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Terms & Definitions

Shall

Means ‘is required to’. Used to indicate a mandatory requirement to be
strictly followed and to which no deviation is allowed.

Must

Used only to describe unavoidable situations: is deprecated and shall
not be used when stating mandatory requirements.

Will

Used only in statements of fact, is deprecated, and shall not be used
when stating mandatory requirements.

Should

Equals ‘is recommended that’. Used to indicate that among several
possibilities, one is recommended as being particularly suitable, without
mentioning or excluding others.

May

Equals ‘is permitted to’. Used to indicate a course of action permissible
within the limits of the standard.

Can

Equals ‘is able to’. Used for statements of possibility and capability,
whether materials physical or causal.

Accountable

Answerable for the action.

Ensure

Will make certain the action has occurred.
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Addition of CLC document.
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8.0
12.0
14.0
15.0
Appendices
Daryl Peters

06/07/20

3.0

1.0
3.0
4.0
6.0
7.0
8.0
10.0
Appendices

Daryl Peters

15/09/20

3.1

All
3.0

Inserted information about track and trace.
Addition of reference to CLC version 4.0 guidance.
New section about testing, track and trace
The addition of Foremost V1 Firewall disinfectant spray.
Information regarding PHE track and trace service, Poster
covering testing and, track and trace.
Clarification of potential Virus source and full designation.
Case numbers updated to today’s date.
Symptoms updated and additional clarification added.
Inclusion of testing and trace service and the need for
testing, and web link.
Insertion of HM Gov.uk link to face covering information.
Inclusion of requirement for visitors to wear face coverings
in LWL premises.
Addition of PHE/NHS track and trace, and requirement of
all employees developing symptoms to be tested.
Ending self-isolation updated with testing and tracing
advice.
Updated RA attached, changes to site works in connection
with surveying.

5.0
6.0
7.0
12.0
Appendices

All sections have been updated to reflect increases to 10day isolation period.
Case numbers updated to today’s date and change to the
government criteria for establishing COVID deaths.
Addition of asymptomatic carriers.
Addition of asymptomatic transmission risk
Updated do’s and don’ts.
Updated Social Distancing Advice.
Updated CLC Guidance version v5.0
Addition of Test and Trace ‘Close Contact’ criteria

4.0

Daryl Peters

01/10/20

3.2

Appendices

Decision Tree updated

Daryl Peters

01/10/20

3.3

Appendices

Decision Tree updated to v1.3

Daryl Peters

05/11/20

3.4

7.0
11.0
12.0

Daryl Peters

07/01/21

3.5

1.0
3.0
4.0
6.0 + 7.0 + 9.0 + 10.0

Changes to the term social distancing and inclusion of
Face Space Hand Information.
Changes within Travel Advice Section
Changed references for CLC SOP from version 5.0 to 6.0
Introduction
Update on case numbers
Changes to alert levels
Changes to isolation periods and stay at home advice.

1.0 Introduction
As of the 6 th January 2021 England has entered a period of increased restrictions ‘National
Lockdown’ this period is likely to extend into March. These increased restrictions are because of the
increasing impacts on NHS services through rising infection rates caused by a new more infectious
variant of the COVID-19 virus. We have reviewed and will continue to monitor the situation making
any necessary changes to ensure we comply with the relevant laws and maintain a COVID secure
workplace .
This document has been produced using information supplied by a number of legitimate and verified
sources including:
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Public Health England - [PHE]
National Health Service – [NHS]
World Health Organisation – [WHO]
Centre for Disease Control – [CDC]
Chartered Institute of Personnel and Development – [CIPD]
UK Foreign and Commonwealth Office – [FCO]
GOV.UK
Advisory, Conciliation and Arbitration Service [ACAS]
Daryl Peters

Official: -

General

Page: -

2

HSMS PO19

Health & Safety Management System

Version 3.5
20-03-20



Construction Leadership Council – Site Operating Procedures – Protecting Your Workforce

COVID-19 or Coronavirus as it has been more commonly known, is a zoonotic virus. This means it is
transmitted from certain animals to humans causing flu like illness, specifically pneumonic related
respiratory symptoms. It is from a Novel Corona viral family, which is the same family of viruses as
influenza, MERS-Cov [Middle Eastern Respiratory Syndrome], SARS-Cov [Sudden Acute Respiratory
Syndrome] and the common cold. This particular virus potentially originated from the Wuhan province
in China, it has been given the designation SARS-Cov-2. It has continued to mutate and this has now
resulted in a more infectious variant circulating within the UK.

2.0 Scope
This policy and generic risk assessment apply to all employees and subcontractors working on behalf of
Littlehampton Welding Limited, across all physical and geographic areas of operation. This includes but
is not restricted to our Manufacturing premises, all onsite works, office-based activities and employees
working remotely. It is live from the date stated above until the COVID-19 pandemic is deemed by the
World Health Organisation to have ended, and all United Kingdom Government restrictions have been
lifted. It will continue to be available after review for any potential future outbreaks of COVID-19.

3.0 Number of Cases and risk within UK
As of 10:00 hours on January 7th, 2021 there have been 2,836,801 test confirmed positive cases.
However, it is expected that there are more within the community at large, which have not and will not
be confirmed through testing. 77,346 (Govt. introduced a new criteria for testing) patients that have
tested positive have died within 28 days, although the majority of those have been within the higher risk
categories.
The United Kingdom have raised the risk alert level to 5 - Critical . And WHO have declared this as a
pandemic.

4.0 Symptoms
The most common and reliable of symptoms identified for COVID-19 are the recent onset of:

Author: -

New continuous cough and/or – (this means coughing a lot for more than an hour, or 3 or more

coughing episodes in 24 hours (if you usually have a cough, it may be worse than usual))
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High temperature – (fever) and/or – (this means you feel hot to touch on your chest or back)
Loss of or change to sense of smell or taste (anosmia/ageusia) – (this means you’ve noticed you

cannot smell or taste anything, or things smell or taste different to normal)

The normal bodily temperature for an adult is between 36.2oC and 37.2oC (depending on where it is
obtained) anything over 37.8oC is considered as a high temperature, or fever, other symptoms
associated with a fever are alternating feelings of hot or cold, uncontrolled shivering, and sweating.
Temperature should wherever possible be assessed using a thermometer either orally or with an
approved and calibrated in ear tympanic or non-contact thermometer on the forehead.
For those unable to access thermometers, guidance is that the back and chest will feel hot to touch.
Anyone with these symptoms should start to self-isolate for 10 days and should contact the NHS testing
and tracing service, arrange for a test as soon after symptoms start, following the guidance given.
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/get-an-antigen-test-tocheck-if-you-have-coronavirus/
The majority of those infected with COVID-19 are either asymptomatic or have mild to moderate
symptoms.

