
What are the 
hazards? 
 

Who might be 
harmed and 
how? 

What are we already doing? Do we need to do anything else to manage the risk? 
 

Spread of 
Covid-19 
Coronavirus by 
working in the 
office 
 

Staff 
 
Visitors 
 
Contractors 
 
Employed 
Cleaners 
 
Delivery drivers 
 
Clinically 
vulnerable staff 
 
Extremely 
clinically 
vulnerable staff 
 
Anyone else who 
physically comes 
in to contact with 
the Firm’s offices 
 
How? 
By coming in to 
contact with the 
virus on surfaces 

Handwashing facilities with 
soap and water available in all 
offices 
 
Posters and communications 
up around offices reminding 
people to wash their hands 
regularly 
 
Hand sanitiser provided in 
offices to assist with hand 
hygiene 
 
Paper towels provided to avoid 
the use of shared towels i.e. in 
kitchen areas/toilets 
 
Majority of staff either working 
from home, or where this is not 
possible, have been 
furloughed to ensure 
compliance with government 
guidance and social distancing 
 
Visitors to offices are limited 
and clients are asked to make 
arrangements before hand to 
drop information off. 

Ventilation 
Check ventilation systems to see whether they need 
servicing or adjusting i.e. to check they do not 
automatically reduce ventilation levels due to lower 
than normal occupancy levels. Advice to be sought 
from each local office air conditioning servicers 
referencing the REHVA COVID-19 guidance 
document (April 3 2020) guidance for ventilation. 
Pleases refer to local office ventilation 
checks/procedures 
 
Windows and doors (where safe to do so as per fire 
risk assessment) to be opened frequently to 
increase/encourage ventilation  
 
Social distancing 
Stagger arrival and departure times to reduce 
crowding into and out of the office where required 
 
Install clear Perspex screens in reception where 
required 
 
Review layouts and processes to allow staff to work 
further apart from each other. 
 
Only where it is not possible to move workstations 
further apart, arrange staff to work side by side or 
facing away from each other rather than face-to-
face. Use screens to separate people from each 
other. 



or from an 
infected person 

 
Reviewing and prioritising staff 
who need to return to work in 
the office and those who can 
continue to work from home to 
ensure reduced numbers are in 
place to maintain social 
distancing.  
 
Considering work patterns for 
teams who need to be in the 
office e.g. payroll 
 
Conference and video calls 
instead of meetings preferred 
(internal and external) 
 
Deep cleans of the offices will 
take place before more staff 
start attending where needed 
 
 

Mark areas on the floor to detail 2 metre distances 
from desks, doorways, reception and other areas 
which need 2m markings 
 
Implement one way systems in offices once staff 
numbers increase, where this is possible (typically 
our larger offices, NO & YO for example). Where this 
is not possible then ensure staff numbers are 
reduced enough to allow social distancing to take 
place.  Lift use policy to be implemented where 
relevant, one person per lift policy. 
 
Stagger break times to reduce the number of staff 
needing to use kitchen area/toilets at the same time. 
 
Encourage staff to use safe outside area at break 
times – consider whether any additional 
seating/equipment is needed for outside areas. 
 
Remove seating or mark with tape as “not in use” 
from communal areas to discourage staff from 
spending time in them, reduce seating down to an 
amount that allows for 2m distance between, one 
chair per table. 
 
As more staff return to the office consider whether 
kitchen equipment should be split  i.e. microwaves 
etc in to separate rooms from the drink making 
facilities to reduce the number of staff needing to use 
the kitchen areas at any one time. Only allow one 
person in the kitchen/worktop  area at a time. 
Encourage staff to bring in cold food and store in 
their own cool bags rather than use communal 
fridge. Staff should bring in their own cutlery to use 
to eat. 
 



Staff to be advised to make their own drinks and not 
‘rounds of drinks’ for each other 
 
Redesign procedures for collecting post please refer 
to local office procedures 
 
Redesign procedures for deliveries  please refer to 
local office procedures 
 
Redesign procedures for visitors  please refer to local 
office procedures 
 
Procedures for meetings that must take place face to 
face i.e. new employees, signing of documents that 
need to be witnessed etc. 
 
Implement Agile working policy to help maintain 
flexibility and reduced number of staff in the office at 
any one time. 
 
Managers and partners to be briefed on the 
importance of social distancing and the importance 
of them managing their teams to ensure social 
distancing rules are adhered to. 
 
