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Introduction 
System Concepts were appointed by Newable to undertake a risk assessment of their business 
activities during the current COVID-19 outbreak, taking into account guidance from the 
Government and the requirements of health and safety law.  

Employers have legal duties under health and safety law to:  

 protect the health, as well as safety, of their employees. 
 protect others who may be exposed to health risks as a result of the employer's. 

activities, including members of the public, clients and contractors. 
 manage the health and safety risks from workplaces under the employer's control, 

which includes the means of access to the workplace and any plant such as lifts and air 
conditioning systems. The extent of the duty depends on the level of control. 

Employers are required to do everything ’reasonably practicable’ to manage these risks, and if 
challenged the onus is on the employer to demonstrate that they took all reasonably 
practicable steps manage the risks. The best way to demonstrate this, as well as compliance 
the law, is usually to follow government and industry-led guidance wherever possible. 

The Government has prepared guidance written by the Department for Business, Energy and 
Industrial Strategy (BEIS) with input from firms, unions, industry bodies and the devolved 
administrations in Wales, Scotland and Northern Ireland, and in consultation with Public Health 
England (PHE) and the Health and Safety Executive (HSE). 

The risks from COVID-19 in the workplace  

Coronavirus disease (COVID-19) is an infectious disease caused by a newly discovered 
coronavirus. 

Most people infected with the COVID-19 virus will experience mild to moderate respiratory 
illness and recover without requiring special treatment. Older people, and those with 
underlying medical problems like cardiovascular disease, diabetes, chronic respiratory disease, 
and cancer are more likely to develop serious illness. 

The main route of transmission is from cough and sneeze droplets. These droplets fall on 
surfaces in the vicinity and can then be picked up on the hands and transferred when someone 
touches their face. People within close contact can also directly inhale droplets from infected 
people.  

How long any respiratory virus survives will depend on a number of factors; for example: 

 what surface the virus is on. 
 whether it is exposed to sunlight. 
 differences in temperature and humidity. 
 exposure to cleaning products. 

Under most circumstances, the amount of infectious virus on any contaminated surfaces is 
likely to have decreased significantly by 24 hours, and even more so by 48 hours. 
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Employers have a duty to reduce workplace risk to the lowest reasonably practicable level by 
taking preventative measures. The UK government has issued guidance for employers 
outlining the steps it expects employers to take to manage the risks from COVID-19 in the 
workplace.   

Consultation with employees 

Employers have a duty to consult their people on health and safety. Employers can do this by 
listening and talking to them about the work and how they will manage risks from COVID-19.  

The people who do the work are often the best people to understand the risks in the workplace 
and will have a view on how to work safely. Involving them in making decisions shows that 
you take their health and safety seriously.  

You must consult with the health and safety representative selected by a recognised trade 
union or, if there isn’t one, a representative chosen by workers.  
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General information  

Date of assessment 

We undertook this assessment on 15 May 2020.  

Name of assessors 

This assessment was undertaken by Julie North, Principal Consultant (CMIOSH).   

Scope of assessment 

This assessment covered Newable Limited’s office located on the 6th floor of 140 Aldersgate 
Street, London, EC1A 4HY, common areas of the building which Newable employees had 
access to such as the building entrance and passenger lifts.  

This assessment considered if current control measures in place would be suitable and 
sufficient to protect Newable employees and others who may be affected by their work from 
COVID-19 risks when they resumed work at their office.  

Description of site, task or activity being assessed 

Newable occupied the 6th floor of 140 Aldersgate Street, a landlord managed building. 
Newable’s demise comprised a reception desk, a small coffee bar which was managed by an 
employed Barista, 60 workstations and flexible working space (bench style desking circular 
desks with monitors), internal meeting rooms, an enclosed executive office for two people, a 
staff kitchen which was provided with a vending machine, hot and cold water tap dispenser, 
fridges, a microwave, a dishwasher and a communal table for employees to sit and eat at. The 
office also comprised an enclosed cloak room for coat storage and lockers for personal storage, 
an enclosed post room with post trays and an enclosed quiet room, an IT server room, a first 
aid room, a board room, and photocopiers which were provided around the office space.  

Employees carried out typical low risk office based activities and Newable operated under a 
hot-desking policy. Toilet facilities were in the landlord’s demise and showers fell under 
Newable’s responsibility to manage.  

120 employees were allocated 140 Aldersgate Street and occupation before the outbreak was 
typically 60-70 employees per day. 

Common areas, including passenger lifts, the loading bay and ground floor reception were 
under control of the landlord, LandSec.  

There were no contractors working onsite on a day-to-day basis. A contracted cleaner worked 
in the evening, although this has stopped since the lockdown.  

Equipment and substances used 

The work involves use of low risk office equipment such as computers, stationery items and 
printers/photocopiers.  
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People affected by the hazards in this assessment  

Employees, Newable visitors and contractors who may attend site. 

Consultation undertaken during the assessment  

We met and spoke with Gavin Holland during our visit. We also reviewed Newable’s draft plans 
for returning to work ‘Newable. Getting back to work safely’ plan (Draft v1.4) and ‘London 
Building Re-entry FAQ’ provided by LandSec for tenants of 140 Aldersgate.  

Summary of controls currently in place 

At the time of assessment, all Newable employees were working from home, Newable intended 
for employees to continue to do so until ‘COVID Secure’ control measures has been 
implemented.   

Newable had already begun drafting a plan to identify the measures required to make their 
workplace ‘COVID secure’ and had been liaising with the building landlord to understand the 
measures they will be implementing to control risk in common areas of the building.  

