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1 Introduction
This document sets out guidance on how we intend to open our workplace safely while minimising the risk of
spreading COVID-19. It gives practical considerations of how this will be applied in the workplace and what you
need to do to help.
We have translated this into the specific actions we needed to take, based on the nature of our business and
how it is organised, operated and managed. We will monitor these measures to make sure we continue to
protect our people and visitors.
This policy does not supersede any legal obligations relating to health and safety, employment or equalities, and
both the employer and employee will continue to comply with our existing obligations within our Health and
Safety policy. It contains non-statutory guidance to take into account when complying with these existing
obligations.
To help us decide which actions to take, we have carried out an appropriate COVID-19 risk assessment. We will
share the risk assessment with our people and will make it publicly accessible.
COVID-19 is a public health emergency. Everyone needs to assess and manage the risks of COVID-19, and in
particular the risks to their workers and visitors. We have a legal responsibility to protect workers and others
from risk to their health and safety. This means we need to think about the risks they face and do everything
reasonably practicable to minimise them, recognising we cannot completely eliminate the risk of COVID-19.
We all need to work together based on collaboration, trust and joint problem solving. As is normal practice, our
people should be involved in assessing workplace risks and the development and review of workplace health
and safety policies in partnership with the management.

2 Who should go to work
In order to keep the COVID-19 virus under control, it is important that people work safely. From 1st August
2020 the Government’s advice for England on going to work changed: ‘Instead of government telling people to work
from home, we are going to give employers more discretion, and ask them to make decisions about how their staff can
work safely.’ This could still mean continuing to work from home, or re-opening workplaces where the risk of
transmission can be substantially reduced if COVID-19 Secure guidelines are followed closely.
Whilst working from home has been largely successful, we propose to re-open our office on a discretionary,
phased basis from Tuesday 1st September, for those who wish to return to the office for enhanced project
collaboration, training, mentoring, mental wellbeing and access to equipment and facilities. We have
consulted with our people to determine who can come into the workplace safely taking account of a person’s
journey, caring responsibilities, protected characteristics and other individual circumstances. Extra
consideration will be given to those people at higher risk. We have also considered the impact of workplaces
reopening on local transport and taken appropriate mitigating actions (e.g. staggered start and finish times for
staff, delayed return until September etc)

Steps that we have taken:
+

Considered the maximum number of people who can be safely accommodated on site by dividing
teams into red and blue shifts to reduce occupancy to 50%

+

We have issued guidance on who is to work in each team, when they can use the office and
supplied layout of workspace locations

+

Planned for a phased return to work for people safely and effectively, September will be used
as a trial period

+

Monitored the wellbeing of people who are working from home, helping them stay connected to the
rest of the workforce

+

Kept in touch with people working from home on their working arrangements including their welfare,
mental and physical health and personal security

+

Provided equipment for people to work at home safely and effectively, for example, remote
access to work systems

Steps that you need to take:
+

Comply with red and blue team shifts

+

Complete Covid-19 survey

+

Inform us immediately if there are changes to personal circumstances

+

Confirm completion DSE for your workspace at home and within the office

3 People who need to self-isolate
Individuals who are advised to stay at home under existing government guidance to stop infection spreading,
must not physically come to work. This includes individuals who have symptoms of COVID-19, those who live
in a household or are in a support bubble with someone who has symptoms and those who are advised to
self-isolate as part of the government's test and trace service.

Steps that we have taken:
+

Enabling workers to work from home while self-isolating if appropriate

+

Instructing any workers who have symptoms of COVID-19 not to physically come to work. People
with symptoms including a high temperature, new and persistent cough or anosmia, however mild,
should self-isolate for at least 10 days from when the symptoms started. Workers who have tested
positive for COVID-19 should self -isolate for at least 10 days starting from the day the test was
taken. Where a worker has tested positive whilst not experiencing symptoms but develop symptoms
during the isolation period, they should restart the 10-day isolation period from the day the symptoms
developed

+

See current guidance for people who have symptoms and those who live with others who have
symptoms

Steps that you need to take:
+

See current guidance for people who have symptoms and those who live with others who have
symptoms.

