT THE HR
DEPARTMENT AND YOUR LINE MANAGER.

-

WORK FROM YOUR OFFICE ‘BUBBLE’. DO NOT VISIT OTHER OFFICES WITHIN THE
GROUP UNLESS ABSOLUTELY NECESSARY.

-

WASH/SANITISE HANDS REGULARLY

-

AVOID FACE TO FACE WORKING AND USE ALTERNATE DESKS IN OFFICES

-

DO NOT VISIT THE PREMISES OF OTHER COMPANIES OR INVITE VISITORS TO
INSTALCOM PREMISES UNLESS IT IS COMPLETELY UNAVOIDABLE

-

COMPLETE THE HOLIDAY TRACKING FORM AND RETURN TO HR IF YOU ARE TO
LEAVE THE COUNTRY.
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1.0.

INTRODUCTION
Construction sites and offices operating during the Coronavirus Covid-19 pandemic need to ensure they
are protecting their workforce and minimising the risk of spread of infection. This includes considering
how personnel travel to and from site.
The Site Operating Procedure (SOP) section are based on Government guidance on Working safely
during Coronavirus (Covid-19) - Construction and other outdoor work
The Office Operating Procedure (OOP) section is based on the Government guidance on Working safely
during Coronavirus (Covid-19) – Offices and Contact Centres
It is unlikely that our personnel will be required to enter other people’s homes. If they do, they should
consult a member of the SHEQ department prior to entry.
It is likely that our personnel will be required to enter the premises of other business as part of their
daily work. Where this is required, prior to visiting the location, they should request a copy of the
COVID operating procedures for that location. Where the procedures are not at least equal to our own,
our own should be followed.
The HSE is the relevant enforcing authority for occupational health and safety legislation and guidance
to control public health risks in the construction sector. If a site is not consistently implementing the
measures set out by the Government, it may be subject to enforcement action.
This guidance is intended to introduce consistent measures on construction sites and offices of all types
and sizes in line with the Government’s recommendations on social distancing and ensure employers
and individuals make every effort to comply.
Government guidance for employers in England states “where the social distancing guidelines cannot
be followed in full, in relation to a particular activity, businesses should consider whether that activity
needs to continue for the business to operate, and, if so, take all the mitigating actions possible to
reduce the risk of transmission between staff”.
The health and safety requirements of any activity must not be compromised at this time. If an activity
cannot be undertaken safely, it should not take place. Emergency services are also under great
pressure and may not be able to respond as quickly as usual. This should be taken into consideration
in the planning of work activities, first aid, fire and emergency responses.
Organisations must have in place effective arrangements for monitoring and reviewing their compliance
with Government and industry guidance. Sites should also remind the workforce at every opportunity of
the Site Operating Procedures which are aimed at protecting them, their colleagues, families and the
UK population.
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2.0

CONSTRUCTION SITES (AND SMALL SITE WELFARE UNITS)

2.1

Travel to Work
All workers should travel to work if their workplace is open. It is important to understand the following
guidelines by which workers should or should not travel to work as outlined below:-

Social distancing

Self-isolation

Persons at higher risk

Workers in the construction industry should follow the guidance on
Staying Alert and Safe (Social Distancing). They must follow guidance on
Staying safe outside your home while travelling to and from work and
while at work.
Anyone who:
• Has a high temperature, a new continuous cough, or a loss of, or change
in, their normal sense of taste or smell;
• Is within 14 days of the day when the first member of their household
showed symptoms of Coronavirus (Covid-19); or
• Has been contacted by the NHS Test & Trace Service;
should not come to site, but must follow the guidance on self-isolation.
Anyone who is clinically vulnerable to Coronavirus (Covid-19) should
follow the latest guidance for clinically vulnerable people and working
safely during Coronavirus – Construction and Other outdoor work.

Persons defined on medical
grounds as clinically
extremely vulnerable

Anyone identified as clinically extremely vulnerable will be advised by their
health authority and must follow the guidance on Protecting people who
are clinically extremely vulnerable from Covid-19.

