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Introduction
We will all have a role to play in preventing 
further spread of COVID-19 when the time 
comes for workplaces to reopen. Without 
an available vaccine or effective treatment, 
well-organised risk management is key to 
creating ‘COVID-safe’ work environments. 
This will involve measures such as redesigning 
work spaces for easier social distancing, 
equipping staff to work safely and productively 
from home, and developing other policies 
and protocols that limit physical contact with 
minimal disruption to work. 

The information in this document is fo 
employers and managers who would like to 
start planning a safe, effective return to work 
strategy for their business — one that balances 
buiness needs with the safety and wellbeing 
of everyone involved. We have drawn this 
information from available government and 
industry guidance and our own growing body 
of experience developing tools and strategies 
for clients at this time.

Every business is different and while this 
document provides a sound basis for your own 
strategy, our consulting team is available to 
offer more specific, tailored advice and tools 
for your organisation. Please get in touch if you 
have any questions. 

Please get in touch if you 
have any questions.  
 
consulting@posturite.co.uk 
0345 345 0010 
posturite.co.uk
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Protecting vulnerable employees

As you begin to organise a return to site, you will need to gather information about 
each employee’s risk status. You might choose to do this by asking staff to fill out a 
questionnaire. Once you are aware of each staff member’s situation, you can assign them 
a risk level and this will help in the planning of who should be returning and when.

Start by identifying those who have symptoms or are having to self-isolate due to someone 
else in their household. This may change and you will need a simple way for them to report 
a change in status.

Next, establish who is at the greatest risk.

Who is at risk?
A ‘very high risk’ person should have received a 
letter from their doctor. This will be the case if they:

• have had an organ transplant

• are having chemotherapy or antibody  
treatment for cancer, including immunotherapy

• are having an intense course of radiotherapy  
(radical radiotherapy) for lung cancer

• are having targeted cancer treatments that  
can affect the immune system (such as protein 
kinase inhibitors or PARP inhibitors)

• have blood or bone marrow cancer (such as 
leukaemia, lymphoma or myeloma)

• have had a bone marrow or stem cell transplant 
in the past 6 months, or are still taking 
immunosuppressant medicine

• have been told by a doctor that you have a  
severe lung condition (such as cystic fibrosis,  
severe asthma or severe COPD)

• have a condition that means you have a very  
high risk of getting infections (such as SCID or  
sickle cell)

• are taking medicine that makes you much more likely 
to get infections (such as high doses of steroids)

• have a serious heart condition and are pregnant.

An employee is considered ‘at high risk’  
if they:

• are 70 or older

• are pregnant

• have a learning disability

• have a lung condition that's not severe (such 
as asthma, COPD, emphysema or bronchitis)

• have heart disease (such as heart failure)

• have high blood pressure (hypertension)

• have diabetes

• have chronic kidney disease

• have liver disease (such as hepatitis)

• have a condition affecting brain or nerves 
(such as Parkinson's disease, motor neurone 
disease, multiple sclerosis, or cerebral palsy)

• have a problem with spleen or have had spleen 
removed 

• have a condition that means there is a high 
risk of getting infections (such as HIV, lupus or 
scleroderma)

• are taking medicine that can affect immune 
system (such as low doses of steroids)

• are very obese (a BMI of 40 or above).
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Once you have established which employees are at a higher at risk than others, consider other situations such as:

they live with 
or care for 
vulnerable 

people

they are 
required to care 
for others, such 

as children

commuting risks 
- do they need 
to use public 

transport?

are they happy 
to return to 
work with 

measures in 
place?

As well as establishing the status of your employees, you should try to develop a risk profile of any other people 
involved in the business, including:

Contractors Members of the public Visitors to premises

In cases where it is impractical to establish a person’s risk level before they come to site, you will need to control 
your employees’ exposure to them. All visitors to site must be made aware of your procedures for risk control and 
if they do not follow them, they should be asked to leave the site.



For more information visit posturite.co.uk or call us on +44 (0) 345 345 0010.06

Establishing business needs

How the ‘return to workplace’ looks for you will be determined by the nature of your business. Some businesses 
can operate entirely remotely without a glitch. Others, such as those in hospitality or retail, will require a physical 
presence. You may find that your strategy includes a combination of homeworking and phased working. 

Homeworking

Some businesses are already well equipped to 
enable effective homeworking. Those that aren’t 
have found themselves thrust into a situation with 
very little preparation, equipment, or training, which 
may be having a negative impact on employee 
productivity, comfort and wellbeing. If you are looking 
at establishing homeworking as a longer term or more 
permanent practice, make sure you consider:

Workstation assessments

It's important that employees working from home are 
given suitable advice and training on how to set up 
a comfortable, supportive workstation. Find plenty 
of free advice, or book a telephone consultation with 
one of our trained DSE assessors at posturite.co.uk.

Equipment

Helpful homeworking equipment includes:

• laptop stand

• separate keyboard

• separate mouse 

For longer term or permanent homeworking you 
should consider providing an ergonomic office 
chair and desk. This equipment will help you 
achieve a suitable working position.