5.0 How is COVID-19 Transmitted
Due to the limited amount of information currently known about this virus, we do not know the exact
mode of transmission for this virus, however through looking at similar viruses within the same family it
can be spread through airborne droplets produced during coughing and sneezing.
It is can also be spread through contact with infected surfaces (Fomites) by a person, who then
physically transfers the virus to the mouth, nose or eyes.
Current estimates are that the virus can with the right conditions remain active and infectious for just
over 72 hours on suitable surfaces, such as varnished wood, metals, and plastics.
It is not believed that the virus can be transmitted within packages, cooked food or drinks.
It is believed that a large degree of transmission (potentially >30%) is by those infected persons who are
asymptomatic.

6.0 How to stop the spread
The following advice will not only help prevent the spread of COVID-19 but also other germs within, or
outside of the workplace:
DO
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Wash your hands with soap and water often - for at least 20 seconds following the WHO or
NHS recommended technique,
Dry your hands fully – where possible using a disposable paper hand towel,
Always wash your hands when, arriving at work – getting home – before and after eating – after
visiting the toilet – after coughing or sneezing into a tissue or hand,
Use a >62% alcohol containing or viricidal hand sanitiser if soap and water is not available – only
on visibly clean hands,
Avoid wearing rings, watches and jewellery on hands and or wrists,
Cover nose and mouth with a tissue or your sleeve (not your hands) when coughing or sneezing,
Dispose of a tissue in the bin immediately after use – and then wash your hands,
Avoid close contact with people who are unwell,
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Wear face coverings (not medical or RPE masks) when in public and where required, and when
unable to maintain social distancing measures.
https://www.gov.uk/government/publications/how-to-wear-and-make-a-cloth-face-covering
Follow all Government Advice and adhere to current restrictions regarding social gatherings.

DO NOT





Touch your eyes, nose or mouth with unwashed hands.
Share unwashed drinking cups, mugs, or utensils with others.
Meet with others if unwell.
Gather in social groups from different households inside (unless bubbled) and no more than two
people from households unless from the same or bubbled households (outside).

7.0 Physical (‘Social’) Distancing within the workplace
The UK government have implemented a raft of measure including nationwide social distancing, the
shielding of the extremally vulnerable, closing of non-essential businesses, restricting travel. With that in
mind to help reduce the spread of the COVID-19 virus and other germs in the workplace:




















Stay at home if you are unwell, or if anyone that you live with has COVID-19 symptoms –
contact the LWL absence number and make the duty manager aware.
If unsure about symptoms, then do not attend work but phone the absence number and
speak to the duty manager who will give you further advice.
Avoid all physical contact, and stop handshaking, fist bumps as a greeting etc.
Hold all meetings via phone or video conferencing, wherever possible.
Defer all large meetings, and only if absolutely necessary hold face to face with appropriate
controls in place.
Hold essential meetings in a large well-ventilated spaces or in the open air, maximising social
distance between participants.
Consistently undertake and promote good hand and respiratory hygiene.
Challenge those who do not undertake good respiratory and hand hygiene, notifying relevant
line managers or the HS&E Advisor.
Take lunch at your desk or outside rather than in shared areas or canteen.
Comply with cleaning regimes and undertake regular cleaning and disinfection of high touch
surfaces “hot contact spots” within office spaces, using suitable proven biocides/disinfectants
Remember to include any mobile devices when cleaning and disinfecting.
Increase office or workshop ventilation wherever possible by opening windows and adjusting air
conditioning.
Limit food handling and avoid sharing food in the workplace.
Restrict outside visitors to workplace, only those with pre-approval and that have been
screened.
Visitors will be required to wear face coverings within workplace.
Reconsider all non-essential work-related travel.
Avoid peak time travel if having to use public transport – you must wear face coverings.
All non-essential employees that can work remotely to do so.
Follow all Government Advice and comply with all regulations regarding social gatherings
outside of the workplace.

The LWL risk assessment will have all up to date control measures currently in place and should be referred
to wherever possible. LWL will display signage and COVID-19 Secure poster at all entrances to the
premises.

8.0 Stay at home if you have COVID-19 symptoms or are clinically extremally vulnerable1
Stay at home and self-isolate for 10 days2 if you have the following symptoms:
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New continuous cough – meaning you have started coughing repeatedly and/or
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High temperature – (fever) >37.8oC using a thermometer and or you feel hot to touch on your
back or chest
A loss of or change to your sense of smell or taste (anosmia and ageusia)

Additionally, if anyone you live with has the above symptoms, everyone within that property must selfisolate for 10 days, if at any point within that 10 days you become unwell or test positive you must selfisolate for a further 10 days.

Those that develop symptoms must be encouraged to obtain and complete a COVID-19 swab test
from the PHE/NHS testing and trace service; this is a requirement of any employee of LWL. Once test is
completed and results received the guidance given by the PHE/NHS testing and trace service must be
followed.
2

There is no need to contact NHS 111, or attend your General Practitioner, pharmacy or hospital. Selfisolation means just that, neither you nor any other person must leave the property, and you should
make arrangements for others to deliver food and other essential supplies including medication.
If after 10 days you are still unwell with a high temperature then contact NHS 111, or if you become
seriously unwell with severe difficulty in breathing phone NHS 111 or in an emergency 999.
Use NHS 111 only if:




You feel that you cannot cope with your symptoms at home.
Your condition gets significantly worse.
Your symptoms do not improve after 10 days.

If you receive a letter or a text message or a phone call from the NHS, and it identifies you as one of the
general population who is deemed as extremally vulnerable, then you should rigorously follow the
advice and guidance given, self-isolating for the required period. When government loosens restrictions
the continue to ensure you protect yourself by following best physical distancing and hygiene practices.
Clinically Extremally vulnerable should always follow the current HM Government guidance and advice,
LWL will always ensure that any and all control measures required to keep those persons safe while at
work will be implemented in consultation with the relevant employees.
1

Additionally, if you are contacted by Public Health England track and trace service you must follow their
guidance and any requests that you isolate.

9.0 Stay at home advice
DO
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Try to keep at least 2 metres (3 good size steps) from those you live with, especially those that
are more vulnerable,
Arrange for any deliveries of groceries or medications or ask a friend or other family member to
shop for you and leave outside,
Isolate in a separate room and sleep alone if possible,
Try not to share bathroom facilities with other in household,
Avoid contact with older people >69 and those with long-term or chronic health conditions,
Regularly wash your hands with soap and warm water for >20 seconds,
Daryl Peters
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Drink plenty of water, and you can use over the counter medications such as painkillers if
needed, such as paracetamol, but avoid Ibuprofen, but do not exceed the recommended dose.
Maintain social distancing with those in your household as much as possible.

DO NOT




Go to the GP’s, hospital or pharmacy, if you become seriously unwell then phone NHS 111 or in
an emergency 999,
Do not have visitors, deliveries should be left outside of the house,
Do not leave the house, for example to go shopping, or for a walk, to public places – if you
have a garden then you can use this providing you maintain at least 2 metres distance from
neighbour’s boundaries.