Living with a person in one of
the above groups

Anyone living with a person who is at higher risk, or is a clinically extremely
vulnerable person, should stringently follow the guidance on social
distancing and minimise contact outside the home.
If a worker develops a high temperature, a new continuous cough, or a
loss of, or change in, their normal sense of taste or smell while at work,
they should:
• Ensure their manager or supervisor is informed
• Return home immediately
• Avoid touching anything
• Cough or sneeze into a tissue and put it in a bin, or if they do not have
tissues, cough and sneeze into the crook of their elbow.
They should get a Coronavirus (Covid-19) test.
They must then follow the guidance on self-isolation and not return to work
until they have received a negative test result or, in the event of a positive
test result, their period of self-isolation has been completed.

If someone falls ill

2.2

Travelling to Work
Wherever possible workers should travel to site alone using their own vehicle
If workers 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.
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Sites should consider:

2.3

• Parking arrangements for additional vehicles
• Providing facilities such as lockers and showers for workers using other means of transport to
avoid public transport e.g. cycling
• Providing hand cleaning facilities at entrances and exits. This should be soap and water wherever
possible or hand sanitiser if soap and water are not available
• How someone taken ill would get home if required
• Where public transport is the only option for workers, you should consider:
 Changing and staggering site hours to reduce congestion on public transport
 Avoid using public transport during peak times (05:45 ‐ 8:15 and 16:00 ‐ 17:30)
 Reminding workers that face coverings are mandatory on all types of public transport
Driving at Work

When travelling at work or between site locations, workers should travel alone. If workers have no option
but to share a vehicle, then they should follow the Government guidance on Working Safely during
Covid-19 in or from a vehicle.
Workers should maintain a distance of two metres, or one metre with risk mitigation where two metres
is not viable. Risk mitigations include:• Share with the same individuals and with the minimum number of people at any one time
• Maintain good ventilation (i.e. keeping the windows open) and face away from each other during the
journey
• Wash their hands for 20 seconds using soap and water or hand sanitiser if soap and water are not
available before entering and after getting out of the vehicle
• Avoid touching their faces
• Regularly clean the vehicle using gloves and standard cleaning products, with particular emphasis
on handles and other surfaces which may be touched during the journey
2.4

Site Access Points and Egress Points
• Stop all non-essential visitors, and ask those who do need to visit to wear a face covering
• When asking visitors to sign in, they should enter their phone number in the signing in book to ensure
that they can be traced should an outbreak occur in the office.
• Consider introducing staggered start and finish times to reduce congestion and contact at all times
• Plan site access and egress points to enable social distancing – you may need to change the number
of access points, either increase to reduce congestion or decrease to enable monitoring, including
in the case of emergencies
• Introduce one-way systems
• Allow plenty of space between people waiting to enter site
• Use signage:
 such as floor markings, to ensure two metre distance, or one metre with risk mitigation
where two metres is not viable, is maintained between people when queuing
 reminding workers not to attend if they have symptoms of Coronavirus (Covid-19) and to
follow guidelines
• Require all workers to wash their hands for 20 seconds using soap and water when entering and
leaving the site
• Regularly clean common contact surfaces e.g. scanners, turnstiles, screens, telephone handsets
and desks, particularly during peak flow times
• Reduce the number of people in attendance at site inductions and consider holding them outdoors
wherever possible
• Where loading and offloading arrangements on site will allow it, drivers should remain in their
vehicles. Where drivers are required to exit their vehicle, they should wash or sanitise their hands
before handling any materials and must have access to welfare facilities.
• Consider arrangements for monitoring compliance.
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2.5

Hand Washing
• Allow regular breaks to wash hands
• Provide additional hand washing facilities (e.g. pop ups) to the usual welfare facilities, particularly on
a large spread out site or where there are significant numbers of personnel on site, including plant
operators
• Ensure adequate supplies of soap and fresh water are readily available and kept topped up at all
times
• Provide hand sanitiser (minimum 60% alcohol based) where hand washing facilities are unavailable
• Regularly clean the hand washing facilities
• Provide suitable and sufficient rubbish bins for hand towels with regular removal and disposal.

2.6

Toilet Facilities
• Restrict the number of people using toilet facilities at any one time (e.g. use a welfare attendant) and
use signage, such as floor markings, to ensure two metre distance, or one metre with risk mitigation
where two metres is not viable, is maintained between people when queuing
• Wash or sanitise hands before and after using the facilities
• Enhance the cleaning regimes for toilet facilities, particularly door handles, locks and the toilet flush
• Portable toilets should be cleaned and emptied more frequently
• Provide suitable and sufficient rubbish bins for hand towels with regular removal and disposal.

