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Prime Accountants Group Limited (PAGL)  

including all group companies 

 

COVID-19 POLICY 

This policy applies to all team members working at any PAGL 

site 

 

Do not leave home if you or someone you live with has any of 
the following: 

A high temperature 

A new, continuous cough 

A loss of, or change to, your sense of smell or taste 

 

Introduction 

This policy was written using the governments guidelines: ‘Working safely during COVID-19 in 

offices and contact centres issued 11th May 2020, prepared 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). Updates have been made to 

these guidelines up to 23rd July 2020 and we expect that this document will be updated over time 

and we will review and update this policy and risk assessment where applicable.  

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/offices-and-contact-

centres 

Prime Accountants Group Limited and all its subsidiaries, henceforth known as ‘PAGL’ is 

committed to promoting an open policy to help minimise the risk to every employee and those 

associated with the business. A condition of employment is that all employees working at our 

offices and those employee’s visiting from other sites must adhere to this policy and risk 

assessment. All employees working at all our offices must read, understand, agree, and follow this 

policy and confirm by signing appendix E. 

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/offices-and-contact-centres
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/offices-and-contact-centres
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1 COVID-19 Risk 

Objective: That all employers carry out a COVID-19 risk assessment. 

The business has a legal responsibility to protect workers and others from risk to their health and 

safety. This means the business needs to think about the risks we face and do everything 

reasonably practicable to minimise them, recognising you cannot completely eliminate the risk of 

COVID-19. 

The business has completed a Coronavirus (COVID-19) risk assessment which each employee 

needs to read and abide by – Appendix A. This risk assessment will be reviewed and updated as 

appropriate based on employees  future concerns or observations. 

1.1 Team member concerns 

If any team member has any concerns with this policy or the Coronavirus (COVID-19) risk 

assessment or feel the business is not safe in anyway whilst dealing with COVID-19 they should 

communicate their concerns by following the steps below. The business will listen and act where 

practically possible to remove any concerns at the very earliest opportunity. At its most effective, 

full involvement of team members creates a culture where relationships between the company 

and team members are based on collaboration, trust and joint problem solving. 

Step one: Contact / Speak with your Manager (Locally resolve any concerns) 

Step two: Contact / Speak with Kevin Johns (Should resolve issue or reduce potential risk – The risk 

assessment may be reviewed and updated to reflect any new concern) 

Step three: Use HSE form available at: https://www.hse.gov.uk/contact/concerns.htm (Step one or 

step two should resolve issue – if not contact HSE by website) 

Step four: Contact HSE by phone on 0300 003 1647. (Step one or step two or step three should 

resolve issue – if not contact HSE by phone) 

Note: If any Team member fells unsafe they should stop and go to step one. 

1.2 Managing risk 

The business has a duty to reduce workplace risk to the lowest reasonably practicable level by 

taking preventative measures. In the context of COVID-19 this means working through these steps 

in order: 

 Ensuring both workers and visitors who feel unwell stay at home and do not attend the 

premises 

 Increasing the frequency of handwashing and surface cleaning including entry point access 

scan pads. 

 The businesses will make every reasonable effort to ensure their employees can work 
safely. From 1st August, this may be working from home or within the workplace if COVID-
19 Secure guidelines are followed closely. When in the workplace, everyone should make 

https://www.hse.gov.uk/contact/concerns.htm
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every reasonable effort to comply with the social distancing guidelines set out by the 
government (2m, or 1m with risk mitigation where 2m is not viable is acceptable). 

 Where the social distancing guidelines cannot be followed in full, in relation to a particular 

activity, the businesses will consider whether that activity needs to continue for the 

business to operate, and if so, take all the mitigating actions possible to reduce the risk of 

transmission between their team members. 

 Further mitigating actions include: 

o Increasing the frequency of hand washing and surface cleaning. 

o Keeping the activity time involved as short as possible. 

o Using back-to-back or side-to-side working (rather than face-to-face) whenever 

possible. 

o 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). 

 If people must work face-to-face for a sustained period with more than a small group of 

fixed partners, then you will need to assess whether the activity can safely go ahead. No 

one is obliged to work in an unsafe work environment. 

 The risk assessment includes if the people doing the work are especially vulnerable to 

COVID-19. 

1.3 Sharing the results of your risk assessment 

PAGL will share the results of the risk assessment with our workforce. As the business employs 

more than 50 workers, we will publish the results on our external website. They will be available 

on Yammer. 

