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CHANGE MANAGEMENT 

Version Release Date Originator Summary of changes 

V1 5th June 2020 H&S Team Approved by Gold 

V1.1 30th June 2020  Definition of social distancing (page 4) 

V2 2nd July 2020  
Changed format of content to include 
hyperlinks direct to Gov.UK guidance 

V2.1 24th July 2020  

Insertion of new headings and links to 
new Government guidance.  

Refer to the COVID-19 Workplace Safety 
website to access the latest summarised 
updated record 

NB: for previous summary updates refer 
to H&S Team: safety@exeter.ac.uk to 
request an older version 

V2.2 18th August 2020  

Insertion of new and updated links to 
Government guidance.  

Refer to the COVID-19 Workplace Safety 
website to access the latest summarised 
updated record. 

V2.3 7th  September 2020  

Insertion of new and updated links to 
Government guidance.  

Refer to the COVID-19 Workplace Safety 
website to access the latest summarised 
updated record. 

V2.4 28th  September 2020  

Insertion of new and updated links to 
Government guidance.  

Refer to the COVID-19 Workplace Safety 
website to access the latest summarised 
updated record. 

V2.5 12th October 2020  

Insertion of new and updated links to 
Government guidance. 

Refer to the COVID-19 Workplace Safety 
website to access the latest summarised 
updated record. 

V2.6 9th November 2020  
Insertion of new paragraphs within: 

Essential Workers 

mailto:safety@exeter.ac.uk
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Shielding 

Contact traces confirmed cases 

Face coverings 

Face visors (new heading) 

Managing third parties  

 

Government guidance latest version 
dates updated – mainly 5 or 6 November. 

Refer to the COVID-19 Workplace Safety 
website to access the latest summarised 
updated document. 

V2.7 14th December 2020  

Insertion of new paragraphs within: 

Essential Workers 

Shielding 

Contact traces confirmed cases 

Face coverings 

Face visors (new heading) 

Managing third parties  

 

Government guidance latest version 
dates updated – mainly 5 or 6 November. 

Refer to the COVID-19 Workplace Safety 
website to access the latest summarised 
updated document. 

V2.8 25th January 2021  

Government guidance latest version 
dates updated. 

Refer to the COVID-19 Workplace Safety 
website to access the latest updated 
document.  

V2.9 12th March 2021  
Government guidance latest version 
dates updated. 

V2.10 9th April 2021  
Government guidance latest version 
dates updated. 

 

Next review due by: 10th May 2021 
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DISTRIBUTION LIST 

Role / Electronic file location Name 

Covid-19 Working Safety Website   

  

  

http://www.exeter.ac.uk/staff/wellbeing/safety/safetyguidance/covid-19-safe-working/


University of Exeter: COVID safe 
working environments  

 

 
 

Page 4 of 36 
Creating COVID 19 Safe ways of working – Workplace Ready 
Version 2.10 – 09/04/2021 

Introduction 
This guidance has been produced to outline the University’s procedures in relation to employees and 

other persons returning to campus. Government guidelines focus on maintaining social distancing 

measures and other controls to ensure the University provides a ‘COVID-19 Safe’ environment, and 

this document will also serve to provide additional guidelines aimed at preventing the introduction 

and spread of novel coronavirus on campus. 

This document sets out the considerations that Managers will need to make when assessing the 

COVID-19 risks and identify any controls needed in order to safely operate within buildings for work 

to either restart or continue. 

It sets out the latest COVID-19 information and guidance provided nationally via GOV.UK, Public 

Health England (PHE) and World Health Organisation (WHO). 

 

This guidance is in addition to all existing current health and safety policies and guidance, but these 

will need to be reviewed to ensure the requirements and guidance provided in this document is 

incorporated into existing working arrangements e.g. risk assessments, standard operating 

procedures (SOP) etc. 

 

A second document is in place which provides guidance to the Building Management Team on how to 

safely maintain the buildings that have been opened during the initial phased approach to re-opening 

the University's activities in 2020. Any issues relating to buildings can be reported to the Estates 

Services helpdesk. 

Principles of COVID19 risk assessment process 
 
Building-Ready assessments have been carried out by Estates Services, working with Technical 

Services, Facilities Management and Health and Safety / Fire Safety, as relevant, to assess the 

building requirement against the Building Ready guidance (separate document). As a result, all 

necessary signage, social distancing, cleaning, entrance and exit management measures etc. has 

been developed and implemented in common areas of the building prior to opening. This plan 

covers requirements for common areas, WC’s, showers, entrances, exits and cleaning arrangements. 

All building ready assessments have also taken into account the personnel required in the building 

for it to function safely e.g. Person in Charge (PIC) Fire, Fire Marshal, First Aider. 

These arrangements are constantly monitored and revised as necessary. 

A task / workspace specific risk assessment must be carried out by Managers, in conjunction with 

staff and/or TU local safety reps to ensure that the local work area and associated tasks are assessed 

and effective controls are put in place to control the risks. Where the social distancing guidelines 

cannot be followed in full, in relation to a particular activity, Managers must consider whether that 

activity needs to continue, and, if so, take all the mitigating actions possible to reduce the risk of 

transmission between their staff. A separate guidance document and risk assessment tool is in place 

for this. College leadership teams will be responsible for approving these assessments. 
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Preparing your work area to be COVID-19 Secure 
Use this guidance and the risk assessment template (separate document) to record your decisions 

on how your work area will operate safely. Consultation with staff will help you to consider all the 

elements of the work that needs consideration. 

Once you have completed your initial assessment or reviewed and updated an existing assessment, 

submit to your College Management Team or Director of Service as instructed. 

Your College Pro-Vice Chancellor (PVC) or Professional Services Director will have already been 

informed that the building is deemed ready. Your summary of new or additional equipment or 

signage you have requested will be passed to the Building Management Team to be prepared before 

your team start, continue or resume work. 

Figure 1: The University wide process for restart 

You must review your risk assessments and subsequent working arrangements where: 

 

• Any significant changes are required following changes in work practices, HSE, PHE, Government 

advice, University policy etc. 

• Improvements can be made 

• You or another person has identified a problem in how the arrangements are working in the 

building 

• You have learnt anything from accidents, near misses, work-related ill-health (physical and 

mental) reports, sickness absence data or employee surveys 

Monitoring arrangements 
This guidance document will be constantly monitored for accuracy and updated accordingly when 

new Government guidance is published.  Please refer to the COVID-19 Health and Safety webpages 
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to access updated versions of this document.  The version control section along with a summary 

update document posted on the website will reflect any updates and the dates they were made. 

 

All buildings that have been approved for operational use will be subject to routine inspections to 

ensure the arrangements set out in the risk assessments are being maintained and effectively 

implemented.  
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General Guidance for Managers to follow to get workplaces ready 

for use 

 

People safety 

Essential workers 
If it is safe to do so, staff can attend campus to conduct essential work that cannot be done at home.  

Arrangements put in place must be aligned to this guidance document and all relevant risk 

assessments have been completed and approved e.g. essential tasks (including research) and 

activities that reflect the requirements of building assessments. 

The Senior Directors within Professional Services will consider what work can be undertaken onsite, 

and who needs to be there to do it. They will take into consideration expertise requirements and 

appropriate supervision. 

The PVC’s and Deputy Vice Chancellor (DVC) for Research will determine what research work can be 

undertaken onsite, and who needs to be there to do it. They will take into consideration 

requirements of the research, expertise of researchers, and appropriate supervision. 

The PVC’s and Deputy Vice Chancellor (DVC) for Education will determine what teaching activities 

can be undertaken onsite, and who needs to be there to do it. They will take into consideration 

teaching requirements, expertise required and appropriate supervision by the completion of a risk 

assessment and in consultation with the Trade Unions and other relevant parties as appropriate. 

General principles to be considered prior to restart include: 

• Inductions prior to occupancy and on arrival which will include additional information on social 

distancing and other requirements, either in person or in virtual mode if necessary 

• Appropriate supervision is in place for all staff/students on-site to ensure that both social 

distancing and appropriate health and safety measures are undertaken 

• Technical support staff and core facilities staff are on-site as required to continue to support 

work, research and teaching 

• Consideration of a roster can be developed, where necessary, to ensure that work can be 

completed with optimal compliance to social distancing requirements 

• Essential meetings to be held outside in the open air, in large venues that allow social distancing 

or via video conferencing or phone 

• Staff/students can be adequately supervised on site by a staff member with appropriate 

expertise 

• How the principles will be checked on a daily basis needs to be considered and agreed, such as 

safety check each day/shift to ensure all the correct personnel, spaces, products, equipment and 

facilities are on site in order to ensure safe working is maintained 

Social Distancing 
Government guidance is constantly changing and their recommended social distances will differ 

between different work environments and establishments. 
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The Government has updated their social distancing guidance to emphasise the need to stay alert and 

safe in various situations and environments. 

The guidance explains the measures that will help you to stay alert and stay as safe as possible as we 

continue to respond to the challenges of coronavirus. 

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

distancing/staying-alert-and-safe-social-distancing-after-4-july 

Updated: 06 April 2021 

 

Social distancing: https://www.gov.uk/government/publications/coronavirus-covid-19-meeting-

with-others-safely-social-distancing?utm_source=1800da6c-e243-4f14-9729-

21913d090dea&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate 

Updated: 31 March 2021 

 

The University’s social distancing objective will continue to create an environment where a 2m 

distance between co-workers can be maintained wherever possible, including; arriving at and 

departing from work, whilst at work, carrying out tasks and when travelling between sites. 

The principle meaning of ‘social distancing’ whenever referenced within this document is a distance 

of 2m. 

Floor markings and other signage have been designed with 2m printed on them to remind people that 

this is the University’s objective despite changes in Government guidance as mentioned above. 

It is, however, acknowledged that it is not always possible to keep a distance of 2m in areas that may 

be designed for close-proximity collaboration, tasks that involve two or more people to complete, 

fixed equipment may mean that changing layouts to create more space may not be practical or there 

are safety implications of doing a task alone may be considerable. 

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

noted above), within a workspace then College/Services should consider whether that activity needs 

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

of transmission. 

