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Introduction
This guide is aimed at all employers and those who are self-employed and work with or near other people. It explains how you can protect people from Coronavirus (COVID-19) in your workplace.
All employers have a duty of care to protect anyone affected by their activities and as such, must identify foreseeable hazards and establish a plan to eliminate and control the hazards. 
The guidance sets out the main elements required to achieve this identifying the following key stages. Templates are provided to assist you in:
1. Identifying people at risk  
2. Examining the working environment
3. Collating the information, assessing the risk and establishing safe systems of work.
The guidance uses the principles set out in in current COVID-19  Government C19 Workplace Guidance for employers and businesses, which is focused on the following key points, which should be implemented as soon as it is practical:
1. Work from home if you can
All reasonable steps should be taken by employers to help people work from home. But for those who cannot work from home and whose workplace has not been told to close, our message is clear: you should go to work if it is safe to do so. Staff should speak to their employer about when their workplace will open.
2. Carry out a COVID-19 risk assessment, in consultation with workers or trade unions
This guidance operates within current health and safety employment and equalities legislation and employers will need to carry out COVID-19 risk assessments in consultation with their workers or trade unions, to establish what guidelines to put in place. Employers should publish the results of their risk assessments on their website and it is expected all businesses with over 50 employees to do so.
3. Maintain 2 metres social distancing, wherever possible
Employers should re-design workspaces to maintain 2 metre distances between people by staggering start times, creating one-way walk-throughs, opening more entrances and exits, or changing seating layouts in break rooms. In Wales, Regulation 12 of the Health Protection (Coronavirus Restrictions) (No. 2) (Wales) Regulations 2020, sets out clear guidance in relation to the legal requirement to maintain 2 metre social distancing as a minimum.
4. Where people cannot be 2 metres apart, manage transmission risk
Employers should look into putting barriers in shared spaces, creating workplace shift patterns or fixed teams minimising the number of people in contact with one another, or ensuring colleagues are facing away from each other.
5. *Where members of the public attend the workplace (see further guidance on page 7)
If members of the public attend an indoor space in the workplace, face covering must be worn, unless the person is medically exempt or a child under the age of 11. As of 14th September 2020, Welsh Government guidance on indoor face coverings details the responsibilities to ensure these measures are reasonably applied.

6. Reinforcing cleaning processes
Workplaces should be cleaned more frequently, paying close attention to high-contact objects like door handles and keyboards. Employers should provide handwashing facilities or hand sanitisers at entry and exit points.
Current UK Government Workplace Guidance
The UK Government has issued sector specific C19 Workplace Guidance to help employers, employees and the self-employed understand how to work safely during the coronavirus pandemic.
These guides cover a range of different types of work. Many businesses operate more than one type of workplace, such as an office, factory and fleet of vehicles. You may need to use more than one of these guides as you think through what you need to do to keep people safe:
1. Close contact services: for people who provide close contact services, including hairdressers, barbers, beauticians, tattooists, sports and massage therapists, dress fitters, tailors and fashion designers.
2. Construction and other outdoor work: for people who work in or run outdoor working environments.
3. Factories, plants and warehouses: Guidance for people who work in or run factories, plants and warehouses.
4. Heritage locations: for people who work or volunteer in heritage locations.
5. Hotels and other guest accommodation: for people who work in or run hotels and other guest accommodation
6. Labs and research facilities: for people who work in or run indoor labs and research facilities and similar environments.
7. Offices and contact centres: for people who work in or run offices, contact centres and similar indoor environments.
8. Other people's homes: Guidance for people working in, visiting or delivering to other people's homes.
9. Performing arts: Guidance for people who work in performing arts, including arts organisations, venue operators and participants.
10. Providers of grassroots sport and gym/leisure facilities: Guidance for people who work in grassroots sport and gym/leisure facilities.
11. Restaurants, pubs, bars and takeaway services: for people who work in or run restaurants, pubs, bars, cafes or takeaways.
12. Shops and branches: for people who work in or run shops, branches, stores or similar environments.
13. Vehicles: for people who work in or from vehicles, including couriers, mobile workers, lorry drivers, on-site transit and work vehicles, field forces and similar.
14. The visitor economy: for people who work in hotels and guest accommodation, indoor and outdoor attractions, and business events and consumer shows.

Each business will need to translate this into the specific actions it needs to take, depending on the nature of their business, including the size and type of business, how it is organised, operated, managed and regulated. To help you decide which actions to take, you need to carry out an appropriate COVID-19 risk assessment, just as you would for other health and safety related hazards. This risk assessment must be done in consultation with unions or workers.
The Health and Safety Executive (HSE) has also issued guidance to assist businesses in fulfilling their legal duties: https://www.hse.gov.uk/news/coronavirus.htm
Test and Trace


1. 
2. 
3. 


The latest easing of lockdown is being supported by NHS Test and Trace. Businesses in certain sectors are required to keep a temporary record of customers and visitors for 21 days and must assist NHS Test and Trace, with requests for that data if needed. This could help contain clusters or outbreaks. Many businesses that take bookings already have systems for recording their customers and visitors – including restaurants, hotels, and hair salons. If you do not already do this, you should do so to help fight the virus. A NHS/Government developed smartphone  application is now available to assist with this process, which will allow QR codes to be scanned locally, to aid the tracing process.
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[bookmark: _Hlk40279269]Employee Considerations in the Workplace 

Before considering allowing employees to return to the workplace, all employers must first consider whether it is necessary. Although the current statistics suggest the numbers of people contracting the virus currently is relatively low, there is a growing concern that an increase in localised C19 cases may require further localised lockdowns, or in extreme cases, another national lockdown. These three questions must be posed to decide whether it is safe to return to the workplace.
1. Is it essential? - If people can continue to work from home, they must continue to do that for the foreseeable future. If they cannot work from home, is their work deemed essential or could the business continue to use the Government’s Job Retention Scheme for longer, if available? 

2. Is it safe? – Employers have a duty of care to identify and manage risks to ensure that the workplace is safe to return to. This will involve social distancing measures, potentially reconfiguring workspaces and common areas, possible changes to working hours to reduce risk of exposure, and increased workplace cleaning and sanitation measures. Employers should take their time with gradual returns to work to test these measures in practice and ensure they can work with larger numbers before encouraging more of their workforce back.  