Measures identified by Newable in their draft plan were yet to be implemented. As such, our 
recommendations include some of those within their draft plan.
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Appendices 

Appendix 1: Risk Assessment and recommendations 

Hazard or 
activity 

People at risk Existing controls Risk level (RL) OK? Comments 

L S RL 

People going to 
work 
 

Employees and 
others within the 
premises 

 At the time of assessment, all 
employees were working from 
home.  

 Gavin Holland visited the office 
occasionally, to check workplace 
conditions and post for example. He 
worked alone during this time and 
was able to avoid taking public 
transport.  

2 2 4 N Newable’s draft plan 
acknowledges that 
employees will need to 
continue to work from home 
to some degree, however the 
plan was yet to be formalised 
and out into practice.  
 
Government guidance states 
that steps which will usually 
be needed to minimise risk of 
infection includes supporting 
employees who can continue 
to work from home to do so 
have measures in place to 
control and limit the overall 
numbers of employees in the 
workplace.  

Vulnerable 
employees 
 

Employees   At the time of assessment, all 
employees were working from 
home. This prevented ‘clinically 
extremely vulnerable’ and ‘clinically 

2 2 4 N Newable’s draft plan included 
information on their 
responsibilities to protect 
vulnerable employees, how 
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vulnerable’ people coming into 
work.  

 Newable were aware of 
Government guidance to protect 
vulnerable employees.  

to identify them and 
supporting people with caring 
responsibilities, however the 
plan was yet to be formalised 
and put into practice.  
 
Government guidance stated 
that clinically extremely 
vulnerable employees and 
clinically vulnerable 
employees are likely to 
require ongoing to support to 
protect them as they are 
more at risk of complications 
if they become infected.  

Employees with 
relevant COVID-
19 symptoms: 
 a new 

continuous 
cough 
and/or 

 high 
temperature 

 a loss of, or 
change to 
sense of 
smell and 
taste 

Employees and 
others within the 
premises 

 At the time of assessment, all 
employees were working from 
home. This prevented employees 
coming into the office who may be 
experiencing relevant symptoms 
coming into the office.  

2 2 4 N Newable’s plan included 
reminding employees of the 
relevant symptoms and 
requirements to isolate. The 
plan was yet to be formalised 
and implemented.  
 
Government guidance states 
that employees who need to 
self isolate should be 
supported to do so to 
prevent infection to other 
people.  
 
Since completion of our site 
visit, the Government has 
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updated the list of ‘relevant 
symptoms’ to include a loss 
of or change to sense of 
smell or taste.  

Social 
distancing at 
work - travel to 
and from work 

Employees and 
others within the 
premises 

 At the time of assessment, all 
employees were working from 
home this prevented employees 
from using public transport to travel 
into work.  

2 2 4 N Newable’s draft plan included 
steps to take to advise 
employees on how to avoid 
public transport and peak 
hour travel, however the 
plan was yet to be formalised 
and put into practice.  
 
Government guidance 
recommends steps that may 
be needed to minimise risk 
to employees if they are 
required to travel to and 
from the workplace.  

Social 
distancing at 
work – moving 
around the 
workplace 

Employees and 
others within the 
premises 

 At the time of assessment, all 
employees were working from 
home. There were no employees in 
the workplace.  

 Newable occupied one floor of 140 
Aldersgate Street. Employees were 
therefore not required to move 
around other floors within the 
building. 

 The main office walkway was over 2 
m wide, which supported social 
distancing when employees moved 
about the workplace. 

2 2 4 N Newable’s plan identified 
measures to implement to 
support social distancing in 
the workplace, however the 
plan was yet to be formalised 
and put into practice.  
 
Government guidance 
recommends steps that may 
be needed to minimise risk 
to employees when they are 
moving about the workplace.  
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Social 
distancing at 
work – use of 
workstations 

Employees and 
others within the 
premises 

 At the time of assessment, all 
employees were working from 
home, there were no employees 
using workstations.  

2 2 4 N Newable were planning to 
remove all desk phones and 
require employees to use 
virtual meeting apps. They 
were also planning to provide 
all employees with their own 
keyboards and mice, both of 
which would prevent 
employees sharing of such 
equipment.   
 
Newable were considering re-
instating their desk booking 
system to ensure desks could 
be booked by individuals 
each day to eliminate 
accidental shared use during 
the day. 
 
Government guidance 
recommends steps that may 
be needed to minimise risk 
to employees when using 
workstations. 

Social 
distancing at 
work – 
meetings 

Employees and 
others within the 
premises 

 At the time of assessment, all 
employees were working from 
home, employees used virtual 
meeting tools to hold meetings 
remotely to support social 
distancing.  

2 2 4 N Newable’s plan had identified 
they would need to limit the 
number of people in face to 
face meetings and planned to 
cease having external client 
visitors to the office, 
however the plan was yet to 
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be formalised and 
implemented. 
 
Government guidance 
recommends steps that may 
be needed to minimise risk 
to employees and others 
when holding work related 
meetings.  

Social 
distancing at 
work – common 
areas (including 
landlord 
controlled) 

Employees and 
others within the 
premises 

 At the time of assessment, 
employees were working from 
home, this prevented them from 
accessing and using common areas 
of the building.  

 Although the coffee bar was closed, 
coffee was free therefore cash 
handling was not required by the 
Barista or employees.  

 When open, coffee bar was only 
used by employees and visitors. It 
was not open to the general public. 

 Tensa barriers had been installed in 
the ground floor reception to 
implement a queue system.  

 The middle access gate in the 
ground floor has been taped off to 
prevent use to separate people 
using them. 