PAGL follow the government’s recommendation and will display ‘Staying COVID-19 Secure in 2020’ 

in our workplace at each entry or exit point – Appendix B 
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2 Who should go to work 

Objective: Employers should ensure workplaces are safe whilst also enabling working from home.  
 

 We have considered the maximum number of people who can safely work on site at any 

one time. 

 Plan for a phased return to work for team members safely and effectively 

 Monitoring the well-being of people who are working from home and helping them stay 

connected to the rest of the workforce. 

 Keeping in touch with off-site team members on their working arrangements including 

their welfare, mental and physical health and personal security. 

 Providing equipment where reasonable to do so for people to work from home safely and 

effectively. 

 

2.1 Protecting people who are at higher risk  

Objective: To protect clinically vulnerable and clinically extremely vulnerable individuals. 

Clinically extremely vulnerable individuals have been strongly adviced not to work outside the 

home until the 31st July 2020. Guidance on who is in this group can be found here: 
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-

vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-

from-covid-19 

Clinically extremely vulnerable people will have received a letter telling them they are in this 

group, or will have been told by their GP. 

As of the 1st August the government advice is changing and pausing shielding unless transmission 

of COVID-19 starts to rise significantly. 

If you are clinically extremely vulnerable you should continue to work from home where you can 

but can return to the office as they are COVID-Secure. 

Any Clinically extremely vulnerable individuals employed by the business must contact Kevin Johns 

who will take appropriate actions ensuring the individual is safe and provide support around 

mental health and wellbeing. 

Any team member who is clinically vulnerable should be especially careful and be diligent about 

social distancing and hand hygiene.  

https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing 

We actively encourage team members to stay in touch with team mates. 

 

 

https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing
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2.2 People who need to self-isolate 

Objective: To make sure individuals who are advised to stay at home under existing government 

guidance to stop infection spreading do not physically come to work. This includes individuals who 

have symptoms of COVID-19 as well as those who live in a household or are in a support bubble 

with someone who has symptoms and those who are advised to self-isolate as part of the 

government’s test and trace service.  

 Symptoms 

The most common symptoms of coronavirus (COVID-19) are recent onset of: 

 new continuous cough and/or 

 high temperature and/or 

 a loss of, or change in, your normal sense of taste or smell (anosmia) 

For most people, coronavirus (COVID-19) will be a mild illness. 

For more up to date information: https://www.gov.uk/government/publications/covid-19-stay-at-

home-guidance 

Team members should work from home while self-isolating. 

 All team members should leave their lap tops at home to ensure they can continue to work 

at home if they have to self-isolate 

 PAGL will continue to pay sick pay in line with its company sick policy if you are too ill to 

work. . 

o Those caring for household members displaying COVID-19 symptoms and have 

been told to self-isolate who aren’t able to work (due to personal circumstances)  

will be entitled to SSP from day 1. The Statutory Sick Pay (Coronavirus amendment) 

Regulations 2020 has come into force. The regulations provide that SSP will be 

available to anyone isolating themselves from other people in such a manner as to 

prevent infection or contamination with coronavirus, in accordance with guidance 

published by Public Health England, NHS Scotland or Public Health Wales. 

 Any employee who is self-isolating must contact  Kevin Johns. 

2.3 Ventilation 

 

Objective: To use ventilation to mitigate the transmission risk of COVID-19 

 Team members should open windows as much as possible to ensure there is improved 

ventilation. 

 Please keep doors open to allow improved flow of air around work spaces. 

 

 

 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
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2.4 Equality in the workplace 

Objective: To treat everyone at PAGL equally. 

 The business is mindful of the particular needs of different groups of workers or 

individuals. 

 PAGL understands and takes into account the particular circumstances of those with 

different protected characteristics. 

 Where appropriate PAGL will involve and communicate appropriately with workers whose 

protected characteristics might either expose them to a different degree of risk. 

 The business will consider whether to put in place any particular measures or adjustments 

to take account of duties under the equalities legislation. 

 The business will make reasonable adjustments to avoid disabled workers being put at a 

disadvantage, and assessing the health and safety risks for new or expectant mothers. 

 The business will make sure that any 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. 
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3 Social distancing at work 

Objective: To maintain social distancing (2m or 1m with risk mitigation where 2m is not viable is 

acceptable) wherever possible, including while arriving at and departing from work, while in work, 

and when travelling between sites. 

