
Soft Touch Arts Covid 19 return to work plans and risk assessment. 
 
These are our current plans for returning to work. They will be reviewed regularly and 
updated when necessary. 
Staff are required to read all of this document so that they completely understand what is 
required and why. 
Detailed plans for each session will be made in consultation with staff and any partners 
when the time and venue for those sessions is decided. 
If at anytime you feel we are not following these plans or if you have any improvements to it 
contact Vince. 
 
1. Risk assessment. 
2. Staff use of office. 
3. Running sessions. 
4. Confirmed or suspected case procedure. 
5. Cleaning plans 
6. Resources. 
7. Advice and guidance used. 
 
 
1.  Risk assessment. 
 
Soft Touch Arts Ltd  
Risk assessment:  
 
By: Vince Attwood 
 
 
Signed: 
 
 
Date: 
 
 

Hazard Who might 
be harmed? 

Is the risk adequately 
controlled? 

What further 
action is 
necessary to 
control the risk? 

Risk Level 

 
Returning to office 
following lockdown. 
Potential transmission 
of virus between staff. 
Through exhalation, 
coughing sneezing and 

 
Staff,visitors 

 
Inform staff of policy 
and procedures in line 
with government advice. 
Require staff to practice 
social distancing in all 
aspects of their work. 

 
Minimum staff 
numbers to safely 
cover planned 
work. 
Still work at home 
when possible. 

 



contaminated 
surfaces.. 
 
 
 
 

Consult with staff 
regularly and review 
procedures. 
Make adjustments to 
the workspace and rotas 
to ensure effective social 
distancing. 
Follow Govt travel 
advice. 
Provide all necessary 
cleaning equipment 
including hand sanitiser. 
Provide PPE where 
necessary. 
Increase cleaning plan to 
ensure minimum 
opportunity for infection 
transmission. 
Display public health 
notices and guidance. 

No sharing of 
desks, equipment 
cleaned before 
any use by other 
staff. 
Reduce the need 
for staff to move 
around within the 
building. 
Reduce contact by 
operating in small 
teams. 
Limit numbers of 
users of each 
toilet facility in the 
building. Wipe 
down after use 
regular full clean 
during day. 
Consider creating 
co-horts of staff 
where possible. 
 
 
 
 

  Identify any staff who  
are or have close 
contacts at home who 
are in vulnerable 
category. 
Extremely vulnerable 
should continue to work 
from home. 

Use all available 
ventilation in 
office space and 
meeting areas. 
All meetings held 
outside if possible. 
Limit number of 
people in meeting. 

 

 
Travelling to work 
using public transport 
 
 
 
 

 
staff 

 
Support staff to travel 
safely to work. 

 
Flexible work 
times if necessary. 

 

 
Member of staff 
contracts virus while at 
work. 

 

 
staff 

 
Full cleaning of all areas 
used by staff member 
and safe disposal of 
cleaning materials. 

 
Appropriate 
authority notified 
for track and 
trace. 

 



 
 
 

All contacts asked to 
stay at home 
 

Mental health and 
wellbeing affected 
through isolation or 
anxiety about 
coronavirus 

 

 Have regular keep in 
touch meetings/calls 
with people working at 
home to talk about any 
work issues - Talk openly 
with workers about the 
possibility that they may 
be affected and tell 
them what to do to raise 
concerns or who to go to 
so they can talk things 
through - Involve 
workers in completing 
risk assessments so they 
can help identify 
potential problems and 
identify solutions - Keep 
workers updated on 
what is happening so 
they feel involved and 
reassured - Discuss the 
issue of fatigue with 
employees and make 
sure they take regular 
breaks, are encouraged 
to take leave, set 
working hours to ensure 
they aren’t working long 
hours 
 

  

Staff kitchen Staff, 
visitors 

Only one member of 
staff in kitchen at any 
one time, leave 10 mins 
for air to be refreshed 
before next use. Staff to 
make drinks and food for 
them selves only and to 
wash everything they 
have used asap. No 
drinks to be made for 
visitors, small bottles of 
water available if visitors 
need water. 

All kitchen 
surfaces cleaned 
by staff member 
after use. 

