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Introduction 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The advice is constantly being reviewed and updated as we tackle Covid-19 

and the re-opening of community venues and facilities.  

Therefore, this guidance is based on current advice and is subject to 

change, so please always check local and national guidelines for up to date 

information regarding your area of work and locality. 

Here at GAVO, we understand that one size does not fit all and the logistics 

and design of older buildings, can mean corridors and doorways are poorly 

equipped to allow 2 metre social distancing at all times.  

So with this in mind, we have put together some guidance to assist 

community facilities to open, using reasonably practicable methods of 

keeping everyone safe.  

Feel free to use the Contents page to ‘jump’ to particular sections or 

make your way through page by page. The set of Objectives (1-8) act 

as a comprehensive checklist and we would encourage you to spend 

some time working on these as they will aid you in your preparation. 

We also have example Risk Assessments that are available separately 

as Word documents. 

[If you would like a printed copy of the Objectives, please get in touch via 

info@gavo.org.uk] 

To the Person(s) Responsible i.e. Trustees, Management Committees 

& Officers of any Community Facility. 

This document is intended to provide you with some useful tips and 

pointers to get your community facility ready for re-opening as and when 

Welsh Government announce that community facilities are allowed to open 

and individual circumstances permit.  

As you will be the person(s) responsible you must be able to demonstrate 

that you: 

 have thought through the full range of considerations for re-opening; 
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 are complying with the relevant regulations in force at the time; 

 are discharging your legal duties to the best of your abilities.  

*This guidance is not a comprehensive or official statement of law and 

should be read in conjunction with all official guidance from Welsh 

Government, the HSE and Public Health Wales* 

For Wales, you are advised to visit the Welsh Government website at: 

https://gov.wales/coronavirus 

Welsh Government has stressed that community facilities are 

not to open at the moment, unless they are delivering 

essential services. 

It is important that the decisions to re-open are not rushed and that all 

necessary preparations, training and measures are in place well in advance. 

Trustees have significant legal responsibilities to keep their community 

facility and its users safe. 

But don’t let this stop you from pre-planning for re-opening, as things 

will be changing quite rapidly over the next few weeks.  

Environmental Health have provided a link to the Welsh Government 

advice, which was last updated on the 29th June 2020, and it is strongly 

suggested you keep an eye on this as the primary source of information on 

which premises can open. 

https://gov.wales/coronavirus-covid-19-closure-businesses-and-

premises-html 

For sports, leisure & recreational facilities: https://gov.wales/sport-

recreation-and-leisure-guidance-phased-return-html#contents 

 

 

https://gov.wales/coronavirus
https://gov.wales/coronavirus
https://gov.wales/coronavirus-covid-19-closure-businesses-and-premises-html
https://gov.wales/coronavirus-covid-19-closure-businesses-and-premises-html
https://gov.wales/sport-recreation-and-leisure-guidance-phased-return-html#contents
https://gov.wales/sport-recreation-and-leisure-guidance-phased-return-html#contents
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Stay Alert 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

We can all help control the virus, if we stay alert. This means you must: 

 Stay at home as much as possible 

 Work from home if you can 

 Limit contact with other people 

 Keep your distance if you go out – 2 metres (at least for now in 

Wales) apart where possible 

 Wash your hands regularly 

 Do not leave home if you or anyone in your household has 

symptoms 
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Issues for Consideration 
 

 

 

Safety 
 

 

 

 

Insurance 
 

 

 

 

 

Risk Assessments, Policies & Procedures 
 

 

 

 

 

Charitable Matters 
 

 

 

 

There are a number of important issues that will require your attention and 

consideration: 

The safety of those who use your community facility, your volunteers and 

staff should be of paramount importance. All available protection measures 

should be considered. 

Consult your insurers on the re-opening options you are considering as 

they may have certain requirements of you which you need to take into 

consideration and the validity of your public liability or other insurance 

may be dependent on this. 