 PAGL must maintain social distancing in the workplace wherever possible. 

 Where the social distancing guidelines cannot be followed in full in relation to a particular 

activity, we  will consider whether that activity needs to continue for the business to 

operate, and, if so, redesign the activity to maintain a 2m distance or 1m with risk 

mitigations where 2m is not viable.  

  Mitigating actions include: 

o Further increasing the frequency of hand washing and surface cleaning. 

o Keeping the activity time involved as short as possible. 

o Using back-to-back or side-to-side working (rather than face to-face) whenever 

possible. 

o Reducing the number of people each person has contact with by using ‘fixed teams’ 

(so each person works with only a few others). 

• Social distancing applies to all parts of a business, not just the place where people spend 

most of their time, but also entrances and exits, stairwells and landings, toilets and similar 

settings. These are often the most challenging areas to maintain social distancing. 

3.1 Coming to work and leaving work 

Objective: To maintain social distancing wherever possible, on arrival and departure and to ensure 

handwashing upon arrival. 

 The business will continue with flexible working hours which reduce crowding into and out 

of the workplace, taking account of the impact on those with protected characteristics. 

 We encourage team members to walk, run, or cycle to work where possible. 

 Reminding team members that when traveling on public transport is it can’t be avoided the 

need to wear face coverings whist travelling on public transport. 

 Unless employees are living together do not car share as social distance rules cannot be 

maintained. 

 The business is using markings. 

 The business has provide hand sanitiser, at entry and exit points 
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3.2 Moving around buildings and worksites 

Objective: To maintain social distancing wherever possible, while people travel through the 

workplace. 

 Parking – if parking on site reverse into the space. This will minimise cross contamination 

from people exiting and entering their cars. 

 PAGL will reduce movement by discouraging non-essential trips within buildings and 

movement between the suites should not be made unless essential. No travel to the other 

PAGL offices should be made. Video conferencing equipment has been added to every 

computer to enable video conferencing to be used to avoid movement around the office. 

 If there is a business requirement to visit clients, vehicles will be restricted to single 

occupancy. 

 Where possible internal doors will be left open to avoid contact with door handles 

reducing the need to touch them thus reducing potential spread of the virus. 

 One person at a time on the stairs - Please wait at a safe distance if required. 

 In the Coventry Office the upstairs is current not open as this area has not been made 

COVID Secure 

 Lobbies/landings – do not have conversations in these areas as they can prevent others 

from social distancing. 

 Sanitise hands before entering the building and when entering other offices, toilets and lift. 

Sanitiser is provided next to these doors. 

  

 

 

 

 

 

 

3.3 Workplaces and workstations 

Objective: To maintain social distancing between individuals when they are at their workstations. 

 The workstations have been moved to allow team members to maintain social distancing 

with desk stickers indicating where to sit to ensure the 2m gap is maintained. 

 Workstations have been assigned to an individual. 

 Floor signage will be used to assist staff to keep a 2m distance. 

 Managing occupancy levels to enable social distancing. 

 Hot desks will not be used. Meeting rooms have had chairs removed. Once used it will be 

the responsibility of the host to clean the meeting room once the meeting has finished.. 
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3.4 Meetings 

Objective: To reduce transmission due to face-to-face meetings and maintain social distancing in 

meetings 

 Video conferencing should be used to avoid face to face meetings. 

 Only absolutely necessary participants should attend meetings and should maintain 2m 

separation throughout. 

 To avoiding transmission during meetings, pens and paper have been removed. Do not 

share equipment. 

 Hand sanitiser and wipes are in all meeting rooms. 

 Where a face to face meeting is essential consider holding a walking meeting outdoors or if 

not possible please open the windows whenever possible. 

 Table signage has been added to help people maintain social distancing. 
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3.5 Common Areas 

Objective: To maintain social distancing while using common areas. 

Common areas definition: The term ‘common area’ refers to areas and amenities which are 

provided for the common use of more than one person including reception areas, meeting rooms, 

stairwells, landings, toilets, gardens, tea stations, store areas. 

 The tea stations have been closed the water coolers will be available. 

 Please bring your own drinks and use a refillable water bottle during the day. 

 Use safe outside areas for breaks. 

 The seating in the meeting rooms has been reconfigured to maintain social distancing and 

reduce face-to-face interactions. 

 We encourage all team members to stay on-site during working hours. 