All staff to be informed of social distancing measures 
in each office on re-induction and training. Social 
distancing measures guidance to include avoiding 
non-essential contact with others, keeping a safe 
distance of 2m from others wherever possible and 
avoiding physical contact (e.g. handshakes).  
 
Reduce the use of hot desks and where it cannot be 
eliminated then keep the same groups of people 
allocated to the same desks. Provide anti bac 
wipes/spray and hand sanitiser at hot desks. 
 



Split teams in to groups where they need to attend 
the office and ensure they remain in the same cohort 
each time they visit the office to prevent staff mixing 
with each other. 
 
Limit the use of lifts to only one person per lift. Staff 
to be encouraged to use the stairs, other than those 
who need to use the lift due to disability etc. Provide 
hand sanitiser for the operation of the lift.  Prioritise 
the use of lifts and disabled toilets to those with 
disabilities.  
 
Liaise with landlords/ other occupants to ensure 
social distancing can be maintained in communal 
areas i.e. toilets/lobby/staircases 
 
Make sure only one cubicle is in use in each toilet 
area – mark others as out of use/tape off. (Landlord 
maintained offices may have different social 
distancing requirements). 
Signs up to tell people to wait outside of the toilet 
area i.e. in corridor to maintain social distancing 
 
Signage 
Display additional signage regarding: 

- Social distancing 
- Cleaning 
- Hand hygiene 
- Safe use of face coverings 
- Any instructions people must follow as a 

result of this risk assessment 
- Travel restrictions around offices i.e. one 

way systems, no use of lifts 
 
Rotate posters about hand washing, 
coughing/sneezing and other public health messages 



related to Covid-19 regularly to keep people’s 
attention. 
 
Hygiene 
 
Provide tissues around office so staff can follow 
‘catch it, kill it, bin it’ guidance on coughs and sneezes 
 
Provide household cleaning products in office areas 
so staff can clean areas and touch points after their 
personal use. Provide additional bins for waste to be 
collected in. 
 
Provide instructions to employed cleaners on 
cleaning procedures  
https://www.gov.uk/government/publications/covi
d-19-decontamination-in-non-healthcare-
settings/covid-19-decontamination-in-non-
healthcare-settings 
 
Increase frequency of overall cleaning of the office, 
in particular touch points, toilets and staff 
room/kitchen areas. 
 
PPE / Face coverings 
PPE and Face coverings are not a recognised control 
measure of the Firm with the exception of employed 
cleaners. 
 
Provide PPE for cleaners disposable or washing-up 
gloves and aprons for cleaning. 
Cleaners to be reminded that wearing of gloves is not 
a substitute for good hand washing. 
 
Permit staff to wear face coverings/PPE if they want 
to however, make it clear it is not a control measure 
detailed by the Firm.  



 
Where staff elect to wear face coverings, encourage 
them to do so safely by providing the following 
guidance: 
• wash hands thoroughly with soap and water for 20 
seconds or use hand sanitiser before putting a face 
covering on, and after removing it 
• when wearing a face covering, avoid touching face 
or face covering, as could contaminate them with 
germs from hands 
• change face covering if it becomes damp or if it’s 
been touched 
• continue to wash hands regularly 
• change and wash 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 usual waste 
• practise social distancing wherever possible 
This guidance can be provided via signs/on the 
intranet 
 
Deliveries 
Stop all personal deliveries to the offices 
 
Anyone handling deliveries must wash their hands 
immediately after handling the delivery and make 
sure not to touch their face 
 
Other 
Avoid the use of shared equipment between staff. 
Where this is not possible i.e. shared 
photocopier/franking machine etc, provide hand 
sanitiser and cleaning products near equipment so 
touch points can be cleaned. 
 



Revise signing in procedures to stop staff from 
sharing a pen / touching signing in and out book. 
Please refer to local office procedure. 
 
Encourage staff to remain onsite (including outside 
areas) when taking their break, where staff cannot 
do this, encourage them to maintain social distancing 
and to wash hands regularly when offsite. 
 
Encourage staff to bring minimal personal 
equipment i.e. bags/coats etc in to the office, asking 
them to leave it in their car where possible and 
where not possible, keep it within their specified 
desk area or in their own locker. 
 
Considering any particular measures or adjustments 
to take account of duties under the equalities 
legislation. 
 
Make reasonable adjustments to avoid disabled 
workers being put at a disadvantage, and assessing 
the health and safety risks for new or expectant 
mothers. 
 
Make sure that the steps taken do not have an 
unjustifiable negative impact on some groups 
compared to others, for example, those with caring 
responsibilities or those with religious commitments. 
 