Based on a hierarchy of control, mitigating actions include: 

• Increasing the frequency of hand washing and surface cleaning 

• Using screens or barriers to separate people from each other 

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

• Keeping the activity time involved as short as possible 

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

(so each person works with only a few others) 

• Consider the benefits of face coverings 

Every effort must be made to reduce the risk to the lowest level practicable. If the risk remains high 

there must be consideration of whether or not this task is carried out. 

https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing-after-4-july
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing-after-4-july
https://www.gov.uk/government/publications/coronavirus-covid-19-meeting-with-others-safely-social-distancing?utm_source=1800da6c-e243-4f14-9729-21913d090dea&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/coronavirus-covid-19-meeting-with-others-safely-social-distancing?utm_source=1800da6c-e243-4f14-9729-21913d090dea&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/coronavirus-covid-19-meeting-with-others-safely-social-distancing?utm_source=1800da6c-e243-4f14-9729-21913d090dea&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
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Social distancing applies to all areas of the University, not just the place where people spend most of 

their time, but also entrances and exits, break rooms, kitchens, welfare facilities, and other similar 

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

 

 
Can social distancing requirement be maintained at all times? 
Consider entrances and exits, layout of areas, break rooms, etc. 

 Consider changing layouts to create more space in a workspace 

 
If the activity or task is essential for the operation of the area, apply appropriate 
mitigation 

 Consider whether you are using the minimum number of people in fixed teams 

 Ensure risk is reduced to the lowest level practicable throughout the risk assessment 

Campus Safety Inductions for Staff/Students 
Managers/Supervisors must ensure all staff/students returning to campus have received: 

1. Campus Safety COVID-19 induction for staff (LearnUpon) and students (ELE) 

2. Risk assessment and safe operating procedures / local rules relevant to their work area 

3. The arrangements in place for the building and any changes to the building that they should be 

prepared for 

NB: Refer to Technical Services for building specific information where relevant 

 

Ensure all staff/students receive information, instruction and training prior to 
returning to campus 
1. Site wide rules 
2. Building rules 
3. Local rules 
 

Hand cleanliness 
Everyone must wash their hands regularly for 20 seconds. In all cases, everyone must respect good 

hygiene, making a conscious effort to wash hands regularly and effectively. 

Hand health 
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.  

Everyone should be reminded to take care of their hands by using hand moisturisers. Any member of 

staff who has signs of dermatitis should inform their manager and refer to Occupational Health. 

Students should inform their supervisors. Work related dermatitis is RIDDOR reportable. 

Vulnerable staff/students 
Expectant mothers or those with underlying conditions and those over the age of 60 are more likely 

to be susceptible to contracting COV-19 than others. 
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The impact to an unborn baby is currently unknown and there’s an increased possibility of severe 

illness to the mother if immune compromised due to pregnancy or other associated health 

condition. 

Coronavirus (COVID-19): advice for pregnant employees (published March 2020 – latest update 29 March 

2021) 

https://www.gov.uk/government/publications/coronavirus-covid-19-advice-for-pregnant-

employees/coronavirus-covid-19-advice-for-pregnant-employees  

There is a likelihood of more severe illness for those in the older age category.  Data identifies this to 

significantly increase when over the age of 60. 

The risk of exposure to COVID-19 can be eliminated by allowing these staff/students to continue to 
work from home if possible in accordance with Government guidance. 
 
If these staff/students are required to return to campus and concerns remain, managers/supervisors 

and employees can seek further information and advice from Occupational Health if required who 

can develop a plan to consider the following: 

• Isolate the person by providing separated workspace away from others 

• Minimise the time spent in the workplace 

• Enable work to take place at different times/shifts to others 

• Consider timetabling breaks to avoid contact with others 

Those with visual, hearing or mobility impairments may be less adept at moving quickly; may not see 

or hear clearly or be able to help themselves to avoid other people. They may need assistance to 

evacuate a building which breaches social distancing or assistance to carry out certain tasks which 

also breaches social distancing. 

 

To address these issues consider the following: 

 

• Eliminate the risk by enabling continued work from home if possible 

• Reduce the risk by ensuring any additional requirements that may be needed are in place before 
they arrive on campus 

• Ensure suitable access and egress routes 

• Ensure pathways, one way systems etc. are wide enough to allow for wheelchair access 

• Ensure disabled toilets are available near the workspace 

• Ensure safe emergency evacuation without the need for a buddy in close proximity 

• Ensure a Personal Emergency Evacuation Plan (PEEP) is in place where required 

• Ensure visor and face coverings are available 
 
NB: If safe evacuation cannot be provided then work from home must continue. 

Shielding 
This guidance applies to clinically extremely vulnerable individuals only i.e. those who had been 

identified as being clinically extremely vulnerable. For staff and students that are in this group, they 

would previously have received a letter from the NHS or from their GP telling them this. They may 

also have been advised to shield in the past. 

https://www.gov.uk/government/publications/coronavirus-covid-19-advice-for-pregnant-employees/coronavirus-covid-19-advice-for-pregnant-employees
https://www.gov.uk/government/publications/coronavirus-covid-19-advice-for-pregnant-employees/coronavirus-covid-19-advice-for-pregnant-employees
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#cev
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Those that have been identified as being clinically extremely vulnerable are strongly advised to work 
from home. If they cannot work from home, they should not attend work for during Tier 4 
restrictions. 

Advice for those that need to self-isolate or cannot attend work due to coronavirus (published 31 
December 2020) 

https://www.gov.uk/guidance/if-you-need-to-self-isolate-or-cannot-attend-work-due-to-
coronavirus?utm_source=84b1e9c2-c6de-4e91-b540-
a5c3cf04a224&utm_medium=email&utm_campaign=govuk-notifications&utm_content=daily 

Staff and students that cannot attend work for this reason, may be eligible for Statutory Sick Pay 
(SSP), Employment Support Allowance (ESA) or Universal Credit. Other eligibility criteria will apply. 
The formal shielding notification received may act as evidence for the employer or the Department 
for Work and Pensions (DWP) stating that they are advised to follow shielding guidance and should 
not work outside of their home for the period stated in their letter. 

If those that were on payroll before 30 October 2020, they may also be eligible for the Coronavirus 
Job Retention Scheme (on furlough), which is being extended until 30 April 2021. Staff and students 
should speak to their Manager/Supervisor if they think they are eligible. 
 
This latest Government guidance includes further information relating those that are identified as 

clinically extremely vulnerable:  

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 

Updated: 01 April 2021 

Use of public passenger transport to/from campus 
Staff/students attending the workplace using public transport are at an increased risk of virus spread 
to work colleagues and an increased risk of sickness absence. 
 
Consider the following: 
 

• Allow flexible working hours / days at work to avoid busy times on public transport 

• Provision of face coverings 

• If they are at greater risk due to personal health circumstances 
 
NB: Refer to the activity and task specific section later in this document for specific government 
guidance. 
 

Wellbeing 
To maintain staff and student wellbeing regular communication must be in place to ensure they are 
informed on how to return to work safely to avoid or reduce the likelihood of adverse ill-health or 
sickness absence (as noted above). 
 
Be mindful to re-assure staff of the following: 
 

https://www.gov.uk/guidance/if-you-need-to-self-isolate-or-cannot-attend-work-due-to-coronavirus?utm_source=84b1e9c2-c6de-4e91-b540-a5c3cf04a224&utm_medium=email&utm_campaign=govuk-notifications&utm_content=daily
https://www.gov.uk/guidance/if-you-need-to-self-isolate-or-cannot-attend-work-due-to-coronavirus?utm_source=84b1e9c2-c6de-4e91-b540-a5c3cf04a224&utm_medium=email&utm_campaign=govuk-notifications&utm_content=daily
https://www.gov.uk/guidance/if-you-need-to-self-isolate-or-cannot-attend-work-due-to-coronavirus?utm_source=84b1e9c2-c6de-4e91-b540-a5c3cf04a224&utm_medium=email&utm_campaign=govuk-notifications&utm_content=daily
https://www.gov.uk/guidance/check-if-you-could-be-covered-by-the-coronavirus-job-retention-scheme
https://www.gov.uk/guidance/check-if-you-could-be-covered-by-the-coronavirus-job-retention-scheme
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
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• New workplace/controls have been put in place and documented to reduce risk of exposure to 
COVID-19 and that all staff and students receive local induction 

• Acknowledge that big changes to working arrangements may cause additional work-related 
stress and affect mental health and wellbeing 

• Hold regular informal discussions with their team 

• Escalate concerns on workload issues or support needs are escalated to your line 
manager/supervisor 

• Recognise signs and symptoms that a person is working beyond their capacity to cope and deal 
sensitively with those experiencing problems outside of work 

• Identify those who are in vulnerable groups or are caring for others and encourage them to 
contact their manager/supervisor to discuss their support needs 

• Raise awareness that support is available to them (e.g. Spectrum Life , Occupational Health etc.) 
 

Personal Protective Equipment (PPE), respiratory protective 

equipment (RPE) and face coverings 
 
PPE/RPE 
PPE protects the user against health or safety risks at work. It can include items such as safety 

helmets, gloves, eye protection, high-visibility clothing, safety footwear and safety harnesses. It also 

includes respiratory protective equipment, such as face masks. 

 

Where you are already using PPE to control hazards you should continue to do so. 

In this document we have described the steps you need to take to manage COVID-19 risk in the 

workplace. This includes working from home and maintaining social distancing from each other in 

the workplace where 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 alone. 

The exception is clinical settings, like a hospital, or a small handful of other roles for which Public 

Health England advises use of PPE. If you are in one of these groups you should refer to the advice 

at: 

• https://www.gov.uk/government/publications/personal-protective-equipment-ppe-strategy-

stabilise-and-build-resilience Published: 28 September 2020 – latest update: 29 September 2020 

•Coronavirus (COVID-19): cleaning in non-healthcare settings Updated: 16 October 

Gov.UK states “Workplaces should not encourage the precautionary use of extra PPE to protect 

against COVID-19 outside clinical settings or when responding to a suspected or confirmed case of 

COVID-19" instead face coverings should be worn instead. 

