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1 Overview

This is a summary guide for all staff in terms of ‘Working Safely 
Together’ in our Trust facilities. It has been developed to support 
staff on the new ways of working, including social distancing 
and enhanced measures to support infection control measures.  

The Trust is fully committed to ensuring that every employee can 
work safely and is also committed to ensuring the safety of our 
service users. Staff have already put in place very effective 
arrangements. This guidance is intended to build on the good 
work undertaken and to provide consistency in approach.  

The guidance has been developed from existing good practice 
information from the Public Health England (PHE), the Health 
and Safety Executive (HSE) and the HM Government Guidelines.

Please click on the link to the right 
for the extended Working Safely 
Together Guidelines document.
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2 Safe Working Environments 

2.1 Safe Working Environment Assessment

Managers need to use their annual Health and Safety 
Risk Assessment with a specific additional focus on 
Covid-19 to complete this Safe Working Environment 
Assessment.  Appendix 1, click here, provides a sample 
of what a completed assessment might include for an 
office environment. It includes a very useful checklist 
for Line Managers to work with teams and service 
users to consider if any further measures are required.

Key considerations:

• Staff must be reminded not to attend work if they are 
 unwell. They should contact their Line Manager if they 
 have any Covid-19 symptoms.

• Remote working (working from home) where possible    
 every effort should be made to enable staff to work       
 remotely and/or to work flexibly without having to         
 come in to Trust facilities unless necessary.
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• Remind and reinforce the importance of handwashing 
 and surface cleaning.

• Make information readily available to staff in relation 
 to safe respiratory etiquette ie, catch it – bin it – kill it,   
 sneeze/cough into arm etc. 

• Where working from home or working from other 
 facilities is not possible, staff should make all 
 reasonable efforts to comply with social distancing 
 guidelines set out by the government. 
 (2 metre distance)
 
• Where the social distancing guidelines cannot be 
 followed in full consideration should be given whether 
 that activity needs to continue for the service to 
 operate, and if so, take all the mitigating actions 
 possible to minimise risks. Keeping the activity time 
 involved as short as possible.
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2 Safe Working Environments 

• Reconfigure work area if required - using back-to-back  
 or side-to-side working (rather than face-to-face),         
 whereever possible.

• Consider the use of screens or barriers to separate 
 people from each other.

• Ensure work environment is well ventilated.

• Reducing the number of people each employee 
 has contact with by using ‘fixed teams/buddying/
 partnering - so each person works with as limited 
 a group as is possible in delivering services – this 
 is particularly effective in shared offices.
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• If staff must work face-to-face for a sustained period
 with more than a small group of fixed partners, assess 
 whether the activity can safely go ahead. Escalate 
 within Directorates and seek advice/support via the 
 “Reset Support Team”.

• Managers should also have particular regard to 
 whether the staff doing this work are especially or 
 more vulnerable to COVID-19 and if so undertake 
 the HR staff risk assessment and link in with their 
 HR Partner in relation to this.
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Checklist to a Safe Working Together Assessment 
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We have carried out a COVID-19 environmental assessment in partnership with our teams 
and service users where this is appropriate.

We have cleaning, handwashing and hygiene procedures in place.

We have taken all reasonable steps to help people work from home.

We have taken all reasonable steps to maintain a 2 metres distance in 
the workplace.

Where people cannot be 2 metres apart, we have done everything practical to manage 
any potential transmission risk.
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2 Safe Working Environments 

2.2 Accessing and Using our Facilities ‘Keep Left’

The key message is ‘keep left’.  When entering, 
using and exiting Trust facilities, always keep left.  
This directional approach will help promote social 
distancing and avoid congestion in entrances/exits 
and corridors.  

Patient/Service Users appointment letters must clearly 
re-inforce this message.  All service areas must assess 
how bringing service users back into their Trust facilities 
can be managed safely.  Please take into consideration 
your reception area, waiting area, consultation rooms 
and meeting rooms.
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Checklist to Accessing Trust Facilities
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Always keep left – consider one-way traffic in the building(s)/area(s).

If it is not possible to reconfigure workstations to allow staff to work 2 metres apart, then 
consider what other changes can be made - staggered use of office and for short periods 
of time consider seating for staff to work side by side or facing away from each other 
rather than face-to-face.

Maintain 2 metres apart and ensure handwashing/decontamination on arrival – does your 
area have sufficient alcohol hand sanitisers or handwashing facilities close to entrances.

Restrict as much as possible access between wards/departments/buildings and also 
minimise job and location rotation.

Ensure signage clear at lifts on maximum occupancy and encourage use of stairs whilst 
minimising touch points.
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2 Safe Working Environments 

2.3 Working Environments

This section refers to a ‘workstation’ in the broadest 
possible sense.  

The practical steps below should be used to consider 
work environments including offices, shared working 
environments, service or production areas (example, 
Labs, Pharmacy, Stores, Catering, Laundry, Estates, 
Radiology, Reception, Switchboard, Call Centres etc).  

Key considerations

• Ensure they maintain social distancing as much as is 
 possible (2 metres).

