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Introduction
Aarsleff Ground Engineering Ltd recognise that these are exceptional circumstances and that
employers must comply with the latest Government advice on Coronavirus (Covid-19) at all
times.
This Office Working Procedure is based on current Public Health England (PHE)
guidance.
The HSE is the relevant enforcing authority for PHE guidelines. If an employer is not
consistently implementing the measures set out by PHE, it may be subject to enforcement
action.
This procedure is based on the current Public Health England guidance and is necessary during the
Coronavirus (Covid-19) pandemic to ensure employers are protecting their workforce and minimising
the risk of spread of infection. The procedure also considers how personnel travel to and from the work
location.
In accordance with the government at the time of writing to ‘stay alert’ and ‘work from home if you can’
this document is written in preparation of a staged return to office working and the guidance within is
intended to introduce consistent measures in line with the Government’s recommendations on social
distancing and enhanced hygiene measures whilst ensuring employers and individuals make every effort
to comply.
The health and safety requirements of any work location must not be compromised at this time. If an
activity cannot be undertaken safely, it should not take place.
It is also recognised that emergency services are also under great pressure and may not be able to
respond as quickly as usual. This should be taken into consideration in the planning of work activities,
first aid, fire, and emergency responses.

Additional Aarsleff Guidance


Revised first aid guidance has been issued across the company, in the form of a safety alert
which is displayed on the kitchen notice board.

Organisations must have in place effective arrangements for monitoring and reviewing their compliance
with Government and industry guidance. Staff should also be reminded at every opportunity of the
control measures adopted which are aimed at protecting them, their colleagues, families, and the UK
population.
The company has carried out a risk assessment and critical reviewed all process steps to determine
where and when problems may exist in relation to social distancing. Company documentation as
detailed above has been added into the company integrated management system, so it is readily
accessible at all locations IMS COVID-19
This procedure must be read in conjunction with the Office Covid-19 risk assessment.
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When to Travel to Work
It is important to understand the following guidelines by which workers should or should not travel to
work as outlined below.
Social distancing

Workers in the construction industry should follow the guidance on Staying Alert and
Safe (Social Distancing). Where they cannot work from home, they must follow
guidance on Staying Safe outside your Home while travelling to and from work and
while at work.

Self-isolation

Anyone who either has a high temperature or a new persistent cough or is within 14
days of the day when the first member of their household showed symptoms of
Coronavirus (Covid-19) should not come to site, but must follow the guidance on selfisolation.

Person at increased
risk

Anyone who is clinically vulnerable to Coronavirus (Covid-19) is advised to stay at
home as much as possible and if they do go out, take particular care to minimise
contact with others outside their household..

Persons defined on
medical grounds as
extremely
vulnerable

Anyone identified as extremely clinically extremely vulnerable will be advised by their
health authority and must follow the guidance on shielding and protecting people who
are clinically extremely vulnerable from Covid-19 .

Living with a
person in one of
the above groups

Anyone living with a person who is at increased risk of severe illness, or an extremely
vulnerable person who is shielding from Coronavirus (Covid-19), should stringently
follow the guidance on social distancing and minimise contact outside the home.

Please speak to your Line Manager if these circumstances apply to you.
If someone falls ill

If a worker develops a high temperature or a persistent cough while at work, they
should:


Ensure their manager or supervisor is informed



Return home immediately



Avoid touching anything



Cough or sneeze into a tissue and put it in a bin, or if they do not have tissues,
cough and sneeze into the crook of their elbow.

They must then follow the guidance on self-isolation and not return to work until their
period of self-isolation has been completed.

Additional Aarsleff Guidance


If an employee is unwell at work with symptoms of COVID-19, they should follow the guidance
above and notify their line manager. If safe to do so, they should be sent home and follow the
self-isolating guidance from the NHS.



Individuals shall also record their absence on Bright HR.