Face coverings 
Face coverings are not a replacement for other ways of managing risk, including social distancing, 
minimising time spent in contact, using fixed teams and partnering for close-up work, and increasing 
hand and surface washing. These measures remain the best ways of managing risk in the workplace 

https://www.exeter.ac.uk/staff/wellbeing/spectrum/
https://www.gov.uk/government/publications/personal-protective-equipment-ppe-strategy-stabilise-and-build-resilience
https://www.gov.uk/government/publications/personal-protective-equipment-ppe-strategy-stabilise-and-build-resilience
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
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and Government would therefore not expect to see face coverings alone as risk management for the 
purpose of their health and safety assessments. 
 
There is growing evidence that wearing a face covering in an enclosed space helps protect individuals 
and those around them from the transmission of COVID-19. 

A face covering can be worn in enclosed spaces where social distancing isn’t possible. It 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, nor are they the same as PPE (as explained above) 
which should be reserved for use in a limited number of settings to protect wearers against hazards 
and risks within the workplace. 

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. 

In the context of the COVID-19 outbreak, a face covering is something which safely covers the nose 
and mouth and must securely fit round the side of the face. 
 
The effectiveness of face coverings improves with quality of design (multilayer masks are better than 
single layer), a snugger fit on the face, and correct usage with both nose and mouth covered. A better 
level of mitigation could be achieved through specifying higher performance face coverings and 
masks, and this should particularly be considered in settings where people are more vulnerable to the 
consequences of the disease and/or are more likely to be infectious. Depending on the type of work 
and location of the workplace, it may be necessary to extend the use of face coverings to a wider 
number of settings where they are not currently mandated, this should be reflected in your risk 
assessment. 

This is important even when people are more than 2m apart, as correctly worn face coverings also 
reduce the emission rate of small aerosols. Face coverings are largely intended to protect others, not 
the wearer, against the spread of infection because they cover the nose and mouth, which are the 
main confirmed sources of transmission of virus that causes coronavirus infection (COVID-19). 

The University expects all staff to wear a face covering when inside University buildings if not 

exempt from doing so. Wearing a face covering may help to protect others you come into close 

contact with if you have the infection but have not developed symptoms. The University has made 

face coverings available to all staff and students. 

It is understood that some people will not be able to wear a face covering due to disability, religious 
or other personal circumstance. Please be mindful of this and do not challenge people unnecessarily. 
If staff are unable to wear a face covering for these reasons, they need to be able to discuss this with 
their manager so an alternative solution can be found.  
 
Guidance on how to wear a face covering can be found on the Government website (see below).  
 
More information can be found here: 

• https://www.gov.uk/government/collections/coronavirus-covid-19-personal-protective-

equipment-ppe (Published: 10th April 2020 – Latest update: 31st July 2020) 

https://www.gov.uk/government/collections/coronavirus-covid-19-personal-protective-equipment-ppe
https://www.gov.uk/government/collections/coronavirus-covid-19-personal-protective-equipment-ppe


University of Exeter: COVID safe 
working environments  

 

 
 

Page 14 of 36 
Creating COVID 19 Safe ways of working – Workplace Ready 
Version 2.10 – 09/04/2021 

• https://www.gov.uk/government/publications/how-to-wear-and-make-a-cloth-face-

covering/how-to-wear-and-make-a-cloth-face-covering Updated 15th July 2020 

• https://www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-

make-your-own?utm_source=b5ee386e-11ef-4ca0-85a9-

2d860435577f&utm_medium=email&utm_campaign=govuk-

notifications&utm_content=immediate Updated 31 March 2021 

 

Face visors 
Visors are not a substitute to wearing a face covering as they don’t securely fit round the side of the 

face.  Clear visors cover the face (and typically provides a barrier between the wearer and another 

person from respiratory droplets caused by sneezing, coughing or speaking).  If/when visors are 

worn with a face covering (certain circumstances only to provide additional protection), they must fit 

the user and be worn properly. They should cover the forehead, extend below the chin, and wrap 

around the side of the face. Both disposable and re-usable visors are available. A re-usable visor 

must be cleaned and disinfected using normal cleaning products.  Visors can be worn with a face 

covering to mitigate the risk of touching their faces during work activities. 

 

 Continue using PPE/RPE where it is already in place 

 
Ensure PPE/RPE is supplied to workers who are shown to need it through the risk 
assessment 

 PPE/RPE provided must fit properly and be readily available 

 Face coverings are expected to be worn for all and are available for staff and students 

 Face coverings are to be worn to protect others  

 
Ensure face coverings are not used in place of more effective measures e.g. social 
distancing, hand washing, fixed teams etc. 

Workplace Safety 

Floor markings 
Signage is in place within buildings on campus, floors in common parts are marked at 2m intervals to 

ensure persons are maintaining adequate social distancing from one another. Within your workspace 

additional floor markings etc. may be needed.  These can be ordered via Department Restart Co-

Ordinator (product catalogue and order form can be found on the COVID-19 Workplace Safety 

website). 

Access and egress 
Where multiple points of access and egress to the workspace are present, a one-way system should 

be implemented, with certain doors being designated for entry only and others for exit only (Figure  

2). Where possible, wide (greater than 2m) footways in an area should be marked into two ‘lanes’ to 

allow for movement in both directions, with persons always keeping to the left. 

https://www.gov.uk/government/publications/how-to-wear-and-make-a-cloth-face-covering/how-to-wear-and-make-a-cloth-face-covering
https://www.gov.uk/government/publications/how-to-wear-and-make-a-cloth-face-covering/how-to-wear-and-make-a-cloth-face-covering
https://www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-your-own?utm_source=b5ee386e-11ef-4ca0-85a9-2d860435577f&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-your-own?utm_source=b5ee386e-11ef-4ca0-85a9-2d860435577f&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-your-own?utm_source=b5ee386e-11ef-4ca0-85a9-2d860435577f&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-your-own?utm_source=b5ee386e-11ef-4ca0-85a9-2d860435577f&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
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Consider numbering or coding benches / workstations to allow people to record what spaces they 

have used (see Test, Track and Trace section). 

If floor markings are not possible (e.g. conflict with cleaning arrangements or carpeted floors) then 

other visual cues should be considered. 

Where social distancing is not possible, a communication approach should be maintained between all 

persons in a workspace, so movement of one individual can occur in either direction whilst other 

persons remain within at their workstation whilst maintaining social distancing. All workers should 

work at least 2m from any primary walkways, and work facing away from the central reservation of a 

workstation where possible to minimise any face-to-face contact between persons. 

 
Figure 2 - Suggested one-way systems for open plan laboratories 

One way systems 
In open plan areas, floor markings (or equivalent) at 2m intervals should be made (illustrated in 

Figure 3), and a one-way system implemented around the room with spurs as necessary to pieces of 

equipment that cannot reasonably be moved, provided a 2m distance can be maintained. Where 

multiple points of access and egress to the area are present, one-way systems should be 

implemented, with certain doors being designated for entry only and others for exit only (Figure 3). 
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Figure 3 – Suggested one-way systems for open plan workshops 

 

Under normal post COVID-19 circumstances, all safety/fire associated risk from activities must be 

suitably controlled before vacating the area e.g. following the completion of the work or if not 

possible establish how constant supervision of the activity can be implemented. 

Keeping the workplace clean 
Managers must make arrangements within the risk assessment to ensure the work area is cleaned 

frequently. This might be achieved by asking users to clean as they go. 

 

Consider the following: 

1. Frequent cleaning of work areas and equipment between uses, using usual disenfectant cleaning 

products 

2. Frequent cleaning of objects and surfaces that are touched regularly, such as door handles and 

keyboards, and making sure there are adequate disposal arrangements 

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

shift 

4. Limiting or restricting use of high-touch items and equipment, for example, printers or 

whiteboards 

5. Soft furnishings e.g. chairs with fabric seating etc. should be removed where possible 

6. Cleaning after a known or suspected case of COVID-19 you should refer to the specific guidance 

Updated 16 October 2020 

 
Frequently clean work areas and equipment between uses, using usual cleaning 
products 

 
Clear workspaces and removing waste and belongings from the work area at the end of 
a shift 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
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Limit or restrict use of high-touch items and equipment, for example, printers or 
whiteboards 

Equipment 
There may be a need for workers to share equipment. If they need to be shared, they should be 

shared by the lowest possible number of people.  Equipment within common parts e.g. MFDs will 

have sanitiser fluid next to them for staff to sanitise their hands before use. 

Cleaning arrangements for equipment 

• All workspaces, benching, shared equipment etc. must be cleaned by the user before they start 

their work 

• Work surfaces, artefacts, microscope lenses, front of fume cupboards and any other shared 

items and equipment should be regularly cleaned and the arrangements for this, along with 

roles and responsibilities should be set out in an updated SOP 

• Ensure robust arrangements are in place to maintain hand soap, gel etc. within the workspace 

• Last person leaving an area must sanitize the door handle 

 Ensure approved risk assessments and supervision arrangements are in place 

 Ensure staff inductions are in place and cover social distancing 

 Review layouts where possible, accepting the limitation of some environments 

 
Where an area has multiple point of access and egress a one-way system should be 
implemented with doors designated as entry only and exit only 

 Use floor tape or paint to mark areas to help people maintain social distancing 

 
Only where it is not possible to move workstations further apart, use screens to 
separate people from each other 

 
Consider numbering or coding workstations to help with booking systems and track 
and trace or where floor markings are not possible 

 
Only where it is not possible to move workstations further apart, arrange people to 
work side-by-side or facing away from each other rather than face-to-face 

 

Manage occupancy levels, to maintain social distancing with restricted space, for 
example, by adapting booking systems to limit usage, occupancy must be no more than 
25% of capacity 

 Clean workstations and shared equipment and machinery, where it is feasible to do so 

 

Where equipment is shared this should be by the lowest possible number of people. 
Consider teams/cohorts to restrict the number of people that come into contact with 
each other 

 
Small rooms should be on a one in one out basis. Consider knock and enter, open door 
where safe to do so etc. 