Maintain a record of all employees working on-site 
on any particular day for the purposes of track and 
trace. 
 
Staff to be communicated with in relation to the 
Firm’s Covid-19 risk assessment and safe working 
methods/practices evidencing that the Firm is Covid-
19 secure. Staff to be informed of the appropriate 



control measures being implemented. Publish a copy 
of the Firm’s risk assessment on LB website.  
 
Client meetings, training and recruitment practices 
to be held via online video conferencing wherever 
possible.  
 

Spread of 
Covid-19 
Coronavirus by 
commuting to 
work 

Staff using public 
transport 
 
Staff travelling to 
work together 
from separate 
households 
 
How? 
Unable to 
maintain social 
distancing via 
these methods of 
travel 

Everyone working from home 
or furloughed to prevent them 
from having to travel to the 
office on public transport 

Identify those who travel to work via public 
transport/car share via staff survey. 
 
Adjust start and finish times so staff can commute 
outside of peak times when it is less busy on public 
transport. 
 
Continue homeworking/furlough for those who 
cannot commute to work safely. 

Spread of 
Covid-19 
Coronavirus by 
travelling on 
Firm’s business 

Staff 
 
How? 
Travelling on 
public transport 
 
Car sharing  

Travel for business purposes is 
limited to essential journeys 
only 

Travel on public transport will only take place where 
absolutely necessary. Where it is deemed necessary, 
arrival/departure times will be amended to ensure 
travel does not take place in peak times. 
 
Staff will be informed to use their own cars to travel 
and will be discouraged from car sharing. Car sharing 
will only take place when a member of staff is unable 
to make a journey in any other way. Where car 
sharing does occur, the following instructions will be 
provided to staff: 

- Keep windows open for increased ventilation 



- Keep the same pairings/groups for any 
return/onward journey to ensure ‘fixed 
travel partners’ 

- Clean their vehicle after the journey 
 
Where staff are required to stay away from their 
home, the stay will be centrally logged by HR and the 
Firm will ensure that any overnight accommodation 
meets social distancing guidelines by enquiring on 
the measures in place before the accommodation is 
booked. 
 
Travel will continue to be avoided where possible by 
using remote options for meetings. 
 

Spread of 
Covid-19 
Coronavirus by 
visiting clients’ 
premises 

Staff 
 
How? 
 
Visiting client’s 
premises where 
Covid-19 
Coronavirus is 
present and them 
catching the virus 
themselves 

 Staff to complete ‘working at client’s premises risk 
assessment’ for each client they work at, guidance is 
provided on the risk assessment about when and 
how this should be completed. This includes 
obtaining and reviewing a copy of their Covid-19 
secure safe working methods/practices and their 
Covid-19 risk assessment. Guidance is also provided 
about when a member of staff should speak to their 
manager/partner as to whether they should remain 
on site or not. 
 
Make  individual bottles of hand sanitiser available to 
each employee for personal use when visiting client 
premises. 
 
Managers to keep in touch with staff working at 
clients’ sites to check on their welfare, mental and 
physical health and personal security including 
ensuring the client is maintaining social distancing 
measures whilst LB staff are on site. 
 



Reassure and remind staff of their entitlement to 
refuse to work anywhere where they do not feel safe. 
 
Additional consideration will be given to clients 
where Covid-19 is more likely to be present such as 
care homes, doctors and dental practices and other 
clinical environments. Managers and partners will 
ensure additional measures are put in place to 
ensure the safety of staff. 
 
Staff will not remain onsite if filtering respirators are 
required due to the training requirements of such 
equipment. Managers/partners will confirm with 
staff when they should leave site if filtering 
respirators are needed. 
 
If staff are required to wear other PPE such as aprons, 
surgical facemasks, eye protection or disposable 
gloves then the client will be expected to provide this 
and managers/partners will communicate this ahead 
of any visit. The PPE should be provided in a way that 
staff can be satisfied it is new and clean. 
 
If staff are required to wear face coverings at a 
client’s they will provide this themselves, where staff 
need to purchase a face covering specifically for work 
purposes i.e. visiting a client, then the firm will 
reimburse the cost of the face covering. The client 
risk assessment provides guidance on how to wear a 
face covering safely. 
 
Only work that needs to be done at the client’s 
premises will be done, all other work will be done at 
home or at an LB office. 

Spread of 
Covid-19 
Coronavirus by 

Staff 
 
How? 