10.0 Ending Self-Isolation
Any employee with the symptoms of COVID-19, a new and continuous cough and or high temperature
and or a loss of or change to their sense of smell or taste, should remain at home for 10 days. If they live
with someone then that person should also self-isolate but for 10 days from the time the first person got
symptoms. Employees should ensure that they are tested as soon as possible after set of symptoms
and must encourage those they live with who develop symptoms to get tested, following the guidance
given by the PHE/NHS Testing and Tracing service.
If an employee lives with someone who develops symptoms, then the employee should isolate for 10
days from that time, and if they develop symptoms or test positive should isolate for a further 10 days
At the end of a period of isolation, and following the guidance given by the testing and tracing service, if
a person feels better and no longer has a high temperature, then they can return to their normal
routine.
If any other person within the household who becomes unwell within the 14 days isolation, then they
should self-isolate for 10 days from that point and follow the above advice. There does not need to be
an extension of the first 10 days isolation for the remainder of the household unless they get symptoms
or test positive, in which case that person will need to self-isolate for a further 10 days.
If at the end of the 10 days a person is still unwell with a temperature and no signs of improvement or
their symptoms are worse, then they will need to contact NHS 111 online, or if not able to then to call
NHS 111 for advice.
The COVID-19 cough may persist in some people for a few weeks despite initial infection having cleared.
A persistent cough - without additional symptoms or high temperature – does not require a person to
continue self-isolation.
An isolation note can be obtained for employers by all employees who self-isolate, this is from the NHS
111 website at the below link: https://111.nhs.uk/isolation-note/

11.0

Travel Advice

During this period of time it has been decided by Littlehampton Welding that all non-essential travel for
work will no longer take place. All travel by public transport either non-essential or essential has also
been postponed for the foreseeable future,
All site erection, supervision and Management employees will utilise LWL vehicles for travel to and from
and site location for essential work only and will follow the controls identified in the Risk Assessment.
All employees travelling to and from the LWL premises have been asked not to use public transport to
do so where that is possible, it is now a requirement of travel on public transport to wear a face
covering.
Author: -
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We will constantly review this in accordance with any changing Government Advice and or restrictions,
and or existing Community transmission risk.

12.0 Preventing Spread of COVID-19 in the workplace
All Principle Contractors, all sites and LWL will adhere to the requirements of the Construction
Leadership Councils [CLC] guidance v6.0 when working on site.
All site erection employees will be advised that if adequate facilities are not made available on site that
they are to:



Immediately raise the issue with the Principle Contractors nominated site manager, and if
provision of adequate accessible services cannot be quickly provided,
They should withdraw from site and contact their line manager.

In addition, site erection employees are to:





Comply with the cleaning, screening and any other requirements implemented by PC on any
site that they are working on – and the SOP issued by the CLC (see appendices).
Ensure that they immediately report to the PC site manager any breaches in those
requirements by them or others; and to report any person who you believe to have the
symptoms of COVID-19,
Ensure that they regularly wash their hands with soap and warm water for >20 seconds,
when arriving at site, when leaving site, after toileting, and before and after eating.
Ensure that vehicles are kept clean and that all controls and ‘hot contact points’ such as
steering wheel, keys, driving controls, handles are cleaned at the end of each working day.
This must be done using the supplied cleaning and disinfection supplies.

Manufacturing Premises and Offices
















Author: -

All visitation will be restricted to essential pre-arranged and screened individuals
On arrival all visitors will be screened again, and their temperature taken, prior to being
granted entrance to premises
Only meetings which are essential are to take place, wherever possible utilise slack, phone or
email for communication
All essential meetings between 3 or less people may be held in well ventilated rooms which
allow for the minimum social distancing of 2 metres by all participants
All essential meetings between >3 but <6 participants must be held in an outside location
which allows for physical distancing of >2 metres between all participants.
All employees which are able to will be sent home to work remotely.
Suitable warning and information signage placed at all entrances to LWL premises
Deliveries to offices will no longer be signed for and will be left in the designated location
outside of reception foyer.
Deliveries to yard will be dealt with by yard supervisor who will ensure that social distancing
is complied with, additionally orders will not be signed for
Multiple hygiene and cleaning stations have been created at key locations around the
premises including canteen, ground and first floor of the offices, and drawing office
Additional hand sanitiser will be provided where available to as many areas of the premises
as possible.
Provide disposable paper products at all hand washing facilities.
Provide liquid soap at all hand washing facilities
Deliver toolbox talks about COVID-19 and what employees can do to help prevent spread of
COVID-19, including hand washing, social distancing and self-isolation if symptomatic
Provide regular updates to all employees, via email

Daryl Peters
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The situation will be under constant review and additional measures may be considered and or required
by government in future.

13.0 Employee displaying symptoms at work
Should any employee display symptoms of COVID-19 whilst at work then the following actions should be
taken:






Kept at least 2 metres away from any other employees,
Wear a face covering, available within first aid kits and H&S Managers Office
The employee should be sent home immediately using their own transport, without changing
of workwear or further contact with other employees or areas of the premises,
They should avoid touching surfaces and any tissues or other contaminated items such as
disposable PPE should be double bagged, put aside for 72 hours before being thrown in
normal rubbish,
All the affected employee’s personal equipment, and workspace will be isolated pending the
undertaking full cleaning and disinfection.

If their symptoms are severe or life threatening, then 999 should be called and advice sought.
If the employee is taken unwell at another location e.g. site, then they should follow the procedures of
the relevant party which controls the site or premises. Notifying their line manager as soon as is
practicable.
If an employee is taken unwell within an LWL vehicle, then that vehicle must be removed from service
and receive a full deep clean prior to it being returned back to service.
Any employee who was driver/passenger within a vehicle when employee taken ill must also selfisolate for 10 days as a close contact, or follow the advice given by NHS Treat and Trace Service.
Any employee who becomes unwell and displays symptoms of COVID-19 either inside or outside of
work Must obtain an antigen test kit and undertake the test as soon as possible and no later than 3
days after symptoms present. They Must contact the LWL absence line and inform their line manager
of the result of the test and any guidance given to them.

14.0 Testing, Track and Trace
The UK Government and Public Health England have sourced and are providing an antigen test to all UK
citizens that develop COVID-19 symptoms. The test must be taken as soon as practicable after
developing symptoms and within 3 days. It is accessible online at
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/ask-for-a-test-to-check-ifyou-have-coronavirus/ or by calling 119.
The PCR test involves taking a swab from the nose and back of the throat, which can be selfadministered or done by someone else (assisted). There are a number of possible ways that testing can
be accessed, and this is explained on the Government website.
All employees who develop symptoms, must be tested, they must notify their line managers of the result
and any guidance given to them.
The UK Government and PHE have as of the beginning of June 2020 begun a system of track and
tracing to help with minimising the spread of COVID-19 within the community. Track and trace will
identify those persons with COVID-19 and then establish who they may have had sufficient proximity
and contact with to potentially transmit COVID-19. Those individuals will be contacted and will be
required to isolate. The full process is outlined in the appendices.
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All employees will be expected to comply with any requests from the track and trace service, and to
notify their line managers if contacted and asked to isolate. LWL will do as much as it can to support
those employees who have been requested to isolate.