 

Reviewing and updating your building risk assessment and operating plans 

is essential and documenting this as this may be required by your insurers 

should claims arise at a later date. [See our ‘Assessing Risks’ section for 

further guidance on Risk Assessments and managing risk] 

 

If you are significantly changing what you deliver, you will need to check 

whether you are still operating within your charitable objects or whether 

you need to make special arrangements to enable you to do so. 
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Record Keeping & Documentation 
 

 

 

 

 

Planning Forward 
 

 

 

 

 

 

 

 

 

 

 

 

 

Any key decisions are recommended to be taken at a virtual meeting of the 

relevant trustees/management committee members and minuted/recorded 

to demonstrate that all material considerations were taken into account 

before arriving at any decisions. 

Allocate at least one COVID Safety Officer on your management team. This 

person must have the ability to engage with a wide range of community 

members and stakeholders, keep updated with the latest public health 

regulations and be a focal point for your re-opening preparations.  

In the course of planning, it is imperative that trustees or persons who are 

legally liable consult with your: 

 Local community including existing users – their safety is of 

paramount importance. Your local community will rightfully want to 

know what you are doing to keep them safe. You will also need to 

communicate the changes to your local community and existing users 

when you decide to re-open, therefore engaging them early will help 

them feel their views are being listened to. 

 Neighbours – the importance of treating your neighbours with respect 

cannot be emphasised enough. Do not let them be surprised when you 

decide to re-open and they see people entering your building again. 

They may be worried about the impact of re-opening on the spread of 

the virus to the rest of the community so keep them informed of your 

plans. 

 Volunteers and Staff – you will need to train your volunteers and staff 

in managing the building and to be familiar with all new procedures as it 

re-opens. Engage with your volunteers and staff as soon as possible as it 

will help them feel their views are being listened to. 

 Other Partners and Stakeholders – Engage, where appropriate, with 

other stakeholders, e.g. local authority, community council, partner 

organisations and keep them informed of your plans.  
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Capacity Estimate 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Equipment Required 
 

 

 

 

 

 

 

 

 

 

 

 

 

Physical distancing measures such as maintaining a prescribed distance 

between individuals from different households, will markedly reduce the 

capacity of your building.   

Calculating your building’s ‘new capacity’ is essential to plan ahead.  

 Trial run your main rooms or halls with physical distancing.  

 Estimate your ‘new capacity’ for each room. 

Consider: 

 In/out flow - How will you communicate and enforce the capacity limits 

and physical distancing requirements?  

 Will you need a person(s) responsible for directing visitors etc. around 

the facility? 

 How will you train volunteers/staff?  

 Where will you store excess tables/chairs?  

Identify what new equipment you will need: i.e. signage/barriers – What 

new tape, signage or barriers will you need? 

Consider: 

 Sanitisation – Will you be providing hand sanitiser and tissues at 

entrances/exits?  

 Cleaning routines – what additional types and quantities of cleaning 

products, disinfectants and tools will you require? Have you estimated 

the weekly cost of this and of any employment costs associated with 

this? 

 Disposable items – Will you use disposal items such as table 

covers/sheets on top of flooring in halls or other rooms? Where will you 

dispose of this? Do you have sufficient rubbish/bin capacity to store the 

additional waste you will be generating? 
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Training 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Once you have decided what your new measures and procedures will look 

like, when and how will you train your Volunteers and Staff? 

Consider: 

 Do they know who the allocated COVID Safety Officer in the 

organisation is? 

 Will you require your volunteers and staff to wear face mask/PPE as 

standard?  

 What will your volunteers and staff do to ensure crowds do not form at 

entrances and exits?  

 Safeguarding Officer (where appropriate) – who will this be? Are they 

aware of their new duties in-line with your new measures and 

procedures?  
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Assessing the Risks 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Everyone needs to assess and manage the risks of COVID-19, and in 

particular all sectors and businesses should consider the risks to their 

workers and visitors.  

As an employer or service provider you also have a legal responsibility to 

protect workers and others from risk to their health and safety.  

This means you need to think about the risks they face and do everything 

reasonably practicable to minimise them, recognising you cannot 

completely eliminate the risk of COVID-19. 