 
Limit use of high-touch items and shared office equipment, for example, test 
equipment, apparatus, shared control terminals 

 
Ensure appropriate air-handling and filtering systems are installed and maintained in 
high-risk areas where there is a risk for airborne particles 

 Review facilities for storing personal items to avoid sharing lockers etc. 
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 Ensure provision of sanitisers for cleaning door handles on exit 

Ventilation 
The Building Management Team have calculated the means of both mechanical and natural air 

circulation within your workspace which is constantly being reviewed to align with Government 

guidance and this information will be shared with you. In addition to the advice provided by the 

Building Management Team, if it is possible and not in conflict with room air management, consider 

opening windows where possible. 

Small rooms 
Rooms such as equipment rooms, cupboards, cloakrooms, plant rooms etc. should only be used by 

one person at a time. 

Animal houses 
The number of people in the animal house should be limited, including a roster to avoid cross 

contamination and to enable access only where essential. 

Other considerations include: 

• Restriction on visitors should be in place and consideration given to alternative methods for 

access and monitoring (e.g. via remote camera) 

• Use of appropriate PPE as per normal working practices should continue to be in place 

 

NB: See also the section on contractors to consider how maintenance by Third Party providers can 

be arranged and managed. 

Also consider shift patterns (as above). 

Existing and new safety arrangements 

• Ensure all pre-existing safety arrangements are in place (e.g. PPE) before re-starting work 

• Consider arrangements for keeping clothing, eye protection e.g. safety glasses and other items 

that are required to be worn – consider issuing personal items or implement a robust cleaning 

process 

• Avoid sharing lockers or coat hanging spaces 

• For work clothing increased washing will be required 

• Personal items such as mobile phones should be cleaned and not placed on work benches 

• RPE (face masks, respirators etc.) normally used to carry out tasks should continue to be worn 

for those tasks 

• Face coverings are expected to be worn inside University buildings if not exempt from doing so 

Laundry 

• Wash items in accordance with the manufacturer’s instructions. Use the warmest water setting 

and dry items completely. Dirty laundry that has been in contact with an unwell person can be 

washed with other people’s items 

• Do not shake dirty laundry, this minimises the possibility of dispersing virus through the air 
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• Clean and disinfect anything used for transporting laundry with your usual products, in line with 

the cleaning guidance above 

Changing rooms and showers 
Where shower and changing facilities are required, clear use and cleaning guidance for showers, 

lockers and changing rooms will be set to ensure they are kept clean and clear of personal items and 

that social distancing is achieved as much as possible.  This will include the introduction of enhanced 

cleaning of all facilities regularly used during the day and at the end of each day. 

Operational safety 

Occupation rate 
The maximum occupancy of a workspace should be set at no more than 25% of the normal maximum 

occupancy, this may be less depending on the ventilation assessment. Work should, were at all 

possible, be carried out in shifts, to allow the maximum number of workers to access a space, whilst 

maintaining a minimum number of persons working at any given time. Working space should be 

cleared and vacated upon completion of work, or where any significant period of delay is expected. 

During shorter periods of delay the area should be cleared and vacated at the discretion of the worker, 

using common sense and consideration for other persons who may require the use of the space. 

 

Where possible work groups should be limited to a cohort of people who stay in the same “team” 

each day. 

Shift patterns 
You will need to consider different ways of working to ensure you can be as productive as possible 

while ensuring social distancing is maintained, as far as reasonably practical. One way you can do 

this is to split shifts or activities, while this may seem a long way from pre-Covid-19 ways of working 

it could have big benefits and should be considered as part of the planning process for all work 

activities that require staff to return to campus, these may include: 

• Splitting staff into teams with alternate days working from home, or splitting across a day and 

night shift 

• Consider those with caring arrangement's when planning a rota 

• If possible where staff are split into teams, fixing these splits (cohorting), so that where contact 

is unavoidable, this happens between the same individuals 

• Spread out standard processes so that only one team needs to be on the premises to complete a 

task at a given time 

• As far as possible breaks for all staff should be staggered, this will ensure that certain 

interactions between staff are minimised (tea/coffee and lunch breaks) as well as providing 

suitable time to clean the facilities between uses 

• Where possible, staff should be encouraged to bring their own food, and food outlets should 

move to a takeaway service only 

• Gain assurance that fire marshal and first aid coverage is maintained 

• Lone workers are identified and managed appropriately 
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Ensure arrangements are in place to log the shift pattern along with any equipment that has been 

used (see test, track and trace section). 

Taking Breaks 
Rules for staff on taking breaks and using communal areas: 

• Wash or sanitise your hands when leaving and returning to your workspace 
• Social distancing should be observed in all kitchen spaces 
• If using a communal kitchen ensure that you stagger your break to avoid contact with other staff 
• Limit social contacts to a small and where possible constant group of people maintaining social 

distancing.  Avoid socialising with other people than those who are working in your immediate 
work area 

• Food should be brought from home and should not be shared 
• Eat alone or in small groups and ensure social distancing is maintained, or outside if weather 

allows 
• Do not share or use communal cutlery or crockery 
• Any kitchen equipment should be washed immediately after use 
• Dishwashers should be run regularly, at high temperatures. Hands should be washed with soap 

and disinfected before emptying the dishwashers 
• Wash and dry and put away and clean all surfaces you have had contact with before you leave 

Do not leave rubbish for anyone else to clean up 
• Use own vessel e.g. cup, bottle when using a water dispenser (hot/cold). Wipe the nozzle/tap 

before and after use (if possible) and avoid contact between the vessel and dispenser where 
possible 

 Consider splitting people into teams with alternate days working 

 Consider where people are split into teams, fixing these splits (cohorts) 

 Consider spreading out standard processes 

 Consider staggering breaks split table to shifts / taking breaks  

 Ensure fire marshal and first aid coverage is maintained 

 Ensure lone workers are identified and managed appropriately 

 Ensure shift patterns and equipment usage are logged 

Lone/sole working 
It is likely that lone or sole working will become something more regular for the foreseable future, 

mainly due to the fact that less staff will be on site, split shift being adopted etc. so it is really 

important to ensure we have considered as part of our new ways of working.  Please review the. 

University Standard on lone working. 

The University has a lone worker call alert system called ‘SafeZone’ that requires mandatory use by 

all lone workers. Details of how to download and use the the app can be found at 

https://www.safezoneapp.com/how-it-works. It is highly recommened that all employees accessing 

UOE campuses  log into the SafeZone App. This will ensure consideration is made to the ability to 

respond to an incident where a lone worker is involved and how the alarm can be raised to summon 

support. 

http://www.exeter.ac.uk/staff/wellbeing/safety/guidance/lone_working/
https://www.safezoneapp.com/how-it-works
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All activities will require reasssessing if lone working has become a new hazard. If at all possible lone 

working should be avoided but certain activities are not allowed to be a lone working task no matter 

the circumstances: 

• Entry into confined spaces: A confined space is a place which is substantially enclosed (though 

not always entirely), and where serious injury can occur from hazardous substances or 

conditions within the space or nearby (e.g. lack of oxygen) 

• Use of ladders greater than 1.5m in height where the ladder cannot be secured / lashed and 

requires ‘footing’ by another person 

• Use of dangerous machinery where there is a risk of entanglement, entrapment, crushing, 

impact, or injury from cutting or shearing, stabbing or puncture, unless the worker has received 

sufficient training to operate those types of machines 

• Electrical work involving manipulation of live, un-insulated power conductors 

• Other work on or near bare live conductors where a person working on their own would not be 

capable of undertaking the work safely without assistance in, for example, keeping other 

persons from the work area 

• Using chemicals or hazardous substances being used that may pose a risk to the lone worker 

health 

• Person laboratory / workshop tasks normally requiring 2 or more persons 

• Working on or near construction sites 

The activities that are allowed will require additional considerations and have impact on the ability 

to maintain social distancing, if this is the case use the additional guidance provided on how this can 

be managed effectively without significantly increasing the risk to staff. 

 Consider whether lone working can be avoided 

 Ensure all lone workers are aware of prohibited activities 

 Risk assess all activities 

 Identify additional controls that may be required 

 Consider social distancing requirements and controls 

 
Discuss with staff and request  all staff download the SafeZone app prior to starting 
back on campus 

Moving between buildings around campus 
Once staff and students have arrived on campus it is imperative that the need to move around the 

campus and in and out of buildings is minimised so far as it is reasonably practicable.  The exception 

would be where the job role e.g. CIOSS requires access to numerous buildings. 

 

Arrangements to be considered include: 

 

1. Reducing movement by discouraging non-essential trips within buildings and sites, for example, 

restricting access to some areas, encouraging use of radios or telephones, where permitted, and 

cleaning them between use 



University of Exeter: COVID safe 
working environments  

 

 
 

Page 22 of 36 
Creating COVID 19 Safe ways of working – Workplace Ready 
Version 2.10 – 09/04/2021 

2. Restricting access between different areas of a building or site 

3. Introducing a zoning system for maintenance staff 

4. Reducing job and location rotation 

5. Introducing more one-way flow through buildings 

6. Reducing maximum occupancy for lifts, providing hand sanitiser for the operation of lifts and 

encouraging use of stairs wherever possible 

7. Making sure that people with disabilities are able to access lifts 

8. Regulating the use of high traffic areas including corridors, lifts turnstiles and walkways to 

maintain social distancing 

9. Removing access controls on low category labotories so that people do not have to use access 

cards 

10. Using fixed teams or adjusting booking processes to reduce the number of people in a laboratory 

/ workshop at the same time to avoid overcrowding 

 

 

Reduce movement by discouraging non-essential trips within buildings and sites, 
for example, restricting access to some areas, encouraging use of radios or 
telephones, where permitted, and cleaning them between use 

 Consider introducing a zoning system 

 Reduce job and location rotation 

 
Remove access controls on low category laboratories / workshops so that people 
do not have to use access cards 

Activity / task specific guidance 
The Government are continuing to produce and update guidance for a range of different types of 

work activities and work environments. Colleges/Services operate more than one type of workplace 

activity so you may need to refer to more than one of these guides as you work through what you 

need to do to keep people safe. This guidance document will be updated as further guidance is 

published and updated. 

Government guidance are stand-alone documents and therefore the content within each version is 

similar and many of the common principles have already been addressed within this and other 

University documents. There are, however, workplace activity specific requirements within each 

document (see hyperlinks below which include the dates when first published and last updated). 