If there is a concern that their symptoms are severe, call NHS 111 for advice

Travel to Work
Travel to work shall only be carried out by persons using their own transport. Aarsleff have
prohibited car sharing during the coronavirus pandemic.
●

All persons to travel to work individually, either in their works van or own private vehicle.
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●

Parking arrangements are suitable for the expected number of persons who may be entering the
office at any one time.

●

Avoid public transport e.g. cycling, walking – if this is not possible speak to your manager –
consider whether this person can work from home.

●

The bicycle storage area at Centrum is available to use for any person who is able and chooses
to travel by bicycle.

●

Hand sanitiser shall be placed at the main office entrance to be used before and after signing in
/ opening the doors.

●

Persons to check proximity to any other persons prior to exiting their car.

Driving For Work
When travelling for, to meetings, site visits etc, staff should travel alone.
●

Avoid all non-essential travel both by private and works vehicle

●

Keep the time spent in the vehicle to a minimum – do not stop off or take the “long route” to site

●

Drivers shall ensure they regularly clean the vehicle using standard cleaning products, with
particular emphasis on handles and other surfaces which may be touched during the journey.

Site Access and Egress Points
●

Non-essential visitors shall be discouraged from visiting at this time.

●

If necessary, then these persons shall be made aware of this procedure and adopted controls to
be adhered to – responsibility for compliance to these controls rests with the person receiving
the visitor.

●

An office planning rota shall be used to ensure that congestion does not occur at entrances/exits
and within the building. (congestion is unlikely to occur with a reduced presence).

●

Signage and floor marking shall be placed externally to remind persons to maintain 2m
distancing whilst waiting to enter the building.

●

The door entry / fingerprint scanning system is to be kept in use for security purposes due to
the reduced staff presence (investigation is ongoing into obtaining key fobs to gain access).

●

Persons entering shall ensure that they sanitise their hands immediately after scanning /
gaining access – Note do not do this prior to use as this interferes with the scanner.

●

Scan finger – hold door open with your foot – sanitise your hands and then sign in the fire
register.

●

It is recommended that persons wash their hands upon entry to the building.

General Arrangements
Personal hygiene, cleaning and social distancing are vital elements in eliminating/reducing the
spread of coronavirus within the building. The measures adopted within the procedure will reduce
the likely of spreading the virus to others at work.
All staff shall receive a briefing on the covid-19 measures in place as adopted in this procedure.
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Cleaning
●

Enhance cleaning and waste bin removal arrangements have been put into place – twice per
day.
o

Door handles, taps, toilet flushing mechanisms, kitchen, water dispenser mechanism (hot &
cold), printers, air conditioning controls, meeting room and common area equipment e.g.
chairs, IT equipment,

●

Cleaning of individual workstations, monitors, keyboard, mouse, phone, is your responsibility –
special Isopropanol Wipes and instructions will be provided to do this.

●

Note – computer monitors should not be cleaned with these wipes. Providing the social
distancing and hygiene measures are adhere to, it is not reasonably foreseeable that the virus
will be transmitted by a person touching another person’s computer monitor screen.

●

Standard cleaning products with paper towels and gloves to be provided in each office area, for
use by individuals on desks, chairs etc.
Note – cleaning products must kill viruses, diluted bleach solutions or wipes with >60% alcohol,
can be used – check manufacturer’s instructions as products may have to be left on surfaces for
a period of time prior to wiping off.

●

Persons are allowed to wash hands as regularly as they want – E45 cream is provided where
skin dryness occurs due to oils and greases being removed due to extra washing.

●

Hand cleaning products will be provided at every sink location.

●

Each person will be issued with a bottle of hand sanitiser, plus additional bottles strategically
placed in meeting and common room areas.

●

Sanitiser must be (minimum 60% alcohol based).

●

Additional signage and floor markings will be in place to remind and demarcate social distancing
and hygiene measures.

Moving around the building
●

Rota planning will be used to ensure the occupancy is limited at any one time.