 The landlord has reviewed the use of the toilets and have replaced the light switches with 

PIR’s (Solihull), replaced the hand dryers with automatic paper towel dispensers and pedal 

operated bins. 

 Preferably only 1 person should use the lift at a time (Solihull). If this is not possible a 

maximum of 2 people should use the lift at any time and when they do so should stand 

back to back. 
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3.6 Accidents, security and other incidents 

Objective: To prioritise safety during incidents. 

 In an emergency, for example, an accident, fire, or break-in, people do not have to stay 2m 

apart if it would be unsafe. 

 People involved in the provision of assistance to others should pay particular attention to 

sanitation measures immediately afterwards, including washing hands. 

 First aiders will be provided with additional PPE to administer first aid on site (Located 

throughout the building). 

o Mask 

o Gloves 

o Apron 
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4 Managing customers, visitors and contractors 

4.1 Manage contacts 

Objective: To minimise the number of unnecessary visits to offices. 

 Encourage all visits via remote connection or remote working for visitors where this is an 

option. 

 Where site visits are required, site guidance on social distancing and hygiene should be 

explained to visitors on or before arrival. A copy of the guidance should be sent to the 

clients before arrival. 

 Limit the number of visitors at any one time as only one meeting room is available at 

present. 

 Determining if schedules for essential services and contractor visits can be revised to 

reduce interaction and overlap between people, for example, carrying out services at 

night. 

 The host must ensure we maintaining a record of all visitors. 

 Revising visitor arrangements to ensure social distancing and hygiene, for example, where 

someone physically signs in with the same pen in receptions. 

 

4.2 Providing and explaining available guidance 

Objective: To make sure people understand what they need to do to maintain safety. 

 Clear guidance has been prepared on social distancing and hygiene to people, for example, 

clients, on arrival, including signage and visual aids, on arrival and will be available on the 

website. 

 Hosts responsibilities are provided in the visitor guidance prepared. Each team member 

should seek guidance from their Manager. 
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5 Cleaning the workplace 

5.1 Before reopening 

Objective: To make sure that any site or location that has been closed or partially operated is clean 

and ready to restart, including: 

 An assessment for all sites, or parts of sites, has been undertaken. 

 All areas have been deep cleaned and enhanced cleaning procedures have been put in 

place. Hand sanitising stations have been introduced. 

 Ventilation systems have been reviewed and need no adjustments. 

 Water systems have been used continually during shutdown and cold water is mains fed. 

5.2 Keeping the workplace clean 

Objective: To keep the workplace clean and prevent transmission by touching contaminated 

surfaces. 

 Each team member should keep their own work area / work stations clean at all times 

using cleaning products supplied by the business.  

 PAGL have increased the frequency of cleaning of work areas  

 All  surfaces that are touched regularly, such as door handles and printers, will be cleaned 

daily 

 Clearing workspaces and removing waste and belongings from the work area at the end of 

the day is each team members responsibility and your work stations must be clear before 

you leave the office 

 Each team member must place their rubbish into the central pedal bins. Please tie them 

closed. If you suspect the contents to be infected with COVID-19 please double bag the 

waste and leave it in your bin for 72 hours before adding it to the central bin. 

 PPE and face coverings should be disposed of in NON recycling bins and do not need to be 

double bagged unless you suspect it might be infected.  

 If you are cleaning after a known or suspected case ofCOVID-19 then you refer to the 

specific guidance: https://www.gov.uk/government/publications/covid-19-decontamination-in-

non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings 

 

5.3 Hygiene – handwashing, sanitation facilities and toilets 

Objective: To help everyone keep good hygiene through the working day. 

 Signs and posters have been added to build awareness of good handwashing technique, 

the need to increase handwashing frequency, avoid touching your face and if needed 

cough or sneeze into a tissue which is binned safely, or into your arm if a tissue is not 

available. Appendix C and Appendix D. 

 Hand sanitisers have been provided in multiple locations in addition to washrooms. 

 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
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 Alterations to toilet usage have been made. 
o Please use hand sanitiser before entering the facilities. Sanitiser is available next to the 

entrance to each washroom facility. Please close the toilet lid before flushing as this will 

reduce aerosol generation and hence reduce risk of contamination. Once you have used 

the facilities please wipe toilet flush, lock and seat. Cleaning solutions will be provided in 

each cubicle. Use this in conjunction with toilet paper.  

o Hand dryers have been replaced with sensor operated paper towel dispenser. Pedal 

operated bins with lids have been provided for the disposal of used paper towel. 

o Urinals (Solihull) have been closed off in order to reduce this risk of aerosol generation and 

hence contamination. This will also aid in social distancing whilst using the facilities. 

