Premises Checklist
The following checklist is to assist Premises Managers/Appointed Persons to ensure that all aspects of premises safety have been considered taking into account the known risk from covid-19.
	Pre-Opening 
	Y/N
	Action Required

	Statutory and general maintenance

	Are all statutory maintenance tasks in date? Please check RAMIS.
	
	

	Are there any overdue reactive tasks on RAMIS that require attention before reopening?
	
	

	Has legionella flushing been maintained and records kept or is re-commissioning needed before the building opens? 
Please seek advice from H&S/Property Services if unsure.
	
	

	Are weekly and monthly fire checks in date e.g. fire doors, emergency lighting, emergency exits?
	
	

	Does the fire assembly point need to be moved to support social distancing? If so, how will this be achieved/managed?
	
	

	Have external fire escape routes been visually inspected to check they are clear of obstructions and vegetation overgrowth?
	
	

	Has the premises been visually inspected with no obvious need for repairs prior to opening, including the grounds and perimeter fence/wall/gates if applicable?
	
	

	Is routine cleaning needed?
	
	

	Do air conditioning systems automatically reduce ventilation levels based on lower occupancy levels? 

If yes, please rectify so ventilation levels are not reduced
	
	

	Is housekeeping in all areas of the building well maintained?
	
	

	Is grounds maintenance required for any outdoor areas?
	
	

	Pedestrian Movement 

	Is staggering arrival/departure times necessary?
	
	

	Can additional entrances/exits be utilised to minimise congestion?
	
	

	Has a one way system been considered and implemented if appropriate?
	
	

	Are all doors that are not fire doors propped open?
	
	

	Has consideration been given to using/installing door guards that hold open fire doors which cause them to self-close on activation of the fire alarm?
	
	

	Have arrangements been made to carry out a fire drill during the first week back to practice any new arrangements and training/briefing for fire wardens?
	
	

	Signage and Markings

	Is there general covid signage at reception and other entrance points into the building?
	
	

	Is signage placed strategically around the building?
	
	

	Is signage in place reminding people not to hold doors open?
	
	

	Do all toilets in use have handwashing posters displayed?
	
	

	Are arrangements in place to ensure safe use of any lifts e.g. restriction on numbers and floor markings, provision of hand santiser for the operation of lifts?
	
	

	Are arrangements in place for making sure people with disabilities are able to access lifts?
	
	

	Where sanitizer points are provided, is there appropriate signage?
	
	

	Is there signage directing traffic flow prominent around the building?
	
	

	Do all stair ways display directional signage if one-way only?
	
	

	Is there signage in meeting rooms to help people maintain social distancing?
	
	

	Social Distancing

	Are there floor markings e.g. circular spots/ lines to indicate safe distances when queueing? 
	
	

	Are there floor markings to indicate safe distances for tables/chairs in staff rooms/rest areas/canteens?
	
	

	Are the chairs and tables in staff rooms/rest areas/canteens positioned to support social distancing and avoid face to face contact?
	
	

	Is there signage to support safe use of toilets in place e.g. toilets/sinks taken out of use to support social distancing, one in/one out signage as appropriate?
	
	

	Has consideration been given to physical barriers/screens where work is essential and 2m distance cannot be maintained e.g. reception areas, cashiers?
	
	

	Can workstations be moved to ensure 2m distancing applies? 
Use back to back or side to side rather than face to face whenever possible.
	
	

	Can workstations be marked up to ensure social distancing e.g. tape off those not to be used?
	
	

	Can you avoid ‘hot desking’/sharing of work stations where possible or where unavoidable, implement a cleaning regime between uses by different staff?
	
	

	Hygiene

	Is hand sanitiser with 60% alcohol content minimum available at all building entry points and other strategic locations?
	
	

	Is hand sanitiser stored where it is not exposed to direct sunlight? 

If it is exposed to direct sunlight, relocate.
	
	

	Is there provision of tissues at strategic locations?
	
	

	Is there adequate availability of warm water, soap and paper towels for handwashing?
	
	

	Can you open windows and doors that are not fire doors to ensure good ventilation and minimise contact?
	
	

	Are lidded bins available for disposal of tissues?
	
	

	Do fridges and cupboards have any food and drink beyond their use by / expiry.
	
	

	Are there any signs of pest infestation during closure? 
A deep clean may be necessary.
	
	

	Are the expiry dates on first aid kit content and eye wash in date?
	
	

	Is the expiry date on automatic external defibrillator pads and battery packs in date?
	