3. Is it mutually agreed? – research found that 4 in 10 people are anxious about returning to work and there are concerns people could be forced back. It is vital that there is a clear dialogue between employers and their people so concerns can be raised and individuals needs and worries considered. There will need to be flexibility on both sides to accommodate different working times or schedules as ways of managing some of these issues.
As an employer, you must consider completing a return to work questionnaire or checklist with staff, to establish their specific needs, concerns and plan of action. You will then be able to put any control measures in place to eliminate the risk or reduce it to an acceptable level for the worker.
The risk assessment should be reviewed on a regular basis throughout the employment and any necessary control measures put in place. The level of risk to the individual will depend on a number of factors including:
· the work environment;
· the type of work carried out;
· the distance that can be maintained between the employee and any possible source of infection;
· the level of hand cleaning regime in place;
· the level of information provided;
· the effectiveness of existing controls that are in place;
· In some cases, workers may be more vulnerable to infection because of age (70 and over) or an existing health condition (see NHS guidance): https://digital.nhs.uk/coronavirus/shielded-patient-list.
[bookmark: _Hlk44597140]General C19 Workplace Guidance
Consultation 
You must consult, cooperate and coordinate with your employees and other businesses you work with, or share premises with, about how they will discharge their duties when they interact with your employees. To do this you should:  
1. exchange information to find out who is doing what. For example:  
· talk to your suppliers about how to safely manage deliveries; 
· talk to other businesses that share your worksite or premises about how to manage shared areas such as lifts, bathroom and kitchen facilities; 
· talk to other businesses that share your worksite or premises about what you will do if there is a case, or suspected case, of COVID-19 at the worksite or premises, and; 
· talk to other businesses you interact with, for example, the onsite food van or the contract cleaner.  
2. work together in a cooperative and coordinated way so risks are eliminated or minimised so far as is reasonably practicable (e.g. how to manage shared areas such as lifts, bathroom facilities) 
Training should be given to ensure that all staff understand the new risks, and this need not take long but should include details current distancing requirements, routes of transmission and the importance of hand washing and surface disinfection at key times. All staff should be instructed about not coming to work if they have a fever or new cough. They should stay at home for seven days (or for as long as prevailing guidance dictates).
Temperature checking – is it required?
You may want to monitor the health of your workers through administering temperature checks, as a preventative measure in managing a COVID-19 outbreak in your workplace. However, for many workplaces, there may be little benefit in conducting temperature checks on workers or others. This is because temperature checks will not tell you whether a person has COVID-19. It will only identify symptoms. It is possible that a person may be asymptomatic or be on medication that reduces their temperature. It is also possible that the person may have a temperature for another reason unrelated to COVID-19.  
You should implement well published precautions, such as good hygiene measures, physical distancing, workplace cleaning and personal protective equipment (PPE) rather than only relying on temperature checks. You should also require workers to tell you if they are feeling unwell, including if they have a fever, and require them to go home when they do. 
Before administering temperature checks: 
· seek the advice of your local health authority on the appropriate method of temperature checking, equipment, PPE and control measures required to ensure safe testing; 
· consult with your workers, and their health and safety representatives, and take their views into account; 
· provide instruction to all workers on the process for temperature checks, including emphasising the importance of maintaining the other control measures. 
Hand hygiene 
You must direct your employees, visitors and others in the workplace to practice good hygiene while at the workplace. Good hygiene requires everyone to wash their hands regularly with soap and water for at least 20 seconds and dry them completely, preferably with clean, single-use paper towels. 
Hand washing 
All staff must wash their hands when leaving home and then when arriving at work to wash their hands immediately upon arrival, as well as before handling or eating food, or after blowing noses, coughing or sneezing, or going to the toilet. 
Duty managers/appropriate person should remind everyone to wash their hands or use a hand gel at the start of every shift. That way any virus particles picked up on the way to work are removed before they can be spread to others either via direct contact or by touching hand contact surfaces (door handles, tables, kettle handles, kitchen equipment etc.) 
Hand sanitiser, if used needs to be anti-viral and at least 60% ethanol content.
Paper towels should be provided in all hand wash stations as they can reduce the risk of transmission of COVID-19 by drying the hands more thoroughly than hand dryers (hand dryers may also spread the air borne virus). 
If you provide single use paper towels at your workplace, remember:
· the paper towels should be replenished as required, and
· used paper towels should be disposed of in a waste bin that is regularly emptied to keep the area clean, tidy and safe.
Wastes (including used paper towels) should be double bagged and set aside in a safe place for at least 72 hours before disposal into general waste facilities. For further information regarding cleaning, please refer to https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings.
*The wearing of face coverings in the workplace
As of 14th September 2020, Welsh Government guidance on indoor face coverings details the responsibilities to ensure face coverings are worn by any person in an indoor area, open to the public. Managers and those in control of premises are required by the new regulation, to take all reasonable measures to minimise the risk of exposure to coronavirus on their premises. They have a part to play in keeping people safe.
Employers will also be required to mandate the use of face coverings in other indoor workplaces where social distancing cannot be maintained, unless there are strong reasons not to. Employees may therefore be required to wear a face covering at work, even in places which are not open to the public. In premises which are only partly open to the public, face coverings are not mandatory in those parts which are not open to the public. This would, for example, cover those parts of shops, gyms or museums which are only for staff.
The legal obligation for members of the public to wear face coverings is held by the members of the public and not the managers of the premises. However, managers of premises do have some responsibilities with regard to the public, and they also have a legal duty of care to staff and others working on the premises. There are several exemptions for members of the public to this new legal requirement, which must be carefully managed and monitored by workplace managers. These are:
1. Children under 11
2. While eating or drinking
3. Where there is a reasonable excuse not to wear a face covering, such as:
· you are not able to put on or to wear a face covering because of a physical or mental illness, or because of a disability or impairment;
· you are accompanying somebody who relies on lip reading where they need to communicate; or
· you are escaping from a threat or danger and do not have a face covering;
· to take medication;
· to remove a face covering to avoid harm or injury, either to yourself or others – for example to get somebody’s attention about a danger.
Managers and those in control of premises open to the public should provide clear information. Examples of this include:
1. Company websites must detail specific information on wearing face coverings as part of the conditions of entering, and may provide links to other useful websites – for example, showing how to make a face covering and this guidance on how to wear a face covering properly
2. Notices advising the public of their legal obligation to wear face coverings should be displayed in a prominent place (in both Welsh and English, and other community languages as relevant), whenever feasible
3. Information may be given orally, or in written form. Managers should consider the most efficient way of ensuring that all customers are made aware of the requirement in the circumstances of the particular location
4. Managers will want to consider the diverse needs of visitors to their premises and should consider whether the information should be made available in different formats, for example for people with sight or hearing impairment and, if necessary, in other languages.
The manager or premises controller are not expected to take enforcement action where a member of the public is not wearing, or refuses to wear a face covering. However, if circumstances necessitate it, they may wish to call the Police to report the issue. It is an offence not to wear a face covering in indoor premises open to the public unless an exemption applies or a person has a reasonable excuse for not doing so.
Both the police and local authorities have powers to enforce the requirements on businesses, services and workplaces imposed by the new regulations. However, the enforcement approach will be superseded by the approach to:
1. promote and maintain sustained compliance as a preventative measure to help contain the coronavirus;
2. ensure action is taken immediately to deal with situations in which there is a risk of coronavirus spreading; and
3. ensure that those who fail to comply are held to account.

