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As an employer we have a duty to minimise the risk of COVID-19 in the workplace to the
lowest reasonably practicable level by taking preventative measures. 
 
We must work with both the employees and visitors to the office so that everybody's health
and safety is protected & risk is reduced at all times. 
 
All entering the office should be confident that measures have been taken to reduce risk as
much as reasonably practicable whilst acknowledging the risk can not be completely
eliminated.  
 
We will continue to monitor the situation and  update  guidelines & measures in line with
government advice.

Overview



Office Risk Assessment









Shared areas, entering and exiting the building
Bottles of hand sanitizer & wipes will be provided on reception and at pods - please disinfect
your hands after entering the office & wash hands regularly throughout the day. 
Reception doors & meeting room doors will be left open as much as reasonably practicable to
reduce the need for opening and closing doors / touching door handles / buzzer.   
Regular cleaning schedule for office - cleaning contractors will attend daily to clean the
office and sanitize any high touch surfaces such as doors and handrails. This will be in
conjunction with all employees acting responsibility and adhering to guidelines around
disinfecting surfaces after use to try to minimize contamination to office and surfaces.         
Signage will be displayed throughout the office to remind all occupants to adhere to social
distancing rules and hand washing practice.     
Posters will be displayed to remind all employees / visitors of the practices to minimize the
risks around covid-19 and what they need to do if they display symptoms, test positive for
covid-19 or have been in close contact with anyone that has tested positive for covid-19.

   



Key things to remember:
Wash your hands regularly for at least 20 seconds with soap or sanitizer as per the published
guidance.      
Please wipe down any shared areas or surfaces after each use.      
Please use common sense at all times and socially distance from others as per Government
guidance.       
No hot desking      
Please wait for anyone using the bathrooms to vacate before entering        
If you are displaying symptoms, test positive or have been in close contact with anyone that
tests positive please make management aware. 
Every employee must do a temperature check every morning before they go into the office      
Please remember that risk assessment starts at home. Individuals should do all you can to
minimize risk as much as reasonably possible at home, during your travel to work and in the
office.

 



If you have any questions or concerns about any of the above please contact your manager or
Hatty Campbell-Clause to discuss.
 
All of the regulations and guidelines within this document have been taken from the
government’s advice on the date of this assessment.
 
For more details please refer to the following link:
 
https://assets.publishing.service.gov.uk/media/5eb97e7686650c278d4496ea/working-safely-
during-covid-19-offices-contact-centres-240520.pdf 
 
 

This risk assessment is for Arrows Group use only. Any company wishing to
follow Arrows' example should complete their own risk assessment. 
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