The general workplace guidance for the majority of sectors now includes the recommendation to 

create a workspace which avoids the need for people to shout e.g. no background music. 

Close contact services (published 11 May 2020 - latest update 08 April 2021) 

Guidance for people who provide close contact services, including hairdressers, barbers, beauticians, 
tattooists, sports and massage therapists, dress fitters, tailors and fashion designers. 
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/close-contact-services 
 

Construction and other outdoor work (published 11 May 2020 - latest update 08 April 2021) 

Guidance for people who work in or run outdoor working environments. 
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/construction-and-other-
outdoor-work 
 

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/close-contact-services
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/construction-and-other-outdoor-work
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/construction-and-other-outdoor-work
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Drivers’ welfare at delivery and collection sites (HSE) (No published date – reviewed 31 March 

2021) 
Duty holders at sites where loading or unloading happens must take reasonable steps to protect the 

health and safety of drivers delivering and collecting. 

https://www.hse.gov.uk/coronavirus/drivers-transport-

delivery.htm?utm_source=hse.gov.uk&utm_medium=refferal&utm_campaign=coronavirus&utm_te

rm=driver-welfare&utm_content=home-page-popular 

 

Factories, plants and warehouses (published 11 May 2020 - latest update 08 April 2021) 

Guidance for people who work in or run factories, plants and warehouses. 
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/factories-plants-and-

warehouses 

 

COVID-19: guidance for first responders (first aiders) (published 5 February – latest update 18 

March 2021) 

https://www.gov.uk/government/publications/novel-coronavirus-2019-ncov-interim-guidance-for-

first-responders?utm_source=d3927585-8b9a-4423-abe9-

2cf28bf1b023&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate  

Food businesses (published 25 March 2020 - latest update 06 January 2021) 

Advice for food businesses in response to the coronavirus (COVID-19) outbreak in the UK. 

https://www.gov.uk/government/publications/covid-19-guidance-for-food-

businesses?utm_source=766b9299-a28f-4b03-aaf7-

b3bf00f94cc6&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate  

Heritage locations (published 24 June 2020 - latest update 08 April 2021) 

Guidance for people who work or volunteer in heritage locations. 
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/heritage-locations 

 

Hotels and other guest accommodation (published 24 June 2020 - latest update 08 April 2021) 

Guidance for people who work in or run hotels and other guest accommodation. 
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/hotels-and-other-guest-

accommodation 

Libraries 

Guidance issued by Libraries Connected, in collaboration with PHE and HSE, for the safe reopening of 
libraries – link to original document previous posted here has been removed from the internet 
https://www.librariesconnected.org.uk 
 

Maintaining records of staff, customers and visitors to support NHS Test and Trace 
(published 2 July – latest update 05 April 2021) 

Designated venues in certain sectors must have a system in place to request and record contact 

details of their customers, visitors and staff to help break the chains of transmission of coronavirus. 

https://www.hse.gov.uk/coronavirus/drivers-transport-delivery.htm?utm_source=hse.gov.uk&utm_medium=refferal&utm_campaign=coronavirus&utm_term=driver-welfare&utm_content=home-page-popular
https://www.hse.gov.uk/coronavirus/drivers-transport-delivery.htm?utm_source=hse.gov.uk&utm_medium=refferal&utm_campaign=coronavirus&utm_term=driver-welfare&utm_content=home-page-popular
https://www.hse.gov.uk/coronavirus/drivers-transport-delivery.htm?utm_source=hse.gov.uk&utm_medium=refferal&utm_campaign=coronavirus&utm_term=driver-welfare&utm_content=home-page-popular
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/factories-plants-and-warehouses
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/factories-plants-and-warehouses
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fpublications%2Fnovel-coronavirus-2019-ncov-interim-guidance-for-first-responders%3Futm_source%3Dd3927585-8b9a-4423-abe9-2cf28bf1b023%26utm_medium%3Demail%26utm_campaign%3Dgovuk-notifications%26utm_content%3Dimmediate&data=02%7C01%7CP.Molino2%40exeter.ac.uk%7C498e93ceab8e45e3aa5908d85f15c6a9%7C912a5d77fb984eeeaf321334d8f04a53%7C0%7C0%7C637363894416211931&sdata=rSxwjN4%2B13BJgni4Ha1HWESM2g3dLAg8%2F%2FZyNekV%2BWc%3D&reserved=0
https://www.gov.uk/government/publications/novel-coronavirus-2019-ncov-interim-guidance-for-first-responders?utm_source=d3927585-8b9a-4423-abe9-2cf28bf1b023&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/novel-coronavirus-2019-ncov-interim-guidance-for-first-responders?utm_source=d3927585-8b9a-4423-abe9-2cf28bf1b023&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/novel-coronavirus-2019-ncov-interim-guidance-for-first-responders?utm_source=d3927585-8b9a-4423-abe9-2cf28bf1b023&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/covid-19-guidance-for-food-businesses?utm_source=766b9299-a28f-4b03-aaf7-b3bf00f94cc6&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/covid-19-guidance-for-food-businesses?utm_source=766b9299-a28f-4b03-aaf7-b3bf00f94cc6&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/covid-19-guidance-for-food-businesses?utm_source=766b9299-a28f-4b03-aaf7-b3bf00f94cc6&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/heritage-locations
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/hotels-and-other-guest-accommodation
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/hotels-and-other-guest-accommodation
https://www.librariesconnected.org.uk/
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https://www.gov.uk/guidance/maintaining-records-of-staff-customers-and-visitors-to-support-nhs-
test-and-trace?utm_source=26574a86-d87a-46bf-8383-
0035631a4235&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate 
 

Marriages and civil partnerships (Event Exeter) (published 29 June 2020 - latest update 29 

March 2021) 
This guidance is designed to assist people planning to get married or form a civil partnership in 
England. 
https://www.gov.uk/government/publications/covid-19-guidance-for-small-marriages-and-civil-
partnerships?utm_source=e0b84b9b-3182-4851-9987-
71e0aefeaff8&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate  

Mass gatherings (published 13 July 2020) 
This document provides a COVID-19 risk assessment and mitigation checklist for use by host 
countries and mass gathering organizers. It also includes an operational tool which offers guidance 
for organizers holding meetings during the COVID-19 outbreak and which should be accompanied by 
the WHO COVID-19 Generic Risk Assessment Excel file. It should be read in conjunction with WHO’s 
Key planning recommendations for Mass Gatherings in the context of the current COVID-19 
outbreak. 
https://www.who.int/publications/i/item/how-to-use-who-risk-assessment-and-mitigation-
checklist-for-mass-gatherings-in-the-context-of-covid-19  

 
Meeting people from outside your household (published 23 June 2020 – latest update 31 March 

2021) 
Guidance has been updated to include guidance for team sports. 
https://www.gov.uk/guidance/meeting-people-from-outside-your-household-from-4-
july?utm_source=6c3ac7f0-45a5-4356-ad4c-
8e83cc4ba533&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate  
 

Multi-purpose community facilities (published 30 June 2020 – latest update 05 January 2021) 

Guidance for those managing community centres, village halls and other community facilities on 
safely re-opening multi-purpose buildings.  
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-multi-
purpose-community-facilities?utm_source=d8d6183a-b97b-4b57-85ab-
72f825d0954a&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate 
 

Offices and contact centres (published 11 May 2020 – latest update 08 April 2021) 

Guidance for people who work in or run offices, contact centres and similar indoor environments. 
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/offices-and-contact-

centres 

  

https://www.gov.uk/guidance/maintaining-records-of-staff-customers-and-visitors-to-support-nhs-test-and-trace?utm_source=26574a86-d87a-46bf-8383-0035631a4235&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/guidance/maintaining-records-of-staff-customers-and-visitors-to-support-nhs-test-and-trace?utm_source=26574a86-d87a-46bf-8383-0035631a4235&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/guidance/maintaining-records-of-staff-customers-and-visitors-to-support-nhs-test-and-trace?utm_source=26574a86-d87a-46bf-8383-0035631a4235&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/covid-19-guidance-for-small-marriages-and-civil-partnerships?utm_source=e0b84b9b-3182-4851-9987-71e0aefeaff8&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/covid-19-guidance-for-small-marriages-and-civil-partnerships?utm_source=e0b84b9b-3182-4851-9987-71e0aefeaff8&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/covid-19-guidance-for-small-marriages-and-civil-partnerships?utm_source=e0b84b9b-3182-4851-9987-71e0aefeaff8&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.who.int/publications/i/item/how-to-use-who-risk-assessment-and-mitigation-checklist-for-mass-gatherings-in-the-context-of-covid-19
https://www.who.int/publications/i/item/how-to-use-who-risk-assessment-and-mitigation-checklist-for-mass-gatherings-in-the-context-of-covid-19
https://www.gov.uk/guidance/meeting-people-from-outside-your-household-from-4-july?utm_source=6c3ac7f0-45a5-4356-ad4c-8e83cc4ba533&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/guidance/meeting-people-from-outside-your-household-from-4-july?utm_source=6c3ac7f0-45a5-4356-ad4c-8e83cc4ba533&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/guidance/meeting-people-from-outside-your-household-from-4-july?utm_source=6c3ac7f0-45a5-4356-ad4c-8e83cc4ba533&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-multi-purpose-community-facilities?utm_source=d8d6183a-b97b-4b57-85ab-72f825d0954a&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-multi-purpose-community-facilities?utm_source=d8d6183a-b97b-4b57-85ab-72f825d0954a&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-multi-purpose-community-facilities?utm_source=d8d6183a-b97b-4b57-85ab-72f825d0954a&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
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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Performing arts (published 09 July 2020 – latest update 08 April 2021) 

Guidance for people who work in performing arts, including arts organisations, venue operators and 
participants. The guidance contains a five-stage roadmap to bring performing arts back safely. 
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/performing-arts  
 

Places of worship (published 04 July 2020 – latest update 26 March) 
The guidance provides advice on how places of worship can open, for limited permitted activities, in 
a manner that is safe and in line with social distancing guidelines. 
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-places-of-
worship-during-the-pandemic-from-4-july?utm_source=7e1e2d26-af42-4d93-92f4-
529acdd11441&utm_medium=email&utm_campaign=govuk-
notifications&utm_content=immediate#history 
 

Providers of grassroots sport and gym/leisure facilities (published 11 May 2020 - latest update 

08 April 2021) 

Updated guidance on keeping your customers and users of sports and gym/leisure facilities safe 

(section 2), social distancing (section 4), changing rooms and showers (section 6.4), and cars, 

accommodation and visits (section 8). 

