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	Safe Working Procedure – Reducing the risk of COVID-19 transmission
Service Area:

Date approved:

Date reviewed:

This safe work procedure must be reviewed to reflect current government guidance on COVID 19 or if there are relevant changes to the task/activity/equipment or premises 

	Pre-operational checks

Line Managers to inform employees of the process for them returning to work during COVID19 pandemic and confirm their understanding.

Staff to ensure they understand the actions required of them to manage the risk associated with the spread of COVID 19 and discuss any concerns or queries with regard to processes with their line manager.

	Required training/information/instruction

Staff to receive information from Line Manager on the controls set out in their risk assessment for reopening of work premises and resuming of work services. 

If staff are undertaking different work activities during the pandemic, training/instruction needs should be identified and addressed via discussion between employee and Manager.

	Significant hazards

Cross infection of COVID-19 if safe operating procedures are not followed
Injury or ill health non-COVID-19 related if staff undertaking new duties without sufficient information, instruction or training

	Safe work procedure

· If you are displaying recognised symptoms of COVID 19 you must stay home and self- isolate in accordance with government guidance. Notify your Line Manager and arrange a test.
· Wash your hands with soap and water at regular intervals.

· Use hand sanitiser provided, particularly at entry/exit points, and rub into the whole hand area until dry
· Catch coughs and sneezes with a disposable tissue, or into the crook of your elbow

· Observe 2m social distancing.
· Encourage staff to wear a 3-layer covering where social distancing cannot be maintained. Wash hands before putting on/taking off.

· Adhere to the directional signage in the building.

· Follow one-way systems where implemented.

· Only use lifts where necessary and use one person at a time where applicable.
· Give way in corridors/walkways where 2m distancing is not practicable.

· Maintain a clear desk policy at workstations to enable cleaning.

· Do not share resources or work equipment unless agreed with Line Management.

· Where sharing of a workstation is required in shift patterns, wipe all equipment prior to and after use with an antiviral cleaning agent.

· Avoid face to face meetings where they can be held by digital means.
· Queue appropriately, maintaining 2m distance at shared areas such as toilets, at printers and shredders etc.

· Bring your own food to work where possible.

· Clean cups, plates etc. immediately and out away after use.

· Avoid unnecessary travel during the working day where possible.

· Avoid travel in shared vehicles for work purposes, unless vehicle size enables 2m distancing (e.g. a minibus).

· Report potential hazards to your Line Manager

· Where possible and safe, have single workers load or unload vehicles and delivery packages.

· Where possible, use the same pairs of people for loads where more than one is needed.

· Minimise contact during delivery, for example, by calling to inform of your arrival rather than ringing the doorbell.

· Minimise the contact during payments and exchange of documentation, for example, using electronic payment methods and electronically signed and exchanged documents.

	Prohibited activities

Do not attend your workplace if you are displaying recognised symptoms of COVID 19
Do not undertake work activities that you are not competent to do or have not received suitable information, instruction or training.
Do not undertake unsafe activities 



A Safe Working Procedure defines safe methods to ensure hazards are eliminated or risks minimised. It is supportive to, and not a substitute of risk assessments