Browse homeworking solutions at  
www.posturite.co.uk/homeworking

Training

We supply e-learning courses 
that take users through a self-
assessment and flag up any  
issues for further action. 

Managers should be provided 
with training on how to maintain 
suitable management, supervision 
and support for staff, as well as 
providing suitable support for 
mental health and wellbeing.
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Phased working

While full time homeworking is an ideal solution for many, there are still some roles that require a physical presence, 
such as reception staff, security and warehouse staff. There are also many roles that require employees to travel to 
work on other sites.

Let’s not forget that most people enjoy and thrive on the social support provided by meeting colleagues and clients 
in person, even at a 2m distance!

To limit exposure and numbers on site, phased working may be an effective option. Consider how this might work 
for your business. For many, an effective phased working schedule may start by employees working one week in 
the office and one week at home as this will allow for a suitable period in between. For some business this will not 
work even to start with and if this is the case, further cleaning may be required.

To limit exposure and 
numbers on site, phased 
working may be an 
effective option.
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Site issues

What changes can you make to layout and practices to limit physical contact in the workplace?

Workstations
It is currently advised that 
employees should be at least 2m 
apart. This may mean:

• Every other desk is vacant - 
remove chairs and monitors, 
tape off, or take care not to have 
people directly opposite each 
other.

• Desks are physically repositioned 
to increase distances.

• Adding barriers between desks 
(sneeze guards).

• Establishing cleaning rules after 
every use, or allow sufficient time 
between each use.

• Recording who uses which 
workstation and equipment for 
easier tracking.

• Consider antimicrobial mice, 
keyboards and mats that inhibit 
the growth of bacteria as part of 
a wider hygiene strategy.

• Wipe-clean products – install 
plastic chairs such as the HÅG 
Capisco Puls.

• Provide santiser and cleaning 
wipes.

Meeting rooms
• Small meeting rooms should 

only be used for individuals or 
the more vulnerable.

• Set capacity limits on larger 
meeting rooms and enforce 
by removing chairs, or 
demarcating where chairs can 
be. 

• Establish meeting etiquette 
while entering and leaving to 
ensure distancing. Clean after 
use.

• Consider additional ventilation 
or air filtering if the room is 
not linked to main ventilation 
system.

• Make record of users and 
times in case tracking is 
required.

Canteens and  
social spaces
• Small canteens and social areas 

may need to stay closed to deter 
congregations. 

• Larger areas can be segregated 
and canteen staff distanced from 
each other.

• Access slots may need to be 
introduced for eating areas and 
cleaning after each slot.

• Eating areas may need to be 
marked and cleaned after use.

• Ask employees to bring their 
own food and eat at their desks 
(or outdoors when weather and 
space permits). 

• Establish outdoor social areas 
and encourage staff to go on 
walks at lunch

Washrooms
• Limit use to one person at a time 

for small washrooms or those 
with shared sink areas.

• Close off sinks to create distance.

• Establish regular cleaning of 
handles, provide towels to 
open doors, and pedal bins to 
dispose of tissues after exiting 
washrooms.

• Consider foot or elbow door 
opening options.

Kitchen areas
• Limit numbers

• Create queuing system and 
mark to allow for distancing

• Mark spacing on floor or use 
barriers to keep distancing

• Increase cleaning

• Close off communal fridges

• Remove communal milk, or 
require it to be handled using 
a wipe. 

• Disposable items only to be 
used

• Name items, or keep them 
on desks. 

• Disposable towels only to be 
used, or staff may need to 
bring in their own tea towels.

Entrance and exits
• Where possible, these can be 

propped open to reduce the 
need for touch (fire prevention 
measures must be adhered to).

• Are there alternative ways to 
open the doors without using 
handles e.g. foot or elbow 
openers?

• One-way system with distancing. 

• Staggered start and finish times.

• Wipes and sanitiser available at 
both sides of doors.

• Increased cleaning of handles 
and touch plates.

Stairs and lifts options
• Limit numbers in lifts.

• Dedicate a lift for those who can’t 
use or would be best not to use 
stairs at this time.

• In lower buildings limit numbers in 
lifts by using lifts only for going up 
and stairs for going down. 

• Identify some stirs for going up 
and some for going down.

• Ensure sanitiser is available at the 
bottom of the stairs.

• Increased cleaning of handrails.

(solutions will vary widely due  
to building options)

Cleaning
There will need to be increased 
cleaning of areas and touch points. 

You will need to walk around the site 
to identify where the frequent touch 
points are, and decide how best to 
improve the hygiene. Will somebody 
be allocated the task, or will it be 
everyone’s job? If so, how will you 
ensure cleaning materials are in 
place?
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Ventilation

Review your ventilation options. Can air purification be introduced to reduce virus spread? 
Consider additional ventilation for offices if vulnerable people are required to be present.

REHVA COVID-19 guidance document (April 3 2020) guidance:

Secure ventilation of spaces with outdoor air.

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.

At nights and weekends, do not switch ventilation off, but keep systems running at lower speed.

Ensure regular airing with windows (even in mechanically ventilated buildings).

Keep toilet ventilation 24/7 in operation.