	

	Cleaning

	Are arrangements in place for frequent cleaning of workplace and equipment between uses?
	
	

	Are arrangements in place for enhanced cleaning of frequently touched surfaces e.g. door handles, keyboards, mice, MFP’s, shredders, lift buttons.
	
	

	Are arrangements in place for enhanced cleaning of busy areas?
	
	

	Is there adequate availability of sufficient supplies of cleaning products?
	
	

	Are arrangements in place for enhanced cleaning of showers during the day and at the end of the day?
	
	

	Are additional waste facilities and more frequent waste collections required?
	
	

	Have staff been informed to ensure showers and locker areas are to be kept clear of personal items?
	
	

	Are arrangements in place for prompt cleaning of area/ equipment used by a symptomatic individual?
	
	

	Has provision been made for all waste generated following an enhanced clean, where an individual has become symptomatic, to be double bagged and kept for 72 hours in accordance with official guidance?
	
	

	Common Areas

	Have suitable outside break areas been identified?
	
	

	Have you considered what sharing of information/arrangements is needed for joint use buildings?
	
	

	Have you considered whether other rooms/areas/buildings can be utilised to support social distancing?
	
	

	Have you encouraged staff to bring their own food and drinks? Consider signage to instruct them to wash and put away dishes immediately.
	
	

	Meeting Rooms

	Have steps been taken to minimise face to face meetings and considered alternatives e.g. digital meetings where possible?
	
	

	Has suitable outside areas for meeting been identified?
	
	

	Have you instructed staff to avoid sharing of resources?
	
	

	Where meeting rooms must be used are there arrangements in place for the provision of hand sanitizer with 60% alcohol content minimum?
	
	

	General

	Have communal items e.g. magazines, single use cups that require handling pack to release, utensils, visitor signing in pens on reception been removed?
	
	

	Can additional bike storage/parking be provided to support cycling to work?
	
	

	Where premises have shared responsibility/access, have you discussed/communicated arrangements with other Managers/staff/tenants?
	
	

	Have you considered methods to reduce the frequency of deliveries?
	
	

	Safeguarding & Security

	Are existing safeguarding and security measures effective if site layout is altered in view of COVID controls? Are changes required?
	
	

	Have you considered how visitors will be restricted to ensure management of potential cross-infection? E.g. consider appointment scheduling, allocated timeslots.
	
	

	Are sufficient key holders for the premises available?

Take into account potential staff absence.
	
	

	Have arrangements been made to maintain a record of all visitors, if practical?
	
	

	Have you considered measures to reduce arson risk associated with misuse of alcohol-based hand santiser?
	
	

	Communication

	Has a reoccupancy of the building risk assessment been documented setting out any necessary controls?
	
	

	Has a service area risk assessment been documented setting out any service specific arrangements and controls?
	
	

	Have you considered how the building and service area risk assessments will be communicated, shared and updated?
	
	

	Have you communicated with staff on measures taken to ensure safety and their role in not attending office/site when they are ill or if part of a household who is self-isolating?
	
	

	Have you considered non routine activities/site visits such as contractors/deliveries/inspections? 
How will controls be communicated?
	
	

	Have you communicated with staff regarding returning to the office/site and the new procedures in place?
	
	

	Are arrangements in place for the communication with all visitors the new procedures in place when accessing the building to ensure they comply with the restrictions in place?
	
	

	Service Manager Checklist

	Have you considered whether staff can continue to work from home?
	
	

	Have you considered staff rotas and plan use of work areas to ensure can maintain 2m distance?
	
	

	Can you limit duration on interaction and fixed teams where 2m distance cannot be maintained?
Where possible this should be less than 1 minute.
	
	

	Consider vehicles – Are arrangements in place for cleaning of corporate vehicles between uses by different users, or after staff have taken the vehicle home?
	
	

	Has provision of hand sanitiser to staff working remotely or where hand washing is not possible been made?
	
	

	Are staff clear they are not to share vehicles unless this cannot be avoided and a detailed risk assessment is in place to demonstrate necessary risk control measures?
	
	

	Can you identify any tasks where staff will be unable to maintain 2m social distancing? Address in service risk assessment.
	
	

	Have measures been taken to minimise face to face meetings and non-essential travel.
	
	


	NB This is not an exhaustive list and there may be site specific responsibilities you manage such as a swimming pool, machinery or greenspace. In these circumstances you should liaise with Property Services where relevant to ascertain what is required for the re-opening of your premises.


