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 contamination through
ouchpoin

Employees.
Contractors. Visitors

Yes

[Hand washing facfes with so3p and
ot water pro

(Al ste users to be ke to decare f
they have askin condition that
revents them using paper and hand
towels or saitser

(Compuisory use of saniiser stations
rovded at entrances with direction
foc use

Hand sanitiser to be used before and
after using shared appliances.

(Ceaning regime to be  daly

Everyone visting/using the depot s to
s the sanitiser provided inside the
office.

(Disposable gloves to be worn when
andiing drivers paperviork

(Avoid anyface to face meetings with
any ther employee orvstors

Instruct ol colleagues on the safe use
of PPE, how o remove gloves and use

The single workstation s to be cleaned

0

a
Regular communication by
Depot Manager to be assured
veryone s adhering to
uidelines

Use ofshared tolet faciities
(portaloo)

Employees.
Contractors. Visiors

[an engaged sign s fitted to the door
oy the means ofacking the door.

The Portaloo s asingle use faclty.

[Hand washing sgn to be nstaled n
the ot

Each user o hand saniie before.
entry and with soap and water before.

Disposable paper towels o be

Regular communication by
Depot Manager to be assured
everyone is adhering to
uidelines

Movement around the affice.

Employees.
Contractors. Visiors

Office plan to be dispayed

(Only two people nthe offce at any

Al colleagues must observe 2m safe

Stagaer imes when more than one
erson s expected at th depot.

Regular communication by
Depot Manager to be assured
everyone is adhering to
uidelines

Use of shared beverage
making faclties

Employees.

(Crockery and cutlery n shared kichen
areas should be cleaned with warm
water and detergent and cried
thoroughly

Coleagues to only make themselves a
ot drink o avoid contact with
cup/mug that someone else s to use

Regular communication by
Depot Manager to be assured
everyone is adhering to
uidelines

People vith symptoms of
covid 19

mployees.
Contractors. Visiors

[y collcague dsplaying any
Symptoms must not attend the depot.

[Any contractorsor visiors o the
depot must be accompanied by a

5 thermal thermometer wil be

eta
Vour original reading was correct, and
f50 you must return home.

Any collcague vino s displayed
symptoms or natifiesther coleagues
of fecling unwel, must be sent home
with immediate effect and follow
(Government guidelines.

[No colleague, contractor o vsitor wil
e allowed back on site unt ful
solaton has been completed and

Line managers and business HR
partner il acise anyone who has
lbeen exposed o a colleague or

having Covid 19

Regular communication by

situations. Line managers in

HR partner il offer support

Coronavirus

Meetings/Apprarals

Employees.
Contractors. Visiors

There wil be 1o face to face metings.
with colleagues.

[l meetings requiring face images are.
0 be caried out by Zoom or Skype.

[Offce Evvronment

Employees.
Contractors. Visors

Offic ight to be swiched on and off
oy the person using the faciity.
Disposable glove to be worn and the
suitch and surrounding area to be
sanitised before and after use.

Stagaered times are to be
implemented at the depot to prevent
rivers meeting in theoffce.

10

Regular communication by
Depot Manager to be assured
everyone s adhering to
uidelines

Wental Health

Employees.
Contractors. Visiors

12[ves

Regular communication of mental
helth nformation and open door

poliy for those who need additonal
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