●

All doors to be spragged open – fire doors to be fitted with ‘auto release’ devices.

●

Common areas / rooms to have restricted access – signage will provide guidance on max
number persons to enter at one time.

●

Staff to be encouraged to limit unnecessary movement around the building.

Stairs
●

Only one person walk up and down the stairs at any one time.

●

Waiting area to be demarcated at top on the floor and at the bottom persons to use the staff
conference or VR room.

Office Seating Arrangements
Rota planning shall ensure that social distancing can be maintained whilst people are in shared
Document Owner

K Hague

Produced by CLC with Aarsleff Amends

Document Ref
COV-01/2
Property of - Aarsleff Ground Engineering Ltd

Revision
1

Date
May-20

Page
5 of 15

INTEGRATED MANAGEMENT SYSTEM
CORONAVIRUS (COVID-19)

office spaces.
●

Hot desking should be avoided.

●

Consider alternative desk/seating arrangements but on a regular basis – so the space becomes
your own. Caution this may require IT Assistance to move equipment.

●

Staff briefing to ensure that other persons respect personal space, especially when persons are
seated at a desk.

●

Mark the floors with appropriate social distancing reminders.

Workstations
●

Individuals shall ensure they clean their own workstation area and commonly used equipment.

●

Workstation equipment to be cleaned at least twice throughout the day.

Meetings
●

Where possible hold meetings outside or virtually via Teams – even with people in the same
building.

●

Only essential meetings shall take place with only essential attendees present.

●

Meeting rooms will be set out for maximum number persons with chairs removed / taped up.

●

Desk sitting positions to be identified by physical markings to demarcate 2m distancing.

●

Sanitiser and cleaning products to be placed in meeting rooms.

●

Meeting organiser to be responsible for cleaning the meeting room and any equipment to be
used IT keyboard, video conferencing etc. before and after meetings – ensuring individuals
clean their own chairs etc before the leave the meeting.

●

Do not share pens or other meeting room objects/equipment.

Toilet Facilities
●

Restrict the number of people using toilet facilities at any one time.

●

Limit toilets to ONE PERSON AT A TIME – place a cone across the outside of the door to
signal occupied – next person to wait near the bottom fire exit door or adjacent empty office to
maintain 2m distancing.

●

Wash or sanitise hands before and after using the facilities

●

Enhance cleaning as above

●

Isolate cubicles and urinals to ensure social distancing – as per risk assessment.

●

Disabled toilet facilities can be used as required.

Kitchen Facilities
Persons are encouraged to bring in ready cooked food, so they are not preparing fresh food in the
kitchen area. Restricted access arrangement will be in place dependant on any person sitting /
eating food.
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●

Signage and floor markings re social distancing and maximum number allowed in kitchen at
any one time.

●

Individuals to check the number of persons inside the kitchen before entering.

●

Cleaning products available to allow cleaning before and after use.

●

Enhance cleaning in accordance with above – paying special attention to Quooker, and coldwater dispenser mechanism, microwave controls and fridge door, including milk bottle.

PPE
Current government guidance states that the wearing of PPE is not beneficial. This is because
COVID-19 is a different type of risk to the risks you normally face in a workplace, and needs to be
managed through social distancing, hygiene and fixed teams or partnering, not through the use of
PPE.
However, the guidance goes on to state that there are some circumstances when wearing a face
covering may be marginally beneficial as a precautionary measure. The evidence suggests that
wearing a face covering does not protect you, but it may protect others if you are infected but have
not developed symptoms.
It is important to know that the evidence of the benefit of using a face covering to protect others is
weak and the effect is likely to be small, therefore 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 other 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.
Wearing a face covering is optional and is not required by law, including in the workplace. If you
choose to wear one, it is important to use face coverings properly and wash your hands before
putting them on and taking them off.
A supply of medical type masks will be available for any person who chooses to wear one.
Employees will be supported by the company they choose to wear one.
It is important that indivudals:


Wash your hands thoroughly with soap and water for20 seconds or use hand sanitiser
before putting a face covering on, 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.
You can make face-coverings at home and can find guidance on how to do this and use them safely
on GOV.UK Face Coverings.
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Appendices
1

Office Covid-19 Risk Assessment
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Appendix 1 – Risk Assessment – Office Return to Work – Stage 1 – Limited Occupancy

COVID-19
OFFICE RETURN TO WORK RISK ASSESSMENT
STAGE 1 – LIMITED OCCUPANCY

Aarsleff Ground Engineering – Head Office @ Hawton Lane, Balderton, Newark
Persons Exposed

Any persons working or entering the office building
R Speakman

Assessment completed by-name

Risk / Area

Signed copy available on file

Signature

Controls to be adopted / already in place

Date

May 2020

Further controls or comments
Stay alert
We can all help control the virus if we all stay alert. This means you must:
-

stay at home as much as possible
work from home if you can
limit contact with other people
keep your distance if you go out (2 metres apart where possible)
wash your hands regularly
Do not leave home if you or anyone in your household has symptoms.

-

All persons to receive a briefing on control measures implemented

-

Do not attend work if showing any signs or symptoms of covid-19
Consider who is needed on in the office – in line with the government stay
alert guidance above right.
Planning for minimum number in the office to operate safely
Continue monitor wellbeing of persons working from home

Extremely vulnerable - persons who have
specific underlying conditions – received a
letter telling them or told by their GP.

-

Check and record any persons in this category
These individuals to remain at home

-

Vulnerable persons – those at increased
risk including those aged 70 or over and
those with some underlying conditions

-

Every effort to be made for these individual to work / stay at home
Change of role – to enable them to be 2m away from others
Individual assessment

-

Persons living with or caring for
vulnerable person

-

Every effort to be made for these individual to work / stay at home
Provide support – mental health and wellbeing

-

Individual to raise with their Line Manager if this applies to their circumstances

Persons with symptoms

-

Do not go to work – work from home where possible
Where person is already at work – Isolate – go home immediately ensuring
social distancing is maintained
Contact NHS Online / 111 and follow guidance

-

Additional cleaning - of the area / items any individual with symptoms may have been in contact
with.

Persons returning to work

Who should go to work

-

Follow current government guidance
Do not attend work if showing any signs or symptoms of covid-19

-

-
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OFFICE RETURN TO WORK RISK ASSESSMENT
STAGE 1 – LIMITED OCCUPANCY

General arrangements
Cleaning arrangements

Hygiene

Use of stationary

Provision and use of PPE

-

Enhance cleaning arrangements to be in place
Sanitiser at entrance and reception
Sanitiser on individual desks and in meeting rooms
Ensure provision of sufficient cleaning products for staff use in each office
Review number waste bins and locations in building
All staff to receive TBT or training on covid-19
Signage re – more frequent handwashing, reminders, re social distancing,
max number persons in rooms, toilets
Disable hand dryer – provide paper towels as alternative
Staff to wipe toilet doors, taps etc before and after each use

-

Nominate person to top up paper in printers in specific rooms

-

-

Cleaners on site twice per day – common contact surfaces cleaned at least start twice /day
Door handles, taps, toilets, kitchen, water dispenser mechanism (hot & cold), printer, meeting
room, equipment, desks chairs, IT equipment, air conditioning controls
Staff to clean their own workstations, desks, chairs, phones, common desk items.

-

Cleaning products / wipes to be made available in toilet areas

-

Managers to designate ONE PERSON to ensure paper is topped up in the photocopier
Government advice in relation to the wearing of PPE is that it is not beneficial. This is because
covid-19 is a different type of risk and needs to be managed through social distancing, hygiene
and fixed teams or partnering. (clinical settings are the exception to this).
Evidence suggest wearing a face covering does not protect the wearer but it may protect others
if you are infected but not showing symptoms.

Medical type masks will be made available for any person who chooses to
wear one.