 



Staff travelling in van. staff Avoid more than one 
person in van. Other 
staff needing to travel to 
same place should use 
alternative transport 
(not public transport if 
possible). 
In case of emergency 
both staff members 
should where a mask. ( 2 
staff max) 

  

 
Sessions with young 
people are re-
established. 
Potential transmission 
of infection between 
young people and staff. 
 
 
 

 
Staff, YP 

 
Minimise contact to only 
what is necessary. 
Create workspace with 
social distancing space 
for staff to work safely. 
Plan sessions so staff can 
support young people 
from a safe distance. 
Minimise sharing of 
tools and equipment. 
Clean any equipment 
that has to be shared 
before next user. 
Limit spaces young 
people use to minimum 
required. 
Allocate toilets for young 
people to avoid over 
use. 
Make sure young people 
are aware of procedures 
and stick to them. 
Keep session times short 
to avoid over use of 
toilet and eating on 
premises 

 
Make use of 
outdoor space 
wherever 
possible. 
Use all available 
ventilation in 
workspaces. 
Provide adequate 
gaps between 
sessions to allow 
air to refresh and 
cleaning to take 
place. 
Small bottles of  
water for young 
people if they 
need a drink while 
in sessions. 

 

Potential transmission 
between Young People 
 

YP  
Make sure young people 
understand social 
distancing and the need 
to stick to it. 
Enforce handwashing 
procedures. 

 
Staff to be aware 
of infringements 
and any un-
hygenic 
behaviour. 

 



Young people travelling 
in on public transport. 

YP, staff Discuss travel plans with 
young people before 
sessions. 
Hold sessions in young 
people areas to 
minimise need for public 
transport. 
Encourage walking and 
cycling. 

If public transport 
unavoidable give 
young people 
safety advice and 
face masks if they 
don’t have their 
own. 

 
 
 
 
 
 
 
 

Young people ignoring 
safety advice both 
during sessions and at 
home. 

YP, staff Reinforce the govt safety 
guidelines whenever 
possible 
Especially with young 
people known to be 
ignoring guidelines 

Consider whether 
YP who continue 
to ignore guidance 
can be allowed 
into sessions 

 

First aid needs to be 
administered to young 
person 

YP, staff Keep safe distance if 
possible and advise on 
first aid required. 
If unable to maintain 
safe distance due to 
emergency use mask 
and glove provided. 
If possible provide mask 
to young person as well. 

  

Fire alarm sounds or 
there is a fire in the 
building 

YP, staff, 
visitors 

Safe distance should be 
maintained during 
evacuation if possible, 
but it should not slow 
down safe evacuation. 
Safe distancing should 
be maintained at 
assembly point. 

Make sure safe 
distancing 
measures do not 
block fire safety 
routes. 

 

 
 
 

2. Staff use of office. 
 
Staff should still work at home as much as is possible. 
 
Staff using office. 
Staff sitting adjacent and therefore less that 2m cannot use the office on the same day 
No hotdesking or using other people’s desks. 
Do not share telephone receivers. Need to find alternative to sharing phones as we do at 
the moment. 
 



 
Staff who should not use office at same time due to desks being too close. 
 

Jim kieran  Need to move one 
to new desk and 
computer. 

muzi callum  Need to move one 
to new desk and 
computer. 

helen vince   
sally joe   
lauren liz   
danny lauren   
Danny mellissa   
dianne joe   
dianne danny   

 
We should aim for no more than 30% of staff to be in the office at the same time, so as not 
to overload the space and facilities. The ideal number would be 5 or less with others 
working at home or on their day off. 
If possible create co-horts to reduce all staff meeting too often. 
 
The ventilation system should be running whenever staff are in and for at least an hour after 
we leave. Windows should be open if possible. 
 
 
Meeting of more than 2 people should be held outside if possible or in the gallery space. 
The meeting room can only be used for 2 people to meet, ventilation should be on and 
windows open. 
 
Small meeting room should only be used for single person working, cleaned after use and 
left empty for 30mins for air to refresh. 
If staff use alternative spaces to work in building the workspace should be cleaned when 
they have finished with it. 
 
Staff toilets should be wiped down with anti viral spray after each use and thoroughly 
cleaned at start or end of day. Staff should be assigned which toilet to use. 
 
 
 

3. Running sessions. 
Detailed plan for session created by staff running session taking in to account how many 
participants is safe and workable, which YP are a priority, who can travel in safely. 
 