+

Inform the office immediately if you have symptoms or have been advised to self-isolate

4 Ventilation
Ventilation into the building should be optimised to ensure a fresh air supply is provided to all areas of the facility
and increased wherever possible.
Ventilation systems should provide an adequate supply of fresh air.

Steps that we have taken:
+

We have consulted with the Landlord and Knight Frank, their building managers, who have
independently surveyed and made adjustments to the office ventilation. Copy of the report is available
here

5 Social distancing for workers
Ensuring workers maintain social distancing guidelines (2m, or 1m with risk mitigation where 2m is not viable, is
acceptable), wherever possible, including arriving at and departing from work. Social distancing applies to all
parts of a business, not just the place where people spend most of their time, but also entrances and exits,
break areas, kitchens and similar settings.

5.1 Coming to work and leaving work
To maintain social distancing wherever possible, on arrival and departure and to ensure handwashing upon
arrival

Steps that we have taken:
+

Staggering arrival and departure times at work to reduce crowding into and out of the workplace through
our flexible working policy

+

Zenith Building management have provided additional bike-racks and lockers to facilitate greater
numbers of building users cycling to work

+

Preventing the transporting of passengers in the pool or other AEW car

+

Reducing congestion, refer to Zenith Building management policy regarding, one way flow within the
building and defined entry and exit points

+

Provided markings and introducing one-way flow at entry and exit points

+

Provided hand sanitiser, at entry/exit points and not using touch-based security devices such as
keypads where possible

+

Maintained use of security access devices, such as keypads or passes, and adjusting processes at
entry/exit points to reduce risk of transmission. Staff to hold fobs / mobile phones next to pass readers
or use phone app rather than touching them

+

See government guidance on travelling to and from work

Steps that you need to take:
+

Follow government guidance on travelling to and from work.

+

Follow Zenith policy for entering and exiting the building including wearing of masks in communal areas
/ lifts

+

Follow one way system when within the AEW office demise

+

Follow government guidance on social distancing

+

Do not share the pool or other AEW car with passengers

+

Use hand sanitiser when entering and exiting the building

+

Use fob or mobile phone app when signing in / out of AEW’s office demise

5.2 Moving around buildings
To maintain social distancing wherever possible while people travel through the workplace.

Steps that we have taken:
+

Introduced one-way flow through buildings and kitchen area

+

Zenith Building policy has reduced maximum occupancy for lifts, providing hand sanitiser for the
operation of lifts, introduced a one way system and encouraged the use of stairs wherever possible

+

Made sure that people with disabilities are able to access lifts

+

Managed use of high traffic areas including corridors and walkways to maintain social distancing

Steps that you need to take:
+

Follow Zenith policy for entering / exiting the building, one way system, use of lift, try to use stairs where
possible

+

Follow one way system within AEW office demise and limit number of people to corridors, kitchen and
walkways

+

Follow government guidance on social distancing

5.3 Workplaces and workstations
To maintain social distancing between individuals when they are at their workstations. For people who work in
one place, workstations should allow them to maintain social distancing wherever possible. Workstations should
be assigned to an individual and not shared. If they need to be shared they should be shared by the smallest
possible number of people.

Steps that we have taken:
+

Reviewed office seating layouts to allow people to work further apart from each other, using a hit-andmiss desks.

+

Reduced the number of people each person has contact with by using ‘fixed red and blue teams’ (so
each person works with only a few others).

+

Provided hand sanitiser to each bank of desks and anti-bacterial wipes for each member of staff, to
promote regular hand sanitising and cleaning of desks before, during and after each period of work

+

Used signage to help people comply with social distancing guidelines

+

Arranged people to work side by side so they are facing away from each other rather than face-to-face.