Your risk assessment will help you decide whether you have done 

everything you need to. There are interactive tools available to support you 

from the Health and Safety Executive (HSE) at: 

https://www.hse.gov.uk/risk/assessment.htm 

Full involvement and clarity with those who may be affected creates a 

culture where relationships between employers/service providers and 

service users/workers are based on collaboration, trust and joint problem 

solving.  

As is normal practice, service users/workers should be involved in assessing 

workplace risks and the development and review of workplace health and 

safety policies in partnership with the service provider/employer. Service 

providers, employers and workers should always come together to resolve 

issues. If concerns still cannot be resolved, see below for further steps you 

can take. 

For Information on how to raise a concern:  

 Use the HSE form available at: 

https://www.hse.gov.uk/contact/concerns.htm 

 Contact HSE by phone on: 0300 790 6787.  

 Contact your trade union if you have one.  

 Contact your employee representative. 

https://www.hse.gov.uk/risk/assessment.htm
https://www.hse.gov.uk/contact/concerns.htm
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How to Manage Risk (I AM ERIC) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Identify the Risk – what is the risk? 

Assess the Risk – How severe is it? (Measure the scale 

of the risk against the probability of it happening - is it high, medium 

or low risk or Red/Amber/Green etc.?) 

Mitigate the Risk – What can you do to lessen or reduce 

the likelihood of the risk? 

Eliminate the Risk – Can you prevent the Risk? Is 

there a remedy, and is it available and reasonably practicable? 

 

Reduce the Risk – Can the risk be moved down 

the scale from High to medium or low / from Red to Amber or 

Green? What will you have to put in place to do this – stay at 

home or implement new procedures and protocols? 

 

Isolate the Risk – how do you isolate the risk?  One way systems, 

shut off areas and so on. 

 

Control the Risk – Back to ‘Manage the Risk’ consider all 

the above, work through, document and relay your working risk 

assessments to consider what needs to be done, who will do it, who is 

responsible, when you will review and update it. 
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Conducting a Risk Assessment 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will need to conduct a comprehensive Risk Assessment of your 

building, to take into account physical distancing rules to avoid any 

unnecessary physical contact, as well as a number of other measures. This 

may introduce significant changes to the way your building will be used. 

Key questions to think about when conducting a new Risk Assessment and 

reviewing procedures for your building include: 

 Security - If your building has been empty/unoccupied for several 

weeks since the lockdown began, perform a thorough security check for 

any evidence of break-ins e.g. are your doors and windows sound and 

secure? Are your building alarm/s and CCTV still working? 

 Entrance/exit procedures - Which entrance and exit routes will you re-

open? Have you considered a one-way system? 

How will you ensure a crowd does not develop at your building’s 

entrance or exit points?  

 Fire hazards - Is there unnecessary clutter which might prove an 

obstacle during an emergency evacuation or present a fire hazard?  

 Mark spaces- Consider marking gaps on the floors with tape (to 

encourage social distancing) at your entrances and exits and in your 

main rooms. 

 Posters and information notices - Are your posters/noticeboards up 

to date? What new information will you need to display? 
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 Door stops – For non-fire doors only, consider using door stops to keep 

doors open for users to pass through without touching door handles.  

 Cleaning procedures – what frequency of cleaning will you put in place, 

by who, where and using what equipment?  

 Taking payments / donations – Can you introduce a contactless 

payment facility for taking payments / donations or can you utilise 

online donation platforms? 

 Face masks and other PPE – It is likely that building users may be 

required to or highly encouraged to wear face masks, gloves or other 

Personal Protective Equipment (PPE). How will you encourage or remind 

your building users to do this? 

 Timing – depending on the phase of re-opening, how will you limit the 

amount of time users will stay in your building? Have you considered 

staggering hours to minimise the maximum number of people in your 

building at any one point in time?  
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COVID-19 Workforce Risk Assessment Tool 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Remember to keep your risk assessments live & proactive, 

involve everyone who is likely to be affected and consider 

carrying out risk assessments on individuals as well as 

fixtures and fittings as some people may be more vulnerable 

than others. 