2.7

Canteens and Eating Arrangements
• Consider increasing the number or size of facilities available on site if possible
• The capacity of each canteen or rest area should be clearly identified at the entry to each facility,
and where necessary attendants provided to supervise compliance with social distancing measures
• Break times should be staggered to reduce congestion and contact at all times
• Drinking water should be provided with enhanced cleaning measures of the tap mechanism
introduced
• Frequently clean surfaces that are touched regularly, using standard cleaning products e.g. kettles,
refrigerators, microwaves
• Hand cleaning facilities or hand sanitiser should be available at the entrance to any room where
people eat and should be used by workers when entering and leaving the area
• A distance of two metres, or one metre with risk mitigation where two metres is not viable, should be
maintained between users. Seating and tables should be reconfigured to reduce face to face
interactions
• All rubbish should be put straight in the bin and not left for someone else to clear up
• Tables should be cleaned between each
• Crockery, eating utensils, cups etc. should not be used unless they are disposable or are washed
and dried between use
• Canteen staff and workers may use rest areas if they apply the same social distancing measures
• Consider arrangements for monitoring compliance

2.8

Changing Facilities, Showers and Drying Rooms
• Consider increasing the number or size of facilities available on site if possible
• Based on the size of each facility, determine how many people can use it at any one time to maintain
a distance of two metres, or one metre with risk mitigation where two metres is not viable.
• Restrict the number of people using these facilities at any one time e.g. use a welfare attendant
• Introduce staggered start and finish times to reduce congestion and contact at all times
• Introduce enhanced cleaning of all facilities throughout the day and at the end of each day
• Provide suitable and sufficient rubbish bins in these areas with regular removal and disposal.
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2.9

Work Planning to Avoid Close Contact
In line with Government guidance, where the social distancing guidelines cannot be followed in full in
relation to a particular activity, businesses should consider whether that activity needs to continue for
the business to continue to operate, and, if so, take all the mitigating actions possible to reduce the risk
of transmission between staff. Sites and work need to be planned and organised to avoid crowding and
minimise the risk of spread of infection by following government guidance and the advice within these
Site Operating Procedures.
Sites should remind the workforce (e.g. at daily briefings) of the specific control measures necessary to
protect them, their colleagues, families and the UK population.
Hierarchy of Controls
The Government’s guidelines on social distancing refer to 'one metre plus' which is defined in Working
safely during Coronavirus (Covid-19) – Construction and other outdoor work as “two metres or one
metre with risk mitigation where two metres is not viable”.
Mitigations could include installing screens, making sure people face away from each other,
handwashing facilities, minimising the amount of time spent with people outside your household or
bubble, and being outdoors.
If you are not able to work whilst maintaining a two metre distance, or one metre with risk mitigation
where two metres is not viable, you should consider whether the activity should continue and, if so, risk
assess it using the hierarchy of controls below and against any sector-specific guidance. The results of
risk assessments should be shared with the workforce and the poster in Section 14 of this procedure
shall be displayed in the workplace.

Eliminate

Reduce

Isolate

Control

• Workers 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 people working two metres
apart
• Avoid skin to skin and face to face contact
• Consider alternative or additional mechanical aids to reduce worker interface
Site Meetings
• Only absolutely necessary meeting participants should attend
• Attendees should be at least two metres apart from each other
• Rooms should be well ventilated / windows opened to allow fresh air circulation
• Consider holding meetings in open areas where possible
Where the social distancing measures two metres is not possible, risk mitigation could include
the following:
• Minimise the frequency and time workers are within 2 metres of each other
• Minimise the number of workers involved in these tasks
• Workers should work side by side, or facing away from each other, rather than face to face
• Regularly clean common touchpoints, doors, buttons, handles, vehicle cabs, tools,
equipment etc.
• Increase ventilation in enclosed spaces
• Workers should wash their hands before and after using any equipment
Keep groups of workers:
• Together in teams e.g. (do not change workers within teams)
• As small as possible
• Away from other workers where possible
• Consider introducing an enhanced authorisation process
• Provide additional supervision to monitor and manage compliance
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PPE