First Aid and Emergency procedures
During the Coronavirus pandemic, First Aider responders may come into contact with people of unknown medical history/symptoms. Therefore, there is a risk of cross infection when administering First Aid, including that of coronavirus, unless precautions are taken.
If someone shows the signs of coronavirus, keep person 2 metres away unless wearing PPE. Provide them with a mask and keep others away. Line Manager to make arrangements for them to go home and keep them isolated in the agreed site isolation area until they leave site.
If the patient is significantly unwell e.g. extremely short of breath, contact the site emergency services 999 and advise them of the potential of coronavirus situation.
PPE should be kept close to the point of access/use, ideally in a ‘grab bag’ with a copy of this guidance. It is for single use only - must be changed after each First Aid intervention and not used between patients. 
Based on the requirement that distancing of >2m cannot be maintained whilst providing First Aid, the following PPE must be worn as a minimum: 
· Disposable gloves.
· Face Mask – type FFP2.
· Disposable plastic apron or disposable coveralls.
· Eye protection.
· Clinical waste bag.
Provision of alcohol hand rub and masks for patients are also advised.
First Aiders are not expected, and should not try, to diagnose medical conditions. However, you have a duty to minimise the risk of workers and others in the workplace being exposed to COVID-19, so far as reasonably practicable. 
If you reasonably suspect someone has the virus, or has been exposed, this creates a health risk at your workplace, and you will need to follow the steps below. Do not wait until confirmation that a worker has COVID-19. You must act promptly to take reasonable steps to manage the risks.  
This information is provided to assist you in the workplace. However, you must always follow the advice of Public Health England/Wales/Scotland.
You must only make a report under RIDDOR (https://www.hse.gov.uk/news/riddor-reporting-coronavirus.htm) when:
· an unintended incident at work has led to someone’s possible or actual exposure to coronavirus. This must be reported as a dangerous occurrence;
· a worker has been diagnosed as having COVID 19 and there is reasonable evidence that it was caused by exposure at work. This must be reported as a case of disease;
· a worker dies as a result of occupational exposure to coronavirus.
Steps to take when the person you are concerned about is at the workplace now 
If someone is confirmed as having COVID-19 or is getting tested for COVID-19, they should already be at home. However, there may be circumstances where a person in your workplace is displaying COVID-like symptoms or shares information (e.g. they have been in close contact with someone that has the virus) that causes you to have reasonable concerns about their health and the health of others in your workplace.  
The person could be a worker, a client, customer or other visitor to your premises. Where this occurs: 

1. Isolate the person 
If the person has serious symptoms such as difficulty breathing, call 999 for urgent medical assistance. Otherwise, you must take steps to prevent the person from potentially spreading the virus by isolating them from others. You must also provide appropriate personal protective equipment (PPE) to the affected person, such as disposable surgical mask, and hand sanitiser and tissues, if available. Also provide protection to anyone assisting the person. 

2. Seek advice and assess the risks 
Next, to determine if it is reasonable to suspect the person may have COVID-19, talk to the person about your concerns and see what they say.  

Seek NHS Wales advice: https://111.wales.nhs.uk/ or UK Government advice: https://111.nhs.uk/covid-19/. You can also contact the NHS Direct on 111 for general advice, or 999 for Emergency Services.

Ensure that you have current contact details for the person and make a note about the areas they have been in the workplace, who they have been in close contact with and for how long. This will inform you about risks to others and areas to clean and disinfect. This information may also assist local authorities or Public Health Wales/UK if they need to follow up with you at a later time.  

3. Transport 
Ensure the person has transport home, to a location they can isolate, or to a medical facility if necessary.  
Wherever possible, if a person is unwell or travelling to a location for mandatory  
isolation, they should use a personal mode of transport to minimise exposure to others. They should not use public transport unless there is no other option.  

If the person needs to use a taxi or public transport, then the person should avoid contact with others including the driver to the extent possible. This includes: 
· wearing a surgical mask, if available;
· avoiding direct contact with the driver, including sitting in the back seat to achieve as much separation as is reasonably possible;  
· practising good hand hygiene and cough/sneeze hygiene, and; 
· paying by card. 

4. Clean and disinfect 
Close off the affected areas and do not let others use or enter them until they have been cleaned and disinfected. Open outside doors and windows if possible, to increase air flow. 

All areas used by the person concerned, for example offices, toilets, kitchens and common areas and equipment or PPE, must then be thoroughly cleaned and disinfected. Further information on how to clean and disinfect can be found at : https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings.

Cleaners must wear appropriate PPE, for example disposable gloves or gloves appropriate to the cleaning chemicals being used, and safety eyewear to protect against chemical splashes. If there is visible contamination with respiratory secretions or other body fluids in the area, the cleaners should also wear a disposable apron. 

5. Identify and inform close contacts 
You must consider who the affected person may have had recent close contact with. If instructed by health officials, tell close contacts that they may have been exposed to COVID-19 and the requirements for quarantine. You must maintain the privacy of all individuals involved.  

Seek information about the areas that close contacts have been in the workplace, who they have been in close contact within the workplace and for how long. This will inform you about possible risks to others, and additional areas that may also need to be cleaned and disinfected. 

6. Review risk management controls  
Review your COVID-19 risk assessment and precautions, in consultation with your workers and their representatives, and assess and decide whether any changes or additional control measures are required.  

You must continue to meet your duty of care to eliminate or minimise, so far as is reasonably practicable, the risk of workers and others in the workplace (such as customers) contracting COVID-19.  

When can workers return to work following recovery from COVID-19? 
Workers who have been isolated after having tested positive for COVID-19 can return to work when they have fully recovered and have met the criteria for clearance from isolation.  

When can workers return to work following quarantine? 
Workers who have completed a 14-day quarantine period (either after returning from travel or because they were a close contact with a confirmed case), and who did not develop symptoms during quarantine, do not need a medical clearance to return to work.  You should not ask these workers to be tested for COVID-19 in order to return to work.  

