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01 | Introduction
Introduction and forward 
by Mike Shore-Nye and Professor Janice Kay

We are continuing to monitor and follow Government advice and are working 
to ensure our campuses and buildings are COVID-secure, so we can manage all 
of our activities safely.

This document provides details and guidance on the measures put in place to 
give colleagues an insight into how the campuses have been prepared for on-
campus working.

The University COVID-19 risk assessment describes the steps that are being 
taken to control and manage any risks. This can be found on the Health and 
Safety Webpage.

It has been co-created by teams from across the University using government 
advice and by taking best practice from around the world.

We must be mindful that the national coronavirus situation could easily change 
and therefore the way we use our campuses and how we interact with each 
other may also need to change.

These are truly exceptional times, and we appreciate the profound effect 
COVID-19 has had on each and every one of us. We are immensely proud to 
be part of a University team that has embraced these challenges and worked 
tirelessly to create as safe an environment as possible for all our communities 
to return to.

Thank you for taking the time to read this important document.

3 | University of Exeter
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02 | Principles for 
returning to campus 
1     The safety, health, and wellbeing of staff on campus, considered through  

an EDI lens, is our primary objective. 

2     The University will continue to be agile in our approach and adapt to 
any regional or national changes in circumstances for on-campus work 
arrangements.

3      Decisions will be informed by the strategic priorities and business  
needs of the University, particularly in areas such as the climate and 
environmental impact.

4      Decisions to gradually increase the number of staff on campus will address 
the feedback from our students on what they value most, especially 
regarding face-to-face teaching, and therefore sustain an excellent academic 
experience.

5     Decisions will address the need to operate within the ongoing practical 
context. Not all staff will come back at once: we may still be working 
with social distancing, ventilation, and room occupancy requirements. 
The necessary realignment of space will be a limiting factor in decisions 
regarding the return to campus working. Changes to space layout will be 
planned and delivered by the Buildings and Infrastructure Team (including 
Research Restart) on the basis of risk assessment. There will be a need to 
allow new and flexible ways of working, supported by digital solutions.

6     Within the principles above, and wherever possible, the University will also 
seek to support individual circumstances.
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03 | Our COVID-19 
equality, diversity and 
inclusion principles
In making COVID-19 secure workplace adjustments we will: 

• Understand and take into account the particular circumstances of all staff, 
including their protected characteristics, by asking colleagues to complete  
the COVID age calculator and if necessary, the COVID personal risk 
assessment; 

• Involve and communicate appropriately with staff whose protected 
characteristics might either expose them to a different degree of risk, or 
might make any measures being considered inappropriate or challenging 
for them; 

• Consider any particular measures or adjustments needed to take account 
of duties under equalities legislation;

• Make reasonable adjustments to avoid staff with disabilities being put at  
a disadvantage; 

• Assess the health and safety risks for new or expectant mothers;

• Make sure that the steps taken do not have an unjustifiable negative  
impact on some groups compared to others, for example, those with 
caring responsibilities or those with religious commitments;

• Ensure managers have conversations to provide support, guidance and 
reassurance where staff have concerns about returning to campus working 
due to mental health, caring responsibilities or any other reason.

To support the risk assessment, the University’s EDI team has produced a 
COVID-19 Equality Impact Assessment tool which is included in the risk 
assessment tools being used to restart buildings and workplaces.05 | University of Exeter

https://apps.powerapps.com/play/30a7ed9a-63c9-458c-b444-8829040b407b?tenantId=912a5d77-fb98-4eee-af32-1334d8f04a53&source=portal&screenColor=rgba(0%2C%20176%2C%20240%2C%201)
https://www.exeter.ac.uk/departments/inclusion/visionandpolicies/eia/
https://forms.office.com/Pages/ResponsePage.aspx?id=d10qkZj77k6vMhM02PBKU0MLuFwAA1xEnLIou53QTYBUM1EzMDlKRUxMWEU0WEVNQ1VQSVI4NUQzMC4u&wdLOR=cB0142CFE-03AF-F747-BE2C-6195C6106876&fswReload=1&fswNavStart=1622111264670


04 | Personal 
responsibilities
of every employee
All employees have responsibility for their own health and safety, and those of 
their colleagues and others who may be affected by their actions. It is essential 
that everyone commits to the measures outlined within this document, any 
specific local rules set by managers for the work tasks and any specific rules in 
the buildings.

If you have concerns for your own safety or others, please speak to your  
line manager.