2 2 4 N Newable had received 
information from the landlord 
of the measures they 
planned to implement for 
common areas to support 
social distancing, however it 
appeared the measures were 
yet to be fully implemented 
e.g. use of and maximum 
numbers permitted in 
passenger lifts (lifts were not 
in use at the time of our 
visit). 
 
Government guidance 
recommends steps that may 
be needed to minimise risk 
to employees when accessing 
and using common areas, 
including those under control 
of a landlord.  
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Accidents, 
security, and 
other incidents 
– fire and 
evacuations 

Employees and 
others within the 
premises 

 At the time of assessment, all 
employees were working from 
home. Such incidents would not 
currently be impacting Newable 
employees.  

 The Government has advised that 
people do not have remain 2 m 
apart during a life safety 
emergency. 

 Reduced numbers of employees in 
the workplace would reduce the 
overall number of people gathering 
at fire assembly points.  

1 2 2 Y It should be noted that 
employees may feel unsafe if 
they are required to gather 
at a designated for assembly 
point. 

Accidents, 
security, and 
other incidents 
– first aid 

Employees and 
others within the 
premises 

 At the time of assessment, all 
employees were working from 
home. Such incidents would not be 
impacting Newable employees. 

2 2 4 N Government guidance states 
that in an emergency, for 
example an accident, people 
do not have to stay 2 m 
apart if it would be 
unsafe and people involved 
in the provision of assistance 
to others should pay 
particular attention to 
sanitation measures 
immediately afterwards, 
including washing hands. 
 
Updated guidance on 
providing cardiopulmonary 
resuscitation (CPR) has been 
released by the Resuscitation 
Council (UK) and St John 
Ambulance. 
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Manging 
customers, 
visitors, and 
contractors  

Employees and 
others within the 
premises 

 At the time of assessment, all 
employees were working from 
home. There were no clients visiting 
the office.  

 Visitors to the office were not 
required to sign in or out which 
eliminated the use of shared items 
e.g. pens. 

2 2 4 N Newable’s plan included 
stopping client visits to the 
office however the plan was 
yet to be formalised and 
implemented.  
 
Government guidance 
recommends steps that may 
be needed to minimise risk 
to employees and others 
where visitors and 
contractors are entering the 
workplace.  

Cleaning the 
workplace 

Employees and 
others within the 
premises 

 At the time of assessment, all 
employees were working from 
home. Cleaning had ceased until 
Newable were prepared to reopen 
the office.   

2 2 4 N Newable’s plan included 
plans for increased cleaning 
and to provide sanitising 
wipes for employee use in 
the workplace, however the 
plan was yet to be formalised 
and implemented.  
 
Government guidance 
recommends steps that may 
be needed to minimise the 
risk of transmission by 
cleaning workplaces if they 
have been closed and to 
prevent transmission via 
contaminated surfaces. 
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Hygiene – 
handwashing, 
sanitation 
facilities and 
toilets  

Employees and 
others within the 
premises 

 At the time of assessment, 
employees were working from 
home, such facilities were not being 
used.  

 Hand sanitiser was provided around 
the office, including at the entrance 
to Newable’s demise, at entry 
points to the toilets and the 
kitchen/rest area.  

 Toilets were enclosed cubicles with 
hand wash basins provided in each. 
This supported social distancing. 

 Handwash had been recently 
replaced by the landlord with 
antibacterial soap.  

 Paper towels were provided in 
toilets to dry hands.    

2 2 4 N Government guidance 
recommends steps that may 
be needed to help everyone 
maintain good hygiene in the 
workplace.  

Hygiene – 
changing rooms 
and showers 

Employees and 
others within the 
premises 

 At the time of assessment, 
employees were working from 
home, such facilities were not being 
used.  

 Hand sanitiser was provided around 
the office, including at the entrance 
to Newable’s shower facilities.   

 Shower rooms were enclosed, they 
only allowed single person use at 
any one time.  

2 2 4 N Newable’s plan included 
increased cleaning of shower 
facilities, providing 
disinfectant sprays for 
employees to use and a 
requirement for employees 
to take personal effects 
home, including towels. The 
plan was yet to be formalised 
and implemented.  
 
Government guidance 
recommends steps that may 
be needed to minimise the 
risk of transmission in 
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changing rooms and 
showers.  

Hygiene – 
handling goods, 
merchandise 
and other 
materials, and 
onsite vehicles 

Employees and 
others within the 
premises 

 Newable did not use vehicles onsite 
nor did they produce merchandise 
in the office   

2 2 4 N Government guidance 
recommends steps that may 
be needed to minimise the 
risk of transmission via 
contact with goods coming 
into the workplace. 
 
Publications on display at the 
main reception were 
provided for visitors. There 
was a low risk that an 
infected person may touch a 
publication and replace it, 
which could then handled by 
another person.  

Personal 
protective 
equipment 
(PPE) and face 
coverings  

Employees and 
others within the 
premises 

 At the time of assessment, 
employees were working from 
home and did not require PPE. 

 Newable had purchased surgical 
masks for employee use, if desired. 

2 2 4 N Government guidance states 
that PPE is not usually 
required in workplaces where 
transmission risk can be 
managed through social 
distancing, hygiene and 
fixed teams or partnering.  
 
Where employers support 
employees with choosing to 
wear face coverings, they 
should tell them how to use 
them correctly.  
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Workforce 
management – 
work related 
travel 

Employees and 
others at 
destinations 

 At the time of assessment, 
employees were working from 
home and were not travelling for 
work purposes.  