The COVID-19 Workforce Risk Assessment Tool is designed to help with 

this. It is important to remember that this document is initially designed for 

key workers, however, the risk assessment is still a worthwhile assessment 

tool to show you have at the very least attempted to assess the risk of 

individuals and have also given them the opportunity to consider the risks 

that may be pertinent to them and their individual set of circumstances. 

For further information, see: 

https://gov.wales/sites/default/files/publications/2020-06/covid-19-

workforce-risk-assessment-tool.pdf 

Any businesses, including community centres, that re-open will be 

expected to have undertaken a suitable and sufficient COVID-19 

assessment: 

• Identifying how they will operate in a safe manner, and the means by 

which they can ensure measures related to social distancing and 

hygiene can be maintained so that their business can be regarded as 

‘COVID secure’.  

• The requirements for undertaking this assessment and implementing 

suitable controls falls under the requirements of the ‘Health and 

Safety at Work etc. Act 1974’. 

It is important to note these controls will be expected to be in place 

prior to any reopening. 

Restrictions on the businesses which are allowed to open currently differ 

across the UK. 

https://gov.wales/sites/default/files/publications/2020-06/covid-19-workforce-risk-assessment-tool.pdf
https://gov.wales/sites/default/files/publications/2020-06/covid-19-workforce-risk-assessment-tool.pdf
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Objective 1 
Protect Extremely Vulnerable & Clinically 

Vulnerable Individuals 
 

 Ensuring both workers and visitors who feel unwell stay at home and do 

not attend the premises – e.g. through signage and other information 

 In every service/workplace, increasing the frequency of handwashing and 

surface cleaning – consider who will do this and how will you record it 

 All businesses, sectors and workplaces should make every reasonable 

effort to enable working or accessing services from home is a first option. 

Where working from home is not possible, workplaces should make every 

reasonable effort to comply with the social distancing guidelines set out 

by the government (2m, or 1m (if applicable) with risk mitigation where 

2m is not viable, is acceptable. You should consider and set out the 

mitigations you will introduce in your risk assessments). 

 Where it is not possible to comply with the social distancing guidelines, 

workplaces should consider whether an activity can be redesigned to 

maintain a 2m distance. 

 Where the social distancing guidelines cannot be followed in full, in 

relation to a particular activity, businesses should consider whether that 

activity needs to continue for the service/business to operate, and if so, 

take all the mitigating actions possible to reduce the risk of transmission 

between their service users/staff. 

Further mitigating actions include: 

 Further increasing the frequency of hand washing and surface cleaning. 

 Keeping the activity time involved as short as possible. 

 Using screens or barriers to separate people from each other. 
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 Using back-to-back or side-to-side working (rather than face-to-face) 

whenever 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). 

 You should ensure that steps are taken to avoid people needing to unduly 

raise their voices to each other. This includes, but is not limited to, 

refraining from playing music or broadcasts that may encourage shouting, 

including if played at a volume that makes normal conversation difficult. 

This is because of the potential for increased risk of transmission, 

particularly from aerosol transmission.   

 Finally, if people must work face-to-face for a sustained period with more 

than a small group of fixed partners, then you will need to assess whether 

the activity can safely go ahead. No one is obliged to work in an unsafe 

work environment. In your assessment you should have particular regard 

to whether the people doing the work are especially vulnerable to COVID-

19. 

Also consider: 

 Planning for the minimum number of people needed on site to operate 

safely and effectively. 

 Monitoring 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. 

 Keeping in touch with off-site workers on their working arrangements 

including their welfare, mental and physical health and personal security.  

 Who should access the building and/or physically go to their place of work 

 Providing equipment for people to work at home safely and effectively, for 

example, remote access to work systems.  

 Steps that will usually be needed: People who can provide services or work 

from home should continue to do so.  
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 Employers and/or service providers should decide, in consultation with 

their workers and/or service users, whether it is viable for them to continue 

working from home.  

