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Our readiness for the introduction
of lockdown measures in March
meant that our contingency plans
were fully implemented within a
few days.
All staff moved seamlessly to remote
working, and there was no interruption
in the high-quality delivery our clients
expect from us.
This is because at Scott Logic, remote
working is in our DNA. It has been at the
core of our delivery strategy since we set
up our business 15 years ago. Thanks to
our remote model, throughout lockdown
we have not only maintained the highest
quality of delivery for existing clients, we
have also been able to mobilise teams
immediately for new projects from our
UK-based delivery centres in Newcastle,
Edinburgh, Bristol and London.
Now that lockdown restrictions are
easing, we are implementing our plan for
a phased return to our offices, guided as
ever by two principles: safeguarding the
wellbeing of our people; and preserving
continuity of delivery for our clients.

In support of this plan, and in line with
guidance issued by the UK Government,
the World Health Organisation and the
NHS, we have produced this COVID Risk
Assessment.
Our plan defines three modes of
operation for our offices beyond the
current period:
- Controlled Personal Use – in this mode,
the offices will be open purely to assist
with the wellbeing of our people, in
support of those for whom full home
working is challenging
- Limited Business Use – at the
appropriate time, we will designate
the offices open for certain business
activities, e.g. key project meetings
- Full Business Use – by this stage, there
will be new working patterns agreed
and adopted
For now, only our English offices will
reopen for Controlled Personal Use. We
will keep Edinburgh under review pending
further guidance from the Scottish
Government.
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1. About this risk assessment
This risk assessment describes the hazards and controls required to
prevent the spread of COVID-19 virus during the current pandemic
and the phased return to the office.
The assessment is based on guidance
issued by the Government, World Health
Organisation and NHS.
Employers must continue to monitor
and follow health and safety workplace
guidance for their sector such as:
- making every reasonable effort to
enable working from home as a first
option

This assessment will be reviewed regularly
in line with Government advice:
Gov.UK
General Coronavirus Guide
Working safely during coronavirus
Coronavirus action plan
Public Health
Public Health England updates

- where working from home isn’t
possible, identifying sensible measures
to control the risks in the workplace

NHS
Latest NHS information and advice
NHS Test and Trace workplace guidance
NHS Covid-19 app

- keeping the workplace clean,
maintaining safe working separation
and preventing transmission through
unnecessary touching of potentially
contaminated surfaces

HSE
HSE latest Coronavirus information and
advice
HSE working safely guide
HSE RIDDOR reporting Coronavirus
For Scotland-specific advice:
Gov.Scotland
Scottish Government coronavirus
guidance
NHS Scotland
NHS Scotland coronavirus-covid-19
guidance
The Government also anticipates
targeting future restrictions more
precisely than at present, where possible,
for example relaxing measures in parts
of the country that are lower risk, but
continuing them in higher risk locations
when the data suggests this is warranted.
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2. Preventing spread of the
COVID-19 virus
Describe the hazard

Who might be harmed and how

Control measures to prevent harm

Spread of COVID-19 virus

Employees, visitors and contractors in
our workplaces at risk of spreading or
contracting the virus

- If anyone becomes unwell with a
new continuous cough or a high
temperature in the workplace they
will be sent home and advised to
follow the stay at home guidance.

The main symptoms of
coronavirus are:
- a high temperature
- a new, continuous cough
- a loss or change to your
sense of smell or taste

Vulnerable groups – older workers,
pregnant workers, those with existing
underlying health conditions – are at
heightened risk if they contract the
virus

- Ensure employees who are in a
vulnerable group are strongly
advised to follow social distancing
guidance.
- Ensure employees who are in an
extremely vulnerable group and
should be shielded are supported
to stay at home.
- Line managers will maintain
regular contact with employees
during this time.
- Collaboration and consultation.
- Open and transparent
communication.
- An inspection checklist will be
undertaken prior to returning to
the office to identify the control
measures to consider to reduce the
risk of workplace infections

Spread of COVID-19 virus
by transfer from person to
surfaces

Employees, visitors and contractors in
our workplaces at risk of spreading or
contracting the virus
Vulnerable groups – older, pregnant
workers, those with existing underlying
health conditions – are at heightened
risk if they contract the virus

Hand washing and hygiene
- Hand washing facilities with soap
and water will be provided and
maintained in a clean and hygienic
condition.
- Stringent hand washing will be
required following Government
guidelines.
- Drying of hands with disposable
paper towels.
- Gel sanitising stations will be in any
area where washing facilities are
not readily available and next to all
entry/exit points.
- Tissues will be made available
throughout the workplace.
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Describe the hazard