 Employees were able to have 
meetings using virtual meeting 
apps. It was not expected that 
employees would be required to 
travel to client sites for offsite 
meetings.  

2 2 4 N Government guidance 
recommends steps to be 
taken should employees be 
required to travel for work.  

Workforce 
management – 
Deliveries to 
other sites 

Employees and 
others, including 
customers/delivery 
recipients  

 Not applicable. Newable employees 
did not deliver items to other sites.   

- - - - - 

Workforce 
management – 
Communications 
and training – 
returning to 
work  

Employees and 
others within the 
premises 

 At the time of assessment, 
employees were working from 
home.  

 Newable had been communicating 
with employees who were at home 
to keep them updated on the 
current situation and requirements 
for employees to work from home. 

2 2 4 N Newable planned to 
communicate their plan to 
employees when it was 
formalised.  
 
Government guidance 
recommends steps to be 
taken to ensure employees 
understand COVID-19 
related safety procedures.   

Workforce 
management – 
Communications 
and training - 
ongoing 
communications 
and signage  

Employees and 
others within the 
premises 

 Newable were communicating with 
employees on the mental health 
and wellbeing aspects of COVID-19 
and working from home and were 
encouraging the use of existing 
wellbeing provisions, including the 
Employee Assistance Programme.  

2 2 4 N Newable’s plan included the 
intention to display signage 
in the office regarding hand 
washing and to raise 
awareness around the risk of 
the virus, however signage 
was yet to be displayed.  
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Government guidance 
recommends steps to be 
taken to make sure all 
workers are kept up to date 
with how safety measures 
are being implemented or 
updated. 

Inbound and 
outbound goods 
– maintained 
social distancing  

Employees and 
others within the 
premises 

 At the time of assessment, 
employees were working from 
home.  

 Gavin Holland was occasionally 
visiting the office to pick up post 
etc. The building was largely empty, 
so he had limited contact with the 
landlord’s post room/loading bay 
operatives or other tenants.  

2 2 4 N The landlord had developed 
plans to manage the building 
post room to inbound and 
outbound good, this included 
plans for allocating time slots 
or a queuing system to 
support social distancing. We 
understood the plans were 
yet to be fully implemented. 
 
Government guidance 
recommends steps to be 
taken to maintain social 
distancing and avoid 
surface transmission when 
goods enter and leave the 
site. 
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Overall assessment of risk  

Overall Assessment of Risk 

Overall risk level with existing controls   While employees are working from home, the risk of transmission in the workplace is 
low. However, action is required to ensure the workplace is as safe as reasonably 
practicable before employees return to the workplace.  

Overall risk level after all actions completed With control measures implemented, the risk should remain low when employees 
return to work.  

Date assessment to be reviewed This risk assessment should be reviewed following changes which affect it, including 
changes to Government guidance or as a result of consultation with employees.   
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Recommendations 

Hazard or activity Action Priority Allocated 
to 

Due date Date 
completed 

Risk level (RL) Is the 
hazard now 
acceptable? 

L S RL 

People going to 
work 

Support employees who can 
safely work from home to 
continue to do so. This will 
reduce the number of 
employees in the workplace 
and support social 
distancing across society 
and in the workplace. 

M  

Cohorting employees into 
teams will reduce the 
number of employees in the 
workplace and reduce the 
risk of transmission across 
the workforce. Cohorted 
teams should work on a 
rota basis in and out the 
office, for example week 
in/week out. Cohorted 
teams should be 
communicated to 
employees so they are 
aware as to when they are 
permitted to be in the 
workplace. 

M 

Vulnerable 
employees 

Work with relevant people 
and teams, line managers 
and HR for example, to 
identify relevant clinically 
extremely vulnerable 

M 

Yes17/06/2020

03/06/2020 Yes

MW

Monica
Whitefield 
(MW)
Malcolm
Cohen
(MC)
Peter Barrand
(PB)

03/06/2020 Yes

1 1 1

1 2 2

1 3 3

MW

MC

PB
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employees so they can 
continue to be shielded. 

Work with relevant people 
and teams, line managers 
and HR for example, to 
identify relevant clinically 
vulnerable employees so 
they can be supported to 
take particular care with 
social distancing, continuing 
to work from home, for 
example. 

M 

Work with relevant people 
and teams, line managers 
and HR for example, to 
identify disabled employees 
who may require reasonable 
adjustments to support 
social distancing. This might 
include allowing them to 
continue to work from home 
or finding them alternative 
work which allows them to 
maintain a 2 m distance in 
the workplace. 

M 

Work with relevant people 
and teams, line managers 
and HR for example, to 
identify employees who 
might require adjustments 
to allow them to carry out 
caring responsibilities or 
protect vulnerable member 
of their household, including 
home schooling and where 

M 

MW 03/06/2020 1 2 2 Yes

MW

Gavin Holland
(GH)

17/06/2020 1 1 1 Yes

MW 03/06/2020 1 1 1 Yes
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employees have household 
members who are 
considered ‘clinically 
extremely vulnerable’ or 
‘clinically vulnerable’. 

Employees with 
relevant COVID-19 
symptoms: 
 new continuous

cough and/or 
 a high

temperature 
 a loss of, or

change to sense 
of smell and 
taste 

Ensure steps are taken to 
remind employees of the 
main COVID-19 relevant 
symptoms and the 
requirements to self-
isolate and not come to 
work. Employees should 
also ensure they report 
symptoms to the relevant 
people e.g. their line 
manager and HR. 

M 

Where employees are well 
enough, support self-
isolating employees to work 
from home. 