Behaviours

2.10

Sites should not use RPE for Coronavirus (Covid-19) where the two metre social distancing
guidelines are met.
• Coronavirus (COVID-19) needs to be managed through social distancing, hygiene and the
hierarchy of control and not through the use of PPE
• Workplaces should not encourage the precautionary use of extra PPE to protect against
Coronavirus (COVID-19).
The Government has provided information on Face Coverings in section 6.1 of its guidance
Working safely during coronavirus (Covid-19) - Construction and other outdoor work.
The measures necessary to minimise the risk of spread of infection rely on everyone in the
industry taking responsibility for their actions and behaviours.
Please encourage an open and collaborative approach between workers and employers on
site where any issues can be openly discussed and addressed.

First Aid and Emergency Service Response
The primary responsibility is to preserve life and first aid should be administered if required and until the
emergency services attend.
• When planning site activities, the provision of adequate first aid resources must be agreed between
the relevant parties on site
• Emergency plans including contact details should be kept up to date
• Consideration must also be given to potential delays in emergency services response, due to the
current pressure on resources
• Consider preventing or rescheduling high-risk work or providing additional competent first aid or
trauma resources.

2.11

Cleaning
Enhanced cleaning procedures should be in place across the site, particularly in communal areas and
at touch points including:• Taps and washing facilities
• Toilet flush and seats
• Door handles and push plates
• Machinery and equipment controls
• All areas used for eating must be thoroughly cleaned at the end of each break and shift, including
chairs, door handles, vending machines and payment devices
• Rubbish collection and storage points should be increased and emptied regularly throughout and at
the end of each day.
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2.12

Disposal of Personal Protective Equipment
The infection risk from coronavirus (COVID-19) following contamination of PPE decreases over time. It
is not yet clear at what point there is no risk. However, studies of other viruses in the same family
suggest that, in most circumstances, the risk is likely to be reduced significantly after 72 hours.
All PPE that may be contaminated including disposable items should be disposed of as follows:
• PPE should be put in a plastic rubbish bag and tied when full
• The plastic bag should then be placed in a second bin bag and tied
• It should be put in a suitable and secure place and should be stored safely. for at least 72 hours
• After 72 hours the bags can be put in with the normal waste
Instalcom have centralised Covid-19 PPE Disposal stations situated at our Borehamwood, Charlton and
Iver depots. If storage for at least 72 hours is not possible, collection as a Category B infectious waste
should be arranged by either by the local waste collection authority or a specialist clinical waste
contractor.

3.0

OFFICE LOCATIONS

3.1

Travel to Work
Wherever possible workers should travel to the office alone using their own vehicle
If workers 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

3.2

Offices should consider:• Parking arrangements for additional vehicles and bicycles
• Providing facilities such as lockers and showers for workers using other means of transport to
avoid public transport e.g. cycling
• Providing hand cleaning facilities at entrances and exits. This should be soap and water wherever
possible or hand sanitiser if soap and water are not available
• How someone taken ill would get home
• Where public transport is the only option for workers, you should consider:
 Changing and staggering site hours to reduce congestion on public transport
 Avoid using public transport during peak times (05:45 ‐ 8:15 and 16:00 ‐ 17:30)
 Reminding workers that face coverings are mandatory on all types of public transport
Driving at Work

Personnel should not travel between Instalcom’s different office locations. All those who are based from
an office location should work from this location alone e.g. not complete 2 days a week from
Borehamwood and 3 days a week from Charlton. There are likely to be occasional exceptions to this
and they need to be treated on a case by case basis in consultation with the SHEQ and HR department
– e.g. to attend a training course which is carried out under social distancing measures that is necessary
to comply with a legal requirement.
3.3