Avoid open windows in toilets to assure the right direction of ventilation.

Instruct building occupants to flush toilets with closed lid.

Switch air handling units with recirculation to 100% outdoor air.

Inspect heat recovery equipment to be sure that leakages are under control.

Commercial air purifiers 

While some air purifiers are effective at 
removing various viruses and airborne 
pollutants from enclosed spaces, no air 
purifier can currently claim to remove 
COVID-19 — it is simply too early to know. 
However, an air purifier is still a very valid 
consideration as part of a proactive hygiene 
strategy.

AeraMax® Professional air purifiers are 
designed to remove allergens, bacteria, 
germs and other viruses, as well as volatile 
organic compounds that exacerbate 
compromised respiratory systems.
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Other health and safety matters

First aid and fire warden cover

If rotation is required then adequate cover for each group must be provided. You may need to increase your 
number of fire wardens. Testing of fire alarm systems should continue.

Fire evacuation practices

Fire drills are an important part of any successful emergency evacuation procedure and can assist in a safe 
evacuation in event of fire. It is vital that everyone understands what to do. This needs to be part of your risk 
assessment and you should consider how familiar occupants are with procedures. Consider the results of the 
last fire drill. Do you need to undertake a practice evacuation? If those on site demonstrated the ability to suitably 
evacuate at the last drill, it may be appropriate to postpone a drill for a while until there is more clarity on the 
situation.

New employees must have general and specific site fire training but this may be able to be carried out via a 
desktop exercise. 

Personal Emergency Evacuation Plans (PEEPs) must continue to be in place as part of your overall Emergency 
Evacuation Procedures and fire risk assessment.

First aider protection

Recommended 
PPE: face masks, 
gloves, clothes, 

coverings

Safe disposal 
of possible 

COVID-19 and 
clinical waste

Increase 
cleaning of the 
first aid room

Follow procedures for 
dealing with suspected 
COVID-19 cases as per 

government advice

Provide  
sanitisers  
and wipes

Other employees on site who may need to work around the site e.g. security and cleaners. 

• Risk assessments will be needed for these roles to include COVID-19 

Ensure first aiders are 
briefed as to how to 
manage suspected 
case of COVID-19.

Ensure a place of isolation 
is identified so that if 

someone is suspected of 
having COVID-19 they can 

be easily isolated.



For more information visit posturite.co.uk or call us on +44 (0) 345 345 0010. 11

Protective wear

Where social distancing is not possible, protective clothing maybe a suitable control measure.

If this is the case it is important to advise staff on how it should be used and cleaned and/or disposed of. Poor use 
of safety equipment can expose people to greater risk if they think they are protected but are not.

Do not forget those with particular needs

The current situation and planning for the return to site is a challenge and it is easy to make assumptions and plan 
for the majority. The easiest way to ensure you are not overlooking someone’s needs in your plans is to collate a 
list of who had adjustments before and consult with them during the planning of the return to site. Once draft plans 
are made, let them know so they can comment and ask for adjustments before any plans are finalised.

Track and trace

To keep the virus at bay, we will need to be vigilant and continue with isolating ourselves and others if we develop 
symptoms of COVID-19, or it is suspected we have been in contact with someone who has. To do this we need to 
put procedures in place to be able to identify and alert people. We need to know who has been where and in close 
contact with who whilst at work.

One person or department needs to be responsible for tracking and tracing, but they must have access to details 
to contact employees outside of work and be a contact for others who need to alert the company of a case.

Options might be:

• An online/telephone desk booking system. 

• A simple sign in sheet on the desk with timings.

• Simple shift rotas might work for you. 

• Reliance on the government app, if all your staff are able and happy to sign up.

• A list of contact details of all visitors to site and provide all visitors with a contact they must advise if they 
develop symptoms.
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Bringing the information together

Once you know who needs to come back on site, who are the most suitable to come back to site, and the 
practical measures you will put in place to control the risks, you have your initial plan. However, there are a few 
more steps you will need to consider.

Communication

How will you provide training/information on the new procedures/plans to your staff? Especially those who will be 
coming to site, as well as:

• others who share your site

• your clients

• contractors

• visitors

Communication options:

Reviewing and updating the plan (risk assessment and plan)

Examples of reasons you will need to review or change your plan:

• Some things you will put in place will work well, some will not so the plan will need to reflect this.

• More employees may return to site or may rotate in different ways.

• The advice we receive from Government and other bodies may progress and change. Information on the virus 
may change.

Emails Leaflets / 
posters

Letters Video 
meetings

Bespoke 
webinars

Manager 
briefings

Summary

Every business will have different needs and challenges when returning to their sites, but just as with any other 
hazard, a structured risk and current evidence-based control plan will need to be formulated. 

There will need to be a balance between the business needs, employee risks and circumstances, and the site 
environment. Controls should follow the normal risk control hierarchy to create an effective, suitable plan and this 
will need to be clearly communicated to employees and others who will be affected by it. Information and guidance 
will change as our knowledge improves, so it is important to keep and respond to updated guidance, and review 
and update the risk assessments and plans regularly.
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