All employees with permission to return to on-campus working are asked to:

1     Stay at home and self-isolate if you or anyone in your household has 
COVID-19 symptoms, or if NHS Test and Trace has requested you to do 
so. If you have COVID-19 symptoms do not come to campus – request a 
COVID-19 test via the Rapid Response Hub: exeter.ac.uk/coronavirus/
rapid-response

2     Consider your health and wellbeing status before coming onto campus. 
Personal digital thermometers are available to all staff to enable you to 
take your temperature at home, ask your manager for information. The 
presence of a high temperature (37.8 or above) could be a symptom of  
COVID-19.

3     Take steps to reduce risks arising from travelling to work (e.g. avoid  
public transport where possible and if you are able to, follow government 
requirements on using a face covering).

4     Gel your hands before entering the building and regularly wash your 
hands for 20 seconds throughout the day. If you cough or sneeze you 
should cover your nose and mouth with a tissue or sleeve of your clothing.  

5     Wear a face covering when inside buildings, unless exempt or your 
specific work environment is exempt, find out more online exeter.ac.uk/
coronavirus/staff/#healthwellbeing 

6     Always keep a safe distance (currently 2m) from other people and remain 
alert – always consider other campus users. Outside spaces can be used 
should you wish; maintain a safe distance from other people and always 
dispose of rubbish / tissues carefully.

7     Stringently follow the rules set out in the building, your work areas and 
across the campus to keep yourself and others safe.

8     We recommend you log into SafeZone to ensure your location on 
campus is known in case there is an emergency. Information and login 
details for SafeZone can be found here.

Action required by those who are working on campus: 

• Completemandatory online COVID-19 training which will set out how  
to safely use the campus before returning;

• Receive a local induction from your manager or their appointed deputy, 
setting out how to use your workplace safely and how to complete  
tasks safely;

• Report issues or concerns regarding the buildings or spaces to the Estates 
Helpdesk / FXPlus.06 | University of Exeter

http://exeter.ac.uk/coronavirus/rapid-response
http://exeter.ac.uk/coronavirus/rapid-response
http://exeter.ac.uk/coronavirus/staff/#healthwellbeing
http://exeter.ac.uk/coronavirus/staff/#healthwellbeing
https://www.exeter.ac.uk/staff/wellbeing/safety/safetyguidance/covid-19-safe-working/#tab3
https://www.exeter.ac.uk/campushelp/maintenance/
https://www.exeter.ac.uk/campushelp/maintenance/
https://estateshelpdesk.fxplus.ac.uk/


05 | Your personal 
circumstances and 
travel arrangements 
Whilst the University is working hard to meet the COVID-19 Secure 
requirements and ensure that all staff feel safe, supported, and connected, we 
do understand that although some staff may be looking forward to returning to 
on-campus working, there may be others who are concerned about returning.

If you are experiencing concern about returning to on-campus working, then 
you should discuss this with your line manager. They will be able to listen 
to any worries you have, provide support, offer flexibility of work times (if 
helpful), possibly look at alternative working arrangements and reassure you 
about the procedures that have been put in place to ensure your safety. You 
can also get further advice from the Occupational Health Service and the  
University Counselling Service, Spectrum Life.

The University document ‘guidance for colleagues with concerns regarding 
returning to on-campus working’ is available here.

Travel to work

• Staff returning to campus should follow Government advice on safer travel 
during the coronavirus outbreak. 

• In general, anyone who needs to travel to work is advised to avoid using 
public transport where possible and try instead to walk, cycle, or drive.

• Where possible, look at the times, routes, and ways you travel, to take the 
pressure off the transport system. 

• On arrival at campus, staff should wash or sanitise their hands at the first 
opportunity and follow local guidance and signage on social distancing.

• Changing facilities will have additional cleaning carried out, but staff are 
requested to keep these as sanitary as possible by removing clothing/
towels each day and rinsing shower cubicles out after use. Please follow 
instructions on the signage that will be in place.

• If you need to use public transport, please consider what you will do in 
the event you develop symptoms; plan your journey home to reduce risk 
to others.07 | University of Exeter

https://www.exeter.ac.uk/staff/wellbeing/mentalhealth/spectrum/
http://exeter.ac.uk/staff/employment/coronavirus/campusworking


06 | Staff safety and  
your responsibility
The University is committed to ensuring that we do everything we can to 
protect our whole community and we recognise our duty of care to all 
colleagues and students. Risk assessments and Health and Safety guidance are 
in place for on-campus working. It is also important that staff act together to 
ensure that we are all supporting each other to meet the guidance in place 
and keep each other safe.

We continue to follow guidance on self-isolation and enhanced hygiene, and 
we have processes in place to ensure that these are followed when working 
and studying on campus. The current University guidance can be found here. 

Any breach to the University COVID-19 guidelines will be discussed with the 
staff member concerned in the first instance and the relevant guidance will be 
highlighted and discussed to ensure that there is a clear understanding of the 
procedures in place.
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07 | COVID Secure work 
environment 
• Every building has been assessed as COVID-19 secure. 