Office Access and Egress Points
• Stop all non-essential visitors
• Consider introducing staggered start and finish times to reduce congestion and contact at all times
• Plan access and egress points to enable social distancing – you may need to change the number of
access points, either increase to reduce congestion or decrease to enable monitoring, including in
the case of emergencies
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• Introduce one-way systems
• Allow plenty of space between people waiting to enter each office
• Use signage:
 such as floor markings, to ensure two metre distance, or one metre with risk mitigation
where two metres is not viable, is maintained between people when queuing
 reminding workers not to attend if they have symptoms of Coronavirus (Covid-19) and to
follow guidelines
• Require all workers to wash their hands for 20 seconds using soap and water when entering and
leaving the office
• Regularly clean common contact surfaces in reception, access control, scanners, printers, telephone
handsets and desks, particularly during peak flow times
• Reduce the number of people in attendance at meetings and consider holding them remotely
wherever possible.
• Consider arrangements for monitoring compliance.
3.4

Hand Washing
• Allow regular breaks to wash hands
• Provide additional hand washing facilities (e.g. pop ups) to the usual welfare facilities.
• Ensure adequate supplies of soap and fresh water are readily available and kept topped up at all
times
• Provide hand sanitiser (minimum 60% alcohol based) where hand washing facilities are unavailable
• Regularly clean the hand washing facilities
• Provide suitable and sufficient rubbish bins for hand towels with regular removal and disposal.

3.5

Toilet Facilities
• Restrict the number of people using toilet facilities at any one time (e.g. use signage, such as floor
markings, to ensure two metre distance, or one metre with risk mitigation where two metres is not
viable, is maintained between people when queuing)
• Wash or sanitise hands before and after using the facilities
• Enhance the cleaning regimes for toilet facilities, particularly door handles, locks and the toilet flush
• Provide suitable and sufficient rubbish bins for hand towels with regular removal and disposal.

3.6

Canteens and Eating Arrangements
• The capacity of each canteen or rest area should be clearly identified at the entry to each facility,
and where necessary attendants provided to supervise compliance with social distancing measures
• Break times should be staggered to reduce congestion and contact at all times
• Drinking water should be provided with enhanced cleaning measures of the tap mechanism
introduced
• Frequently clean surfaces that are touched regularly, using standard cleaning products e.g. kettles,
refrigerators, microwaves
• Hand cleaning facilities or hand sanitiser should be available at the entrance to any room where
people eat and should be used by workers when entering and leaving the area
• A distance of two metres, or one metre with risk mitigation where two metres is not viable, should be
maintained between users. Seating and tables should be reconfigured to reduce face to face
interactions
• All rubbish should be put straight in the bin and not left for someone else to clear up
• Tables should be cleaned between each person
• Crockery, eating utensils, cups etc. should not be used unless they are disposable or are washed
and dried between use
• Canteen staff and workers may use rest areas if they apply the same social distancing measures
• Consider arrangements for monitoring compliance
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3.7

Work Planning to Avoid Close Contact
In line with Government guidance, where the social distancing guidelines cannot be followed in full in
relation to a particular activity, businesses should consider whether that activity needs to continue for
the business to continue to operate, and, if so, take all the mitigating actions possible to reduce the risk
of transmission between staff.
Office work needs to be planned and organised to avoid crowding and minimise the risk of spread of
infection by following government guidance and the advice within these Operating Procedures.
Offices should remind the workforce (e.g. at daily briefings) of the specific control measures necessary
to protect them, their colleagues, families and the UK population.
Hierarchy of Controls
The Government’s guidelines on social distancing refer to 'one metre plus' which is defined in Working
safely during Coronavirus (Covid-19) – Offices and Contact Centres as “two metres or one metre with
risk mitigation where two metres is not viable”.
Mitigations could include installing screens, making sure people face away from each other, using
alternate desks, handwashing facilities, minimising the amount of time spent with people outside your
household or bubble, and being outdoors.
If you are not able to work whilst maintaining a two metre distance, or one metre with risk mitigation
where two metres is not viable, you should consider whether the activity should continue and, if so, risk
assess it using the hierarchy of controls below and against any sector-specific guidance. The results of
risk assessments should be shared with the workforce and the poster in Section 14 of this procedure
shall be displayed in the workplace.
Eliminate