Who might be harmed and how

Control measures to prevent harm

Spread of COVID-19 virus
by transfer from person to
person

Employees, visitors and contractors in
our workplaces at risk of spreading or
contracting the virus

Cleaning

Vulnerable groups – older workers,
pregnant workers, those with existing
underlying health conditions – are at
heightened risk if they contract the
virus

- A deep clean will be carried out
before any employees return to the
office.
- We will frequently clean and
disinfect objects and surfaces that
are touched regularly, particularly
in areas of high use such as
door handles, light switches and
reception area using appropriate
cleaning products and methods.
- A clear desk policy will be
implemented to ensure desks can
be cleaned daily.
- We will increase the cleaning
contract to allow for thorough
cleaning of all areas and desks at
the end of each working day.
Shared resources
- Employees will be assigned
a specific desk. This will be
thoroughly cleaned and sanitised
before another employee can be
assigned to it.
- The use of whiteboards and
other shared resources will be
discouraged. Antibacterial wipes
will be available for any equipment
to be wiped down before and after
use
- Antibacterial wipes next to all
printers and ipads so that they can
be wiped down before use

Spread of COVID-19 virus
by transfer from person to
person

Employees, visitors and contractors in
our workplaces at risk of spreading or
contracting the virus
Vulnerable groups – older workers,
pregnant workers, those with existing
underlying health conditions – are at
heightened risk if they contract the
virus
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Social Distancing
- We will reduce the number of
persons in any work area to comply
with Government advice.
- Seating will be arranged in back
to back or side to side working (not
face to face) wherever possible.
- Social distancing posters will be
displayed in the workplace to
remind staff of the importance
of social distancing both in the
workplace and outside of it.
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Describe the hazard

Who might be harmed and how

Control measures to prevent harm

Social Distancing (cont.)
- Reduce the number of people
each person has contact with by
cohorting and using fixed teams
that are segregated as much as
possible.
- Base teams together on one floor.
- We will review work schedules
including start and finish times/
shift patterns, working from home
etc., to reduce number of workers
on site at any one time.
- Where practical, virtual meetings
to be used instead of face to face
meetings.
- Meeting room use will be
discouraged and capacity of the
rooms will be reduced.
- Where face-to-face contact is
essential, this should be kept
to 15 minutes or less and social
distancing rules adhered to
- Social distancing also to be
adhered to in kitchens, tea points,
toilets and smoking areas.
- Restrict movement between offices
and floors.
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3. Making shared areas and
facilities safe
Describe the hazard

Who might be harmed and how

Control measures to prevent harm

Changing facilities and
showers, lifts and staircases,
toilets

Employees, visitors and contractors in
our workplaces at risk of spreading or
contracting the virus

- Social distancing will be maintained
as outlined above.
- Liaise with and support building
management to ensure social
distancing and hygiene is
maintained in common areas,
and ensure all staff are suitably
informed of procedures.
- Ensure all areas are well ventilated
with windows open where possible.
If windows do not open, open doors
(but do not prop open fire doors).
- Suitable bins will be provided which
will be emptied regularly.
- Facilities will be cleaned and
disinfected regularly.
- Lift capacity will be greatly
reduced.
- Use of staircases will be
encouraged with one person on
staircase at a time rule and passing
points on landings.

Tea points, kitchens,
meeting rooms, stand up
areas

Staff members spreading or
contracting the virus

- Break times should be staggered to
reduce the number of people in one
place.
- Social distancing will be
maintained. People must remain at
least 2 metres apart.
- Regulate entry to avoid
overcrowding by implementing
a queuing system and maximum
number of people allowed in the
area at any one time.
- There will be no provision of shared
food such as fruit.
- Any foodstuff in the fridges must be
sealed in Tupperware or food bags
and labelled with the owner’s name
- Antibacterial wipes available at
all times to wipe down any touch
points (kettles, fridge door handle,
etc).
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Describe the hazard

Who might be harmed and how

Control measures to prevent harm

- Hand sanitisers will be available
at entry points and all persons are
required to use them upon entry
and exit.
- Employees should be reminded not
to congregate in these areas.
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4. Information and
communication
Describe the hazard

Who might be harmed and how

Control measures to prevent harm

Poorly informed customers/
visitors

Employees, visitors and contractors in
our workplaces at risk of spreading or
contracting the virus

-

Where possible visitors will be
discouraged and online meeting
tools / conference calls used.

-

Suitable warning signs and
posters will be displayed to ensure
that all visitors are aware of our
policy and know what we have
implemented to help maintain
safe social distancing.

-

All visitors will be required to
sanitise hands on arrival.

-

A “host” will be assigned to each
visitor and will be required to
outline the procedures in place.

-

All employees will be briefed
regarding the required controls
and restrictions prior to returning
to the office. A record of this will
be maintained.