Procedures for running sessions 



 
A back up staff member should be available in the building. 
Workspace should be cleaned before session starts. 
Ventilation should be switched 30 mins before session and run for 60mins 
following session, if possible windows should be opened. 
Staff members should be waiting at entrance before young people arrive. 
Young people directed to wash hands before session starts, maybe using hand 
sanitiser at the entrance will be better as we can see it’s being done properly. 
All participants informed about social distancing requirements and why we 
need to stick to them. 
Staff should constantly monitor safe distance requirements. 
Young people unable to stick to guidance may need to be excluded form 
sessions, though this should be done sensitively and not seem like any kind of 
punishment. 
Allocate workspaces. 
Each young person should have their own materials and equipment, if any 
sharing is necessary staff should clean items between use. 
Hand sanitiser available on each table during session. 
Individual bottles water available if YP need a drink. 
Tell young people which toilet they should use and procedure; 
They should inform staff when going to toilet, leave 5 mins between each use, 
wash hands properly when finished, close lid before flushing, clean all surfaces 
you have touched before leaving including door handle. 
Staff should check toilets regularly, if toilets are used too many times or left in 
unclean condition back up staff member should be called to clean toilets 
When session finishes oversee young people leaving building safely and 
separately. 
When all young people have left clean the workspace. 
Leave at least 30 minutes between indoor sessions to allow proper cleaning 
and air refresh. 
 
Room layout 
A plan will be made for each session taking into account how many 
participants and the activity planned. The maximum amount of space between 
people should be created and not less than 2 metres. Participants should be 
next to, not opposite. 
This should include which entrance the young people use to minimise entering 
spaces they don’t need to. The young people should be informed of which 
entrance that is. 
Safe distancing measures should not block access to emergency exits. 



If an outdoor session at Soft Touch is planned a clear route to toilets should be 
available and indoor space ready in case of bad weather. 
Gates should be kept closed to avoid uninvited arrivals. 
 
 
 
 
Outdoor sessions at other venues 
 
Usual outdoor session risk assessment and guidance should be followed. 
 
Additional procedures. 
A site should be chosen that can be secured so limited numbers can be invited 
and no uninvited arrivals can join. 
Staff members should be waiting at entrance before young people arrive. 
Workspace set up with safe distances between participants of at least 2 
metres. Next to, not opposite. With clear space for staff to move around 
keeping 2 metres distance. 
Everything cleaned before session, use table coverings to aid table cleaning. 
Hand sanitiser at entrance to site or workspace whichever is more appropriate 
and available on each table during session. 
Separate materials and equipment for all young people. If any sharing is 
necessary staff should clean items between use. 
All participants informed about social distancing requirements and why we 
need to stick to them. 
Allocate workspaces. 
Staff should constantly monitor safe distance requirements. 
Young people unable to stick to guidance may need to be excluded form 
sessions, though this should be done sensitively and not seem like any kind of 
punishment. 
 
 
 
 
 
 
 
 
 
 

4. Confirmed or suspected case procedure 



 
Procedure if we have confirmed or suspected case of 
Covid-19 
 
If we have a confirmed case of covid-19 amongst our staff or participants. 
All staff and participants who have come into contact with them will be notified ASAP 
and asked to isolate for 14 days. The direct contact letter will be sent as follow up. All 
other participants will receive the general information letter by email or post if 
necessary. 
If someone with coronavirus comes to work, the workplace does not necessarily 
have to close, but should follow cleaning procedure. 

 
 
If someone at work might have coronavirus 

An individual should not go to the workplace if they: 

• are unwell with coronavirus symptoms 
• are told to self-isolate by a government test and trace service, because they’ve 

been in close contact with someone who’s testing positive 
• need to self-isolate because someone in their household has symptoms 
• need to self-isolate because they've returned to the UK after a holiday or 

business travel 

If they’re already at work, they should: 

• tell their employer immediately and go home 
• avoid touching anything, and wash their hands regularly 
• 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 
• use a separate bathroom from others, if possible 
• avoid using public transport to travel home, if possible 

 

We will monitor any suspected cases and react appropriately. 

 

Letters to be sent in event of confirmed case at Soft Touch. 

To be amended as necessary eg. if sending to care home or independent young 
person. 