• Handwashing must be carried out frequently and 
 particularly when leaving/returning to the work 
 environment.  Alcohol hand sanitiser can be used 
 in between or if there is limited hand washing 
 facilities available.
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• A workstation to be assigned to a single employee or 
 if this is a shared working environment, workstations 
 to be shared by the smallest possible number of people  
 in a “buddying” arrangement. 

• At individual workstations – employees must ensure 
 their touch points are wiped down by each user 
 (keyboard, mouse, phone, chair, desk/bench, door 
 handles). The Clear Desk Policy must be implemented   
 to make desk and surface cleaning easier.

• Shared workstations – again every users must ensure 
 that all touch points are wiped down with the ‘detergent  
 wipes for offices/non-clinical areas’ by each user 
 (keyboard, mouse, phone, chair, desk/bench, door       
 handles etc).

• In Shared workstations staff must have their own
 stationery – no shared resources to be left on desks.
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2 Safe Working Environments 

• If it is not possible to keep workstations 2 metres apart,  
 consider marking areas to help workers keep to a 2      
 metre distance whilst seated/using the workstation. 

• Only where it is not possible to move workstations to 
 allow staff to work 2 metres apart, instead arrange 
 seating for staff to work side by side distanced or
 facing away from each other rather than face-to-face. 

• If the options above are not possible to maintain 
 the 2-metres social distancing and due to service 
 requirements staff are working together or 
 simultaneously, then consider the use of screens 
 to separate staff from each other. 

• Manage occupancy levels to enable social distancing –  
 establish rotas to access the workstation areas.
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2.3.1 Wards

In a ward scenario there are a number of work 
areas that are used by more than one member of 
staff, such as, the nursing station, hot desks, offices, 
pharmacy cabinet or room, stores, kitchen, Clean/
Dirty Utility. It is important that the tasks that are 
undertaken in these areas are considered in light 
of social distancing and all possible mitigations 
described above are implemented.

Local arrangements to support social distancing should 
be considered in terms of ward rounds and staff 
handovers.  This may include the use of technology, 
virtual working and staff using more than one office/
space for these types of duties.

In the event that it is not possible to maintain 2 metres 
apart whilst undertaking all of these roles, Ward/
Department Managers should escalate to Line Manager 
or seek Infection Prevention and Control advice.
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2 Safer Working Environments 

2.3.2 Community Services

Community Services are delivered in a range of 
locations including health centres, residential homes, 
day centres, family centres, therapy facilities and in 
private homes of service users.  

• A Safe Working Environment Assessment needs to 
 be undertaken for all work areas.

• For staff who are going into the private homes of 
 service users. These staff are responsible for ensuring 
 that they familiarise themselves with the PHE Covid-19 
 guidance, including PPE requirements and use specific 
 to their role and environment.  This is available on 
 Staff West.

• Line Managers must ensure that all staff are aware, 
 understand and are complying with the Covid-19 
 guidelines.  Managers are responsible for ensuring 
 that they have an assurance process in place to 
 support this.
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2.3.3 Communal Areas 

The term ‘communal area’ refers to areas and 
amenities which are provided for the common 
use of more than one person including canteens, 
reception areas, meeting rooms, areas of worship, 
toilets, gardens, fire escapes, kitchens, store rooms, 
laundry facilities etc. 



Maintain 2 metres apart as much as possible.

Reconfigure working area to minimise risk – reduce face to face – sit/stand back to back 
or side by side 2 metres apart.

Establish “buddys” for workstations and ensure all touch points are wiped down 
between users.  

Stagger/rota for shared areas – nurse stations, meeting rooms, reception. 

Reduce waiting area seating for service users to ensure 2 metres distance applied and 
consider new ways for service users to wait  - wait in car, wait in another area etc.

Reconfigure and / or remove some tables and chairs to ensure social distancing can be 
adhered to.

Move to virtual meetings – no congregated meetings where 2 metres distance cannot 
be managed. 

Consider using floor markings for queuing for equipment.

Consider using any space that has been freed-up by staff working remotely. 
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Checklist for a Safe Working Enironment
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3 COVID-19 Safety Champions

It is important that staff continue to engage with their Line 
Manager in relation to any concerns that they might have 
regarding their working environment. 

As additional supports the Trust is identifying the 
development of a range of “Champion Support” roles 
that will be available and be another point of contact for 
employees and can advise on a range of covid-related 
safety issues. This could include work environment, hand 
hygiene and in some cases PPE queries specific to their 
team/facility. The Trust also identified PPE Safety Officers 
and their role is to improve the safe and effective use 
of PPE across all disciplines and provide assurance and 
support to staff in their own department and areas. 
The role will involve instructing clinical and non-clinical 
staff on putting on (donning) and taking off (doffing) 
equipment properly.
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4 Working in an Emergency

To prioritise safety during incidents, in an emergency, for 
example, an accident or fire, people do not have to stay 
2 metres apart if it would be considered unsafe to do so.  
People involved in the provision of assistance to others 
should pay particular attention to sanitation measures 
immediately afterwards including washing hands. 
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