15.0 How Long Can Virus Survive – Cleaning the Workplace
The length of time that the COVID-19 virus can remain active on a surface is dependent on a number of
factors including:





Ambient temperature and humidity,
Type of surface, e.g. wood, plastic, metal, soft furnishings
Any residual cleaning products
Exposure to sunlight (UV light)

Research is showing us that the amount of virus living on a surface will reduce significantly after 24-72
hours.
When cleaning a surface that may have been contaminated with the virus:






Wear suitable PPE, disposable gloves and an apron as a minimum.
Wash your hands using soap and warm water for >20 seconds before and after cleaning
First wash down surface using a disposable cloth and warm soapy water* or the supplied wipes.
Allow to dry and then disinfect using Virkon rely on+ disinfectant – following the issued
instructions
Dispose of all cloth’s rags and PPE, double bagging and putting to one side for a minimum of 72
hours before throwing away in regular rubbish
*Remember to pay particular attention to contact hot spots.

Normal Cleaning within the workplace – there are a number of hygiene and cleaning stations located
around the Premises with supplies of hand sanitiser, Clinell wipes, Virkon rely on+ disinfectant, V1
Firewall disinfectant spray, disposable gloves and paper roll.
It is everyone’s responsibility to ensure that they:





Regularly wash or sanitise their hands
Regularly use Clinell wipes to wipe down all contact hot spots within their offices and floor
Regularly use Virkon rely on+ or V1 Firewall disinfectant on all desks and other flat surfaces
This should happen at the beginning and end of each day and before lunch as a minimum

It is the responsibility of the reception staff and the Company Secretary1 to ensure that all contact hot
spots with the reception area, kitchenette, offices, and stair wells are cleaned and disinfected regularly
throughout the day.
It is the responsibility of the Cleaner to ensure that the canteen and works toilets are cleaned regularly
throughout the day, and that all contact hot spots are regularly disinfected.
Contact hot spots include:
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Door and window handles
Handrails
Telephones and computer mice / keyboards
Copiers controls and paper drawer handles
Kettle, fridge, microwave handles and controls
Kitchenette surfaces
Taps
Daryl Peters
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Light switches and pull cords
Crane controls and other shared equipment such as MEWPS and ROLTs

When offices are open and employees present.

1

16.0 Emergencies




Medical emergencies and accidents will be dealt with by the workplace first aiders as per normal.
All generated medical waste will be disposed of within the specified clinical waste bags.
If during a medical emergency, it is suspected that the patient may have COVID-19 then the
emergency services must be made aware on arrival.

Contacts
The below table gives important contact details
Contact

Number

Emergency Services

999

NHS 111

111

THSP H&S Advisors

03456 122144

Health and Safety Advisor

07765 250311

Managing Director

07801 799585

Technical Director

07384 544188

Operations Manager

07808 054599

Production Manager

-

Company Sick Line

07930038811

Scan Station (IT support)

01243 767399

PHE England Website:
General Updates:
https://www.gov.uk/guidance/coronavirus-covid-19-information-for-the-public
Advice for Businesses:
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-aboutcovid-19/guidance-for-employers-and-businesses-on-covid-19
Track and Trace
https://www.gov.uk/guidance/nhs-test-and-trace-how-it-works
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Test and Trace, and Close Contacts
A close ‘contact’ is a person who has been close to someone who has tested positive for COVID-19 anytime
from 2 days before the person was symptomatic up to 7 days from onset of symptoms (this is when they are
infectious to others). This could be a person who:









spends significant time in the same household
is a sexual partner
has had face-to-face contact (within one metre), including:
being coughed on
having skin-to-skin physical contact, or
contact within one metre for one minute
has been within 2 metres of someone who has tested positive for COVID-19 for more than 15
minutes
has travelled in a small vehicle, or in a large vehicle or plane

Where an interaction between 2 people has taken place through a Perspex (or equivalent) screen, this
would not be considered sufficient contact, provided that there has been no other contact such as any of
those indicated above.
The contact tracers will not consider the wearing of personal protective equipment (PPE) as a mitigation
when assessing whether a recent contact is likely to have risked transmitting the virus. Only full medicalgrade PPE worn in health and care settings will be considered.
Alerting close contacts
When someone first develops symptoms and orders a test, they will be encouraged to alert the people that
they have had close contact with in the 48 hours before symptom onset. If any of those close contacts are
co-workers, the person who has developed symptoms should consider asking their employer to alert those
co-workers.
Close contacts at this stage do not need to self-isolate unless requested to do so by NHS Test and Trace or
a public health professional, but they should:




avoid contact with people at high increased risk of severe illness from coronavirus, such as people
with pre-existing medical conditions
take extra care in practising social distancing and good hygiene
watch out for symptoms and self-isolate if they also show signs of coronavirus

If the test is positive
If the person with symptoms tests positive for COVID-19, the NHS Test and Trace service will notify their
close contacts and instruct them to self-isolate.
This will occur by either a phone call, text message, email or letter. The period of self-isolation will be for up
to 14 days, from the point of most recent contact with the person who has tested positive for coronavirus.
When Test and Trace advises contacts to self-isolate, the service does not tell them the identity of the
person who has tested positive.
If contacted by NHS Test and Trace, employees will need to isolate for the full 14 days from when they came
into contact with the positive case. They will not be able to leave self-isolation early even if they are not
symptomatic as it can take up to 14 days to develop symptoms.
They should not take a test if they are not symptomatic as this could generate a false negative and they
may then go on to develop symptoms in the following days.
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Persons at Risk

Likelihood

Severity

Rating 1 = Improbable occurrence
Rating 2 = Remote occurrence
Rating 3 = Possible occurrence
Rating 4 = Probable occurrence
Rating 5 = Likely occurrence

Rating 1 = Minor Injury or illness
Rating 2 = “3 day” injury or illness
Rating 3 = Major injury or illness to one person
Rating 4 = Major injuries or illness to several people
Rating 5 = Fatality, or permanent disabling injury

WK = Workers/employees
MN = Management/Supervisor
Pub = Public
Otr = Other trade (sub-contractor)
VW = Vulnerable worker/employee