 

Date: DD/MM/YYYY  
 
FOR PARENTS OF CLOSE CONTACTS OF COVID 19 at Soft Touch Arts 
 
Advice for Child to Self-Isolate for 14 Days   
 
Dear Parent,  
 
We have been advised by Public Health England that there has been a confirmed case of 
COVID-19 within Soft Touch Arts. 
 
We have followed the national guidance and have identified that your child (name) has been 
in close contact with the affected child/staff member. In line with the national guidance we 
recommend that your child now stay at home and self-isolate until ADD DATE (14 days after 
contact). 
 
We are asking you to do this to reduce the further spread of COVID 19 to others in the 
community.  
 
If your child is well at the end of the 14 days period of self-isolation, then they can return to 
usual activities.  
 
Other members of your household can continue normal activities provided your child does 
not develop symptoms within the 14 day self-isolation period.  
 
Please see the link to the PHE Staying at Home Guidance  
 
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-
home-guidance-for-households-with-possible-coronavirus-covid-19-infection 
 
What to do if your child develops symptoms of COVID 19  
 
If your child develops symptoms of COVID-19, they should remain at home for at least 7 days 
from the date when their symptoms appeared. Anyone with symptoms will be eligible for 
testing and this can be arranged via https://www.nhs.uk/ask-for-a-coronavirus-test or by 
calling 119 .   
 
All other household members who remain well must stay at home and not leave the house 
for 14 days.  
 
The 14-day period starts from the day when the first person in the house became ill. 
 
Household members staying at home for 14 days will greatly reduce the overall amount of 
infection the household could pass on to others in the community 



 
If you are able to, move any vulnerable individuals (such as the elderly and those with 
underlying health conditions) out of your home, to stay with friends or family for the duration 
of the home isolation period 
 
Symptoms of COVID 19  
 
The most common symptoms of coronavirus (COVID-19) are recent onset of: 
 

• new continuous cough and/or 
• high temperature and/or 
• a loss of, or change in, normal sense of taste or smell (anosmia) 

 
 
For most people, coronavirus (COVID-19) will be a mild illness. 
 
If your child does develop symptoms, you can seek advice from NHS 111 at 
https://www.nhs.uk/conditions/coronavirus-covid-19/check-if-you-have-coronavirus-
symptoms/ or by phoning 111. 
 
How to stop COVID-19 spreading  
 
There are things you can do to help reduce the risk of you and anyone you live with getting ill 
with COVID-19 
 
Do 

• wash your hands with soap and water often – do this for at least 20 seconds  
• use hand sanitiser gel if soap and water are not available 
• wash your hands as soon as you get home 
• cover your mouth and nose with a tissue or your sleeve (not your hands) when you 

cough or sneeze 
• put used tissues in the bin immediately and wash your hands afterwards 

 
 
Further Information 
 
Further information is available at  
https://www.nhs.uk/conditions/coronavirus-covid-19/  
 
 
Yours sincerely 
 
 
 
 
 



Advice to All Parents - Single case 
Dear Parents,  
 
We have been advised by Public Health England that there has been a confirmed case of 
COVID-19 within Soft Touch Arts  
 
We are continuing to monitor the situation and are working closely with Public Health 
England. This letter is to inform you of the current situation and provide advice on how to 
support your child. Please be reassured that for most people, coronavirus (COVID-19) will be 
a mild illness. 
 
Soft Touch Arts remains open and providing your child remains well they can continue to 
attend as normal. We will keep this under review.  
 
What to do if your child develops symptoms of COVID 19  
 
If your child develops symptoms of COVID-19, they should remain at home for at least 7 
days from the date when their symptoms appeared. Anyone with symptoms will be eligible 
for testing and this can be arranged via https://www.nhs.uk/ask-for-a-coronavirus-test or by 
calling 119.   
 
All other household members who remain well must stay at home and not leave the house 
for 14 days.  
 
The 14-day period starts from the day when the first person in the house became ill. 
 
Household members should not go to work, school or public areas and exercise should be 
taken within the home.  
 