 A risk assessment has been completed by HR in 
accordance with the Firm’s Student Training 
Coordinator and Training Partner to cover situations 



visiting 
Kaplan/other 
professional 
body 
exam/training 
centres 

 
Visiting 
Kaplan/other 
professional body 
exam/training 
centres where 
Covid-19 
Coronavirus is 
present and them 
catching the virus 
themselves 

where students may attend Kaplan/other 
professional body exam/training centres. 
HR/Training Coordinator have reviewed a copy of 
their Covid-19 secure safe working 
methods/practices and control measures being 
implemented.  
 
Make  individual bottles of hand sanitiser available to 
each employee for personal use when visiting such 
training/exam centres. 
 
Employees have been informed to highlight any 
concerns regarding health and safety when visiting 
such centres to HR/managers/partners.  
 
 
Reassure and remind staff of their entitlement to 
refuse to work anywhere where they do not feel safe. 
 
 
If staff are required to wear face coverings at one of 
these centres they will provide this themselves, 
where staff need to purchase a face covering 
specifically for work purposes i.e. visiting an 
exam/study centre, then the firm will reimburse the 
cost of the face covering. The risk assessment 
provides guidance on how to wear a face covering 
safely. 
 
Only work that needs to be done at the 
training/exam centre will be done, all other work will 
be done at home or at an LB office. 

Spread of 
Covid-19 
Coronavirus by 
visitors 

Staff 
 
Visitors 
 

 Visitors to be kept to a minimum by making use of 
remote options first i.e. conference/video calls. 
 



attending the 
office 

Anyone else who 
attends the office 
after the visitor 
 
How? 
Symptomatic 
visitors attending 
the office and 
spreading the 
virus 

Limiting the number of visitors at any one time 
(depending on office size/set up). 
 
Limiting visitors to specific times i.e. to avoid staff 
arriving in the morning/leaving in the afternoon. 
 
Remove/limit the seating available in reception areas 
and meeting rooms. 
 
Close off access to meeting rooms deemed to be too 
small to follow social distancing requirements.  (It is 
possible that a member of staff may be based in a 
closed off meeting room as their work station if 
deemed necessary but not for any meetings to take 
place). 
 
Where meetings do have to take place, the following 
will apply: 

- Only absolutely necessary participants 
should attend meetings and should maintain 
2m separation throughout. 

 
- Everyone in the meeting to have their own 

equipment and not share equipment or 
resources to avoid transmission, remove 
pens for example. 
 

- Restrict making of drinks for clients, they 
should get their own drink to reduce risk of 
cross contamination. Drinks/water machines 
to be cleaned after each meeting. Anti-bac 
wipes/cleaning products available in 
meeting rooms.  

 
- Provide hand sanitiser in meeting rooms. 

 



- Hold meetings outdoors or in well-ventilated 
rooms whenever possible. 
 
 

Meeting instructions to be drafted and circulated to 
partners and staff. 
 
Control measures should be communicated to 
visitors before they enter the building i.e. hygiene 
and social distancing measures email wording to be 
drafted and/or wording on website. 
 
Maintain a record of all visitors for the purposes of 
track and trace. 
 
Redesign process for visitors signing in to offices i.e. 
Reception/nominated person to sign visitors in and 
out to avoid the use of shared resources such as pens 
etc. please refer to local office procedure 
 

Spread of 
Covid-19 
Coronavirus by 
contractors 
attending 
Firm’s offices 

Staff 
 
How? 
 
Symptomatic 
contractors 
attending the 
office and 
spreading the 
virus 

 Try to get any work/servicing carried out outside of 
normal working hours. Where this is not possible, 
limit staff numbers and inform staff of the working 
being carried out. 
 
Enquire about contractors’ safe working methods 
with regards to Covid-19 to ensure they are taking 
appropriate measures 
 
Inform contractors of the Firm’s control measures 
with regards to Covid-19 and ensure they follow 
them. Any contractor not following the required 
control measures will be asked to leave site 
 
Wipe down contractor key cards before and after use 
 



Redesign process for contractors signing in to offices 
i.e. Reception/nominated person to sign contractor 
in and out to avoid the use of shared resources such 
as pens. Please refer to local office procedure 
 
 

Stress and 
anxiety as a 
result of the 
Covid-19 
Coronavirus 
pandemic 

 Introduced EAP 
 
Mental health and wellbeing 
policy 
 
Regular wellbeing updates 

Staff survey regarding returning to work in the office. 
 
Keep promoting EAP. 
 
