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Working Safely During Coronavirus – Risk Assessment

Our office is now open. We continue to ensure that we comply with the latest Government guidance in respect of “Working Safely During Covid -19 in offices and contact centres” 

Detailed Risk Assessments and Back to Work plans have been created for our office as part of this process to ensure the safety of our partners and staff, our clients and all other visitors. Most importantly, only those that cannot work effectively from home are working in our offices and visitor numbers are being kept to an absolute minimum.

[bookmark: _GoBack]The required notice has been displayed in our office to show that we have followed the Government guidance on managing the risk of Covid-19 and in particular the five steps to safer working together. 

· We have carried out a Covid -19 risk assessment and shared the results with the people who work in each office.
· We have cleaning, handwashing and hygiene procedures in line with the guidance
· We have taken all reasonable steps to help people work from home where this is possible.
· We have taken all reasonable steps to maintain a 2 metre distance in each office, including the introduction of one way systems where required, team working, maximum staffing levels and keeping visitor numbers to an absolute minimum.
· Where people cannot be 2 metres apart, we have done everything practical to manage transmission risk, including the use of face masks, screens, back to back or side to side seating arrangements.

Any problems highlighted in any office by the completion of these checklists and plans have been addressed to ensure the safety of all.
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