Ventilation and air movement
Poorly ventilated premises will potentially expose occupants to a higher concentration of airborne pathogens, and the risk will increase with a greater amount of time spent in such an environment. 
The risk of airborne C19 infection to staff and customers can be reduced by: 
1. Minimise the numbers of people inside the premises at any one time.
2. Ensure working areas have a natural air flow where possible – keep windows and ventilation points open as much as possible.
3. Reducing risk of contact spread through regular handwashing, surface cleaning and reducing deposition of infectious particles.
General advice is to increase the air supply and exhaust ventilation, supplying as much outside air as is reasonably possible. The underlying principle is to dilute and remove airborne pathogens as much as possible, exhausting them to the outside air and reducing the chance that they can become deposited on surfaces or inhaled by room users. Recirculation/transfer of air from one room to another should be avoided unless this is the only way of providing adequately high ventilation to all occupied rooms.
In areas and zones where there is no direct supply of outside air then consideration should be given to prohibiting access to these spaces by building users, especially where it is likely that they would be occupying such a space for considerable lengths of time (longer than 30 minutes). This may include basement rooms or storage areas which rely on infiltration of air from other spaces. The key actions are: 
1. Understand your ventilation system 
2. Run your ventilation at higher volume flow rate; this may require changes to CO2 set points (for both mechanical ventilation and automated windows) 
3. Avoid recirculation/transfer of air from one room to another unless this is the only way of providing adequately high ventilation to all occupied rooms 
4. Recirculation of air within a single room through the use of ceiling and desk fans,  where this is complemented by an outdoor air supply, is acceptable where no other form of ventilation is possible.
If you are unsure, seek the advice of your heating ventilation and air conditioning (HVAC) engineer or adviser.
Deliveries, contractors and visitors attending the workplace
1. Non-essential visits to the workplace should be cancelled or postponed.   
2. Contact your delivery suppliers and understand what systems are in place for identifying if their employees are unwell and what actions are taken. 
3. Develop a plan for deliveries to minimise the interaction of delivery drivers with workers and customers and communicate this to delivery suppliers, drivers and employees. 
4. Minimise the number of workers attending to deliveries and contractors as much as possible. 
5. Delivery drivers and other contractors who need to attend the workplace, to provide maintenance or repair services or perform other essential activities, should be given clear instructions of your requirements while they are on site.  
6. Ensure handwashing facilities, or if not possible, alcohol-based hand sanitiser, is readily available for workers after physically handling deliveries. 
7. Direct visiting delivery drivers and contractors to remain in vehicles and use contactless methods such as mobile phones to communicate with your workers wherever possible.  
8. Direct visiting delivery drivers and contractors to use alcohol-based hand sanitiser before handling products being delivered. 
9. Use, and ask delivery drivers and contractors to use, electronic paperwork where possible, to minimise physical interaction. Where possible, set up alternatives to requiring signatures. For instance, see whether a confirmation email or a photo of the loaded or unloaded goods can be accepted as proof of delivery or collection (as applicable). If a pen or other utensil is required for signature you can ask that the pen or utensil is cleaned or sanitised before use. For pens, you may wish to use your own. 














Covid-19 Employee Return to Work Checklist
	Employee Name:
	
	Work Location/ Department:     
	

	Checklist Completed by:
	
	Date:
	


*Please complete the action plan at the end of the checklist for any further improvements needed
	Employee Return to Work Planning
	Yes
	No
	N/A

	Can the employee continue to/ work from home with regular contact and a review of circumstances?
	
	
	

	Has the employee been identified as high risk/ vulnerable/ shielded?
	 
	 
	 

	Has the employee expressed concern about any other condition which they feel would make them more vulnerable e.g. mild asthma?
	
	
	

	Is the employee required to carry out work in breach of 2 metre social distancing from both work colleagues and non-employees?
	 
	 
	 

	Does the employees work involve touching surfaces that are or could be potentially contaminated?
	
	
	

	Is there a higher risk of infection due to the work environment e.g. regular visits to different locations or densely populated workplaces?
	
	
	

	Have you consulted with the employee and developed job role-specific instructions in relation to COVID-19, prior to them attending the workplace? Have you requested declarations of agreement which are signed and dated?
	 
	 
	 

	Has the employee expressed any concern regarding returning to the workplace and do you have arrangements in place to provide support for anxiety or stress related conditions?
	 
	 
	 

	Have you provided training and briefings for the employee’s Managers to support staff in the transition period?
	 
	 
	 

	Have you established a review process where each employees’ job role will be reviewed on a regular basis?
	
	
	



*Action Plan
	If ‘No’ - Further Action Identified
	Responsible Person
	Timescale
	Date Completed and Closed Off

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	


[bookmark: _Hlk40279410]COVID-19 Workplace Return to Work Checklist
The Return to Work Checklist must be completed to establish the scope of risk to health that may be present before you return to the workplace. The checklist will allow you to identify weaknesses in your current precautions and will assist you in identifying additional control measures, to reduce and eliminate exposure to COVID-19 to your workers and anyone effected.
While not all the criteria list may apply to your workplace, you must consider each element and ensure you are doing what is reasonably practicable to reduce the risk of anyone contracting COVID-19 in your workplace.
	Workplace Location:
	
	Responsible Person:     
	

	Checklist Completed By:
	
	Date:
	


      *Please complete the action plan at the end of the checklist for any further improvements needed
	1. Return to Work Planning
	Yes
	No
	N/A

	Has the HR Department compiled a list of workers identified as high risk/ vulnerable/ shielded?
	
	
	

	Has the HR Department identified any employee or visitor of Black, Asian, Minority or Ethnic (BAME) background, and/or anyone under 28 weeks pregnant? https://gov.wales/covid-19-workforce-risk-assessment-tool
	
	
	

	Have you requested employees body temperature checks at the start of every shift?
	
	
	

	Have you Identified employees/ job roles that are at increased risk of contracting coronavirus (close contact etc.)?
	
	
	

	Will you allow some employees to continue to work from home with regular contact and a review of circumstances?
	
	
	

	[bookmark: _Hlk39587563]Have you consulted with employees to provide information in relation to COVID-19, prior to them attending the workplace? 
	
	
	

	Have you provided training and briefings for Managers to support staff with any anticipated fear and anxiety of employees of contracting the virus?
	
	
	

	Will the Senior Management Team plan to review the coronavirus status and control measures on a regular basis?
	
	
	

	2. Workplace Preparation
	Yes
	No
	N/A

	1. Hygiene and cleaning – have the following processes been established?
	 
	 
	 

	Daily cleaning commonly used surfaces with disinfectant?
	
	
	

	Alcohol hand sanitiser (minimum 60%) provided (and checked/ restocked daily) and located at strategic positions?
	
	
	

	Hand wash/ soap provided in kitchens and toilets and checked and/or restocked daily?
	
	
	

	Provide tissues and empty bins daily into dedicated waste receptacles by trained, authorised staff?
	
	
	

	Display posters and notices promoting handwashing, social distancing and face covering/ respiratory hygiene?
	