M 

Implement measures to 
ensure that employees 
developing COVID-19 
symptoms while in the 
office are sent directly 
home to self isolate. 
Procedures should be 
developed to manage 
employees with COVID-19 
symptoms who require help 
from NHS 111 or the 
emergency services while in 
the workplace, such as 
isolating them in an 
enclosed room and getting 

M 

MW

Line
Management

Chris
Manson
(CM)

05/06/2020 1 3 3 Yes

MW

Line
Management

17/06/2020 1 1 1 Yes

MW

Line
Management

17/06/2020 1 2 2 Yes
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them to use their mobile to 
call 111 or 999 as 
appropriate. 

Social distancing at 
work - travel to and 
from work 

As a London based 
business, provide 
employees guidance from 
Transport for London (TfL) 
on travelling safely on 
public transport, which 
includes avoiding travel 
altogether where possible. 

M  

Support employees with 
adjusting work times to 
avoid travel during rush 
hour. 

M 

Where employees are 
encouraged to walk to and 
from work, consider 
relaxing business attire to 
make it comfortable for 
employees. 

L 

Continue to work with 
LandSec to understand if 
they are implementing 
additional cycle racks to 
help employees avoid public 
transport. 

M 

Provide employees with 
information on Santander 
cycle docking stations near 
the office to support cycling 
to work. Ensure cycle safety 
information is also shared 

L 

MW

GH
16/06/2020 1 2 2 Yes

Line
Management 17/06/2020 1 2 2 Yes

MW
16/06/2020 1 1 1 Yes

GH 05/06/2020 2 1 2 Yes

GH

MW
15/06/2020 1 1 1 Yes
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where cycling is 
encouraged. 

Social distancing at 
work – moving 
around the 
workplace 

Support employees who are 
able to work from home to 
continue to do so, this will 
reduce the overall number 
of employees in the 
workplace. 

M 

Implement a one way 
system around the 
workplace to avoid face to 
face contact with 
employees, for example 
employees could enter via 
one door at reception and 
leave via the other door. 
Ensure any one way 
systems are communicated 
to employees. 

M 

Consider encouraging 
employees to leave the 
office via the stairs to 
reduce use of passenger 
lifts. 

L 

Where employees use 
enclosed rooms such as the 
cloak room and post room, 
arrange for them to have 
maximum capacities, for 
example one person at a 
time. Where practical, doors 
to rooms could be held 
open so people can see 
when they are in use 

L 

MW

Line
Management

16/06/2020 1 1 1 Yes

GH 17/06/2020 1 1 1 Yes

GH
17/06/2020 1 1 1 Yes

GH 17/06/2020 1 1 1 Yes
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(ensure doors are closed at 
the end of each day for fire 
safety reasons). It might 
also be practical to have 
post tray/post held in open 
areas of the office so people 
do not have to enter 
enclosed rooms. 

Continue to work with 
LandSec to understand if 
they will support one way 
routes in and out the 
building. 

M 

Continue to work with 
LandSec to confirm hand 
sanitiser is available on 
arrival to the building. 

M 

Social distancing at 
 work – use of 
workstations 

Where employees cannot be 
allocated desks, ensure 
desks are cleaned between 
each user, for example at 
the end of each day. 

M 

Plan workstations to ensure 
face to face working is 
avoided and to allow a 2 m 
distance. See photograph 1 
as an example layout. 

M 

Enclosed offices which are 
shared by two people 
should be limited to one 
person as workstations 
were face to face. 

M 

GH 17/06/2020 1 2 2 Yes

GH 17/06/2020 1 2 2 Yes

GH 17/06/2020 1 1 1 Yes

GH 17/06/2020 1 1 1 Yes

GH 17/06/2020 1 1 1 Yes
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Bench style seating in the 
office should be planned to 
prevent face to face 
working and allow a 2 m 
distance. See photograph 2 
for an example layout. 

M 

Implement operational 
procedures to ensure 
employees are discouraged 
from visiting each other at 
workstations e.g. for 
conversations. Electronic 
communication tools should 
be encouraged. 

M 

Where it is possible for 
people to work comfortably 
in them (e.g. with a 
computer chair, monitor, 
keyboard, and mouse) 
meeting rooms could be 
repurposed for single 
person use. 

L 

Remove desk phones and 
provide employees with 
individual keyboards and 
mice, as planned. 

M 

Social distancing at 
work – meetings 

Encourage employees to 
use remote meeting tools to 
avoid face to face meetings 
in the first instance. 

M 

Where face to face 
meetings cannot be 
avoided, implement 
maximum capacities of 

M 

GH 17/06/2020 1 1 1 Yes
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MW

Mashudul
Karim
(MK)

17/06/2020 1 1 1 Yes

GH 17/06/2020 1 1 1 Yes
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meeting rooms to allow a 2 
m distance. This can be 
achieved by removing 
chairs and displaying 
signage. Most four person 
meeting rooms would 
generally support a two 
person meeting if chairs 
were suitably spaced apart. 
With chairs suitably spaced 
apart, the board room could 
accommodate five to six 
people. See photographs 3 
and 4 for layout examples. 

Implement face to face 
meeting protocols, this 
could include requiring 
participants washing or 
sanitising hands before 
entering a meeting room, 
using tissues to catch 
coughs and sneezes, 
removing shared items such 
as pens and notepads and 
keeping face to face 
meetings to 15 minutes or 
less. 

M 

Implement defined 
maximum meeting numbers 
for informal meeting areas. 
For example, the seating in 
photograph 5 could 
accommodate two people 
sitting diagonally. Display 

M 

GH

MW

17/06/2020
1 2 2 Yes

GH

MW

17/06/2020 1 2 2 Yes
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signage to communicate 
capacities to employees. 