Household members staying at home for 14 days will greatly reduce the overall amount of 
infection the household could pass on to others in the community 
 
If you are able to, move any vulnerable individuals (such as the elderly and those with 
underlying health conditions) out of your home, to stay with friends or family for the 
duration of the home isolation period 
 
Symptoms 
 
The most common symptoms of coronavirus (COVID-19) are recent onset of: 
 
•new continuous cough and/or 
 
•high temperature 
 
•a loss of, or change in, normal sense of taste or smell (anosmia) 
 
For most people, coronavirus (COVID-19) will be a mild illness. 



 
If your child or anyone in the household does develop symptoms, you can seek advice from 
NHS 111 at https://www.nhs.uk/conditions/coronavirus-covid-19/check-if-you-have-
coronavirus-symptoms/ or by phoning 111. 
 
How to stop COVID-19 spreading 
 
There are things you can do to help reduce the risk of you and anyone you live with getting 
ill with COVID-19 
 
Do 

• wash your hands with soap and water often – do this for at least 20 seconds  
• use hand sanitiser gel if soap and water are not available 
• wash your hands as soon as you get home 
• cover your mouth and nose with a tissue or your sleeve (not your hands) when you 

cough or sneeze 
• put used tissues in the bin immediately and wash your hands afterwards 

 
 
Further Information 
Further information is available at https://www.nhs.uk/conditions/coronavirus-covid-19/  
 
 
Yours sincerely 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Cleaning plans 
 
These will be also be posted in areas to be cleaned. 
 
Our cleaner will continue to do the regular cleaning regime, we will increase this if 
necessary. Staff will be required to carry out cleaning throughout the day as part of their 
daily activity. 



   General cleaning guidance.        
 

Clean hard surfaces with warm soapy water. Then disinfect these 
surfaces with the cleaning products you normally use. Pay 
particular attention to frequently touched areas and surfaces, such 
as bathrooms, grab-rails in corridors and stairwells and door 
handles.  

Identify frequently touched surfaces 

Doors, bannisters, buttons and anything that is frequently touched, especially if it’s 
touched by lots of people, will need more regular cleaning than normal. Examples of 
frequently touched objects include: 

• work surfaces like desks, platforms and workstations 
• handles on doors, windows, rails, dispensers and water coolers 
• common areas like toilets, reception, changing rooms, corridors and lifts  
• vehicle handles, steering wheel, seat belts and internal surfaces 
• control panels for machinery, control pads and switches 
• computer keyboards, printers, touch screens, monitors and phones 
• taps, kettles, water heaters, fridges, microwaves and cupboards 
• shared equipment like tools, machines, vehicles, pallet trucks and delivery 

boxes 
 
Clean surfaces and objects after each use where possible, for example phones and 
conferencing facilities in a meeting room. If it’s not practical to clean after each use, 
for example lift buttons that are used continuously throughout the day, make sure 
they are cleaned often. 

There are 2 components in adequate cleaning regimes. 

Deep cleaning. A thorough clean of all frequently touched surfaces at least once per 
day. 

Periodic cleaning. At different times throughout the day. Periodic cleaning can 
include cleaning items immediately after use as well as cleaning surfaces on a 
regular basis throughout a single day. 



Cleaning staff  

Some organisations may decide to have full-time cleaning teams. Smaller organisations may 
need fewer cleaning staff. Other workers can also play a part. Provide cleaning staff with 
their usual personal protection equipment (PPE) for cleaning where this is necessary. 
Additional PPE to protect against COVID-19 is not required. 

Cleaning products 

Your usual cleaning products should be effective. Clean cloths and other reusable cleaning 
products in soap and water after use. 

 

 

 

 

 

          Cleaning an area after 
someone with suspected coronavirus (COVID-19) 
has left.  

What you need to know 

• cleaning an area with normal household disinfectant after someone 
with suspected coronavirus (COVID-19) has left will reduce the risk 
of passing the infection on to other people 

• wear disposable or washing-up gloves and aprons for cleaning. 
These should be double-bagged, then stored securely for 72 hours 
then thrown away in the regular rubbish after cleaning is finished 

• using a disposable cloth, first clean hard surfaces with warm soapy 
water. Then disinfect these surfaces with the cleaning products you 
normally use. Pay particular attention to frequently touched areas 
and surfaces, such as bathrooms, grab-rails in corridors and 
stairwells and door handles 



• if an area has been heavily contaminated, such as with visible 
bodily fluids, from a person with coronavirus (COVID-19), use 
protection for the eyes, mouth and nose, as well as wearing gloves 
and an apron 

• wash hands regularly with soap and water for 20 seconds, and after 
removing gloves, aprons and other protection used while 
cleaningPersonal protective equipment (PPE) 

 
The minimum PPE to be worn for cleaning an area where a person with possible or 
confirmed coronavirus (COVID-19) is disposable gloves and an apron. Hands should 
be washed with soap and water for 20 seconds after all PPE has been removed. 