	
	

	2.     Entry and exit points of the building - has the following been established?
	
	
	

	Will all non-essential visitors be prohibited entering the building where practicable?
	
	
	

	Will Start and finish times be staggered or a shift system established, to reduce congestion and contact?
	
	
	

	Is there a building access and egress point plan to enable social distancing?
	
	
	

	Have you completed a review of the number of access points to reduce congestion or decrease pedestrian interaction?		
	
	
	

	Will you introduce a one-way pedestrian flow in walkways and/ or stairs?
	
	
	

	Will floor markings be provided to ensure two metre distance is maintained between people when queuing to enter the building?
	
	
	

	Will you remove or disable entry systems that require skin contact (e.g. fingerprint scanners/number pads)?
	
	
	

	Have you developed Instructions for all workers to sanitise/ wash their hands for 20 second when entering and leaving the building?
	
	
	

	Is there a plan for deliveries to be pre-arranged and left in a safe place and decontaminated before being brought into the building?
	
	
	

	3. Facilities and Utilities Start up Procedure
	Yes
	No
	N/A

	1.     Work Equipment (including ventilation systems, compressors, roller doors, machinery, electric gates etc.) The following must be considered:
	
	
	

	Has assurance been gained from the landlord that all water supplies, fire safety systems and any safety critical facilities have been subject to continued inspection and monitoring during the C19 lockdown period?
	
	
	

	[bookmark: _Hlk39587423]Will air conditioning and ventilation systems be operating before, during and after the building is occupied by staff, to ensure air flow is refreshed regularly?
	
	
	

	2.     Site specific arrangements (such as traffic management systems or pest control, for example). 
	
	
	

	Have you ensured that specific operations, equipment or process provided to protect employees is reviewed prior to recommending work activities in the building?
	
	
	

	Have risk assessment records been reviewed to reflect any change and communicated to those affected?
	
	
	

	3.     Site Security Systems (CCTV, Automated door entry systems, for example). 
	
	
	

	Have you removed or disabled entry systems that require skin contact (e.g. fingerprint scanners/number pads) unless they are cleaned between each individual use?
	
	
	

	Have you ensured that automatic entry systems and emergency release functions will be tested and operating correctly before repopulating the building?
	
	
	

	4. Segregation and Social Distancing
	Yes
	No
	N/A

	Each workplace and location may have different requirements for employees working in close proximity. The following must be considered and implemented where reasonably practicable:
	
	
	

	1. Elimination (removing close contact) - Have you planned to:
	
	
	

	Avoid close working?
	
	
	

	Avoid non-essential physical work that requires close contact?
	
	
	

	Avoid skin-to-skin contact?
	
	
	

	Plan in place for work activities to minimise contact between workers.
	
	
	

	Avoid using passenger lifts and use stairs where possible?
	
	
	

	Introduce a one-way pedestrian system and/or single file walking routes (stairs etc.)?
	
	
	

	Provide alternative or additional mechanical aids (trollies etc.)?
	
	
	

	Avoid meetings in enclosed rooms - technology must be considered (Skype etc.)?
	
	
	

	2. Reduce close contact (Where the social distancing measures (2 metres) cannot be applied) Have you planned to:
	 
	 
	 

	Provide physical barriers (screens etc.) between workers?
	
	
	

	Reduce the numbers of workers in the building at any one time – consider shift work?
	
	
	

	Reduce the frequency and time workers are within 2 metres of each other?
	
	
	

	Reduce the number of workers involved in these tasks?
	
	
	

	Only allow working side by side, or facing away from each other, rather than face to face?
	
	
	

	Passenger lifts only used where no alternative is possible – workers must be encouraged to use stairs in a controlled way?
	
	
	

	Increase ventilation in enclosed spaces?
	
	
	

	Ensure workers wash their hands before and after using any common equipment?
	
	
	

	3. Isolation (minimise where close contact cannot be avoided) Will you ensure:
	
	
	

	The same team members working together (cohorting) – do not swap/alternate workers in/out of a team?
	
	
	

	Teams are kept as small as possible?
	
	
	

	Close contact work is carried out away from others where possible?
	
	
	

	4. Control (Where face to face working is essential to carry out a task when working within 2 metres) will you:
	
	
	

	Ensure a maximum of 15 minutes or less where possible?
	
	
	

	Establish an enhanced authorisation process for these activities?
	
	
	

	Provide additional supervision to monitor and manage compliance?
	
	
	

	5. Personal Protective Equipment (PPE/RPE). Will you ensure: 
	
	
	

	(PPE should not be used where the two metre social distancing guidelines are met).
	
	
	

	Face coverings are required where close contact cannot be avoided for short periods or in common areas?
	
	
	

	All other controls measures are considered before PPE needs are assessed?
	
	
	

	Any Re-usable PPE is thoroughly cleaned after use and not shared between workers?
	
	
	

	Single use PPE should be disposed of after use and not reused?
	
	
	

	Training is provided to all PPE users on the safe use, cleaning, storage and disposal of PPE?
	
	
	

	Staff remove company issue PPC (clothing) and work wear, before leaving the premises and lockers are provided?
	
	
	

	6. Behaviours and training 
	
	
	

	Reliance on all persons involved to work together to minimise the risk of spread of infection. Will you provide:
	
	
	

	Open and collaborative approach between employees is encouraged?
	
	
	

	Training, briefings and toolbox talks are delivered and refreshed on a regular basis and records maintained?
	
	
	

	5. Welfare and Rest Facilities
	Yes
	No
	N/A

	Each workplace and location may have different facilities. The following must be considered and implemented where reasonably practicable:
	
	
	

	1.     Wash facilities - 
	
	
	

	Additional time provided to wash hands if operating time sensitive shifts or processes?
	
	
	

	Additional hand washing facilities (e.g. pop ups) to the usual welfare facilities provided?
	
	
	

	Additional supplies of soap and fresh water made available and regularly topped up?
	
	
	

	Hand sanitiser (minimum 60% alcohol based) provided at strategic locations (entry points for example), where hand washing facilities are unavailable?
	
	
	

	All washing facilities cleaned regularly using disinfectant/ approved products?
	
	
	

	2.     Toilet Facilities
	
	
	

	Numbers of people using toilet facilities restricted and signage and floor markings, to ensure 2 metre distance is maintained?
	
	
	

	All workers instructed to wash or sanitise hands before and after using the facilities?
	
	
	

	[bookmark: _Hlk39587236]All workers informed to close the toilet lid when flushing to avoid spraying of water droplets?
	
	
	

	Enhanced cleaning regimes for toilet facilities, particularly door handles, locks and the toilet flush?
	
	
	

	Additional enclosed rubbish bins for hand towels provided with regular removal and disposal?
	