Coming to work and leaving work
Travel arrangements

-

Car Parking

-

Entering the building

-

Security – Fingerprint scanner

Leaving work

Document Owner

Individuals to travel alone – no car sharing
Avoid public transport – if not possible speak to your manager
Alternative transport – walk or cycle to work
Where public transport is required – consider whether this person can work
from home.
Car park has sufficient space to ensure social distancing.
Check area when exiting car – wait to exit if adjacent car is also exiting.

-

Rota of persons in office on any given day
Consider staggering start times
Finger-print access system to remain in place for security – due to reduce
office staffing levels.
Place signage at entrance re Covid-19 measures
Hand sanitiser at entrance – to be used prior to and after using the pen to
sign in
All persons to be encourage to wash their hands upon entering the building.
Individuals to use their own pen to sign in

-

Existing arrangements in reverse

-

K Hague

Signed copy in office – uncontrolled if printed

-

Cycle parking area to be cleaned regularly
Provide hand sanitiser at this location

-

Not envisaged to be a problem – consider marking pavement or 2m signage outside entrance.

-

Specific door access / signing in instructions documented in the Office Rtn to work procedure.
Review long term solution – key fob access system

-
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Moving around the building
-

Maintaining social distancing CORRIDORS

KITCHEN

Rota to limit number of persons in the building
Additional signage around ALL locations –
All doors spragged open
Fire doors fitted with proprietary hold open devices
Encourage staff to reduce unnecessary movements around the building
Consider a rota for use of kitchen facilities
Maximum 2 persons dining at any one time – SEATED
Maximum additional 1 person (making tea/coffee) when 2 seated
Maximum 2 persons (making tea/coffee) – no-one seated
Remove / tape up chairs to demarcate seating location
Signage on door and within
Floor marking to direct 2nd person to waiting area

-

Fire Risk Assessment to be review / revised accordingly
Rota issued

Maximum Persons allowed in meeting rooms as follow – sit in designated chairs
MEETING ROOMS -

-

Review need for a physical meeting – consider alternatives – outside or
Teams etc.
Signage on meeting room doors – stating maximum persons allowed
Remove or tape up chairs so seating arrangements are pre set
Tape on floor to demarcate areas

Note – chairs to be placed back to walls away from table unless presenting / using computer
Junttan Room = 5
Banut Room = 2
Staff Conference Room = 3

TOILETS

Stairs

-

Signage on doors – only ONE PERSON allowed at any one time
Use of a cone at the door to signify occupancy
Persons to wait near btm fire door or in adjacent room to the left.
Tape up / isolate urinals
Tape up one cubicle in ladies and gents
Disabled toilet available for use.
Only ONE PERSON up or down at any one time – no passing on the stairs
Mark out waiting area on floor at top of stairs
Waiting area at bottom of stairs – staff conference room

-

Rota planning used to ensure social distancing at desks can be maintained
Tape floor markings re 2m distancing around desks where possible
Brief other office staff not to encroach with 2m of a person at their desk
Avoid hot desking at various desks
Persons to use alternative desks but on a regular basis
Attempt to reduce printing
Printer – common surfaces to be included in the enhance cleaning regime

Only ONE PERSON allowed in the toilets at any one time –

Office seating arrangements
Overcrowding

Printing
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-

Alternative desks – to be used regularly not on a hot desk basis – this increases risk therefore
cleaning becomes even more critical.
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COVID-19
OFFICE RETURN TO WORK RISK ASSESSMENT
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Workstations
Social distancing

-

Rota planning to ensure social distancing can be maintained
Any movement of workstations to be approved by Simon Pick

-

IT Movements require competent person to move – this may require Simon Pick

Use of workstations

-

Persons to clean their own workstation prior to starting work each day &
regularly throughout the day

-

Special wipes and instructions are to be provided for cleaning IT equipment.

-

Special wipes and instructions are to be provided for cleaning IT equipment.