If a risk assessment of the setting indicates that a higher level of virus may be 
present (for example, where unwell individuals have slept such as a hotel room or 
boarding school dormitory) or there is visible contamination with body fluids, then the 
need for additional PPE to protect the cleaner’s eyes, mouth and nose might be 
necessary. The local Public Health England (PHE) Health Protection Team (HPT) 
can advise on this. 

 

 

6. Resources. 
 
Toilet cleaning log.  Date: 
 

Time 
 

Cleaned by Wipe down   Full clean 

 
 

   

 
 

   

 
 

   



 
 
 
 



 
 

 
 

 

 
 

 
 
 
 

 
To whom it may concern, 
 
Access to hygiene facilities for drivers 
 
This letter has been produced by the Department for Transport and the Health and 
Safety Executive (HSE), to reassure drivers, and to remind businesses of their 
obligations under the Workplace (Health, Safety and Welfare) Regulations 1992, to 
provide suitable toilet and hand washing facilities to drivers visiting their premises. 
 
Businesses which make or receive deliveries, should ensure that drivers have easy 
and safe access to toilets and hand washing facilities to support their health and 
wellbeing whilst carrying out their important work, which supports the economy. 
 
Preventing access is against the law.  
 
Regulations 20 and 21 state that suitable and sufficient sanitary conveniences and 
washing facilities shall be provided at readily accessible places and that hot and cold 
running water and soap must be available to use. Whilst this obligation for business 
is not new, ensuring that hygiene facilities are made available to visiting drivers is 
especially important during the current COVID-19 crisis, to avoid unwanted public 
health implications and to help tackle the spread of the virus, at a time when there 
are fewer locations operating with facilities that drivers can access.  
 
HSE guidance states that drivers must have access to welfare facilities located in the 
premises they visit as part of their work. The responsibility in law to provide access 
rests with the person in control of the premises. 
 
You can obtain more information on infection control by contacting: 
Public Health England: www.gov.uk/government/organisations/public-health-england  
Public Health Wales: www.wales.nhs.uk  
Health Protection Scotland: www.hps.scot.nhs.uk  
 
Yours faithfully, 

                
Baroness Vere of Norbiton    Sarah Albon, CEO, HSE 
Parliamentary under Secretary of State 
Department for Transport 
 

Health and Safety Executive 
Redgrave Court  
Merton Road  
Bootle 
L20 7HS 
 
www.hse.gov.uk 
 

Department for Transport 
Great Minster House 
33 Horseferry Road 
London 
SW1P 4DR 
 
www.dft.gov.uk 



 RTW COVID 13-March-20 V1.0 

Return-to-work Declaration Form 
Any personal data collected on this form is used for normal HR employment data 
processing & record keeping in accordance with GDPR Regulations 

Employee Name 
 
Date of Birth 

  

Job title   

Line Manager   

Return to Work Date   

Do you currently have any symptoms of coronavirus 
including high temperature, new persistent cough or loss 
of the sense of smell or taste? 

Yes No 

Does anyone in your household currently have any 
symptoms of coronavirus including high temperature, new 
persistent cough or loss of the sense of smell or taste? 

Yes No 

Were you or anyone in your household formally diagnosed 
with having Covid-19? Yes No 

Have you or anyone in your household been in contact 
with someone who has tested positive for coronavirus? Yes No 

Do you confirm that you are fit and well to return to work? Yes No 

Is there any other relevant information to consider e.g. an 
underlying health condition, pregnancy, currently receiving 
treatment etc? If yes please provide details below: 

Yes No 

I confirm I have been provided with adequate PPE & 
advised on how to use it correctly & have been trained on 
the correct social distancing measures to follow in the 
workplace & during external appointments. 

Yes No 

Actions: 
- Complete, sign and date this form to confirm that the information you have 

given is accurate & return the form to your line manager 

Signature (employee):  Date: 

 



 
WE will develop more information posters like these with young people in 
order to get them involved and understanding why these precautions are 
necessary. 
 