• Every workplace has been assessed, managers are responsible for letting 
staff know the arrangements in place in their work areas and how to  
carry out tasks safely. 

• Teaching spaces have been assessed against approved COVID-19  
secure criteria. 

• The external grounds and pathways have been assessed.

• Buildings and workplaces have been certified as COVID-19 secure  
before opening.

• Achieving Green Initiatives have been a principle of our restart planning 
– we will also be adopting some new ways of working to meet our 
Environment and Climate Emergency commitment. 

If you are returning to shared buildings or premises that are owned by another 
employer your manager will let you know what the requirements are, in 
addition to any specific University requirements. We might need to change 
things as time goes on to incorporate any new or updated Government 
guidance and we will keep you up to date via the regular communications  
such as Registrar emails or via your nominated building coordinator.
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What to expect in a COVID-19 
secure building:

• Hand sanitiser and handwashing facilities, with information on how to 
wash and care for your hands, will be freely available at the approved 
entrances and exits.

• Face coverings are to be worn and are available from your manager.  
If you choose to wear the disposable moisture resistant type these  
are available from distribution points around all campuses.

• A cleaning plan is in in place for every building. 

• COVID-19 information signage is displayed at the entrance – setting 
out how to use the building safely and who to contact for fire safety  
or fire aid requirements.

• Directional and instructional signage is displayed throughout the 
building.

• Safe distancing instructions, including safe distancing in washrooms, 
kitchens and other shared spaces, is displayed.

• Due to air and ventilation requirements, some windows need to  
remain open.

• A certificate is displayed indicating that COVID-19 secure 
considerations have been met.
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What is it like to work in a
COVID-19 secure environment?

There are less people around. 

Although the numbers on campus are steadily increasing there are still 
fewer people on campus than in pre-COVID times, therefore, we strongly 
recommend that all staff log onto the SafeZone system. This will ensure 
your location on campus is registered and if you have an emergency or there 
is a campus emergency, you can be located. Find out more and download 
SafeZone here.

There are new rules on how to safely use shared spaces such  
as kitchens. 

Be aware of using shared spaces and need to use shared kitchens and rest 
rooms carefully to ensure the space remains safe for everyone.
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There are visual triggers to help you find your way with the 
spacing rules. 

You will find a variety of posters and signage in the building to let you know 
how to use the space, including the arrangements in place for smaller spaces 
such as bathrooms and WC’s. Please note, in the event of an emergency you 
do not need to apply the 2m safe distancing rule until you are safely out of the 
building and the directional signage reminds building users of this.

Increased cleaning. 

Enhanced cleaning arrangements are in place. In addition, you and your 
colleagues may be asked to clean down your own workspaces before use or 
during your working day. Cleaning equipment and information on the safe use 
of cleaning products will be provided to you.

Using shops and food service environments.

All areas have specific instructions on how to use the shops and food service 
environments safely.

Possible changes to working times / patterns.

We need to consider different ways of working to ensure we can be as 
productive as possible while ensuring social distancing is maintained, as far as 
reasonably practicable. One way that managers can achieve this is to split shifts 
or activities. 

Your manager will discuss the options with you, and you can discuss your 
requirements with them.

Keep your hands clean. 

Before entering the building, please use the gel provided at the entrance. 
Throughout the day wash your hands regularly with soap and water for  
20 seconds and dry your hands. Please respect good hand hygiene, making  
a conscious effort to wash your hands regularly and effectively.

A potential consequence of washing hands more frequently is reducing the 
natural oils in the skin which could lead to dry or sore hands. Dermatitis is 
also a possible risk. Take care of your hands by using hand moisturiser. If you 
develop sore hands, please let your manager know – work related dermatitis  
is RIDDOR reportable.

Keep windows open. 

Ventilation is a vital mitigation in controlling infection. Please follow the rules 
on window opening – there are markers on all windows stating which need  
to be kept open.

Driving vehicles.

If you are required to drive a vehicle for work, your manager will let you know 
how to do this safely.
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Face coverings. 

You must wear a face covering when inside University buildings* – this includes 
wearing a face covering when in one of our marquees during the day (unless 
you are eating at the time) and when queuing at a catering outlet.

You do not have to wear a face covering outside unless you are unable to 
socially distance (for instance in a queue) or you wish to do so.

Staff in individual offices
Occupants of shared office spaces are expected to wear face coverings unless 
they are the only person present. You do not need to wear a face covering if 
you are in an individual office, but you are expected to do so if you are moving 
around your building or wider campus.