+

Managed occupancy levels to enable 2m social distancing.

+

Avoided use of hot desks and spaces

Steps that you need to take:
+

Only use the dedicated workstation assigned to you.

+

Maintain 2m social distancing

+

Do not share keyboards / mouse and an absolutely clear desk policy at the end of each working day
and week so the work stations can be fully cleaned after each day of use.

+

All personal belongings should be taken home and only work related belongings stored in your pedestal

+

All food and utensils brought into the office must be taken home or disposed of at the end of each day.
Storage of food overnight in fridges or credenzas is not permitted

5.4 Meetings
To reduce transmission due to face-to-face meetings and maintain social distancing in meetings

Steps that we have taken:
+

Continue to promote the use of phones and video conferencing as the primary means of communication
to avoid face-to-face physical meetings

+

Should face-to-face physical meetings be required, we have implemented the following measures:
-

Reduced the number of people able to use the meeting rooms with signage indicating maximum
number
Provided hand sanitiser and anti-bacterial wipes in meeting rooms
Remove all unnecessary equipment from meeting rooms for ease of cleaning
If required promoted meetings being held outdoors or in well-ventilated rooms whenever possible
Used signage to help people maintain social distancing
Enhanced cleaning regime in meeting spaces

Steps that you need to take:
+

Continue to use of phones and video conferencing as the primary means of communication and avoid
face-to-face physical meetings

+

If a meeting is absolutely necessary, limit the number of physical participants invited to attend to a
minimum and maintain social distancing guidelines (2m, or 1m with risk mitigation where 2m is not
viable, is acceptable)

+

Ensure tables and chairs are cleaned using anti-bacterial wipes provided before and after meetings

+

Avoid transmission during meetings, for example, avoiding sharing pens, documents and other objects.

+

Clean rooms immediately after use

5.5 Common areas
To maintain social distancing while using common areas.

Steps that we have taken:
+

Worked collaboratively with Zenith Building Landlord, Knight Frank the building manager and other
building tenants to see there is consistency across Zenith Building common areas, for example,
receptions and staircases

+

Zenith Building management have produced policy for using common areas of the building

+

Zenith Building management have implemented one-way system, installed signage, hand sanitiser and
screens to protect staff in reception

+

Within AEW demise, we have restricted the use / occupancy level in common areas as follows including
the provision of appropriate signage, hand sanitiser and anti-bacterial wipes:
-

Kitchen area shared dining table / sit-up bars not to be used, furniture to be removed / disabled
Kitchen lounge area. Sofas to be removed, area utilised for storage and cordoned off
Central break-out space – occupancy restricted, additional chairs removed
Meeting rooms – occupancy restricted, additional chairs removed
Meeting tables adjacent to central breakout space– not to be used and have been removed
Break-out pods – occupancy restricted
Cloak room – closed and not to be used, personal belongings to be stored adjacent to your
designated workstation

Steps that you need to take:
+
+
+
+
+

Adhere to Zenith Building management policy for using common areas of the building
Do not use shared kitchen area dining table / sit-up bars / cloak room
Adhere to occupancy limits on other shared areas
Utilise hand sanitiser / anti-bacterial wipes provided
Maintain social distancing in accordance government guidance

6 Managing our customers, visitors and contractors
To minimise the number of unnecessary visits to offices and to make sure people understand what they need to
do to maintain safety.