Reduce

Isolate

Control

• Workers 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 people working two metres
apart
• Avoid skin to skin and face to face contact
• Stairs should be used in preference to lifts and consider one ways systems
Meetings
• Meetings should be held on Teams wherever possible
• Only absolutely necessary meeting participants should attend
• Attendees should be at least two metres apart from each other
• Rooms should be well ventilated / windows opened to allow fresh air circulation
• Consider holding meetings in open areas where possible
Where the social distancing measures two metres is not possible, risk mitigation could include
the following:
• Minimise the frequency and time workers are within 2 metres of each other
• Minimise the number of workers involved in these tasks
• Workers should work side by side, or facing away from each other, rather than face to face
• Regularly clean common touchpoints, doors, buttons, handles, printers etc.
• Increase ventilation in enclosed spaces
• Workers should wash their hands before and after using any equipment
Keep groups of workers:
• Together in teams e.g. (do not change workers within teams)
• As small as possible
• Away from other workers where possible
• Do not move between different offices
• Consider introducing an enhanced authorisation process
• Provide additional supervision to monitor and manage compliance
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Behaviours

3.8

The measures necessary to minimise the risk of spread of infection rely on everyone in the
industry taking responsibility for their actions and behaviours.
Please encourage an open and collaborative approach between workers and employers on
site where any issues can be openly discussed and addressed.

First Aid and Emergency Service Response
The primary responsibility is to preserve life and first aid should be administered if required and until the
emergency services attend.
• When planning office activities, the provision of adequate first aid resources must be agreed between
the relevant parties on site
• Emergency plans including contact details should be kept up to date
• Consideration must also be given to potential delays in emergency services response, due to the
current pressure on resources

3.9

Cleaning
Enhanced cleaning procedures should be in place across the office, particularly in communal areas and
at touch points including:
• Taps and washing facilities
• Toilet flush and seats
• Door handles and push plates
• Handrails on staircases and corridors
• All areas used for eating must be thoroughly cleaned at the end of each break and shift, including
chairs, door handles, vending machines and payment devices
• Telephone equipment
• Keyboards, photocopiers and other office equipment
• Rubbish collection and storage points should be increased and emptied regularly throughout and at
the end of each day.

4.0

COVID-19 SECURE
In order to demonstrate that we are keeping our business Covid-19 secure, we have carried out the
following 5 steps:• We have carried out a COVID-19 risk assessment and shared the results with the people who work
at and use our office and project locations (Borehamwood Office Risk Assessment can be found at
Appendix A to this procedure)
• We have cleaning, handwashing and hygiene procedures in line with guidance
• We have taken all reasonable steps to help people work from home
• We have taken all reasonable steps to maintain a 2m distance in the workplace
• Where people cannot be 2m apart, we have done everything practical to manage transmission risk
To provide further detail of the steps above and to adhere to social distancing measures, Instalcom
Ltd have put in place a number of measures across our offices, including:• Desks have been removed from use and marked ‘Not to be Used’ these desks should not be used
as work stations or to be sat at for any other purpose
• Protective screen at reception to safeguard employees and visitors
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Protective Screen

Office based staff adhering to 2m minimum social distancing

• Some toilet cubicles, wash basins and urinals have been isolated in order to restrict the number of
staff using the facility at any one time.
• Whilst using smoking areas staff are to maintain a minimum of 2m distance between each other.
• The use of kitchen areas has been restricted dependent on the kitchen size, signage is in place to
inform staff of maximum occupancy numbers
• Hand wash and PPE stations are in place with an adequate supply of hand sanitiser, gloves, face
masks and hard surface cleaning wipes. These are provided for use in the workplace only.

Isolation of selected welfare facilities and provision of sanitiser points located throughout offices
It is imperative that staff adhere to these measures in order for us to protect each other and minimise the
risk of spreading the infection.
5.0

KEY WORKER TESTING
The National Testing Programme provides coronavirus tests to relevant persons
Should you require a test contact the HR department for advice.
It is possible that due to the demand an NHS test may not be the quickest or most practicable option
and where it is not, the company may pay for a test at a private clinic.
To apply for self-referral testing follow this link: https://www.gov.uk/apply-coronavirus-test
The test involves taking a swab of the inside of your nose and the back of your throat, using a long
cotton bud. The test is an ‘antigen test’. It tests if you currently have coronavirus. The test to tell if you’ve
ever had coronavirus (‘antibody test’) is not available yet.
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6.0

COVID-19 REPORTING PROCESS FOR SUSPECTED/CONFIRMED CASES
In order for staff at all levels to understand the reporting process in the event of a suspected or
confirmed case of Covid-19, the following flow chart should be followed to ensure the correct lines of
communications are covered and allowing a more dynamic approach to the isolation and testing of a)
the individual affected and b) those who may have come into contact with the affected person.