Move sofa seating further 
apart to allow a 2 m 
distance between users. An 
example is in photograph 6. 

M 

Social distancing at 
work – common 
areas (including 
landlord controlled) 

Continue to work with 
LandSec to understand how 
they will implement social 
distancing in common 
areas, for example at the 
ground floor entrance/exit, 
in passenger lifts and if 
stairwells will be one way 
up and down. 

M 

Arrange for tables and 
chairs in the coffee bar to 
be 2 m apart, or only allow 
the use of two of the four 
tables which are 2 m apart. 

M 

When the coffee bar is 
reinstated, implement a 
queue system to allow 
employees to wait 2 m 
apart and 2 m from the 
Barista this can be achieved 
by using floor markings. 
Where 2 m distance from 
the barista cannot be 
achieved, consider erecting 
a physical barrier. The 
Government advice is that 
transmission of COVID-19 
through food or food 

M 

GH

GH

GH

GH

17/06/2020

17/06/2020

17/06/2020

17/06/2020

1 1 1

1 1 1

1 1 1

1 1 1
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packaging is low, however 
good hand and respiratory 
hygiene should be 
maintained and the Barista 
should continue to follow 
the same stay at home 
guidance as per all other 
employees. 

Implement measures to 
control numbers of people 
in the staff kitchen to 
minimise face to face 
contact. Where employees 
use the table in the kitchen 
to sit and eat at, reduce the 
numbers employees using it 
at the same time to allow a 
2 m distance. This can be 
achieved by removing 
chairs and displaying 
signage. The table in the 
kitchen is likely to support 
three people, one sat at 
either end and one person 
in the middle. 

M 

Encourage employees to 
have lunch at staggered 
times. This can help ease 
congestion the kitchen. 

L 

Where possible, consider 
encouraging employees to 
have lunch/breaks outdoors 
where the risk of 
transmission of the virus is 

L 
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lower, while maintaining 
social distancing. 

When visitors are 
permitted, implement 
means to keep visitors 2 m 
from the Newable reception 
desk e.g. via a floor 
marking. Where this is not 
possible implement a 
physical barrier to protect 
the receptionist and 
visitors. 

M 

Accidents, security, 
and other incidents 
– fire and
evacuations 

Consider implementing a 
‘report safe and disperse’ 
process. This could mean 
that employees in the 
workplace report they have 
safely evacuated the 
building as usual, then 
disperse and return after an 
agreed time e.g. 10-15 
minutes. During times of 
social distancing building 
reoccupation times may be 
increased as passenger lift 
numbers are restricted. 

L 

Accidents, security, 
and other incidents 
– first aid

To give assurance to first 
aiders, consider providing 
face masks or non-surgical 
face coverings for first aider 
use. These can be stored in 
the first aid kit. First aiders 
can provide 
coverings/masks to 
casualties (if appropriate). 

L 

GH 17/06/2020 1 1 1 Yes

GH 17/06/2020 1 1 1 Yes

GH 15/06/2020 1 1 1 Yes
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Ensure first aid kits remain 
suitably stocked with gloves 
for first aider use. 

M  

Provide first aiders with 
information on how to 
protect themselves and 
others. This includes: 
 Washing or sanitising

hands before and after 
treating a casualty. 

 Following updated
guidance on providing 
cardiopulmonary 
resuscitation (CPR) by 
the Resuscitation 
Council (UK) and St 
John Ambulance. 

M 

Manging customers, 
visitors, and 
contractors 

When visitors are permitted 
in the office in the future, 
office requirements for 
social distancing and 
hygiene should be 
communicated on or before 
arrival. This could be 
achieved by arranging for 
the host to communicate 
them or via any booking 
processes. 

L 

When visitors to the office 
are permitted in the future, 
ensure numbers are kept to 
an absolute minimum. 

L    

Where physical monitoring 
of contractors is required, 

M     

GH 15/06/2020 1 1 1 Yes

GH 15/06/2020 1 1 1 Yes

All staff 17/06/2020 1 1 1 Yes

All staff 17/06/2020 1 1 1 Yes

GH 17/06/2020 1 1 1 Yes
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ensure this can be carried 
out at a 2 m distance. 

When visitors to the office 
are permitted in the future, 
stagger meeting and visitor 
arrival times to prevent 
congestion at reception and 
waiting area. 

L 

Where practical, keep 
records of all visitors to the 
workplace for contact 
tracing purposes. 

M      

Contractors who visit the 
office when it is occupied 
(e.g. for M&E tasks) should 
be advised to check for 
relevant symptoms before 
entering the office and to 
follow Newable’s social 
distancing requirements 
and good hand and 
respiratory hygiene to 
reduce transmission risk to 
employees. Where practical, 
consider if contractors can 
visit the office when it is 
unoccupied (e.g. after 
17.00 or during the 
weekend). 

M 

Cleaning the 
workplace 

Arrange for high contact 
areas to be frequently 
cleaned. This includes 
objects and surfaces which 
are touched regularly such 

M     

All staff 17/06/2020 1 1 1 Yes

All staff

Land Sec

17/06/2020 1 1 1 Yes

GH 17/06/2020 1 1 1 Yes

GH 17/06/2020 1 1 1 Yes
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as door handles, push 
panels, photocopiers, and 
kitchen facilities/appliances. 

Ensure the workplace is 
thoroughly cleaned before 
employees return to work. 