 PAGL have increased cleaning for busy areas. 

5.4 Handling goods, merchandise and other materials, and onsite vehicles 

Objective: To reduce transmission through contact with objects that come into the workplace and 

vehicles at the worksite. 

 All clients records will be placed in the quarantine room (small meeting room) for 72 hours 

before being placed in the general work area 

 PAGL encourages increased handwashing and providing hand sanitiser and wipes for 

workers that have to handle records/goods coming in. 
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6 Personal Protective Equipment (PPE) and face coverings 

 All team members will be provided with their own COVID-19 Combat kit. 

 Each kit contains 

o Gloves 

o Masks 

o Tissues 

o Bin and bin bags 

o Cleaning wipes 

o Hand sanitiser (desk and pocket) 

 At the start of this document we described the steps you need to take to manage COVID-

19 risk in the workplace. This includes working from home and staying 2m away from each 

other in the workplace or 1m plus risk mitigation where 2m is not viable if at all possible. 

When managing the risk of COVID-19, additional PPE beyond what you usually wear is not 

beneficial. This is because COVID-19 is a different type of risk to the risks you normally face 

in a workplace, and needs to be managed through social distancing, hygiene and fixed 

teams or partnering, not through the use of PPE. 

 There should be very limited situations in PAGL where PPE is required as social distancing 

and good hygiene should be able to be maintained. A situation when PPE should be used 

will be when a first aider is responding or someone is responding to a suspected or 

confirmed case of COVID-19. 

 

6.1 Face coverings 

 There is growing evidence that wearing a face covering in an enclosed space helps protect 

individuals and those around them from COVID-19. 

 A face covering can be very simple and may be worn in enclosed spaces where social 

distancing isn’t possible. It just needs to cover your mouth and nose. It is not the same as a 

face mask, such as the surgical masks or respirators used by health and care workers. 

Similarly, face coverings are not the same as the PPE used to manage risks like dust and 

spray in an industrial context. Supplies of PPE, including face masks, must continue to be 

reserved for those who need them to protect against risks in their workplace, such as 

health and care workers, and those in industrial settings like those exposed to dust 

hazards. 

 Face coverings are not a replacement for the other ways of managing risk, including 

minimising time spent in contact, using fixed teams and partnering for close-up work, and 

increasing hand and surface washing. These other measures remain the best ways of 

managing risk and PAGL have implemented these measures to reduce risks.  

 Face coverings are mandatory on public transport and will be mandatory in a number of 

indoor premises from the 24th July 2020. This does not include offices. 

 We have provided all team members with disposable face masks which should only be 

used if they are found in a situation where social distancing can not be maintained. 
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 People are also encouraged to wear face coverings in enclosed public spaces where there 

are people they do not normally meet. If you choose to wear one, it is important to use 

face coverings properly and wash your hands before putting them on and before and after 

taking them off. 

 PAGL will support their workers in using face coverings safely if they choose to wear one. 

To use a face mask you should: 

o 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. 

o When wearing a face covering, avoid touching your face or face covering, as you 

could contaminate them with germs from your hands. 

o Change your face covering if it becomes damp or if you have touched it. 

o Continue to wash your hands regularly. 

o Change and wash your face covering daily. 

o 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. 

o Practise social distancing wherever possible. 

Please be mindful that the wearing of a face covering may inhibit communication with people who 

rely on lip reading, facial expressions and clear sound. 
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7 Workforce management 

7.1 Shift patterns and working groups 

Objective: To change the way work is organised to create distinct groups and reduce the number 

of contacts each worker has. 

 All team members are able to work flexible hours and this should reduce the need for 

people arriving and leaving at the same time. 

 PAGL will Identify key groups of team members who will not be able to work together to 

avoid a whole team being unable to work and risking not being able to provide a service to 

clients. 

 Team members should not pass documents between each other and if they need to they 

should be placed in the transfer zones. 

7.1.2  Outbreaks in the workplace 

Objective: To provide guidance in an event of a COVID-19 outbreak in the workplace 

 If anyone suspects they might be suffering from COVID-19 (or anyone in their household) 

they must inform Kevin Johns as the single point of contact (SPOC) immediately 

 Kevin Johns will advice you what steps you should undertake next and agree an action plan 

with you. 