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/providers-of-grassroots-

sport-and-gym-leisure-facilities 

Restaurants, pubs, bars and takeaway services (published 11 May 2020 – latest update 08 April 
2021) 
Guidance for people who work in or run restaurants, pubs, bars, cafes or takeaways. 
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/restaurants-offering-

takeaway-or-delivery 

 

Shops and branches (published 11 May 2020 – latest update 08 April 2021) 

Guidance for people who work in or run shops, branches, stores or similar environments. Includes 
mass gatherings in the workplace. 
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/shops-and-branches 

 

Smoking and non-smoking - pubs, restaurants and cafes to offer both outdoor options 
(published 19 July 2020) 
Announcement that people using pubs, restaurants and cafes will soon have greater freedom to 
choose non-smoking outdoor areas following an amendment tabled today to legislation in 
Parliament. 
https://www.gov.uk/government/news/new-plans-to-ensure-pubs-restaurants-and-cafes-offer-
both-smoking-and-non-smoking-outdoor-options?utm_source=a96eafc5-e2cf-4308-b09d-
80cbeec1c163&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate 

Sport and recreation/elite sport return to training (published 13 May 2020 – latest update 10 

March 2021) 

Guidance for the public, providers of outdoor sport facilities, elite athletes, personal trainers and 
coaches on the phased return of sport and recreation. The hyperlink below contains a range guidance 
documents for different scenarios. 

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/performing-arts
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic-from-4-july?utm_source=7e1e2d26-af42-4d93-92f4-529acdd11441&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate#history
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic-from-4-july?utm_source=7e1e2d26-af42-4d93-92f4-529acdd11441&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate#history
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic-from-4-july?utm_source=7e1e2d26-af42-4d93-92f4-529acdd11441&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate#history
https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-places-of-worship-during-the-pandemic-from-4-july?utm_source=7e1e2d26-af42-4d93-92f4-529acdd11441&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate#history
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/providers-of-grassroots-sport-and-gym-leisure-facilities
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/providers-of-grassroots-sport-and-gym-leisure-facilities
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/providers-of-grassroots-sport-and-gym-leisure-facilities
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/restaurants-offering-takeaway-or-delivery
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/restaurants-offering-takeaway-or-delivery
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/shops-and-branches
https://www.gov.uk/government/news/new-plans-to-ensure-pubs-restaurants-and-cafes-offer-both-smoking-and-non-smoking-outdoor-options?utm_source=a96eafc5-e2cf-4308-b09d-80cbeec1c163&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/news/new-plans-to-ensure-pubs-restaurants-and-cafes-offer-both-smoking-and-non-smoking-outdoor-options?utm_source=a96eafc5-e2cf-4308-b09d-80cbeec1c163&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/news/new-plans-to-ensure-pubs-restaurants-and-cafes-offer-both-smoking-and-non-smoking-outdoor-options?utm_source=a96eafc5-e2cf-4308-b09d-80cbeec1c163&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
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https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-phased-return-of-
sport-and-recreation?utm_source=b0ce2001-d34d-470d-b2b1-
242d542a27ca&utm_medium=email&utm_campaign=govuk-
notifications&utm_content=immediate#history  
 

Teaching spaces  
There is a specific University guidance document specifically for teaching facilities – see separate 
document on the Covid-19 Working Safety Website  

 

Theatres return of audiences indoors (published 17 July) 

Indoor performances with socially distanced audiences will be able to take place across the country 
from 1 August. 
https://www.gov.uk/government/news/audiences-back-in-theatres-from-1-
august?utm_source=3abbeef2-398d-4dbc-a032-
cf477a4b6947&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate 

 

Transport guidance for operators (published 12 May – latest update 08 April 2021) 
Safer working principles and risk assessment for transport operators and organisations. 

https://www.gov.uk/government/publications/coronavirus-covid-19-safer-transport-guidance-for-

operators?utm_source=814d89bd-4f12-4e9e-91c7-

4f4474a81cea&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate 

 

Travel guidance for passengers (published 12 May – latest update 08 April 2021) 
Walking, cycling, and travelling in vehicles or on public transport during the coronavirus outbreak. 

https://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-

passengers?utm_source=82737d04-26ae-40d4-bdee-

ca38fbdb72d2&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate 

 

Vehicles - consider both University owned and personally owned vehicles used for University 

business (published 11 May 2020 – latest update 08 April 2021) 

Guidance for people who work in or from vehicles, including couriers, mobile workers, lorry drivers, 
on-site transit and work vehicles, field forces and similar. 
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/vehicles 

 

The visitor economy (published 23 June 2020 – latest update 08 April 2021) 
Guidance for people who work in hotels and guest accommodation, indoor and outdoor attractions, 
and business events and consumer shows. 
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/the-visitor-economy 

Managing third parties 
Third party providers include companies and organisations that both work in partnership with the 

Univerity and / or provide services on campus e.g. food outlets, Guild, INTO etc., on site 

construction, nominated accomodation providers, off-campus premises where University staff 

operate within their facilities e.g. NHS premises, Science Park, Halkin, Regus etc., contracted 

https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-phased-return-of-sport-and-recreation?utm_source=b0ce2001-d34d-470d-b2b1-242d542a27ca&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate#history
https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-phased-return-of-sport-and-recreation?utm_source=b0ce2001-d34d-470d-b2b1-242d542a27ca&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate#history
https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-phased-return-of-sport-and-recreation?utm_source=b0ce2001-d34d-470d-b2b1-242d542a27ca&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate#history
https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-phased-return-of-sport-and-recreation?utm_source=b0ce2001-d34d-470d-b2b1-242d542a27ca&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate#history
http://www.exeter.ac.uk/staff/wellbeing/safety/safetyguidance/covid-19-safe-working/
https://www.gov.uk/government/news/audiences-back-in-theatres-from-1-august?utm_source=3abbeef2-398d-4dbc-a032-cf477a4b6947&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/news/audiences-back-in-theatres-from-1-august?utm_source=3abbeef2-398d-4dbc-a032-cf477a4b6947&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/news/audiences-back-in-theatres-from-1-august?utm_source=3abbeef2-398d-4dbc-a032-cf477a4b6947&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/coronavirus-covid-19-safer-transport-guidance-for-operators?utm_source=814d89bd-4f12-4e9e-91c7-4f4474a81cea&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/coronavirus-covid-19-safer-transport-guidance-for-operators?utm_source=814d89bd-4f12-4e9e-91c7-4f4474a81cea&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/coronavirus-covid-19-safer-transport-guidance-for-operators?utm_source=814d89bd-4f12-4e9e-91c7-4f4474a81cea&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-passengers?utm_source=82737d04-26ae-40d4-bdee-ca38fbdb72d2&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-passengers?utm_source=82737d04-26ae-40d4-bdee-ca38fbdb72d2&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-passengers?utm_source=82737d04-26ae-40d4-bdee-ca38fbdb72d2&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/vehicles
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/the-visitor-economy
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companies that visit our campuses to deliver equipment or provide a service on campus e.g. 

surveyors, maintenance providers etc. 

It is the responsibility of the person who controls the contract with the third party to ensure that 

there are sufficent arranagements in place to reduce the risks of COVID-19 transmission to 

University staff and students.  Assurances should be sought from third party providers regarding 

adherance to the relevant Government guidelines and any understanding of the operational 

arrangements being put in place. 

This guidance can be used as a point of reference when seeking assurances from third parties so that 

assurance can be gained that they are operating within the same parameters and as a miminum to 

the same standard as is expected of University staff and students. 

Where University staff are required to directly interact with service providers, both assurance and 

evidence is required that they have implemented good hygiene standards within the areas they 

control and social distancing measures are in place to protect both their own staff and everyone that 

interacts with them. They should be encouraged to provide clear signage on how the space / facility 

will be used safely. 

 

Equally, where University staff or students work on the premises of another employer or where the 

premises are shared, the University representative responsible for maintaining the relationship, will 

ensure that there is a common agreement between the two parties as to the site rules. University 

staff and students will be given specific instruction on the arrangements in place in these areas.  

Landlords 
Assurance must be gained that the landlord has implemented appropriate arrangements in 

accordance with Government guidance to provide a safe working environment for University staff 

and students. 

 

Once assurance has been provided and evidenced (where appropriate) the arrangements must be 

relayed to the staff expected to attend these sites as part of a re-occupancy training and induction 

process. 

Construction 
Contract managers are required to gain assurances from their Principle Contractors that suitable 

arrangements are in place within their compound and also inform them of the University 

arrangements in relation to the management of activities within campus grounds e.g. increased 

pedestrian traffic, cyclists and vehicles as some staff return to the campus and the population 

increases.  

Contractors and Service Providers on Campus 
Assurances must be gained that all contractors and service providers required to attend the campus 

have got suitable operational arrangements in place in accordance with Government guidance. 

 

In addition, these third party providers must also be informed of the campus hygiene and social 

distancing arrangements in place that they need to adhere to whilst on campus. 
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It is good practice to share and exchange risk assessments for the activities the service providers will 

be conducting to ensure that their operating standards both meet the University’s operating 

standards and don’t conflict with University procedures so the work can proceed safely with the 

safety of all parties taken into consideration. 

 

In addition, there is a separate guidance document titled ‘Visitors Policy’ which contains more 

detailed information relating to the various types of third parties that visit our campuses.  This policy 

can be found on the Covid-19 Working Safely website. 

 

 

Seek and gain assurances that the third parties operating procedures meet 
Government guidance and meet the University’s operating standards (as a 
minimum) 

 Exchange risk assessments and operating procedures with third parties  

 Inform staff of third party procedures prior to interaction be it on or off campus 

 
Ensure arrangements are shared with staff and students, where required, prior to 
occupancy 

Incident Management 

Action in the event of a person developing COVID-19 symptoms 
The most common symptoms of COVID-19 are a new, continuous cough or a high temperature. For 
most people, COVID-19 will be a mild infection. In some cases people may experience loss of taste 
and/or smell. 
 