Frontline student service staff
Those working in areas such as hubs and information points, do not need to 
wear face coverings if their service desk is fitted with a transparent screen. 
However, they can choose to wear a face covering in addition to using the 
screen. Where a screen is not in place, colleagues are expected to wear a face 
covering. Those with an exemption for wearing a face covering but who can 
tolerate a visor, can wear a visor rather than no face covering at all.

Teaching academics
Teaching colleagues will have access to face coverings. These must be worn 
if moving outside of the marked 2m safe teaching zone or if it is likely that 
students may come within 2m. Teaching colleagues can ask students to wear 
a face covering. Visors can be worn in addition to a face covering, but not as a 
replacement. Those who are exempt from wearing a face covering but who can 
tolerate a visor, can wear a visor rather than no covering at all.

Colleagues in third party / host employer premises such as the NHS, should 
follow local policy.

Some members of our University community are exempt from wearing  
face coverings. The reason may not always be obvious however, whilst not 
being a requirement, these members can request exemption cards or badges 
to highlight their exemption. Obviously, we should all strive to respect 
everyone’s privacy.

It is also important for us all to ensure members of our community that should 
be wearing face coverings are doing so. On occasions where someone is not 
wearing a face covering and there is no indication that they have an exemption, 
we are asking colleagues and students alike to appropriately and with empathy, 
point out the need to be wearing a face covering where they are. Taking 
collective responsibility, will help play a role in quickly establishing the correct 
use of face coverings, establish this as a social norm and keep the University 
and wider community safe.

Exemption cards, lanyards and badges are available for colleagues and students 
who choose to use one. These are available from:

• University Main Reception, Streatham Campus

• Info@St Luke’s

• Cornwall: Glasney Lodge for students, ESI reception for staff

• Our campus Here2Help team (Exeter) and Marshalls (Cornwall)

“Please give me space” cards and badges are also available at the above 
locations.

To keep all of us safe we will continue to monitor the national picture and 
review face covering policy each week and will communicate any changes.

*exceptions apply for colleagues in individual office spaces and for those 
delivering teaching.
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Regular testing for COVID-19. 

All staff working on campus, even if only occasionally, should take a rapid 
COVID-19 test twice per week. Tests are available at your nearest University 
test centre, can be booked online and are also available to collect for home 
testing.

Please note, if you experience any COVID-19 symptoms however mild, the 
test you need is different. Find out more from the Rapid Response Hub. 

Meetings.

All meetings should continue to take place online where possible – especially 
where some team members are at home and some are on campus to avoid 
difficulties in communication. All employees should continue to meet online as 
the general rule.

1     Zoom / Teams will continue to be used.

2      Only necessary participants will physically attend meetings and should 
maintain safe distancing and maintain the use of face coverings.  

3      Wash your hands before a meeting and try and avoid touching your 
face and maintain good respiratory hygiene, if you are able, wear a face 
covering. 

4      Avoiding transmission during meetings, for example avoiding sharing pens, 
documents and other objects.

5      Holding meetings outdoors or in well-ventilated rooms whenever possible.

Further information on booking and holding meetings safely, in virtual,  
face-to-face, and hybrid forms will be shared with staff in the near future.14 | University of Exeter
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08 | What will happen 
if there is a suspected 
or confirmed COVID-19 
case? 
The University is working very closely with both Public Health England and 
Public Health Devon and Cornwall. We are therefore able to respond quickly 
in the event of any suspected or confirmed cases of COVID-19 on campus.

We need you to be prepared to stop working if there is a confirmed 
COVID-19 case on campus. We may ask that you remain at home at short 
notice or, we may warn you to be alert to any symptoms. This will be managed 
on a case-by-case basis by working with your manager and with the input of 
the local Health Protection Team.

It is also possible that as vaccinations become more widespread and case 
numbers fall, we may be able begin to gradually ease restrictions according to 
the Government Roadmap out of Lockdown. The University will communicate 
any wider local outbreaks or lockdown requirements, or any easing of 
restrictions via the University-wide bulletin and Registrar emails.

What if someone gets symptoms?

The most common symptoms of coronavirus (COVID-19) are a new, 
continuous cough or a high temperature and a loss of, or change in, your 
normal sense of taste or smell. For most people, coronavirus (COVID-19)  
will be a mild infection.

Any member of staff who has a confirmed case of COVID-19, must report it 
to their manager and the Rapid Response Hub. 

15 | University of Exeter

https://www.exeter.ac.uk/coronavirus/rapid-response/


If you have any symptoms, however mild, 
stay at home and request a test 

Exeter – email: rapidresponsehub@exeter.ac.uk, call 0300 3034847 or request a test online

Cornwall – email: rapidresponse@fxplus.ac.uk or call 01326 370402

exeter.ac.uk/coronavirus/rapid-response 
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