 
 
 

 
 



 
7. Advice and guidance used. 
 
 

Air	conditioning	and	ventilation	
during	the	coronavirus	
outbreak	
Air	conditioning	
The	risk	of	air	conditioning	spreading	coronavirus	(COVID-19)	in	the	workplace	is	extremely	low.	

You	can	continue	using	most	types	of	air	conditioning	system	as	normal.	But,	if	you	use	a	centralised	
ventilations	system	that	removes	and	circulates	air	to	different	rooms	it	is	recommended	that	you	turn	off	
recirculation	and	use	a	fresh	air	supply.	

You	do	not	need	to	adjust	air	conditioning	systems	that	mix	some	of	the	extracted	air	with	fresh	air	and	
return	it	to	the	room	as	this	increases	the	fresh	air	ventilation	rate.	Also,	you	do	not	need	to	adjust	
systems	in	individual	rooms	or	portable	units	as	these	operate	on	100%	recirculation.	

If	you’re	unsure,	ask	the	advice	of	your	heating	ventilation	and	air	conditioning	(HVAC)	engineer	or	
adviser.	

General	ventilation	
Employers	must,	by	law,	ensure	an	adequate	supply	of	fresh	air	in	the	workplace	and	this	has	not	
changed.	

Good	ventilation	can	help	reduce	the	risk	of	spreading	coronavirus,	so	focus	on	improving	general	
ventilation,	preferably	through	fresh	air	or	mechanical	systems.	

Where	possible,	consider	ways	to	increase	the	supply	of	fresh	air,	for	example,	by	opening	windows	and	
doors	(unless	fire	doors).	

Also	consider	if	you	can	improve	the	circulation	of	outside	air	and	prevent	pockets	of	stagnant	air	in	
occupied	spaces.	You	can	do	this	by	using	ceiling	fans,	desk	fans	or	opening	windows,	for	example.	

The	risk	of	transmission	through	the	use	of	ceiling	and	desk	fans	is	extremely	low.	

 
3.3 Survival in the environment. 
 In light of limited data for SARS-CoV-2, evidence was assessed from studies conducted with 
previous human coronaviruses including MERS-CoV and SARS-CoV. Human coronaviruses 
can survive on inanimate objects and can remain viable for up to 5 days at temperatures of 22 
to 25°C and relative humidity of 40 to 50% (which is typical of airconditioned indoor 
environments). Survival on environmental surfaces is also dependent on the surface type. An 
experimental study using a SARS-CoV-2 strain reported viability on plastic for up to 72 
hours, for 48 hours on stainless steel and up to 8 hours on copper. Viability was quantified by 



end-point titration on Vero E6 cells. Extensive environmental contamination may occur 
following an AGP. The rate of clearance of aerosols in an enclosed space is dependent on the 
extent of any mechanical or natural ventilation and the size of the droplets created – the 
greater the number of air changes per hour (ventilation rate), the sooner any aerosol will be 
cleared. The time required for clearance of aerosols, and thus the time after which the room 
can be entered without a filtering face piece (class 3) (FFP3) respirator, can be determined by 
the number of air changes per hour (ACH) as outlined in WHO guidance; in general wards 
and single rooms there should be a minimum of 6 air changes per hour, in negative-pressure 
isolation rooms there should be a minimum of 12 air changes per hour. 
 
Summary of practical measures for building services operation  
1. Secure ventilation of spaces with outdoor air  
2. Switch ventilation to nominal speed at least 2 hours before the building usage time and 
switch to lower speed 2 hours after the building usage time  
3. At nights and weekends, do not switch ventilation off, but keep systems running at lower 
speed  
4. Ensure regular airing with windows (even in mechanically ventilated buildings)  
5. Keep toilet ventilation 24/7 in operation  
6. Avoid open windows in toilets to assure the right direction of ventilation  
7. Instruct building occupants to flush toilets with closed lid  
8. Switch air handling units with recirculation to 100% outdoor air  
9. Inspect heat recovery equipment to be sure that leakages are under control  
10. Switch fan coils either off or operate so that fans are continuously on  
11. Do not change heating, cooling and possible humidification setpoints  
12. Do not plan duct cleaning for this period  
13. Replace central outdoor air and extract air filters as usually, according to maintenance 
schedule  
14. Regular filter replacement and maintenance works shall be performed with common 
protective measures including respiratory protection 
 