7.0

TRAVEL ABROAD
If you are travelling out of the UK, you must complete the Instalcom COVID Tracking form prior to
leaving and return it to the HR department. They will monitor who is abroad to ensure suitable
isolation is carried out for those returning from quarantined areas.
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APPENDIX A - Borehamwood Covid-19 Risk Assessment

Hazard
Number

Date Conducted: 15/09/20
Conducted by: Dave Daniels
Hazard
Identification &
Foreseeable Risk

Task/Activity

Production of Office
Documentation

Travel to Work / Site

1

Possible
contamination
from and spread
of the COVID 19
virus.

Site Access / Egress

General Work Activities
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Without
Controls
S

4

4

4

4

P

4

4

4

4

RR

16

16

16

16

Control Measures

Responsibilities

• All documentation is to be assessed in line with social distancing guidelines and
HMG guidance and reviewed regularly.

Head of SHEQ
Compliance

•
•
•
•
•

Only personnel who cannot work from home are to attend the office.
Staff should travel alone using their own transport as necessary
Consider other means of transport to avoid public transport e.g. cycling.
Providing hand sanitiser/cleaning.
If taken ill at work and fit to drive they should take themselves home, if they are
not fit to drive alternative means of transport to be arranged by line manager or if
serious call 999.

Line Managers
Staff
Staff
Board
Staff

•
•
•
•
•
•

Stop all non-essential visitors.
Introduce staggered start and finish times to reduce congestion if required
All staff to wash or clean their hands before entering or leaving vehicles.
All staff to wash or clean their hands before entering or leaving the office
Regularly clean common contact surfaces.
Delivery drivers should remain in their vehicles if the load will allow it and must
wash or clean their hands before unloading goods and materials.

Staff
Line Managers
Staff
Staff
Cleaner
Yard Man

• Instalcom should make every reasonable effort to enable working from home as a
first option. Where working from home is not possible, we should make every
reasonable effort to comply with the social distancing guidelines set out by the
government ( two metre distance, or one metre with risk mitigation where two
metres is not viable ).
• Each Manager should consult with their direct reports to determine who can work
from home
• Each individual must report to their Line Manager and the HR department if they
are in one of the high risk groups as categorised by the government to consider any
special precautions that are required.
• Work stations to be put ‘out of use’ in order to maintain social distancing

With Controls
S

P

RR

4

1

4

4

1

4

4

1

4

4

2

8

Line
Managers/Staff

Line Managers
Staff
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Meetings

4

4

16

• Work requiring skin to skin contact should not be carried out
• Wherever possible office machinery e.g. printers are only operated / used by one
person at a time.
• Desks staggered to ensure no face to face working is carried out
• Avoid hot desking
• All to wipe down their desks before use and before they leave where their desk is
not designated solely to them

Line Managers
Staff
Staff

• We should continue to use the current Microsoft Teams method of holding
meetings where practical

Meeting Chairs

• If there is no other way for a meeting to be held than by “face to face” then the
following must be implemented:

Meeting Chairs

o
o
o
o

Kitchens / Canteens

Welfare Facilities
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4

4

4

4

16

16

Line Managers
Line Managers
Staff

Only absolutely necessary meeting participants should attend.
Attendees should be two metres apart from each other.
The meeting room should be well ventilated / windows opened to allow
fresh air circulation.
Consider holding meetings in open areas where possible.