 Where it is decided that service users/workers should come into the 

service or their place of work then this will need to be reflected in the risk 

assessment and actions taken to manage the risks of transmission in line 

with this guidance.  

 Providing support for workers around mental health and wellbeing. This 

could include advice or telephone support. See current guidance for 

advice on who is in the clinically extremely vulnerable and clinically 

vulnerable groups. 

 Enabling workers to work from home while self-isolating if appropriate. 

 Keeping up to date with current guidance for employers and employees 

and current guidance for people who have symptoms and those who live 

with others who have symptoms. 

https://www.hse.gov.uk/risk/assessment.htm 

 

Objective 2 
Treating Everyone in Your Workplace 

Equally & with Equity 
 

 Considering whether you need to put in place any particular measures or 

adjustments to take account of your duties under the equalities legislation.  

 Understanding and taking into account the particular circumstances of 

those with different protected characteristics.  

 Involving and communicating appropriately with workers whose protected 

characteristics might either expose them to a different degree of risk, or 

https://www.hse.gov.uk/risk/assessment.htm
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might make any steps you are thinking about inappropriate or challenging 

for them.  

 Making reasonable adjustments to avoid disabled workers being put at a 

disadvantage, and assessing the health and safety risks for new or 

expectant mothers.  

 Making sure that the steps you take do not have an unjustifiable negative 

impact on some groups compared to others, for example, those with 

caring responsibilities or those with religious commitments. 

 

Objective 3 
Maintaining Social Distancing in the 

Workplace 
 

 You must maintain social distancing in the workplace wherever possible.  

 Where the social distancing guidelines cannot be followed in full in 

relation to a particular activity, businesses should consider whether that 

activity needs to continue for the business to operate, and, if so, take all 

the mitigating actions possible to reduce the risk of transmission between 

their staff.  

As previously mentioned, mitigating actions include: 

 Further increasing the frequency of hand washing and surface cleaning.  

 Keeping the activity time involved as short as possible.  

 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. 

 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).  
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 Social distancing applies to all parts of a business, not just the place where 

people spend most of their time, but also entrances and exits, break 

rooms, canteens and similar settings. These are often the most 

challenging areas to maintain social distancing and workers/visitors 

should be specifically reminded – who will do this? 

Also consider: 

 Staggering arrival and departure times at work to reduce crowding into 

and out of the workplace, taking account of the impact on those with 

protected characteristics.  

 Handwashing upon arrival and departure. 

 Providing additional parking or facilities such as cycle racks to help people 

walk, run, or cycle to work where possible.  

 Limiting passengers in corporate vehicles, for example, work minibuses. 

This could include leaving seats empty. Reducing congestion, for example, 

by having more entry points to the workplace.  

 Providing more storage for workers for clothes and bags. Using markings 

and introducing one-way flow at entry and exit points. Providing 

handwashing facilities, or hand sanitiser where not possible, at entry/exit 

points and not using touch-based security devices such as keypads where 

possible.  

 Maintaining use of security access devices, such as keypads or passes, and 

adjusting processes at entry/exit points to reduce risk of transmission. For 

example, cleaning pass readers regularly and asking staff to hold their 

passes next to pass readers rather than touching them.  

 Reducing movement by discouraging non-essential trips within buildings 

and sites, for example, restricting access to some areas, encouraging use 

of radios, telephones or other electronic devices, where permitted, and 

cleaning them between use.  

 Restricting access between different areas of a building or site.  
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 Reducing job and location rotation. Introducing more one-way flow 

through buildings.  

 Reducing maximum occupancy for lifts, providing hand sanitiser for the 

operation of lifts and encouraging use of stairs wherever possible. 

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

 Managing use of high traffic areas including corridors, lifts turnstiles and 

walkways to maintain social distancing. 

 Review layouts and processes to allow people to work further apart from 

each other.  

 Using floor tape or paint to mark areas to help people comply with social 

distancing guidelines (2m, or 1m with risk mitigation where 2m is not 

viable, is acceptable).  