 If PAGL have more than one team member confirmed to be suffering from COVID-19 in the 

same location at the same time Kevin Johns will inform the local Public Health Team and 

will follow their advice. 

 It is important that all team members have updated their personal details on e-days with 

your correct contact details and address. 

7.2 Work-related travel 

Objective: To avoid unnecessary work travel and keep people safe when they do need to travel 

between locations. 

7.2.1 Cars, accommodation and visits 

 Travel between offices must be kept to a minimum and video conferencing should be used. 

 Only one person should travel in a car when visiting clients.  

 Where team members are required to stay away from their home, centrally logging the 

stay and making sure any overnight accommodation meets social distancing guidelines 

when able to do so from government guidelines use of hotels will be reviewed. 

7.2.2 Off-site visits 

 Off-site visits only to be undertaken when no alternative is possible. 

 Visits must be pre-arranged. 

 Pre-visit questionnaire should be sent to the client. This should include information 

regarding suspected/confirmed cases of COVID-19, if their premises are COVID-19 

compliant and if social distancing can be maintained. 
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 Each team member must complete a client visit risk assessment before attending a client’s 

premises. A copy must be forwarded to Kevin Johns. 

 All team members attending the off-site meeting must take their own hand company 

issued sanitiser and disinfectant wipes. 

 On arrival confirm if there are any suspected/confirmed cases. If yes do not enter and re-

schedule the meeting if possible. 

7.2.3 Deliveries to Other Sites 

Objective: To help workers delivering to other offices or customers’ premises to maintain social 

distancing and hygiene practices. 

 PAGL will minimise person-to-person contact during deliveries to other sites based on this 

policy and workers washing hands using wipes supplied and social distancing. 

 PAGL will minimise contact during exchange of documentation and goods, for example, by 

the worker signing documents with the consent of the accepter, documents not signed can 

be exchanged following social distancing guidelines. 

 Non work related deliveries should not be sent to the office by team members. 

7.3 Communications and Training 

7.3.1 Returning to Work 

Objective: To make sure all workers understand COVID-19 related safety procedures. 

 PAGL will provide clear, consistent and regular communication to improve understanding 

and consistency of ways of working. 

 PAGL will engage with team members through existing communication routes to explain 

this policy. 

 PAGL will send this policy to all team members before they return to work and on their first 

day back to work the team members will receive training on new changes to working 

practices. 

7.3.2 Ongoing communications and signage 

Objective: To make sure all workers are kept up to date with how safety measures are being 

implemented or updated. 

 PAGL will engage with team members, to monitor and understand any unforeseen impacts 

of changes to working environments. 

 All team members should be aware and focus on the importance of mental health at times 

of uncertainty. The government has published guidance on the mental health and 

wellbeing aspects of coronavirus (COVID-19): 

  https://www.gov.uk/government/publications/covid-19-guidance-for-the-public-on-mental-

health-and-wellbeing/guidance-for-the-public-on-the-mental-health-and-wellbeing-aspects-of-

coronavirus-covid-19 

https://www.gov.uk/government/publications/covid-19-guidance-for-the-public-on-mental-health-and-wellbeing/guidance-for-the-public-on-the-mental-health-and-wellbeing-aspects-of-coronavirus-covid-19
https://www.gov.uk/government/publications/covid-19-guidance-for-the-public-on-mental-health-and-wellbeing/guidance-for-the-public-on-the-mental-health-and-wellbeing-aspects-of-coronavirus-covid-19
https://www.gov.uk/government/publications/covid-19-guidance-for-the-public-on-mental-health-and-wellbeing/guidance-for-the-public-on-the-mental-health-and-wellbeing-aspects-of-coronavirus-covid-19
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 The business has tried to use simple, clear messaging to explain guidelines and using 

images and clear language, with consideration however if any parts of this policy is unclear 

please speak with your manager. 

 

 PAGL will use visual communications, for example, Yammer or signage, to explain changes 

to business procedures to reduce the need for face-to-face communications. 

 The business will communicate approaches and operational procedures, and some clients 

to help their adoption and to share experience. 

8 Inbound and outbound goods 

Objective: To maintain social distancing and avoid surface transmission when goods enter and 

leave the site, for example, clients dropping off records. 

 PAGL have reviewed procedures for pick-up and drop-off of records via the use of a 

quarantine room. 