Meetings – (Follow above guidance – moving around the building – meeting rooms)
-

Use of common surfaces – mouse,
keyboard etc

-

Remove the Junttan room system
Persons to use their own laptops and mouse and other objects etc.
Provision of sanitiser and cleaning products in each meeting room –
prominently placed.
Meeting organiser to ensure persons clean the meeting room before and
after use

Managing customers, Visitors & contractors
Clients, customers, contractors (visitors)

-

Restrict visits by clients, customers, contractor etc. – where required ensure
planned at appropriate time
Visitors to be collected from reception – induction re covid measures to be
abided by.
Sanitise hands before entry
Do not shake hands
No personal deliveries to be accepted – instruct staff

Deliveries
Deliveries

-

Document Owner

Direct deliveries to easiest point of drop off to reduce delivery of goods and
subsequent double handling / collection by internal storeman.
Deliveries requiring signature to be done by recipient with their own pen
Driver places paper on table then steps back – recipient steps forward and
signs then retreats – recipient sanitiser hands immediately afterwards.
If not urgent goods to be left to settle for 7 days
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Appendix 2 – Signage

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

Employer

Who to contact:

Date

Your Health and Safety Representative

(or the Health and Safety Executive at www.hse.gov.uk or 0300 003 1647)

2
METRES
APART

Social Distancing
Keep at least 2 metres apart from each other

2
METRES
APART

Keep safe –
working apart but together
For additional guidance please consult
your Covid-19 Risk Assesment and/or
contact your line manager

COVID-19 SOCIAL DISTANCING MEASURES

STOP!
Use of the Kitchen is limited to a

maximum of
TWO PEOPLE
at any one time
If occupied, please return later or wait & allow social
distance for occupants to egress the kitchen facility

THANK YOU

COVID-19 SOCIAL DISTANCING MEASURES

STOP!
Use of the Toilets is limited to a

maximum of
ONE PERSON
at any one time
If occupied, please return later or wait & allow social
distance for occupant to egress the Toilet facility

THANK YOU

COVID-19 SOCIAL DISTANCING MEASURES

STOP!
Entry to this room is limited to a

maximum of
THREE PEOPLE
at any one time
Please sit in designated chairs.
Note that chairs are to be placed backwards to the walls
away from the table unless presenting / using computer.
ENSURE THAT YOU CLEAN ALL EQUIPMENT BEFORE AND
AFTER USE - THANK YOU

COVID-19 SOCIAL DISTANCING MEASURES

STOP!
Use of the Stairs is limited to a

maximum of
ONE PERSON
at any one time
NO PASSING ON THE STAIRS
WAIT AT THE BOTTOM OF THE STAIRS – STAFF
CONFERENCE ROOM UNTIL IT IS YOUR TURN TO USE
THE STAIRS.

THANK YOU

COVID-19 SOCIAL DISTANCING MEASURES

STOP!
Use of the Stairs is limited to a

maximum of
ONE PERSON
at any one time
NO PASSING ON THE STAIRS
WAIT IN THE MARKED OUT WAITING AREA UNTIL IT IS
YOUR TURN TO USE THE STAIRS.

THANK YOU

COVID-19 SOCIAL DISTANCING MEASURES

STOP!
Entry to this room is limited to a

maximum of
FIVE PEOPLE
at any one time
Please sit in designated chairs.
Note that chairs are to be placed backwards to the walls
away from the table unless presenting / using computer.
ENSURE THAT YOU CLEAN ALL EQUIPMENT BEFORE AND
AFTER USE - THANK YOU

COVID-19 SOCIAL DISTANCING MEASURES

STOP!
Entry to this room is limited to a

maximum of
TWO PEOPLE
at any one time
Please sit in designated chairs.
Note that chairs are to be placed backwards to the walls
away from the table unless presenting / using computer.
ENSURE THAT YOU CLEAN ALL EQUIPMENT BEFORE AND
AFTER USE - THANK YOU