	
	

	[bookmark: _Hlk39587224]Ensure toilet ventilation/ extraction systems run continuously during occupation of the building, to improve air flow?
	
	
	

	Are all hand dryers removed from the toilets to avoid the spread of potential air-bourne virus?
	
	
	

	3.     Canteens and Rest Areas (including Kitchens)
	
	
	

	Workers encouraged to bring their own food and to stay on site once they have entered it and avoid using local shops?
	
	
	

	Canteens may remain open to provide food to staff with appropriate adjustments for social distancing, where no alternative is available?
	
	
	

	Canteens provide a takeaway service providing pre-prepared and wrapped food only?
	
	
	

	An increased number or size of canteen/ rest facilities provided if possible?
	
	
	

	The capacity of each canteen or rest area is clearly identified at the entry to each facility?
	
	
	

	Staggered break times to reduce congestion and contact between workers?
	
	
	

	Enhanced cleaning measures introduced for drinking water stations and taps?
	
	
	

	More frequently clean of surfaces that are touched regularly, using standard cleaning products (e.g. kettles, refrigerators, microwaves)?
	
	
	

	Hand cleaning facilities or hand sanitiser available at the entrance to any room where people eat?
	
	
	

	Enforcement of the 2-metre rule between users of rest/ break facilities, wherever possible?
	
	
	

	All workers guided to put straight in the bin and not leave it for cleaners?
	
	
	

	Tables and chairs cleaned between each use?
	
	
	

	Encourage workers to use disposable or personal crockery, eating utensils, cups etc. shared equipment washed and dried between each use?
	
	
	

	Payments for beverages and food taken by contactless card wherever possible?
	
	
	

	All canteen staff will wash their hands often with soap and water for at least 20 seconds before and after handling food?
	
	
	

	Canteen staff and workers can use rest areas if they apply the same social distancing measures?
	
	
	

	Additional inspection systems are in place to monitoring compliance?
	
	
	

	4.     Changing Facilities, Showers and Drying Rooms
	
	
	

	The number and/or size of facilities available will be increased if needed during the pandemic?
	
	
	

	Clear instructions provided on how many people can use it at any one time to maintain 2 metres?
	
	
	

	Restrictions established to limit numbers of people using these facilities at any one time?
	
	
	

	Staggered shift start and finish times introduced to reduce congestion and contact at all times?
	
	
	

	Enhanced cleaning frequencies of all facilities throughout the day and at the end of each day?
	
	
	

	Additional enclosed rubbish bins provided with regular removal and disposal?
	
	
	

	[bookmark: _Hlk39587341]Additional storage facilities provided for staff clothes to avoid cross-contamination?
	
	
	

	6. Cleaning Workspaces
	Yes
	No
	N/A

	The following considered:
	
	 
	 

	Specific COVID-19 arrangements instructions must be agreed If contract cleaners are used and a risk assessment requested for approval?
	
	
	

	All high use/populated areas cleaned with household disinfectant or similar approved products, following agreed frequencies?
	
	
	

	Cleaners will wear disposable or washing-up gloves and aprons for cleaning?
	
	
	

	Reusable PPE cleaned after use with disinfectant?
	
	
	

	Used disposable PPE is double-bagged, stored securely for 72 hours then disposed of following local procedures?
	
	
	

	Specific PPE provided and procedures established to clean where a person was located, who was suspected to have coronavirus (COVID-19)?
	
	
	

	Disposable cloths or paper roll and disposable mop heads used, to clean all hard surfaces, floors, chairs, door handles and sanitary fittings?
	
	
	

	Approved detergent disinfectant solution used to clean all areas?
	
	
	

	COSHH assessments completed prior to any mixing of products and SDS obtained from suppliers?
	
	
	

	Cleaners instructed to avoid creating splashes and spray when cleaning?
	
	
	

	Items heavily contaminated with body fluids and cannot be cleaned by washing to be disposed of?
	
	
	

	Cleaners follow the same rules for washing hands frequently, particularly after removing PPE?
	
	
	

	7. First Aid and Emergency Response
	Yes
	No
	N/A

	The company First Aid risk assessment and current provision must be reviewed and the following considered:
	 
	 
	 

	First aid resources are reviewed to ensure sufficient numbers of qualified staff are present during the pandemic?
	
	
	

	HSE guidance will be followed, which recommends sharing first aid provisions in these exceptional times If qualified first aider ratios are low?
	
	
	

	Shared first aiders are instructed on facilities and activities on your/shared site?
	
	
	

	3-month extension provided for expired trained first aiders during the pandemic (evidence required of attempts to retrain if they were unsuccessful)?
	
	
	

	Additional PPE provided (enclosed eye protection, FFP3 mask, nitrile/latex gloves, disposable plastic apron) for administering first aid during the pandemic?
	
	
	

	Close contact with airways avoided when assisting the casualty?
	
	
	

	Waste from the treatment (dressings etc.) following the same procedures for contaminated waste disposal during the pandemic?
	
	
	

	Emergency plans and contact details kept up to date during the pandemic?
	
	
	

	Consideration given to potential delays in emergency services response, due to the current pressure on resources?
	
	
	

	Plans for high risk activities rescheduled during the pandemic or additional competent first aid or trauma resources made available?
	
	
	

	Workers displaying coronavirus symptoms in the workplace are instructed follow NHS advice and self-isolate and seek medical assistance if symptoms worsen?
	
	
	

	Workers are Instructed to stay at home to recover and follow NHS advice?
	
	
	

	Workers instructed to inform their manager if there are confirmed as having COVID-19 (provided they are well enough to make such contact)?
	
	
	

	Any work area (office, vehicle cab and similar) used by a worker confirmed to have contracted COVID-19 is thoroughly cleaned before reuse?
	
	
	

	Deep cleaning procedures followed to dispose of waste following COVID-19 guidance?
	
	
	

	8. Use of Vehicles and Travelling to Work
	Yes
	No
	N/A

	1.     Commuting to work
	 
	 
	 

	Wherever possible workers/visitors should travel to work alone, using their own transport. If workers have no option but to share transport (with non-household members). Wil you ensure:
	
	
	

	All employees guided to share journeys to work with the same individuals and with the minimum number of people at any one time?
	
	
	

	Employees are encouraged to ensure good ventilation (i.e. keeping the windows open) in vehicles and face away from each other in cars/ cabs?
	
	
	

	Company vehicles are cleaned regularly with particular emphasis on handles and other areas where passengers may touch surfaces?
	
	
	

	Parking arrangements reviewed for any additional vehicles and bicycles?
	
	
	

	All staff/visitors encouraged to consider alternative means of transport such as cycling and to avoid public transport?
	