Any member of staff who develops symptoms of COVID-19 (a new, continuous cough and/or a high 
temperature) must: 

• Go home immediately 

• Inform their manager 

• Avoid touching anything 

• Stay at home for 10 days from onset of symptoms 

• Staff and students are encouraged to request a test via the Rapid Respone Hub  

• If the member of staff/studentlives in a household where someone else is unwell with COVID-19 
symptoms they must stay at home in line with the stay at home guidance 

• If a member of staff has helped someone who was taken unwell with a new, continuous cough 
or a high temperature, they do not need to go home unless they develop symptoms themselves. 
They should wash their hands thoroughly for 20 seconds after any contact with someone who is 
unwell with symptoms consistent with COVID-19 infection 

• It is not necessary to close the workplace or send any other staff home. If Government policy 
changes on this, we will update the University guidance: 
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-
covid-19/guidance-for-employers-and-businesses-on-coronavirus-covid-19 (published 11 May 
2020 - latest update 08 April 2021) 

Cleaning after a possible COVID-19 case 
Experience of new coronaviruses (SARS-CoV and MERS-CoV) has been used to inform this guidance. 

The risk of infection depends on many factors, including: 

https://www.exeter.ac.uk/staff/wellbeing/safety/safetyguidance/covid-19-safe-working/#tab2
https://www.exeter.ac.uk/coronavirus/rapid-response/
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19/guidance-for-employers-and-businesses-on-coronavirus-covid-19
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19/guidance-for-employers-and-businesses-on-coronavirus-covid-19
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• Type of surfaces contaminated 

• Amount of virus shed from the individual 

• Time the individual spent in the setting 

• Time since the individual was last in the setting 

• Infection risk from coronavirus (COVID-19) following contamination of the environment 

decreases over time 

NB: It is not yet clear at what point there is no risk. However, studies of other viruses in the same 

family suggest that, in most circumstances, the risk is likely to be reduced significantly after 72 

hours. 

If there is an arrangement with the campus Facilities Team clean your work-space, they should be 
contacted giving them clear instruction that an employee or student has gone home with 
symptoms. 

If you or a member of your team are required to clean your own area consider the following: 

• Cleaning an area with normal household disinfectant after someone with suspected COVID-19 
has left will reduce the risk of passing the infection on to other people 

• Wear disposable or washing-up gloves and aprons for cleaning. These should be double-bagged, 

then stored securely for 72 hours before being thrown away in the regular rubbish after cleaning 

is finished 

• Using a disposable cloth, first clean hard surfaces with warm soapy water. Then disinfect these 

surfaces with the cleaning products you normally use. Pay particular attention to frequently 

touched areas and surfaces, such as bathrooms, grab-rails in corridors and stairwells and door 

handles 

• If an area has been heavily contaminated, such as with visible bodily fluids, from a person with 

COVID-19, use protection for the eyes, mouth and nose, as well as wearing gloves and an apron 

• Wash hands regularly with soap and water for 20 seconds, and after removing gloves, aprons 

and other protection used while cleaning 

 

Principles of cleaning after the person (suspected COVID-19) has left the setting or area: 

 

• The minimum PPE to be worn for cleaning an area where a person with possible or confirmed 

COVID-19 is disposable gloves and an apron. Hands should be washed with soap and water for 

20 seconds after all PPE has been removed 

• If a risk assessment of the setting indicates that a higher level of virus may be present (for 
example, where unwell individuals have slept such as a hotel room or there is visible 
contamination with body fluids, then the need for additional PPE to protect the cleaner’s eyes, 
mouth and nose might be necessary. The local Public Health England (PHE) team can advise and 

can be contacted on 0300 3038162 opt 1 and opt 1. Please let the Rapid Respone Hub know 

• Non-healthcare workers should be trained in the correct use of a surgical mask, to protect them 

against other people’s potentially infectious respiratory droplets when within 2 metres, and the 

mask use and supply of masks would need to be equivalent to that in healthcare environments 

• Public areas where a symptomatic individual has passed through and spent minimal time, such 

as corridors, but which are not visibly contaminated with body fluids can be cleaned thoroughly 

as normal 

https://www.gov.uk/government/publications/wuhan-novel-coronavirus-infection-prevention-and-control/covid-19-personal-protective-equipment-ppe
https://www.exeter.ac.uk/coronavirus/rapid-response/
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• All surfaces that the symptomatic person has come into contact with must be cleaned and 

disinfected, including: 

o objects which are visibly contaminated with body fluids 

o all potentially contaminated high-contact areas such as bathrooms, door handles, 

telephones, grab-rails in corridors and stairwells 

• Use disposable cloths or paper roll and disposable mop heads, to clean all hard surfaces, floors, 

chairs, door handles and sanitary fittings, following one of the options below: 

o use either a combined detergent disinfectant solution at a dilution of 1,000 parts per 

million available chlorine 

OR 

o use a household detergent followed by disinfection (1000 ppm av.cl.). Follow 

manufacturer’s instructions for dilution, application and contact times for all detergents 

and disinfectants 

OR 

o if an alternative disinfectant is used within the organisation, this should be checked and 

ensure that it is effective against enveloped viruses 

• Avoid creating splashes and spray when cleaning 

• Any cloths and mop heads used must be disposed of and should be put into waste bags as 

outlined below 

• When items cannot be cleaned using detergents or laundered, for example, upholstered 

furniture and mattresses, steam cleaning should be used 

• Any items that are heavily contaminated with body fluids and cannot be cleaned by washing 

should be disposed of 

Environmental 
Monitoring emissions from some environmental permitting activities: RPS C20 (published 

01 October – latest update 19 January 2021) 

This guidance refers to delaying and rescheduling some emissions to air and water monitoring and 

other environmental monitoring because of COVID-19 (coronavirus) 

restrictions.https://www.gov.uk/government/publications/monitoring-emissions-from-some-

environmental-permitting-activities-rps-c20?utm_source=66c686fc-7773-4ba3-b374-

7d06394dc37e&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate  

 

Reporting for installations, radioactive substances and waste permits: RPS C21 (published 

01 October – latest update 19 January 2021) 

This guidance refers to situations when you can delay submitting data, reports and other records 
required by your environmental permit because of coronavirus (COVID-19) restrictions. 
https://www.gov.uk/government/publications/reporting-for-installations-radioactive-substances-

and-waste-permits-rps-c21?utm_source=b690bd98-449d-45e0-a351-

a1e22ed7ff44&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate 

 

https://www.gov.uk/government/publications/monitoring-emissions-from-some-environmental-permitting-activities-rps-c20?utm_source=66c686fc-7773-4ba3-b374-7d06394dc37e&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/monitoring-emissions-from-some-environmental-permitting-activities-rps-c20?utm_source=66c686fc-7773-4ba3-b374-7d06394dc37e&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/monitoring-emissions-from-some-environmental-permitting-activities-rps-c20?utm_source=66c686fc-7773-4ba3-b374-7d06394dc37e&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/reporting-for-installations-radioactive-substances-and-waste-permits-rps-c21?utm_source=b690bd98-449d-45e0-a351-a1e22ed7ff44&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/reporting-for-installations-radioactive-substances-and-waste-permits-rps-c21?utm_source=b690bd98-449d-45e0-a351-a1e22ed7ff44&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/reporting-for-installations-radioactive-substances-and-waste-permits-rps-c21?utm_source=b690bd98-449d-45e0-a351-a1e22ed7ff44&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
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Research and analysis  
Defra/JBC: Wastewater COVID-19 monitoring in the UK: summary, 19 November 2020 
(published 04 December) 

 
Paper prepared by the Department for Environment, Food and Rural Affairs (Defra) and the Joint 

Biosecurity Centre (JBC). 

https://www.gov.uk/government/publications/defrajbc-wastewater-covid-19-monitoring-in-the-uk-

summary-19-november-2020?utm_source=6e06f9a1-724d-4528-aba5-

5ae879979fee&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate 

Waste management 
General principles for disposing of PPE and RPE is: 

• Remove PPE carefully, and avoid touching the inside of your face covering 

• After you remove your PPE or face covering, wash your hands or use hand sanitiser 

• If you need to throw away used face coverings or PPE, such as gloves: 

o dispose of them in your ‘black bag’ waste bin at home or at work, or a litter bin if you’re 

outside 

o do not put them in a recycling bin as they cannot be recycled through conventional recycling 

facilities 

o take them home with you if there is no litter bin - do not drop them as litter 

 

You do not need to: 

o put them in an extra bag 

o store them for a time before throwing them away 

When disposing of waste from possible cases and cleaning of areas where possible cases have been 

(including disposable cloths and tissues): 

o Should be put in a plastic rubbish bag and tied when full 

o The plastic bag should then be placed in a second bin bag and tied 

o It should be put in a suitable and secure place and marked for storage until the individual’s 

test results are known 

 

• Waste should be stored safely and kept away from children. You should not put your waste in 

communal waste areas until negative test results are known or the waste has been stored for at 

least 72 hours 

• If the individual tests negative, this can be put in with the normal waste 

• If the individual tests positive, then store it for at least 72 hours and then put in with the normal 

waste 

• If storage for at least 72 hours is not appropriate, arrange for collection as a Category B 

infectious waste either by your local waste collection authority if they currently collect your 

waste or otherwise by a specialist clinical waste contractor. They will supply you with orange 

clinical waste bags for you to place your bags into so the waste can be sent for appropriate 

treatment 

https://www.gov.uk/government/publications/defrajbc-wastewater-covid-19-monitoring-in-the-uk-summary-19-november-2020?utm_source=6e06f9a1-724d-4528-aba5-5ae879979fee&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/defrajbc-wastewater-covid-19-monitoring-in-the-uk-summary-19-november-2020?utm_source=6e06f9a1-724d-4528-aba5-5ae879979fee&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/defrajbc-wastewater-covid-19-monitoring-in-the-uk-summary-19-november-2020?utm_source=6e06f9a1-724d-4528-aba5-5ae879979fee&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate


University of Exeter: COVID safe 
working environments  

 

 
 

Page 32 of 36 
Creating COVID 19 Safe ways of working – Workplace Ready 
Version 2.10 – 09/04/2021 

Further guidance on cleaning can be found here: 

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-

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

(Published 15 July 2020 – latest update 16 October 2020) 

 
Ensure all staff are aware of the procedures that must be followed if they develop 
Covid-19 symptoms 

 

Clean or arrange cleaning of any workspace or area used by a person with symptoms. 
Ensure clear information is given to facilities and anybody cleaning a potentially 
contaminated area 

 
Ensure University guidance is strictly followed for cleaning workspaces and areas used 
by a symptomatic person(s) 

 
Ensure waste is stored safely for 72 hours prior to disposal or is collected as Category B 
infectious waste by a licensed contractor 

Lockdown procedures post COVID-19 incident 
In an event of either a suspected or positive COVID-19 incident occurs within your workspace you 
will have between zero and 48 hours warning to lockdown the work area in the event of a confirmed 
case if instructed to do so by the NHS or PHE. 
 