Risk = Likelihood x Severity
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Likelihood
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Regular TBT given to all employees covering COVID-19 symptoms,
transmission route, personal hygiene, how to reduce risk of
exposure and what to do if employee is symptomatic, (HM Govt &
PHE guidelines) – do not attend work – stay at home and selfisolate for 10 days – all other household members to isolate for 10
days. – Signed records MUST be kept of all TBT’s delivered.
Symptoms include sudden onset of Agnosia and Ageusia (loss of
smell/taste), as well as or instead of a new continuous cough and or
a high temperature >37.8o to self -isolate and be tested. Any
employee developing these symptoms must not attend work.
TBT to be given to all employees regarding track and trace service,
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and testing., and compliance with requests. Signed records MUST
be kept of all TBT delivered.
All employees must also isolate if told to do so by the PHE track and
trace service and notify their line manager through the absence line
07930 038811. Senior Manager to follow HSMS GU19 COVID
Prompt Sheet v1.2.
All employees, within 3 days of or as soon as displaying COVID-19
symptoms must request and carry out a COVID-19 test, they can be
obtained either online https://www.nhs.uk/ask-for-a-coronavirus-

test or by phoning 119. All employees must follow the guidance
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given by PHE track and trace service.
All employees contact and emergency contact details should be
checked and updated where required, they should be stored
securely as per the organisational ITSP policy.
All employees falling within the extremally vulnerable category
identified by PHE and the NHS should follow the guidance issued
and isolate at home for the required period when requested by HM
Govt and PHE.
LWL will allow any worker who is within the at-risk category
identified by PHE and the NHS to isolate at home if they wish to,
(this will not count towards their Bradford score or prejudice their
future employment).
Where possible only vital business critical works within premises will
be considered and all non-essential employees will be furloughed
during periods of increased restrictions.
Work should be planned to ensure that any employees continuing
work must maintain physical distancing measures, >2 metres
distance between themselves and others.
Where physical distancing is not possible due to a task being safety
critical or an in emergency or where the tasks is deemed business
critical, a further risk assessment should be undertaken and
additional measures put in place following the hierarchy of controls,
this includes facing away from each other, shields, face coverings.
All employees are encouraged to have a supply of face coverings
available to them while at work and LWL will also keep a stock of

Official- Confidential/Restricted/General

Page 2

HSMS DT01.1

Health & Safety Management System

Version 1.2
11-03-19

1
HAZARD

Persons at
Risk

2

3

Factors of Harm
Likelihood

Severity

4
Risk
Multiple
of
columns
23














Use of Premises
Canteen

WK

4

5

20










This document is uncontrolled if printed

5

6

7

CONTROL MEASURES

Likelihood

Severity

8
Residual
risk

See note 1

See note
1

Multiple of
columns 6 
7

2

5

10

9
Control measures
implemented by
(name)

face coverings for those situations where they may be required.
The physical clocking in of employees using the biometric hand
scanner is to be suspended and a register is to be kept of
employee’s arrival and departure.
All employees returning from furlough or time off will need to
receive an induction covering the symptoms of COVID-19, the
controls implemented and sign a COVID-19 declaration HSMS
DT19.1 COVID-19 Declaration v1.2
Regular updates communicated to all employees covering changes
to HM Govt. PHE guidance/requirements and any resulting changes
to the COVID-19 Risk Assessment and or controls implemented.
All remote working employees must not attend the premises
without first seeking authorisation from the Production Manager
and or HS&E Advisor. They must wear face coverings while on the
premises.
Implementation of modified cleaning routines to ensure increased
cleaning and disinfection of contact hot spots such as door handles,
handrails, appliances, chair backs, tables, drinks boiler etc. Copy of
routines issued to cleaner.
Using proprietary disinfectants with proven action against COVID19 and placing cleaning and hygiene station in canteen area.
Additional Alcohol or biocidal hand sanitiser placed in canteen and
at both entrances.
Only employees to enter canteen.
Reducing the number of employees using canteen at any one time
by splitting break times to ensure physical distancing requirements
can be complied with.
Allow employees to take breaks at their workstations.
If required remove or move canteen furniture to ensure that
physical distancing (>2 metres) can be maintained at all times.
All items which are not essential for employee rest breaks to be
removed from canteen and all surfaces to remain free of personal
articles.
All crockery and cutlery to be washed and stored by employees at
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Manager
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Production
Manager &
Yard
Supervisor

the end of breaktimes- or to be placed in dishwasher. No clean or
dirty crockery or cutlery should be left on chairs, tables or
sideboards.
Use floor markings indicating physical distancing required when
using facilities.
Use of face coverings within canteen when not consuming food or
beverages where physical distancing cannot be maintained.
Ensure windows are open and adequate ventilation is present.
During colder periods additional heating may be required to
maintain comfort levels while ensuring adequate ventilation.
Implementation of modified cleaning routines to ensure increased
cleaning and disinfection of contact hot spots such as door handles,
handrails, sinks etc.
Using proprietary disinfectants with proven action against COVID19 and follow manufacturer’s instructions for use.
Provision of single use disposable paper products for the drying of
hands.
If required, the blocking off of urinals and sinks or the marking on
floor of physical distancing points, this is to enable physical
distancing to be maintained at all times when using facilities.
Briefing to all employees regarding use of toilet facilities.
Use of face coverings when using toilet facilities where physical
distancing cannot be maintained.
Ensure windows are open to ensure adequate ventilation.
Signage and where required barriers to be placed at all entrances
to premises with clear instructions for delivery agents – including
location for package drop off and the requirement to maintain
physical distancing, and LWL will not sign for deliveries.
Nominated locations for all delivered goods which are separated
from open areas of offices and workshops wherever possible.
No employee is to sign for packages and must ensure they maintain
physical distance measures when dealing with delivery agents.
Wherever possible all cardboard packages should be left for a
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minimum of 24 hours and all plastic wrapped packages for a
minimum of 72 hours prior to being handled by employees to allow
for reduction of potential viral loading and transmission – or they
should be disinfected using a proprietary disinfectant with proven
effectiveness against COVID-19 – following manufacturer’s
instructions.
All employees handling packages should wash their hands using
soap and water for at least 20 seconds following the WHO
guidelines and or use a hand sanitiser.
All employees such disinfect ROLT and MEWP controls before and
after use.
All employees must maintain physical distancing between
themselves and any delivery agent. Where this is not possible e.g.
due to unloading of large or complex loads then Production
Manager should be notified and additional mitigations
implemented.
Only pre-arranged visitors authorised by SMT to be allowed at LWL
premises.
Only emergency or essential works or repairs to be undertaken at
premises by outside contractors – must be authorised by SMT.
All visitors and contractors to be sent copies of COVID-19 Secure
statement, Risk Assessment and visitor requirements prior to
arrival.
All outside contractors must provide a copy of their RAMS which
outlies the tasks and measures they are taking to ensure that they
will take to minimise the risk of COVID-19 transmission.
All outside contractors must complete a CPTW prior to starting
works.
All outside contractors must be screened before and on arrival to
premises to ensure they are not symptomatic or have been exposed
to anyone with suspected or confirmed COVID-19. It should be
established that they have not had a continuous cough or
temperature and or sudden loss of taste or smell in previous 10
days.
Contractors should also not attend premises and should isolate for
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10 days if they have been advised to by the PHE track and trace
service,
Contractors should also isolate for 10 days if they are living with a
person displaying COVID-19 symptoms or has tested positive for
COVID 19 in the past 10 days.
Where possible their temperature must be taken using a noninvasive thermometer, any contractor with a temperature will be
refused entry to premises.
All contractors and other permitted visitors must wear reusable or
disposable face coverings when working within our premises; unless
they are required to wear RPE for other identified hazard.
Outside contractors must receive a short induction reminding them
of the requirements for physical distancing, hand and respiratory
hygiene – and the LWL contact they should liaise with when on site.
All contractors should take any rest breaks away from employee
canteen and should not share facilities wherever possible.
Specific toileting facilities for contractors will be designated by the
Production manager and those facilities will not be shared with
LWL employees at any time. They must be cleaned fully before
being returned to general use.
The area required for access to undertake repairs must be cleared
of all LWL personnel for the duration of repairs, and the outside
contractor must not leave that area or travel into other areas of the
premises without first seeking authorisation from the LWL
representative ‘Host’. These areas will be marked accordingly as will
access, egress and traffic routes.
Only essential meetings to be undertaken within workshop areas.
Meetings should be of a minimum duration and involve as few
employees as possible.
Meetings should be held in a location which has adequate
ventilation and enough space to allow physical distancing measures
>2metres distance.
Start all meetings with a brief reminder about COVID-19 measures
and symptoms.
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Likelihood