Information directly to managers and partners about 
spotting the signs of stress and anxiety whilst 
managing remotely and the need for regular contact 
with their teams. 

Staff displaying 
symptoms of 
Covid-19 
Coronavirus 

 Sickness absence policy – 
paying normal sick pay for 
absence so not to deter staff 
from staying at home. 
 
If anyone becomes unwell with 
a new continuous cough,  high 
temperature or loss of 
smell/taste in the workplace, 
they will be sent home and 
advised to follow the self 
isolation guidance. 
 
Provision for staff to work from 
home if they are well enough 
during self isolation. 
 

Training for managers on spotting the symptoms and 
process to follow. 
 
Track and trace procedure to identify any other staff 
that may be at risk of catching the virus from the 
employee displaying symptoms. 
 
Deep cleaning of any area where the employee had 
been present in the office. Specific cleaning 
procedures to be followed in line with government 
guidance in this situation.  
 
Remind employees of self-isolation guidance and 
sickness absence policy/procedures. This includes 
guidance if they have Covid-19 related symptoms or 
someone in their household does.  

Inability to 
maintain social 
distancing 

 Consider whether the activity 
needs to continue for the Firm 

Take all the mitigating actions possible to reduce the 
risk of transmission between staff including: 

- increasing the frequency of hand washing 
and surface/touch point cleaning 



to operate, if no, then activity 
stops. 
 
If activity needs to continue 
then mitigating actions 
implemented 

- keeping the activity time involved as short as 
possible  

- using screens or barriers to separate people 
from each other  

- using back-to-back or side-to-side working 
(rather than face-to-face) whenever possible  

- reducing the number of people each person 
has contact with by using ‘fixed teams or 
partnering’ (so each person works with only 
a few others) 

Reduced first 
aid and fire 
warden cover 
due to trained 
first aiders and 
fire wardens 
unable to 
attend the 
office 

Staff 
 
How? 
Not receiving 
prompt first aid 
treatment where 
required 
 
Lack of assistance 
in exiting the 
building 

Maintain and keep the first aid 
box stocked up 
 
 
 
 
 
Fire procedures for each office 

Ensure there is an appointed person in each office at 
all time to take responsibility of the first aid box and 
call 999 if needed.  
 
Monitor staff numbers and ensure there is at least 
one first aider present if staff numbers reach 50 or 
more. 
 
Inform staff of amended local office fire procedures 
i.e. where less fire wardens are in place than normal. 
 
Substitute absent fire wardens where necessary. 

Wellbeing of 
staff working 
from home 

Staff 
 
How? 
 
Unsuitable work 
stations 
 
Reduced 
supervision 
 
Reduced 
communication 

All staff undertaken an 
individual working from home 
risk assessment 
 
Additional equipment and 
software provided to staff to 
access work systems from 
home 
 
EAP 
 
Teams encouraged to regularly 
communicate with each other 

Send reminders to staff to ensure they highlight any 
changes to their working from home risk 
assessments.  
 
Regular communication of mental health 
information and open door policy for those who 
need additional support. 



 Extremely 
clinically 
vulnerable and 
clinically 
vulnerable staff 
at risk of 
catching Covid-
19 

Staff falling in to 
these categories  
 
How? 
Attending the 
office / clients’ 
premises and 
catching Covid-19 
coronavirus 

Staff in these categories who 
cannot work from home are 
either in the office with 
appropriate social distancing 
measures in place including 
limited staff numbers, or 
where this is not possible, they 
are furloughed 
 
Staff survey circulated to 
capture anyone that 
HR/Partners are not already 
aware of  
Ensuring no one in these 
categories is discriminated 
against due to potential 
protected characteristics 

Staff in these categories to remain working from 
home/ furloughed for as long as possible until the 
risk to them is reduced.  
 
Staff who fall into the vulnerable (moderate risk) 
category will be considered on a case by case basis, 
wherever possible they will continue to be 
accommodated to work from home. Where parts of 
their role is unable to be done from home and they 
are comfortable to return to the office, then the 
amount of time working in the office will be limited 
to that which can’t be undertaken from home. If 
these employees need to undertake work in the 
office then additional control measures will be 
considered/implemented in order to ensure that 
effective social distancing measures can take place.  
 
Try to resolve any issues with them working from 
home by providing additional equipment etc if 
needed, especially when furlough scheme ends. 
If furlough scheme ends and it is still not safe for 
these staff to return to work and they cannot work 
from home then a period of sickness absence will be 
considered. 
 
Consider alternative roles which may allow staff in 
these categories to work from home. 