	
	

	2.     Public Transport
	
	 
	 

	Staggered work times allowed, where public transport is the only option for workers/visitors to avoid congestion on public transport?
	
	
	

	Workers/visitors discouraged from using public transport during peak times (05:45- 7:30 and 16:00-17:30).
	
	
	

	3.     Driving at Work
	
	 
	 

	Workers only travel alone when travelling at work or between site locations?
	
	
	

	If shared vehicles cannot be avoided, employees will share with the same individuals and with the minimum number of people at any one time?
	
	
	

	A distance of two metres is maintained in vehicles where possible, and employees reminded to avoid touching their faces?
	
	
	

	Good ventilation is encouraged (i.e. keeping the windows open) and face away from each other during the journey?
	
	
	

	All employees wash their hands for 20 seconds using soap and water or hand sanitiser, before entering and exiting the vehicle?
	
	
	

	All vehicles are cleaned regularly, with particular emphasis on handles and other areas commonly touched?
	
	
	

	All vehicle cabs provided with alcohol or soap-based cleansing and/or wipes for all surfaces, and will be cleaned through the day and at the end of each shift?
	
	
	

	Cleaning will specifically include door-handles, hand holds/rails, dashboards, steering wheels, hand-brake levers, gearbox and other controls and indicator stalks etc?
	
	
	

	Where a vehicle has been used by someone with COVID-19 symptoms, or a confirmed case, the vehicle should be decontaminated thoroughly?
	
	
	















*COVID-19 Return to Work Action Plan
	If ‘No’ - Further Action Identified
	Responsible Person
	Timescale
	Date Completed and Closed Off

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	


	
	
	

	


	
	
	

	


	
	
	

	


	
	
	







[bookmark: _Hlk40691791]CCOVID-19 Return to Workplace Risk Assessment
Following the completion of the return to workplace checklist, you must apply the findings to assess the risk to anyone who make enter your premises or workplace. The Risk assessment must be completed to ensure the risk of contracting COVID-19 has been reduced to the lowest level reasonably practicable. Once completed, you must communicate the significant findings of the risk assessment to anyone affected.
Current Government guidance suggests you should consider publishing the results of your risk assessment on your website (and would expect all employers with over 50 workers to do so). You should display this completed notice in your workplace to show you have followed current Government guidance.
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Page 2 of 2
Issue Date: 0416-019-20201 V34
COVID-19 Risk Assessment Template
	Completed By:
	
	Responsible Person:
	

	Workplace Location:
	

	Date Completed:
	



	Hazard
	Who is at Risk
	Current Control Measures
	Further Action Required Y/N
	Further Action
	Responsibility
	Timescale
	Date Completed

	1. Poor Planning
· No covid-19 plan in place by Senior Managers
· Vulnerable groups not identified
· Not allowing staff to continue to work from home
· No return to working consultation, briefings or training planned
· No support provided for staff who may be anxious or experience stress when returning to workin relation to C19.
· No emergency plan or test and trace procedure.

	Staff
Visitors
Contractors
	
	
	
	
	
	

	2. No Additional Cleaning and/or Hygiene Preparation
· No additional cleaning schedule established
· No additional supplies of soap, disinfectant and hand sanitiser ordered and replenished
· No posters and notices displayed warning of covid-19 hazards
· No additional bins and cleaning procedures planned.

	
	
	
	
	
	
	

	3. No Additional Control of Entry/ Exit Points of the Building
· No planned staggered start/ finish times
· No additional entry/ exit points identified for peak times
· No consideration of one-way systems
· Door entry systems and touch keypads still being used
· Deliveries being brought into the building with no control.

	
	
	
	
	
	
	

	4. Facilities and Utilities not reviewed during C19Checked Before the Building is Re-occupied, including:
· Legionella;
· Fire safety;
· Gas supplies and appliances;
· Electrical supplies and equipment;
· Lifting equipment;
· Work equipment;
· Security Systems.

	
	
	
	
	
	
	

	5. Poor premises ventilation and air flow
· Ventilation systems recirculate existing air in the premises
· No natural air flow/ windows/ vents or natural ventilation in dining areas
· Lack of extraction and ventilation in toilets
· Staff positioned in areas where no or little ventilation is available
· Poor ventilation in staff welfare areas
· Use of hand dryers in toilets spreading air borne pathogens

	
	
	
	
	
	
	

	6. No Segregation of Social Distancing Measures in Place
· Close contact work being completed
· Physical/skin contact 
· Passenger lifts being used
· No physical barriers provided
· Workers with 2 metres when carrying out tasks
· Face to face working being completed
· Poor ventilation in working areas
· Teams members are swapped regularly
· More than 15 minutes close contact between workers
· Poor monitoring and managing of close contact activities.

	
	
	
	
	
	
	

	7. Lack of PPE Supplies and Control of Use
· No PPE needs assessment completed
· PPE being used before other safer controls (distancing/ barriers etc.)
· No procedure for wearing face coverings in public access areas
· No PPE training/ fit testing or instruction provided
· Disposable PPE used too often and not disposed of
· No cleaning or storage regime for reusable PPE.

	
	
	
	
	
	
	

	8. Poor Control of Toilet and Welfare and Facilities
· No additional time allocated for workers to wash hands more regularly
· No hand sanitiser provided at various location (minimum 60% alcohol)
· Soap and hand wash not restocked regularly
· No enhanced disinfecting schedules for facilities
· No signage provided to remind workers to wash hands before and after using facilities
· Poor or little ventilation in welfare/ toilet areas
· Enclosed bins not provided or emptied daily
· Towel sharing - no disposable hand towels provided
· Hand dryers spraying excess water particles in the air available to use 

	
	
	
	
	
	
	

	9. Poor Control of Canteen and Rest Facilities 
· Staff share facilities and no enhanced cleaning
· Seating distances with 2 metres
· No segregation of workers or staggered break times
· No hand sanitiser or soap provided
· Tables and chairs not cleaned between use
· Canteen staff working within 2 metres of each other
· No monitoring or inspections completed in the area.

	
	
	
	
	
	
	

	10. Poor Control of Shower and Changing Facilities
· No control or separation of workers using the facilities
· No staggered start times established to avoid overcrowding
· No enhanced cleaning schedules established
· No individual clothing storage facilities provided
· No additional enclosed rubbish bins provided or emptied daily.

	
	
	
	
	
	
	

	11. No Enhanced Workplace Cleaning Schedules in Place
· No additional COSHH assessments completed for new/ more frequent cleaning schedules or substances
· No training provided to cleaners/contract cleaners
· No consideration to change cleaning methods (avoid splashing etc.)
· No disinfectant or diluted bleach supplies available or on order 
· No additional PPE provided for cleaners
· No additional disposable towels, mop heads, cloths etc. provided.