M 

Request that employees 
clear workstations from 
waste at the end of each 
day and dispose of it in the 
correct waste bin streams. 

M 

Ensure your cleaning 
provider has suitable 
procedures in place to 
clean areas after they 
have been used by a known 
or suspected case of 
COVID-19. 

M 

Provide employees with 
sanitising wipes to use 
before and after using 
shared equipment (e.g. 
kitchen appliances) and as 
desired in the workplace for 
assurance. 

M 

Hygiene – 
handwashing, 
sanitation facilities 
and toilets 

Ensure toilets are included 
in the frequent cleaning 
regime to keep them 
sanitary and ensure waste 
is regularly removed. 

M 

Hygiene – changing 
rooms and showers 

Ensure showers are 
included in the frequent 
cleaning regime to keep 

M 

GH 16/06/2020 1 1 1 Yes

GH 17/06/2020 1 1 1 Yes

GH 17/06/2020 1 1 1 Yes

GH 17/06/2020 1 1 1 Yes

GH 17/06/2020 1 1 1 Yes

GH 17/06/2020 1 1 1 Yes
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them sanitary and ensure 
waste is regularly removed. 

Ensure personal effects, 
including towels, are not 
stored in shower rooms. 

M 

As the cloak room was 
provided with open rails for 
coats etc., where practical, 
encourage employees to 
avoid storing personal 
effects in the cloak room. 
See photograph 7. 
Encourage employees to 
use lockers and store coats, 
bags, or shoes etc. safely 
(e.g. out of walkways) at 
their workstations. 

L 

Hygiene – handling 
goods, merchandise 
and other materials, 
and onsite vehicles 

Consider removing 
publications on display at 
reception to prevent cross 
contamination where they 
are repeatedly touched. 
Consider displaying signage 
to encourage visitors to 
request copies to take away 
with them (when they are 
permitted back to the 
office). 

L 

Personal protective 
equipment (PPE) 
and face coverings 

Review tasks carried out by 
employees who may have 
tasks which cannot be 
completed more than 2 m 
apart and review where 
adjustments can be made, 

M 

GH

All staff
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GH 17/06/2020 1 1 1 Yes
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17/06/2020 2 2 4 Yes



33

for example the IT team 
providing essential desk-
side IT support and work in 
the server room. Priority 
should always be given to 
changing the work to 
eliminate the risk over 
provision of PPE. 

Where employees are 
provided with PPE or who 
choose to use face 
coverings in the workplace 
should be provided with 
information and instruction 
on how to use it: 
1. Wash your hands

thoroughly with soap 
and water for 20 
seconds or use hand 
sanitiser before putting 
a face covering on, and 
after removing it. 

2. When wearing a face
covering, avoid touching 
your face or face 
covering, as you could 
contaminate them with 
germs from your hands. 

3. Change your face
covering if it becomes 
damp or if you’ve 
touched it. 

4. Continue to wash your
hands regularly. 

5. Change and wash your
face covering daily. 

M 

GH 17/06/2020 1 1 1 Yes
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6. 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. 

7. Practice social distancing
wherever possible. 

Workforce 
management – work 
related travel 

Where business travel is 
permitted, ensure there are 
suitable approval measures 
in place e.g. by top 
management.  

M  

Where it is essential for 
employees to travel 
together, they should be 
cohorted to minimise 
contact across the 
workforce. 

M 

Where it is essential for 
employees to travel 
together in vehicles, ensure 
they are reminded to open 
windows for ventilation. 

M 

Where essential travel is 
required, implement 
measures for employees to 
obtain confirmation that 
destinations of travel, 
including client sites and 
hotels/accommodation, 
supports social distancing. 

M 
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Ensure employees who 
must travel for work 
communicate travel plans 
with line managers. 

M 

Workforce 
management – 
Communications 
and training – 
returning to work 

Before employees return to 
work, provide clear and 
consistent communications 
to ensure they receive 
reputable information, 
updates on the outbreak 
and plans for new ways of 
working. 

M 

Develop training for 
employees, which should be 
delivered prior to returning 
to work. Include information 
on the new ways of working 
and information regarding 
arrival for work. 

M 

Implement ways of 
consulting with employees 
to encourage questions, 
feedback, and comments on 
ways of working. This could 
include email/comments 
boxes/intranet pages to 
explain and agree working 
arrangements. 

M 

Ensure your risk 
assessment is shared with 
employees. 

M 

When all controls are in 
place, display the ‘COVID 

L  

MW

Line
Management
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Secure’ poster in the 
workplace. 

Employers with over 50 
employees are expected to 
display their risk 
assessment on their 
website. 

L 

Workforce 
management – 
Communications 
and training - 
ongoing 
communications and 
signage 

Via existing communication 
channels, ensure there is 
ongoing engagement with 
employees to monitor and 
understand any unforeseen 
impacts of workplace 
changes, to allow 
employees to report 
concerns and to report 
noncompliance. 

L 

Ensure employees who 
require information and 
communication in other 
formats or languages are 
accommodated on request. 

L 

Ensure that visual 
communications to remind 
employees of procedures in 
place, including good hand 
and respiratory hygiene are 
in place. 

M 

Where practical, carry out 
periodic audits of control 
measures and employee 
compliance. Audits should 
be recorded. 

L 
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Where practical and on 
request, communicate 
control measures 
implemented e.g. to 
industry regulators, clients, 
or trade bodies. 

L 

Inbound and 
outbound goods – 
maintained social 
distancing 

Continue to work with 
LandSec to implement safe 
procedures to pick-up and 
drop-off inbound and 
outbound goods (such as 
post) to minimise face to 
face contact, this might 
include implementing fixed 
times for you to visit their 
goods in/out areas and 
loading bays. 