 PAGL will minimise unnecessary contact at reception areas. 

 PAGL will enable drivers to access welfare facilities when required, consistent with other 

guidance. Drivers must sanitise their hands before entering and using the welfare facilities. 

 

 

  

IF IN DOUBT PLEASE ASK 
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Appendix A: Coronavirus (COVID-19) risk assessment – PAGL 

 

 

 

 

 

 

 

 

 

 

 

 

 

Risk matrix used in risk assessment below 

RR = residual risk 

Use guidance from World Health Organization and NHS to ensure the risk assessment is 

following the latest advice. 

 

PAGL Coronavirus (COVID-19) risk assessment 

Assessment date: 26stJune 2020 

Review date: 26th January 2021 

Version: 1.0 

Hazard Risk Control measures RR Persons at 
risk 

Exposure from others due 
to: 
1) Living with someone 
with a confirmed case of 
COVID-19. 

2) Have come into close 
contact (within 2 metres 
for 15 minutes or more) 
with a confirmed case of 
COVID-19.  

3) Being advised by a 
public health agency that 
contact with a diagnosed 
case has occurred. 

4 

x 

3 

= 

12 

● Follow PAGL COVID-19 policy. 
● Follow government guidelines for self-

isolation. 
● Travel is only permitted for essential travel; 

reduce the amount of time using public 
transport and to implement social distancing 
where possible (2m clearance from persons 
and not to travel in groups of more than 2 
unless it is immediate family) 

● To continue following ongoing government 
guidance for social distancing 

● Follow good NHS hygiene measures at all 
times  

● Avoid all visitors if possible or restrict and 
follow PAGL COVID-19 policy. 

● Do not approach delivery staff, allow 
packages to be left on the doorstep  

4 

x 

1 

= 

 4  

Individual 
workers 
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Suspected case 
whilst working on 
site 

4 

x 

4  

=  

16 

● Follow PAGL COVID-19 policy. 

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

1) Return home immediately   
2) Avoid touching anything   
3) Cough or sneeze into a tissue and put it 

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

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

5) Follow the government advise if you 
have a possible infection. 

4 

x 

1 

 = 

  4 

Individual 
workers  

Living with someone 
with COVID-19 

4 

X 

4 

= 

16 

Do not attend the office until any possible 
infections have been confirmed as negative. 
 
If a team member is living in a household with 
someone who has been confirmed with COVID-
19 they must follow government guidance. 

4 

x 

1 

 = 

  4 

Individual 
workers 

General  travel 
including foreign 
travel 

 

 

4 

x 

4 

= 

16 

●     Follow PAGL COVID-19 policy. 

● Avoid foreign travel 
● Please continue to follow any further 

national government advice provided  
● All persons to limit their use of public 

transport. Where travel is essential, please 
use private single occupancy where possible  

 

4 

x 

1 

= 

 4  

Individual 
workers 

     

Access / egress to 
site 

4 

x 

4 

= 

●     Follow PAGL COVID-19 policy which 
includes but not limiting to: 

 

1) Stop all non-essential visitors   
2) Flexible working to continue as reduces 

amount of workers arriving/leaving site 

4 

x 

1 

 = 

Individual 
workers 
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16 at the same time. 
3) Monitor site access points to enable 

social distancing  
4) Require all workers to wash or sanitise 

their hands before entering or leaving 
the site   

5) Allow plenty of space (two metres) 
between people waiting to enter site   

6) Regularly clean common contact 
surfaces in reception, office, access 
control e.g. scanners, printers, screens, 
telephone handsets, desks. Staff to be 
responsible for cleaning their won 
desks, telephones and computers.   

7) Reduce the number of people in 
attendance at site inductions and 
consider holding them outdoors 
wherever possible   

8) Drivers should remain at 2m distance if 
the load will allow it and must wash or 
clean their hands before unloading 
goods and materials.  

 4 

Inclement weather – 
cold temperature 
allows disease to 
survive 

 

 

2 

x 

2 

= 

4 

● Follow PAGL COVID-19 policy. 
● All persons to dress appropriately for the 

weather 
● Maintain good hygiene measures at all times 

2 

x 

1 

= 

 2  

Individual 
workers 

Poor hygiene 

 

 

4 

x 

4 

= 

16 

● Wash your hands thoroughly and regularly.  
Use soap and water for at least 20 seconds. 
Use alcohol-based hand sanitiser if soap and 
water is not available and hand washing 
technique to be adopted as directed by NHS 

● Avoid touching your face/eyes/nose/mouth 
with unwashed hands and cover your mouth 
and nose when you cough or sneeze with a 
tissue then throw it in the bin. If none 
available cough or sneeze into the crook of 
your elbow. 