	
	
	
	
	
	
	

	12. No Additional Fire Aiders or PPE Available
· First aid needs assessment not reviewed
· Lack of trained first aiders available due to new work patterns
· No specific COVID-19 related PPE or training provided to First Aiders
· No procedures established to dispose of contaminated waste
· No plans established if emergency services are not immediately available due to the pandemic
· No enhanced cleaning procedure established after First Aid treatment in the workplace.

	
	
	
	
	
	
	

	13. Vehicle Use and Travelling to Work
· Workers sharing vehicles to get to work
· Workers using public transport to get to work
· No additional parking spaces provided
· No training or instruction provided to employees relating to commuting
· Company vehicles shared by workers
· No cleaning or sanitising products provided in company vehicles
· No plans established to separate workers who have to share vehicles
· No additional cleaning schedules established for vehicle interiors and touch points
	
	
	
	
	
	
	

	14. No of Control of Deliveries, Contractors or Visiting Other Premises
· Deliveries or visiting contactors allowed to enter the building
· Deliveries entering the building without being sanitised/ disinfected
· No plan or instructions given to maintenance contractors prior to attending the premises
· No plan established if workers visit other work locations or client premises.

	
	
	
	
	
	
	



[bookmark: _Hlk40692343]Disclosure of Information, Use of Personal Data & Confidentiality 
Information provided to us by you will remain confidential and be used for the purpose of providing the agreed service to you, or to others where we are required to fulfil a regulatory or legal obligation and as set out in our Privacy and Fair Processing Policy. 
Where appropriate, information which passes between both parties of this agreement could be deemed as a material fact by your insurers and should be disclosed to them. In such circumstances where Thomas Carroll (Brokers) Limited act as your appointed insurance broker this information will be passed to them unless you specifically instruct us, in writing, not to do so and confirm that you fully understand the implications of your decision. In all other circumstances, you are advised to disclose such information to your insurance service provider. Failure to do so could invalidate your insurance cover. Any written instruction provided to Thomas Carroll Management Services not to disclose information to Thomas Carroll (Brokers) Limited must be received by Thomas Carroll Management Services within 5 working days following the delivery of each part of the agreed service, or immediately in the case of an incident that could result in an insurance claim.
Any accident or incident notified to Thomas Carroll Management Services or added to the Health and Safety Management Software does not constitute the formal notification of a potential claim to Thomas, Carroll (Brokers) Ltd. In such circumstances a separate claims notification must be made to the Claims Department of Thomas, Carroll (Brokers) Ltd. Any delay in notification to Thomas, Carroll (Brokers) Ltd could be deemed as late notification by insurers and may result in non- payment of the claim.
All advice provided by Thomas Carroll Management Services, as part of the agreed service, should be read in conjunction with your insurance policies to ensure compliance with warranties and conditions.
Any personal information will be used to understand your needs and improve our services. It may be shared with third parties where required to do so for us to provide our services to you, or where we have appointed third parties to manage our business. Where you have agreed, or in circumstances where to do so will be in our mutual interests, we may contact you, or pass on your contact details to other companies within the Thomas, Carroll Group, to provide you with further information about our wider products and services. You can opt out from receiving such communications by contacting us. 
In your dealings with us you may provide us with information that may include data that is known as personal data. Where we process personal data, we comply with statutory data processing requirements as set out by the Data Protection Act 2018. The personal data we will collect may include information relating to your name, address, date of birth, health or criminal offences. 
The Data Protection Act 2018 provides you with Access Rights that allow you to gain an understanding on the data being processed, who we share it with, for what purpose, why we need to retain it and retention periods, to object to the processing and to place restrictions on the processing, to request copies of your data and to request the deletion of your data. If you require further information on how we process your data or you wish to exercise your rights, please contact us. How we process your personal data is detailed further within our Privacy & Fair Processing Policy, which can be accessed via our website at www.thomascarroll.co.uk or a copy can be provided on request. 
Information provided to you by us by way of reports and publications constitutes confidential and proprietary information belonging to us and may only be disclosed and/or used in accordance with permission granted by us. Any other disclosure and/or use is strictly prohibited and we reserve the rights amongst others, to take such action as is necessary to protect our confidential and proprietary information.
Please note that English Law recognises the existence of an implied contract of insurance permitting insurers to inspect certain documents which we hold. Some insurers have slightly wider access than others. You should be aware that the right to inspect does not depend on your prior consent having been given.
Please note that telephone calls with us may be recorded for compliance and training purposes.
Credit Checks/Money Laundering/Proceeds of Crime Act
We and other firms (insurers or credit lenders) involved in arranging your insurance and/or credit, may use public and personal data from a variety of sources including credit reference agencies and other organisations. The information is used to help tailor a price and to help prevent fraud. Any credit reference search will appear on your credit report, whether or not your application proceeds. If you have any questions about this or any other matter, please contact us. 
We are obliged to conduct reasonable due diligence to protect us, our clients and insurers against the risk of financial crime. At the start and throughout our relationship, we may require you to provide evidence to assist us in verifying your identity and/or legitimacy of any transactions we conduct on your behalf. 
Neither party shall be involved in the offering, promising or giving of any financial or other advantage to any person in breach of any anti-bribery laws (including the Bribery Act 2010). 
We are obliged to report evidence or suspicion of financial crime to the relevant authorities at the earliest reasonable opportunity and may be prohibited from disclosing this report to you,
We are not permitted to conduct business with any customer who is subject to sanctions and embargoes. If sanctions or embargoes are in place, then we will not be able to proceed with transactions on your behalf and your insurers may terminate your insurance contract and not pay any claims that have been notified. If you subsequently become subject to sanctions or embargoes, we may have to terminate our relationship and your insurer may invoke its cancellation rights under your policy, as well as being unable to proceed with any claims that have been notified.  
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Thomas Carroll, Pendragon House,   Crescent Road, Caerphilly, CF83 1XX  
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Staying COVID-19 Secure in 2020

We confirm we have complied with the government’s
guidance on managing the risk of COVID-19

FIVE STEPS TO SAFER
WORKING TOGETHER

We have carried out a COVID-19 risk assessment and
shared the results with the people who work here

We have cleaning, handwashing and hygiene procedures
in line with guidance

We have taken all reasonable steps to help people work
from home

We have taken all reasonable steps to maintain a 2m
distance in the workplace

Where people cannot be 2m apart, we have done everything
practical to manage transmission risk

O ¢ 0 0 0

Employer Date

Who to contact:
(or the Health and Safety Executive at www.hse.gov.uk or 0300 003 1647)
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COVID-19 — Hierarchy of Risk Control (what you must consider first)
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