• Signage should be in place to reduce occupation (1 person per kitchenette and 6
maximum in the main canteen)
• All kitchens to be deep cleaned every 2-3hrs
• Tables in the canteen to be used by 1 person maximum at any time
• Break times should be staggered to reduce congestion and contact at all times.
• Hand cleaning facilities or hand sanitiser should be available at the entrance of any
room where people eat and should be used by everyone when entering and
leaving the area.
• Operatives and management should sit 2 metres apart from each other whilst
eating and avoid all contact - communal crockery, eating utensils, cups etc. should
be cleaned thoroughly prior to and after use.
• Drinking water should be provided with enhanced cleaning measures of the tap
mechanism introduced.
• Tables should be cleaned between each use.
• All rubbish should be put straight in the bin and not left for someone else to clear
up.
• All areas used for eating must be thoroughly cleaned at the end of each break and
shift, including chairs, door handles
• All welfare facilities to be deep cleaned every 2-3hrs

4

2

8

4

2

8

4

2

8

Quality
Coordinator
Cleaner
Staff
Line
Managers/Staff
Cleaner

Staff

Cleaner
Cleaner/Staff
Staff
Cleaner
Cleaner
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Hand Washing

4

4

16

• Restrict the number of people using toilet facilities at any one time by isolating
cubicles/urinals/basins etc.
• Everyone must wash hands before and after using the facilities
• Enhance the cleaning regimes for toilet facilities particularly door handles, locks
and the toilet flush.
• Provide suitable and sufficient rubbish bins for hand towels with regular removal
and disposal.
• Staff to maintain 2m distance whilst using smoking areas (signage displayed)

Board

Ensure soap and fresh water is readily available and kept topped up at all times.
Hands should be washed for a minimum of 20 seconds preferably longer
Provide hand sanitiser
Regularly clean the hand washing facilities and check soap and sanitiser levels
The stores will need extra supplies of soap, hand sanitiser and paper towels and
these should be securely stored.
Due to the circumstances we currently find ourselves in HMG guidance is to stay at
home and work from home where possible which the majority of office staff are able
to do.

Cleaner
Staff
Cleaner
Cleaner
Cleaner

•
•
•
•
•

Staff
Cleaner
Cleaner
Staff

4

1

4

4

1

4

4

1

4

The following guidance form the HSE should be followed by staff members currently
working from home:
Working from Home

4

4

16

• Breaking up long spells of DSE work with rest breaks (at least 5 minutes every hour)
or changes in activity.
• Avoiding awkward, static postures by regularly changing position.
• Getting up and moving or doing stretching exercises.
• Avoiding eye fatigue by changing focus or blinking from time to time.
• Line managers should try to have 1 to 1 conversations with their staff working from
home to ensure their health and wellbeing is not being affected.
Self-Isolation

Staff
Staff
Staff
Staff
Line Managers

Anyone who meets one of the following criteria should not come to site:
Signs or Symptoms’
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4

4

16

• Has a high temperature or a new persistent cough - follow the guidance on selfisolation.
• Is a vulnerable person (by virtue of their age, underlying health condition, clinical
condition or are or could be pregnant).
• Is living with someone in self-isolation or a vulnerable person.
• Testing should be arranged either by self-referral (Gov.uk) or via Employer Referral

Staff
Staff
Staff
Staff/HR
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Or HR
Consider the use of an infra-red digital thermometer to measure the temperature of
those attending site.
If an operative or any of the site management develops a high temperature or a
persistent cough while at work, they should:
Illness at Work

Visitors

First Aid

4

4

4

4

5

4

16

20

16

• Return home immediately.
• Avoid touching anything.
• Cough or sneeze into a tissue and put it in a bin, or if they do not have tissues,
cough and sneeze into the crook of their elbow.
• They must then follow the guidance on self-isolation and not return to work until
their period of self-isolation has been completed.
• Testing to be arranged either through Self-referral or employer referral.
•
•
•
•
•
•

Encourage all visitors to contact remotely
Limit the number of visitors who will be in the building at any one time
Maintain a record of all visitors and their contact details in the signing in book
Receptionist to record their details in the book
Encourage visitors to use sanitiser on entering the building
Verbal instructions provided to all visitors upon arrival of the precautions they
need to take

Only 1st aiders trained in CPR to deliver CPR.
Vent Aid breathing tube c/w face shield to be made available at all site locations / 1st
Aid boxes.
If Vent Aid is not available then CPR should be given using CHEST COMPRESSION
ONLY – RESCUE BREATHES ARE NOT TO BE GIVEN this is in line with current CPR
training.

Staff
Staff
Staff

4

2

8

4

1

4

Staff
Staff
Staff
Staff
Reception
Reception
Reception
Reception

First Aiders

This Risk Assessment is to be reviewed regularly and each
time new guidance is issued by the Government
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