-

All employees will have access to
the full risk assessment.

-

Clear and simple signage will be
appropriately placed to remind
employees of our policies on safe
social distancing and hygiene.

-

Consider those whose first
language is not English and
ensure understanding of what is
required and expected.

-

Guidance and advice is available
on the intranet.

Poorly informed staff

Employees, visitors and contractors in
our workplaces at risk of spreading or
contracting the virus
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5. Access and travel
Describe the hazard

Who might be harmed and how

Control measures to prevent harm

Deliveries to our sites
by Royal Mail or courier
organisation

Delivery staff and our employees
spreading or contracting the virus
when dropping off post, parcels and
supplies

-

Social distancing will be
maintained.

-

Packages are to be left at the
entrance door or reception.

-

No signatures will be provided for
deliveries, the delivery staff will
take a photo of the delivery.

-

There will be a designated post /
parcel collection point.

-

No access for visitors and
contractors unless essential.
Social distancing measures will be
maintained at all times.

-

Consider flexibility and
staggering start and finish times
to reduce congestion at entry/exit
points.

-

Employees should follow and
adhere to Government guidelines
when travelling to and from work.

-

Public transport use should be
kept to an absolute minimum.
Ensure that safe social distancing
is maintained if using public
transport for essential travel.

-

From 15 June 2020 it is a
mandatory requirement to wear
a face covering whilst on public
transport.

-

Government recommends
walking, cycling or using the car to
travel to work.

-

Minimise non-essential travel,
consider remote options first.

-

Minimise the number of people
travelling together in any vehicle,
using fixed travel partners,
increasing ventilation and avoid
sitting face to face.

-

No foreign business travel is
permitted until further notice.

Government advice is that
the risks of transmission
of the virus via post and
packaging is low.

Access to our sites

General travel

Business travel

Customers, contractors and
employees spreading or contracting
the virus

Employees spreading or contracting
the virus

Employees spreading or contracting
the virus
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6. Staff health and wellbeing
Describe the hazard

Who might be harmed and how

Control measures to prevent harm

Mental health and anxiety
issues

If employees suffer anxiety,
depression or stress as a result of the
current virus situation

- Employees are supported and
encouraged to talk to their
manager if they are struggling
with mental health issues.
- Professional medical advice may
be sought as required.
- Consult with employees and
collaborate.
- Identify any barriers preventing
returning to work

First Aid

Employees spreading or contracting
the virus when administering or
receiving first aid

- Changes to fire safety and first aid
provision to mitigate reduced staff
in buildings/site is reviewed on a
regular basis
- In line with government advice,
make sure you wash your hands
or use an alcohol gel, before
and after treating a casualty
also ensure that you don’t cough
or sneeze over a casualty when
treating them.
- Don’t lose sight of other cross
contamination that could occur
that isn’t related to COVID-19.
- Wear gloves or cover hands when
dealing with open wounds.
- Cover cuts and grazes on your
hands with waterproof dressing.
- Dispose of all waste safely.
- Do not touch a wound with your
bare hand.
- Do not touch any part of a
dressing that will come in contact
with a wound.

Increased home working
& use of Display Screen
Equipment (DSE)

Employees – sustaining
musculoskeletal injuries

- All employees have completed
DSE training and an assessment
based on their home set-up.
- All employees have been given
the option to claim for / request
equipment be purchased that is
needed to make their working from
home set up more comfortable, eg.
chairs, monitors, laptop stands,
keyboards, mice, etc.
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Describe the hazard

Who might be harmed and how

Control measures to prevent harm

Non-reporting under
the Reporting of Injuries,
Diseases and Dangerous
Occurrences Regulations

Business could be prosecuted for
failing to comply with a Statutory
requirement.

We will make a report under RIDDOR
(The Reporting of Injuries, Diseases
and Dangerous Occurrences
Regulations 2013) 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.

Legionellosis

All employees and any visitors to the
workplace placed at risk of inhaling
aerosols containing Legionella
bacteria from hot and cold water
systems, showers and air conditioning
units

- Follow the advice and guidance
from the British Engineering
Services Association.
- Where appropriate ensure that all
water systems are flushed through
for 2 minutes prior to re-occupancy
of any buildings that have not been
used regularly.
- Drain down and flush hot water
boilers and change filters
- Drain down and flush mains fed
water coolers and coffee machines
- Check building management
have arranged for Legionella
bacteria testing, following flushing,
of all showers by a competent
organisation where appropriate.
- Check building management
have had all air handling units
assessed by a competent Engineer
and filters cleaned or replaced
under controlled conditions as
appropriate.

COVID Risk Assessment

12

+44 333 101 0020 enquiries@scottlogic.com