Severity

Only essential meetings critical to operational requirements to be
undertaken within the office, those which cannot be undertaken
remotely using zoom or similar online based service.
Any meetings should be of a minimum duration and involve as few
employees as possible.
Meetings should be held in a location which has adequate
ventilation and enough space to allow physical distancing measures
>2metres.
Start all meetings with a brief reminder about COVID-19 measures
and symptoms.
All non-essential external meetings with clients, suppliers, subcontractors etc will not take place during this period of increased
restrictions or during any period where the risk of infection is
moderate or high.
Essential meetings will be undertaken remotely via video
conferencing, calls or other suitable media.
Any essential meeting where a ‘face to face’ presence is required,
must be authorised by the SMT, be held at a suitable location, with
good ventilation, allowing for adequate physical distancing
(>2metres) and with adequate hand washing facilities. Travel to and
from must not be via public transport.
No employee falling within the extremally vulnerable or at-risk
categories identified by PHE and NHS will be permitted to attend
face to face meetings.
All employees to be given information regarding the importance of
personal hygiene focussing on hand washing using soap and water
for a minimum of 20 seconds following the WHO recommended
technique. Employees also advised about the use of hand sanitisers
where soap and water are not available, and where hands are
visibly clean.
Employees also advised on respiratory hygiene, controlling coughs
and sneezes.
Hand washing signage to be posted at all hand washing facilities.
Signage to consist of reminders to wash hands and the correct
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technique to be used.
Provision of and sanitiser stations at key locations around
fabrication premises with posted signage showing correct
technique for effective use.
Increased provision of liquid soaps, and the swapping of bar for
liquid soaps at all handwashing points.
Provision of single use disposable paper consumables and
dispensers at hand washing points.
Implementation of modified cleaning routines to ensure increased
cleaning and disinfection of contact hot spots such as door handles,
handrails, appliances, chair backs, tables etc.
Using proprietary disinfectants with proven action against COVID19 and following manufacturer’s instructions for use.
Provision of suitable virucidal and bactericidal surface wipes with
proven efficacy against COVID-19 on all items of plant to allow for
the cleaning of contact hot spots.
Regular TBT’s given to all employees covering COVID-19 symptoms,
transmission route, personal hygiene, how to reduce risk of
exposure and what to do if employee is symptomatic, (HM Govt &
PHE guidelines) – do not attend work. Signed records MUST be
kept of all TBT delivered.
Symptoms include sudden onset of Agnosia and Ageusia (loss of
smell/taste), as well as or instead of a new continuous cough and or
a high temperature >37.8o to self -isolate and be tested. Any
employee developing these symptoms must not attend work.
Information given to all line managers regarding the importance of
monitoring employees and raising any concerns about health or risk
of presenteeism.
Any symptomatic employee will be sent home with information
about self-isolation issued by PHE, and information given to any
other employee that they may have had contact with.
All employees within 3 days of or as soon as displaying COVID-19
symptoms must request and carry out a COVID-19 test, they can be
obtained either online https://www.nhs.uk/ask-for-a-coronavirus-
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given by PHE track and trace service.
If there is any doubt about an employee who has presented to work
feeling unwell but with no obvious COVID-19 symptoms, then a
decision will be made by the SMT on advice from H&S Advisor
regarding the suspension of that employee on full pay for the 10day isolation period.
Remote working will be considered for all employees and
implemented wherever possible if to do so does not severely impact
on the continued operation of the business or put that employee at
increased risk of other hazards.
All employees who fall within the PHE clinically extremally
vulnerable shielding category should self-isolate at home for the
required period of time. Regular welfare checks should be
undertaken using the method of communication agreed with
employee.
Those employees who fall within the clinically vulnerable group
should wherever possible be allowed to work remotely, If this is not
possible then a specific risk assessment should be undertaken to
help identify additional measures required to ensure their safety at
work.
Regular TBT’s given to all employees covering COVID-19 symptoms,
transmission route, personal hygiene, how to reduce risk of
exposure and what to do if employee is symptomatic, (HM Govt &
PHE guidelines) – do not attend work. Signed records MUST be
kept of all TBT delivered.
Symptoms include sudden onset of Agnosia and Ageusia (loss of
smell/taste), as well as or instead of a new continuous cough and or
a high temperature >37.8o to self -isolate and be tested. Any
employee developing these symptoms must not attend work.
All employees within 3 days of or as soon as displaying COVID-19
symptoms must request and carry out a COVID-19 test, they can be
obtained either online https://www.nhs.uk/ask-for-a-coronavirus-