Steps that we have taken:
+

Encouraging visits via remote connection/working where this is an option

+

Limiting the number of visitors at any one time

+

Limiting visitor times to a specific time window and restricting access to required visitors only

+

Determining if schedules for essential services and contractor visits can be revised to reduce interaction
and overlap between people, for example, carrying out essential services out of hours where possible

+

Maintaining a record of all visitors

+

Encourage visitors to use hand sanitiser or handwashing facilities as they enter the premises

+

Revising visitor arrangements to ensure social distancing and hygiene, for example, using prior sign in
of visitors at reception

+

Providing clear guidance on social distancing and hygiene to people on arrival, for example, signage,
visual aids and before arrival, for example, by phone, on the website, by email. Consideration to be
given on a case by case basis of the particular needs of those with protected characteristics, such as
those who are hearing or visually impaired

+

Establishing host responsibilities relating to COVID-19 and providing any necessary training for people
who act as hosts for visitors

+

Coordinated and worked collaboratively with landlords and other tenants in multi-tenant sites, for
example, shared working spaces

Steps that you need to take:
+

Encourage / continue remote working

+

Provide visitors with guidance prior to visiting premises

+

Ensure visitor details are entered into the signing in app prior to visiting to avoid using keypad to sign in

7 Cleaning the workplace
7.1 Before reopening
To make sure our office which that has closed / partially operated is clean and ready to restart.

Steps that we have taken:
+

Collaborated with Zenith Building management regarding ventilation systems operation

+

Commissioned a deep clean of all surfaces including carpets

7.2 Keeping the workplace clean
To keep the workplace clean and prevent transmission by touching contaminated surfaces.

Steps that we have taken:
+

Increased the frequency of cleaning of work areas and equipment between uses, using our contract
cleaners and ensuring appropriate cleaning products have been used

+

Increased the frequency of cleaning of objects and surfaces that are touched regularly including door
handles and keyboards, and making sure there are adequate disposal arrangements for cleaning
products

+

Clearing workspaces and removing waste and belongings from the work area at the end of a day

+

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

+

Arranged for our cleaning contractors to have additional procedures in place for cleaning after a known
or suspected case of COVID-19

+

Provided hand sanitiser on each bank of desks and anti-bacterial wipes for each person

+

Provided extra non recycling pedal bins for workers and visitors

Steps that you need to take:
+

Keep all workspaces clean and tidy, removing all items at the end of every day

+

Use hand sanitisers before and after touching shared objects such as door handles

+

Limit use of photo copiers

+

Use pedal bins provided

7.3 Hygiene – handwashing, sanitation facilities and toilets
To help everyone keep good hygiene through the working day.

Steps that we have taken:
+

Worked with the Zenith Building Landlord and Knight Frank, the building manager to segregate 1 st floor
AEW toilet facilities from those being used by the adjacent tenant, Bet365.

+

Used 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.

+

Provided regular reminders and signage to maintain personal hygiene standards.

+

Provided hand sanitiser in multiple locations in addition to washrooms.

+

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

+

Enhanced cleaning for busy areas.

+

Provided more waste facilities and more frequent rubbish collection.

+

Provided paper hand towel drying facilities

Steps that you need to take:
+
+
+
+

Use only the designated AEW WC facilities
Ensure that the toilet lobby is clear before entering it to maintain social distancing in the size restricted
area
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
Use hand sanitiser in multiple locations in addition to washrooms

7.4 Handling goods, merchandise and other materials
To reduce transmission through contact with objects that come into the workplace

Steps that we have taken:
+

Provided cleaning procedures for goods and merchandise entering the workplace with CRT.

+

Collaborated with Zenith management regarding deliveries through the building

+

Prevented non-business deliveries, for example personal deliveries.

Steps that you need to take:
+

Only CRT to receive goods, these are to be placed on reception for assigned person to distribute

+

Do not order non-business deliveries, for example personal deliveries. These will not be allowed beyond
Zenith reception