Colleagues that have been in close contact with the person affected may be required to self-isolate. 
 
When you are planning work you will need to be prepared to stop work and close the work area at 
short notice.  You will also need to ensure that on a daily basis work can be left safely and securely. 
It is important that the names of colleagues who have worked together on a daily basis are 
recorded, so that tracing can be prompt (see ‘Test and Trace’ section below). 
 
Staff must be encouraged to stay at home if they have any symptoms, however mild. 
 

Suspected or confirmed cases should be reported to your manager and to the Rapid Respone Hub 

“Test and Trace” arrangements 
The University is offering regular, free COVID-19 tests to all colleagues who are already working on, 
or plan to return to work on our campuses. 

Further information can be found on the Rapid Response Staff testing page: 

Testing | Coronavirus (COVID-19) – information and advice | University of Exeter 

Managers must ensure that there is a record of all persons who have worked in the work area on a 

daily basis. This is to ensure there are records in place in the event of an outbreak which will enable 

a quick process for alerting and testing other staff.  Records must be kept for 21 days. 

All persons should complete an activity log to include; what days / times that they have worked, the 

space and equipment they have used in order to log what space and/or equipment they have used 

on each day, this will help in the event of any positive cases and the need to trace people. 

 

Consider numbering workstations to allow people to register the number of the workstation / bench 

they have used. 

 

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
https://www.exeter.ac.uk/coronavirus/rapid-response/
https://www.exeter.ac.uk/coronavirus/staff/testing/
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Managers can develop a process that works for them being mindful of GDPR requirements to keep 

personal information secure. 

 

The NHS Test and Trace service in the workplace guidance has been redrafted for clarity. There is a 

new section on collecting customer and visitor data for NHS Test and Trace as follows: 

“Where an interaction between 2 people has taken place through a Perspex (or equivalent) screen, 

this would not be considered sufficient contact. Contact tracers will not consider the wearing of 

personal protective equipment (PPE) as a mitigation when assessing whether a recent contact is 

likely to have risked transmitting the virus.” 

Maintaining records of staff, customers and visitors to support NHS Test and Trace 
(published 2 July – latest update 05 April 2021) 

Designated venues in certain sectors must have a system in place to request and record contact 

details of their customers, visitors and staff to help break the chains of transmission of coronavirus. 

https://www.gov.uk/guidance/maintaining-records-of-staff-customers-and-visitors-to-support-nhs-

test-and-trace?utm_source=26574a86-d87a-46bf-8383-

0035631a4235&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate 

Reporting absence and ill-health 
Any person who has COVID-19 symptoms should not come to campus and should stay at home. 

 

Managers should ensure that in the event the person has tested positive for COVID that the 
the Rapid Respone Hub is contacted as soon as possible. In the event that there is a confirmed 

case, PHE will be consulted to identify the action required. 
 

 Ensure there is a daily record of all persons who have worked on campus 

 Inform the Rapid Respone Hub for any/all positive COVID-19 test results 

 Act on any further guidance from PHE immediately 

 

Reportable incidents to the Health & Safety Executive (HSE) 
Staff should inform their managers if they test positive for COVID-19, for the University to take 

appropriate action to support the employee and manage any impact on the organisation (such as 

inviting others you work closely with to be tested). 

 

If there is reasonable evidence that staff contracted COVID-19 from a work-related exposure the 

University must report this to the Health and Safety Executive, as required by the Reporting of 

Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR). 

 

Reports under RIDDOR will only be made when one of the following circumstances applies: 

• An accident or incident at work has, or could have, led to the release or escape of COVID-19. 
This must be reported as a dangerous occurrence 

https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fguidance%2Fnhs-test-and-trace-workplace-guidance%3Futm_source%3D98178e73-8ede-4ae1-a16c-3a86916673d4%26utm_medium%3Demail%26utm_campaign%3Dgovuk-notifications%26utm_content%3Dimmediate&data=02%7C01%7CR.Loosemore%40exeter.ac.uk%7Ccc98c202081e4faa529508d82ede6b1e%7C912a5d77fb984eeeaf321334d8f04a53%7C0%7C0%7C637310880091827135&sdata=F1XKUcL%2BQywukze0VjkykW2Dp6ksTA3i6owOdo4Ac6Q%3D&reserved=0
https://www.gov.uk/guidance/maintaining-records-of-staff-customers-and-visitors-to-support-nhs-test-and-trace?utm_source=26574a86-d87a-46bf-8383-0035631a4235&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/guidance/maintaining-records-of-staff-customers-and-visitors-to-support-nhs-test-and-trace?utm_source=26574a86-d87a-46bf-8383-0035631a4235&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/guidance/maintaining-records-of-staff-customers-and-visitors-to-support-nhs-test-and-trace?utm_source=26574a86-d87a-46bf-8383-0035631a4235&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.exeter.ac.uk/coronavirus/rapid-response/
https://www.exeter.ac.uk/coronavirus/rapid-response/
https://www.hse.gov.uk/coronavirus/riddor/index.htm#dangerous
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• A person at work (a worker) has been diagnosed as having COVID-19 attributed to an 
occupational exposure to coronavirus. This must be reported as a case of disease 

• A worker dies as a result of occupational exposure to coronavirus. This must be reported as a 
work-related death due to exposure to a biological agent 

Please ensure you notify any possible RIDDOR incidents to the Health and Safety Team: 

safety@exeter.ac.uk who will in turn submit a report to the HSE. 

 

Guidance for contacts of people with confirmed coronavirus (COVID-19) infection who do 

not live with the person (published 28 May – latest update 30 March 2021) 

There is Government guidance for people to follow when they’ve been notified by NHS Test and 

Trace that they are a contact of a person who has had a positive test result for coronavirus (COVID-

19). 

https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-

confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person?utm_source=7c443178-

9a24-4236-9996-c8432b6a18b2&utm_medium=email&utm_campaign=govuk-

notifications&utm_content=immediate 
 

Coronavirus (COVID-19): getting tested (published 15 April – latest update 08 April 2021) 
https://www.gov.uk/guidance/coronavirus-covid-19-getting-

tested?utm_medium=email&utm_campaign=govuk-notifications&utm_source=c3bbf3f4-0f27-4356-

a77b-6757169727cb&utm_content=immediately#history  

 

Working from home safely 
Managers are reminded to: 

• Monitor the wellbeing of people who are working from home and helping them stay connected 

to the rest of the workforce, especially if the majority of their colleagues are on-site 

• Keep in touch with off-site workers on their working arrangements including their welfare, 

mental and physical health and personal security 

• Ensure employees are taking steps to look after their wellbeing (physical and mental), providing 

equipment for people to work from home safely and effectively, for example, remote access to 

work systems 

• Consider any additional DSE equipment / stationary or other essential supplies that might be 

needed if employees are working from home for longer than anticipated 

• Any staff requesting a ‘safe space’ on Campus should be considered and if at all possible 

provided with a place to work 

  

https://www.hse.gov.uk/coronavirus/riddor/index.htm#disease
https://www.hse.gov.uk/coronavirus/riddor/index.htm#death
https://www.hse.gov.uk/coronavirus/riddor/index.htm#death
mailto:safety@exeter.ac.uk
https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person?utm_source=7c443178-9a24-4236-9996-c8432b6a18b2&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person?utm_source=7c443178-9a24-4236-9996-c8432b6a18b2&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person?utm_source=7c443178-9a24-4236-9996-c8432b6a18b2&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person?utm_source=7c443178-9a24-4236-9996-c8432b6a18b2&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested?utm_medium=email&utm_campaign=govuk-notifications&utm_source=c3bbf3f4-0f27-4356-a77b-6757169727cb&utm_content=immediately#history
https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested?utm_medium=email&utm_campaign=govuk-notifications&utm_source=c3bbf3f4-0f27-4356-a77b-6757169727cb&utm_content=immediately#history
https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested?utm_medium=email&utm_campaign=govuk-notifications&utm_source=c3bbf3f4-0f27-4356-a77b-6757169727cb&utm_content=immediately#history
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Working safely during coronavirus (COVID-19) (published 11 May – latest update 08 April 2021) 

Find out how to make your workplace COVID-secure. 

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19?utm_source=ef44b8b2-

39b0-494d-bf05-9b29a2a5d607&utm_medium=email&utm_campaign=govuk-

notifications&utm_content=immediate  

Other sources of information referred to in this guidance can be found on the Covid-19 Working Safety 

Website 

Building Ready Guidance 

Building Ready Risk Assessment (Template) 

Workplace Ready Risk Assessment (Template) 

Teaching and Learning Spaces 

Visitors Policy 
 

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19?utm_source=ef44b8b2-39b0-494d-bf05-9b29a2a5d607&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19?utm_source=ef44b8b2-39b0-494d-bf05-9b29a2a5d607&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19?utm_source=ef44b8b2-39b0-494d-bf05-9b29a2a5d607&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
http://www.exeter.ac.uk/staff/wellbeing/safety/safetyguidance/covid-19-safe-working/
http://www.exeter.ac.uk/staff/wellbeing/safety/safetyguidance/covid-19-safe-working/