From - REHVA COVID-19 guidance document, April 3, 2020 (this document updates March 
17 version, updates will follow as necessary) 
 
 

5.2 Keeping the workplace clean –Gov.uk guidence 
Objective: To keep the workplace clean and prevent transmission by 
touching contaminated surfaces. 
Steps	that	will	usually	be	needed: 

1. Frequent cleaning of work areas and equipment between uses, using 
your usual cleaning products. 

2. Frequent cleaning of objects and surfaces that are touched regularly, 
such as door handles and keyboards, and making sure there are 
adequate disposal arrangements. 

3. Clearing workspaces and removing waste and belongings from the 
work area at the end of a shift. 



4. Limiting or restricting use of high-touch items and equipment, for 
example, printers or whiteboards. 

5. If you are cleaning after a known or suspected case of COVID-19then 
you should refer to the specific guidance. 

5.3 Hygiene: handwashing, sanitation facilities and toilets 
Objective: To help everyone keep good hygiene through the working 
day. 
Steps	that	will	usually	be	needed: 

1. Using signs and posters to build awareness of good handwashing 
technique, the need to increase handwashing frequency, avoid 
touching your face and to cough or sneeze into a tissue which is 
binned safely, or into your arm if a tissue is not available. 

2. Providing regular reminders and signage to maintain personal hygiene 
standards. 

3. Providing hand sanitiser in multiple locations in addition to 
washrooms. 

4. Setting clear use and cleaning guidance for toilets to ensure they are 
kept clean and social distancing is achieved as much as possible. 

5. Enhancing cleaning for busy areas. 
6. Providing more waste facilities and more frequent rubbish collection. 
7. Providing hand drying facilities – either paper towels or electrical 

driers. 
 

5.5 Handling goods, merchandise and other materials, and onsite 
vehicles 
Objective: To reduce transmission through contact with objects that 
come into the workplace and vehicles at the worksite. 
Steps	that	will	usually	be	needed: 

1. Cleaning procedures for goods and merchandise entering the site. 
2. Cleaning procedures for vehicles. 
3. Introducing greater handwashing and handwashing facilities for 

workers handling goods and merchandise and providing hand 
sanitiser where this is not practical. 

4. Regular cleaning of vehicles that workers may take home. 
5. Restricting non-business deliveries, for example, personal deliveries 

to workers. 
 
 



First aid in non-healthcare settings 
This guidance will help employers ensure first aiders are confident that they can help 
someone injured or ill at work during the coronavirus (COVID-19) outbreak. 

Employers and their first aiders should take account of the specific guidance on 
giving cardiopulmonary resuscitation (CPR). 
Emergency service professionals, such as NHS ambulance workers, will receive 
specific advice from their employer. 

Check your first aid needs assessment 

As an employer, when reviewing your risk assessment to include working during the 
outbreak, consider refreshing your first aid at work needs assessment. 
Ask your first aiders if there are any factors that should be taken into account as part 
of your assessment, for example vulnerable workers with first aid responsibilities. 
You should discuss the risk assessment with your first aiders so they are confident 
about providing the right assistance. This includes knowing what equipment they can 
use to minimise risk of infection transmission, as explained below. 

Guidance for first aiders 

Try to assist at a safe distance from the casualty as much as you can and minimise 
the time you share a breathing zone. 

If they are capable, tell them to do things for you, but treating the casualty properly 
should be your first concern. Remember the 3P model – preserve life, prevent 
worsening, promote recovery. 

Preserve life: CPR 

• Call 999 immediately – tell the call handler if the patient has any COVID-19 
symptoms 

• Ask for help. If a portable defibrillator is available, ask for it 
• Before starting CPR, to minimise transmission risk, use a cloth or towel to 

cover the patient’s mouth and nose, while still permitting breathing to restart 
following successful resuscitation 

• If available, use: 
o a	fluid-repellent	surgical	mask	
o disposable	gloves	
o eye	protection	
o apron	or	other	suitable	covering	

• Only deliver CPR by chest compressions and use a defibrillator (if available) 
– don’t do rescue breaths 

 
 