● Regularly clean the hand washing facilities 
and check soap and sanitiser levels   

● Provide suitable and sufficient rubbish bins 
for hand towels with regular removal and 

4 

x 

1 

= 

 4  

Individual 
workers 
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disposal.  
● Sites will need extra supplies of soap, hand 

sanitiser and paper towels and these should 
be securely stored. 

● Restrict the number of people using toilet 
facilities at any one time e.g. Sanitise hands 
before entering facilities and wash hands 
after using the facilities.  Enhance the 
cleaning regimes for toilet facilities 
particularly door handles, locks and the 
toilet flush   

Canteen - exposure 
from large numbers 
of people. 

No canteens but staff 
eat at their desks 

4 

x 

2 

= 

16 

●     Follow PAGL COVID-19 policy which 
includes but not limiting to: 

1) The workforce should also be 
encouraged to stay on site once they 
have entered it and not use local shops.     

2) Break times staggered as part of flexible 
working hours  

3) Hand cleaning facilities or hand sanitiser 
should be available at the entrance of 
any room where people eat and should 
be used by workers when entering and 
leaving the area   

4) The workforce should be asked to bring 
pre-prepared meals and refillable 
drinking bottles from home   

5) Workers should sit 2 metres apart from 
each other whilst eating and avoid all 
contact  

6) Drinking water should be provided with 
enhanced cleaning measures of the tap 
mechanism introduced   

7) All rubbish should be put straight in the 
bin and not left for someone else to 
clear up   

8) All areas used for eating must be 
thoroughly cleaned after use. 

4 

x 

1 

 = 

 4 

Individual 
workers 

Use of Changing 
facilities, showers 
and drying rooms 

 N/A   

 
 

  



  PAGL COVID-19 Policy 
Version 1.4 

Prepared by: KHJ   Page 26 of 32       29th July 2020 
 

 

Training 

https://www.nhs.uk/conditions/coronavirus-covid-19/ 

https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-advice/ 

https://www.nhs.uk/conditions/coronavirus-covid-19/advice-for-travellers/ 

https://www.gov.uk/government/publications/coronavirus-action-plan 

 

Management 

● Please ensure all staff are aware of reporting requirements and that all confirmed cases are 

escalated to your H&S competent person . 

● Information notes are to be sent out and any updates communicated in a timely manner to 

the workforce.  

● This must include letting staff know about symptoms and actions the medical professionals 

are advising people to take. 

● A colleague who has been isolated for 14 days cannot return to work until the appropriate 

‘fit note’ documentation is provided by their GP/healthcare provider to demonstrate they 

are now fit to return to work. 

● Assessments to be reviewed every 6 months or where significant change has occurred 

 

If in England call NHS on 111, if in Scotland call your GP or NHS 24, If in Wales call 0845 46 47 or 111 

or if in Northern Ireland contact 0300 200 7885 where you will be assessed by an appropriate 

specialist.  NHS guidance is that you do not go directly to your GP surgery, community pharmacy or 

hospital unless an emergency occurs 

 

 

  

https://www.nhs.uk/conditions/coronavirus-covid-19/
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-advice/
https://www.nhs.uk/conditions/coronavirus-covid-19/advice-for-travellers/
https://www.gov.uk/government/publications/coronavirus-action-plan
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Appendix B: Staying COVID-19 Secure in 2020’ in our workplace  
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Appendix C: Coronavirus General Advice 

 

  



  PAGL COVID-19 Policy 
Version 1.4 

Prepared by: KHJ   Page 31 of 32       29th July 2020 
 

Appendix D: Washing Hands 
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Appendix E: COVID-19 policy agreement 

 

No member of my household who I live with or myself have any symptoms of COVID-19 

 

I have read and understand the Prime Accountants Group COVID-19 policy. 

 

I agree to follow the policy and if in the future I have any concerns or believe the policy requires 

improvement or that the business is following non safe acts I will raise the issue and follow  

section 1.1 Team member concerns. 

 

 

Name  ______________________________  

 

Signed  ______________________________  

 

Date  ______________________________ 

  

 

Please return the signed copy to Kevin Johns  

 

 

 

 

END 