8 Face coverings
There is growing evidence that wearing a face covering in an enclosed space helps protect individuals and
those around them from COVID-19.
A face covering can be very simple and may be worn in enclosed spaces where social distancing isn’t possible.
It just needs to cover your mouth and nose. It is not the same as a face mask, such as the surgical masks or
respirators used by health and care workers.
Face coverings are not a replacement for the other ways of managing risk, including minimising time spent in
contact, using fixed teams and partnering for close-up work, and increasing hand and surface washing. These
measures remain the best ways of managing risk in the workplace and government would therefore not expect
to see employers relying on face coverings as risk management for the purpose of their health and safety
assessments.
Face coverings are mandatory on public transport and in a number of indoor premises. Face coverings are not
mandatory in offices.
People are also encouraged to wear face coverings in enclosed public spaces where there are people they do
not normally meet. If you choose to wear one, it is important to use face coverings properly and wash your
hands before putting them on and before and after taking them off.
https://www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-yourown/face-coverings-when-to-wear-one-and-how-to-make-your-own)
Some people don’t have to wear a face covering including for health, age or equality reasons.
https://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-passengers

Steps that we have taken:
+

Set a policy where people may wear a face mask if it is their preference

Steps that you need to take if using face coverings:
+

Wash your hands thoroughly with soap and water for 20 seconds or use hand sanitiser before putting a
face covering on, and before and after removing it

+

When wearing a face covering, avoid touching your face or face covering, as you could contaminate
them with germs from your hands

+

Change your face covering if it becomes damp or if you’ve touched it

+

Continue to wash your hands regularly

+

Change and wash your face covering daily

+

If the material is washable, wash in line with manufacturer’s instructions. If it’s not washable, dispose of
it carefully in your usual waste

+

Practise social distancing wherever possible

9 Shift patterns and working groups
To change the way work is organised to create distinct groups and reduce the number of contacts each
employee has. To provide guidance in an event of a COVID-19 outbreak in the workplace

Steps that we have taken:
+

People are split into red and blue teams, so that where contact is unavoidable, this happens between
the same people

+

Assist the Test and Trace service by keeping a temporary record of our working patterns for 21 days
and assist NHS Test and Trace with requests for that data if needed. This could help contain clusters or
outbreaks

+

Created a plan in case there is a COVID-19 outbreak with a nominated single point of contact (SPOC),
Colin Savage, who will lead on contacting local Public Health teams

+

If the local PHE health protection team declares an outbreak, we will provide details of symptomatic
staff and assist with identifying contacts. We will therefore ensure all employment records are up to date

+

We will implement control measures, assist with communications to staff, and reinforce prevention
messages

Steps that you need to take:
+

Inform the office immediately should you show symptoms or have been asked to self-isolate

+

Ensure your contacts details held by the office are up to date, particularly mobile phone number

+

Keep to set red / blue teams working group

10 Work-related travel
To avoid unnecessary work travel and keep people safe when they do need to travel between locations.

Steps that we have taken:
+

Encourage walking or cycling where possible. When not possible, use public transport or drive. You
must wear a face covering when using public transport

+

Restricted one person in AEW pool / company car at any one time

+

Pool car to be equipped with cleaning products following each use or on handover

+

Where people are required to stay away from their home, centrally logging the stay and making sure
any overnight accommodation meets social distancing guidelines

Steps that you need to take:
+

Follow site visit guidance in H&S policy

+

Travel alone if using AEW pool / company car

+

Clean inside of pool car after each use so that controls touched are sanitised

+

Ensure any overnight accommodation is COVID-19 compliant

11 Communications and Training
To make sure all workers understand COVID-19 related safety procedures and to make sure all workers are
kept up to date with how safety measures are being implemented or updated

Steps that we have taken:
+

Provided clear, consistent, and regular communication to improve understanding and consistency of
ways of working.

+

Engaged with our people through existing communication routes to explain and agree any changes in
working arrangements.

+

Developed procedures and communicated these to the team prior to returning to the office

+

Maintained awareness and focus on the importance of mental health at times of uncertainty

+

Used simple, clear messaging to explain guidelines using images and clear language

+

Used electronic communications to explain changes to working practices without the need for face-toface communications.

+

Communicated approaches and operational procedures to Zenith Building management, suppliers and
visitors to help their adoption and to share experience.

Signed:

Colin Savage

Date:

25th August 2020
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