M 

Where practical, revise the 
volume of consumables 
ordered, to order larger 
quantities, less often which 
will reduce the frequency of 
external deliveries to 
manage and handle. 

L 

Ensure that allowing 
external delivery people 
visiting your office access 
welfare facilities continues. 

L    

Other risk 
assessments 

Review other risk 
assessments which might 
be impacted by COVID-19, 
new ways of working and 
low occupancy e.g. your 

M 
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general, fire and first aid 
risk assessments. 

Ensure risk assessments 
completed for new and 
expectant mothers include 
risks prevented by COVID-
19 and the control 
measures in place. 

M MW

Line
Management

29/05/2020 2 2 4 Yes
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Appendix 2: Photographs 

Photograph 1: Example workstation layout 

Photograph 2: Example bench seating layout 
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Photograph 3: Example internal meeting 
room layout  

Photograph 4: Example boardroom layout 
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Photograph 5: Informal meeting area  

Photograph 6: Sofas moved 2 m apart  
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Photograph 7: Cloak room containing 
personal effects (coats, bags, and shoes)  
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Appendix 3: Methodology 

We compared the current controls in place for the risks we assessed with the relevant health 
and safety legislation: 

 Health and Safety at Work Act, 1974. 
 Management of Health and Safety at Work Regulations 1999. 
 Regulatory Reform (Fire Safety) Order 2005. 
 Workplace (Health, Safety and Welfare) Regulations 1992. 

Our criteria – good practice 

We used guidance and standards published to help responsible people with managing risks 
posed by COVID-19 in the workplace: 

 Working safely during COVID-19 in offices and contact centres. Guidance for 
employers, employees and the self-employed. 11 May 2020. 

Our approach 

We visited Newable on 15 May 2020 and to carry out a visual inspection of the workplace and 
spoke with Gavin Holland, Group Facilities and Operations Manager, and reviewed 
documentation provided to us by Newable: 

 Getting back to work safely plan (Draft, v1.4), developed by Newable. 
 London Building Re-entry FAQ developed by LandSec for tenants of 140 Aldersgate.  

We identified hazards and, were possible, the existing control measures in place. Where we 
identified risks that were not already adequately controlled in preparation for employees to 
return to the workplace, we have made recommendations in order to reduce risk to an 
acceptable level.    

Assessing risks  

The Health & Safety Executive (HSE) has published guidance on how to assess risks, including 
a simple technique for estimating risks to help employers make decisions about priorities and 
safety precautions. It is based on estimating the severity of harm that could be caused by a 
hazard and the likelihood that any harm will occur. It uses a three-point scale for each factor.     

We estimate risk levels by multiplying the ratings for the severity and likelihood together, 
resulting in a risk level between 1 (very low) and 9 (very high). 

Likelihood ratings 

1 Low Where harm is highly unlikely to occur 

2 Medium Where harm is unlikely to occur 

3 High Where harm is likely to occur 
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Severity ratings 

1 Slight  Minor injury or illness 

2 Moderate  Injury or illness resulting in short-term absence from work 

3 Extreme Death or major injury resulting in long-term absence from work 

 

The risk level is calculated by multiplying the ratings for the likelihood and the severity 
together, resulting in the risk level shown in the table below. 

Risk level 

L
ik

e
li

h
o

o
d

 High (3) 3 6 9 

Medium (2) 2 4 6 

Low (1) 1 2 3 

 Slight (1) Moderate (2) Extreme (3) 

Severity 

 

The definitions for each risk level are shown in the table below. 

Risk level Definition 

High The building or area should not be occupied, or the task should not 
proceed, until action has been taken to reduce the risk. Considerable 
resources may need to be allocated to reduce the risk.   

Medium Some actions are required to reduce the risk. Risk reduction measures 
should be implemented within a defined period. 

Low No further actions are required. 

 

This technique is suitable for assessing the risks encountered in most workplaces and we have 
therefore used is as part of our risk assessment. 

We collated, analysed and documented the results of the assessment to determine any areas 
where, in our opinion, improvement was required to comply with relevant legislation, 
government guidance relating to COVID-19 or meet good health and safety practice.   
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We present the findings and recommendations from the assessment in this report using a 
priority system to indicate the seriousness and urgency.  

We have prioritised them as follows. 

1. High priority indicates areas where there are breaches of health and safety legislation 
and/or where people are at risk. Action should be taken as soon as possible to achieve 
compliance, or immediately if people are at risk. 

2. Medium priority indicates areas where there may not be compliance with health and 
safety legislation or good practice but there were no immediate risks. Action should be 
taken as soon as is reasonably practicable.   

3. Low priority indicates areas where the action is not essential but would be desirable to 
satisfy good practice. 
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Appendix 4: Limitations 

Our findings and recommendations are based solely on the work undertaken during this 
project, the information provided to us and the matters which came to our attention during our 
work. They should not be relied on as a comprehensive statement of all the improvements that 
might be made. 

There might be other weaknesses we were not aware of because they did not form part of our 
work, were excluded from the scope of the work or were not brought to our attention. As a 
result, you should be aware that our findings may have differed if other relevant matters were 
brought to our attention.  

Our recommendations are based on our professional experience and the information and 
evidence that we gathered throughout this piece of work. It is the client’s responsibility to 
develop and maintain sound health and safety systems to manage risk, controls, compliance 
and governance. This report and our recommendations should not be seen as a substitute for 
fulfilling those responsibilities. 