Company
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test or by phoning 119. All employees must follow the guidance
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must do so, and contact their line manager via the absence line.
All employees contact and emergency contact details should be
checked and updated where required, they should be stored
securely as per the organisational ITSP policy.
If employee is absent due to COVID-19 or suspected COVID-19
infection, then normal absence policy is to be followed alongside the
COVID-19 specific pathways developed.
On initial absence contact the duty SMT taking call should direct
employee to the relevant sources of information and or go through
the PHE issued guidance for self-isolation of employee and those
within their property.
Regular welfare checks should be undertaken with absent
employee through mutually agreed method of communication.
At end of isolation and before returning to work, employee should
be screened, including establishing that they are symptom free and
fit to return to work – following COVID-19 pathway.
On return-to-work employees line manager should undertake RTW
interview and sign the COVID-19 declaration HSMS DT19.1 COVID19 Declaration v1.2.
TBT given to all first aid qualified employees outlining any changes
to the provision of first aid due to the risk of COVID-19 transmission
and the physical distancing measures. - Signed records MUST be
kept of all TBT delivered.
Ensure that all first aiders have adequate supplies of nitrile
disposable gloves available to them for use when treating
casualties.
All first aid kits will be supplied with COVID-19 packs containing
spare nitrile gloves, 2 x aprons, 2 x paper surgical masks and hand
sanitiser.
All clinical or cleaning waste generated when treating a casualty
should be double bagged using yellow clinical waste bags, stored
for 72 hours and then disposed of following the usual clinical waste
stream.
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Regular TBT’s given to all employees covering COVID-19 symptoms,
transmission route, personal hygiene, how to reduce risk of
exposure and what to do if employee is symptomatic, (HM Govt &
PHE guidelines) – do not attend work. - Signed records MUST be
kept of all TBT delivered.
All employees with reduced workloads likely to last for a period of
three weeks or longer should be considered for furlough to reduce
potential workplace exposure.
Ensure that all employees are made aware of and maintain
physical distancing (>2metres) whilst working in workshops.
If a task cannot be accomplished without maintaining physical
distancing, then further advice should be sought from the
Production Manager who will risk assess the task and implement
additional controls following the hierarchy of controls.
Implementation of modified cleaning routines to ensure increased
cleaning and disinfection of contact hot spots such as door handles,
handrails, crane controls work equipment, weld plant, tools, etc.
Employees should remain within their workshop areas and not
move to other workshops unnecessarily (bubble),
Employees should not share workstations with other employees.
Production Manager will advise on fixed pairing of employees
(buddy system) where essential tasks require reduction in physical
distancing,
Production Manager will ensure that adequate equipment, plant
and tooling is available to where possible reduce the need for
shared use between employees,
Disinfection wipes made available to workshop employees, and all
employees encouraged to wipe down tools equipment and working
surfaces as often as practicable, including at the end of each shift
and before equipment used by others,
PPE to be worn where available and as per the risk assessment for
individual tasks or in line with their dynamic risk assessment,
All single use PPE / RPE should be safely disposed of when finished
with and all reusable PPE / RPE should be cleaned at end of shift,
No employee should share their PPE or RPE with another at any
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time,
Should there be any confusion as to, or issues with compliance, the
Production Manager can utilise physical markings and visual cues
on the floors, walls etc to illustrate social distancing requirements.
Ensure adequate ventilation at all times in all areas of the
workplace.
Site Manager should ensure that any task and or environment
specific COVID-19 controls are included in any RAMS produced.
Site Managers to ensure that all subcontracted works are carried
out while maintaining COVID security.
Only employees required for essential works to travel to and work
on sites,
Fixed working pairings ‘buddy system’ to be used when travelling to
site within LWL vans, to minimise contact between different
employees,
All employees with reduced workloads likely to last for a period of
three weeks or longer should be considered for furlough to reduce
potential workplace exposure,
No site work must be undertaken unless authorised by SMT.
No site work must be undertaken until PC risk assessments have
been received and thoroughly interrogated to ensure site measures
met the minimum standards set out by the Construction Leadership
Council [CLC] version 6.0,
Where LWL are the Principle Contractor they should follow the
guidance laid out in the CLC version 6.0 SOP,
Where LWL is the Principle Contractor and are working within other
people’s homes (domestic properties) then we should follow the HM
Govt. guidance ‘Working safely during COVID-19 in Other People’s
Homes’ issued 11th May 2020 and updated 6th January 2021 https://www.gov.uk/guidance/working-safely-during-coronaviruscovid-19/homes
All employees to receive regular TBT covering key points about
COVID-19 including hand washing, personal hygiene, physical
distancing, symptoms, and actions to take when becoming unwell,
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All employees to be regularly reminded that they should withdraw
from sites if they find that the physical distancing measures are not
complied with (>2 metres), the hygiene facilities are insufficient, or
cleaning regimes are not being adhered to; and to notify LWL site
manager immediately,
While on site all employees must ensure they maintain physical
distancing measures, and if unable to achieve a task without
maintaining physical distancing they must stop and contact site
manager for advice,
Site Managers should perform a further risk assessment and put in
place measures following the hierarchy of controls where social
distancing cannot be maintained, and where tasks are safety
critical or are deemed business critical,
All site employees will be provided with personal issue hand
sanitiser – which they are responsible for – to ensure they can
maintain effective hand hygiene,
Where possible employees are not to share hand tools and must
segregate tools into those required and not required for work
during shift,
All tools should be cleaned in between shifts using proprietary
disinfectant with proven action against COVID-19 and following
manufacturer’s instructions for use,
All single use PPE / RPE should be safely disposed of when finished
with and all reusable PPE / RPE should be cleaned at end of shift,
No employee should share their PPE or RPE with another at any
time,
Project Manager should ensure that any task and or environment
specific COVID-19 controls are included in any RAMS produced.
Only employees required for essential works to travel to and work
on sites,
Fixed working pairings ‘buddy system’ to be used when travelling to
site within LWL vehicles, to minimise contact between different
employees,
No site work must be undertaken unless authorised by SMT.
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No site work must be undertaken until PC risk assessments have
been received and reviewed to ensure site measures met the
minimum standards set out by the Construction Leadership Council
[CLC] version 6.0,
Where LWL are the Principle Contractor they should follow the
guidance laid out in the CLC version 6.0 SOP,
Where LWL is the Principle Contractor and are working within other
people’s homes (domestic properties) then we should follow the HM
Govt. guidance ‘Working safely during COVID-19 in Other People’s
Homes’ issued 11th May 2020 and updated 6th January 2021 https://www.gov.uk/guidance/working-safely-during-coronaviruscovid-19/homes
All employees to receive regular TBT covering key points about
COVID-19 including hand washing, personal hygiene, physical
distancing, symptoms, and actions to take when becoming unwell,
All employees should withdraw from sites if they find that the
physical distancing measures are not complied with (>2 metres), the
hygiene facilities are insufficient, or cleaning regimes are not being
adhered to; and to notify LWL site manager immediately,
While on site all employees must ensure they maintain physical
distancing measures, and if unable to achieve a task without
maintaining physical distancing they must stop and contact site
manager for advice,
Project Managers should perform a further risk assessment and put
in place measures following the hierarchy of controls where social
distancing cannot be maintained, and where tasks are safety
critical or are deemed business critical,
All site employees will be provided with personal issue hand
sanitiser – which they are responsible for – to ensure they can
maintain effective hand hygiene,
Where possible employees are not to share survey tools and must
segregate tools into those required and not required for work
during shift,
Each survey team lead will be issued with their own survey
equipment and this is not to be shared between employees.
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Severity

Remote working will be considered for all employees and
implemented wherever possible if to do so does not severely impact
on the continued operation of the business or put that employee at
increased risk of other hazards.
No employee should travel if they are symptomatic or living with
someone displaying symptoms, have tested positive or been
instructed by NHS Track and Trace to isolate.
No employee to travel to premises using public transport, if this is
not possible and public transport is necessary then face coverings
must be worn at all times.
All employees will be encouraged to walk cycle or drive to premises.
All employees encouraged to maintain physical distancing >2
metres when travelling to and from work.
Car sharing is to be discouraged in all employees, and all employees
should make their line manager aware if they feel that they have no
option but to car share.
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CONTROL MEASURES






3

7

All survey tools should be cleaned in between shifts using
proprietary disinfectant with proven action against COVID-19 and
following manufacturer’s instructions for use.



Travel to sites,
resulting in increased
risk of exposure to
COVID-19 and or
other health and
safety hazards.

6





Travel to fabrication
Premises and Offices
– resulting in exposure
to COVID-19

5

Only essential travel to sites to be undertaken and must be
authorised by SMT.
No employee to travel to site using public transport.
All employees to travel to site in separate vehicles wherever
possible to ensure compliance with physical distancing measures.
Any shared travel must only take place where separate travel is not
possible or where there are additional risks to health and safety
requiring consideration.
Where shared travel is unavoidable then employees should travel
and work with the same colleague (fixed teams) only.
Occupants should wherever possible maintain physical distancing
within vehicles i.e. sitting diagonally in the front and rear of pool
cars.
All occupants must wear face coverings where this is possible and
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does not provide a distraction to the driver.
Where vehicle is shared windows should be opened to allow as
much cross ventilation as possible during journey.
All vehicles should be cleaned at the beginning and end of every
shift using the correct PPE and a disinfectant which has proven
effect against COVID-19, focus should be on all contact hot spots,
including steering wheel, gear stick, driving controls, seat belts, door
handles (inside and out).
No employee should travel if they are symptomatic or living with
someone displaying symptoms have tested positive or been
instructed by NHS Track and Trace to isolate.
All vehicles will be provided with a ‘COVID’ kit which will include
general cleaning wipes, sanitising spray or wipes, gloves, aprons
and paper masks (aprons and masks to be used for close contact
only (i.e. rendering of first aid).
Consideration should also be given to driver hours; no driver should
be exceeding the recommended driving hours and must have a
minimum break of 11 hours between shifts.
Where travel hours are likely to be exceeded consideration should
be given to use of suitable accommodation for overnight stays, this
must be risk assessed and authorised by SMT.
Overnight stays in accommodation to be avoided and should only
occur where identified as an emergency need or operationally
essential. It should be sanctioned by SMT after further assessment
of risk.
Accommodation should not be shared if more than one employee
requires an overnight stay.
Alternatives to overnight accommodation should be considered
including use of remote meetings, or other online systems, using
other local employees, adjust times to allow for travel.
All accommodation should provide details of their COVID-19 Risk
Assessment and control measures.
On arrival at accommodation employees to ensure that all hot
contact points within accommodation are wiped down with
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disinfectant wipes provided in the COVID-19 hygiene and cleaning
packs.
Those surfaces should include, door handles, light switches, taps,
sinks, cabinets, wardrobe and drawer handles, desk surfaces.
Employees to maintain good respiratory and hand hygiene,
washing hands frequently for 20 seconds using soap and water.
Employees to take and use their own linen, towelling and toiletries.
Employees to avoid unpacking toiletries, using a suitable wash bag.
Employees to use caution when eating or drinking at
accommodation.
Employees to wear face coverings in all areas where contact is
possible with others (e.g. accommodation communal areas).
A general home working and DSE risk assessment to be undertaken
for all employees working from home.
TBT given to all employees covering COVID-19 symptoms,
transmission route, personal hygiene, how to reduce risk of
exposure and what to do if employee is symptomatic, (HM Govt &
PHE guidelines) - Signed records MUST be kept of all TBT delivered.
All employees to follow PHE and NHS guidelines especially those
who have been identified as extremally vulnerable and are
shielding.
Line Managers to ensure that they check in daily with their teams
via phone call, or skype, zoom or other app.
Company secretary or nominated line managers to regularly check
on any employee who has isolated either through illness or shielding
using communication method agreed with employee at least once a
week.
All employees should be assigned a nominated a primary and
secondary line manager to report to, and those employees should
be told who their contact is.
Employers have a duty of care not only to the physical health and
safety of their employees, but also to their mental health and
wellbeing.

Official- Confidential/Restricted/General

Page 17

HSMS DT01.1

Health & Safety Management System

Version 1.2
11-03-19

1
HAZARD

Persons at
Risk

2

3

Factors of Harm
Likelihood

Severity

4
Risk
Multiple
of
columns
23

exacerbation of
underlying mental
health issues.















Post viral
complications caused
by exposure to
COVID-19

All
employees



2

4

8






This document is uncontrolled if printed

5

6

7

CONTROL MEASURES

Likelihood

Severity

8
Residual
risk

See note 1

See note
1

Multiple of
columns 6 
7

1

4

4

9
Control measures
implemented by
(name)

Regular updates to all employees, maintaining constant
communication.
Employees who are absent through illness, furlough or shielding
should be contacted weekly by their line manager using an agreed
method of communication.
Information given to employees regarding looking after mental
health and wellbeing, coping strategies and where to seek help.
Employees to report to their line managers any issues, problems
that they are having and no to look out for other employees making
line manager aware of any concerns they may have.
All discussions between line manager and employees concerning
mental health and wellbeing should remain confidential. Permission
should be sought before discussing with others. Employees should
be made aware that if a line manager feels that an employee is at
risk of hurting themselves or others, then they have a duty to notify
the relevant authorities.
All employees should undergo an RTW interview on returning from
sick leave and sign the COVID-19 declaration HSMS DT19.1 COVID19 Declaration v1.2.
Some people may have post viral complications which could lead to
a prolonged recovery period or other short or longer-term chronic
impacts on their health and wellbeing.
Those employees whose condition has not improved or worsened
after 10 days should be encouraged to contact NHS 111, or in an
emergency dial 999.
All line managers should follow the absence policies and procedures
including undertaking a full RTW interview on employees return.
Line Manager should maintain contact with employees during
absence using and mutually agreed form of communication.
All employees should follow the absence policy including updating
LWL as to their condition using the agreed method of
communication.
Additional advice can be obtained from the Health and Safety
Advisor, who can also refer employees on to Occupational Health
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Practitioners if required.


Incorrect handling and
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All uncontaminated waste should be disposed of in accordance with
the LWL waste strategy and associated arrangements.
Employees must ensure that all waste contaminated or potentially
contaminated with COVID-19, should immediately be double
bagged and securely stored for no less than 72 hours prior to being
discarded through the normal waste streams.
All disposable PPE potentially contaminated with COVID-19 should
be treated as contaminated waste, immediately double bagged,
and securely stored.
Waste includes all disposable PPE, soiled cleaning materials, used
hygiene materials and first aid materials.
Employees should carry out effective hand hygiene both before and
after handling waste, washing hands for >20 seconds using soap
and water.
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