 Only where it is not possible to move workstations further apart, arranging 

people to work side by side or facing away from each other rather than 

face-to-face.  

 Only where it is not possible to move workstations further apart, using 

screens to separate people from each other.  

 Managing occupancy levels to enable social distancing. Avoiding use of 

hot desks and spaces and, where not possible, for example, call centres or 

training facilities, cleaning workstations between different occupants 

including shared equipment. 

 Using remote working tools to avoid in-person meetings.  

 Only absolutely necessary participants should physically attend meetings 

and should maintain social distancing guidelines (2m, or 1m with risk 

mitigation where 2m is not viable, is acceptable).  

 Avoiding transmission during meetings, for example, avoiding sharing 

pens, documents and other objects.  

 Providing hand sanitiser in meeting rooms.  
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 Holding meetings outdoors or in well-ventilated rooms whenever possible.  

 For areas where regular meetings take place, using floor signage to help 

people maintain social distancing. 

 Working collaboratively with landlords and other tenants in multi-tenant 

sites/buildings to ensure consistency across common areas, for example, 

receptions and staircases. 

  Staggering break times to reduce pressure on the staff break rooms or 

places to eat and ensuring social distancing is maintained in staff break 

rooms.  

 Using safe outside areas for breaks.  

 Creating additional space by using other parts of the workplace or 

building that have been freed up by remote working. 

  Installing screens to protect staff in receptions or similar areas. 

  Providing packaged meals or similar to avoid fully opening staff canteens.  

 Encouraging workers to bring their own food.  

 Reconfiguring seating and tables to maintain spacing and reduce face-to-

face interactions.  

 Encouraging staff to remain on-site and, when not possible, maintaining 

social distancing while off-site. 

 Regulating use of locker rooms, changing areas and other facility areas to 

reduce concurrent usage.  

 Encouraging storage of personal items and clothing in personal storage 

spaces, for example, lockers and during shifts. 

 Reviewing your incident and emergency procedures to ensure they reflect 

the social distancing principles as far as possible. 

  Considering the security implications of any changes you intend to make 

to your operations and practices in response to COVID-19, as any revisions 
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may present new or altered security risks which may need mitigations. 

Following government guidance on managing security risks.  

 For organisations who conduct physical searches of people, considering 

how to ensure safety of those conducting searches while maintaining 

security standards. 

 

Objective 4 
Managing Contacts 
 

 Encouraging visits via remote connection/working where this is an 

option.  

 Limiting visitor times to a specific time window and restricting access 

to required visitors only.  

 Limiting the number of visitors at any one time.  

 Determining if schedules for essential services and contractor visits 

can be revised to reduce interaction and overlap between people, for 

example, carrying out services at night. 

 Maintaining a record of all visitors, if this is practical. 

 Encouraging visitors to use hand sanitiser or handwashing facilities as 

they enter the premises. 

 Revising visitor arrangements to ensure social distancing and hygiene, 

for example, where someone physically signs in with the same pen in 

receptions. 

 Providing clear guidance on social distancing and hygiene to people on 

arrival, for example, signage, visual aids and before arrival, for 

example, by phone, on the website, by email. 
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 Consider the particular needs of those with protected characteristics, 

such as those who are hearing or visually impaired.  

 Establishing host responsibilities relating to COVID-19 and providing 

any necessary training for people who act as hosts for visitors. 

 Coordinating and working collaboratively with landlords and other 

tenants in multi-tenant sites, for example, shared working spaces.  

 Providing clear guidance on social distancing and hygiene to people on 

arrival, for example, signage, visual aids and before arrival, for 

example, by phone, on the website, by email.  

 Informing visitors that they should be prepared to remove face 

coverings if asked to do so by police officers and staff for the purposes 

of identification.  

 Ensuring information provided to visitors, such as advice on the 

location or size of queues, does not compromise their safety. 

 

Objective 5 
Hygiene Matters 
 

 Checking whether you need to service or adjust ventilation systems, 

for example, so that they do not automatically reduce ventilation 

levels due to lower than normal occupancy levels.  

Most air conditioning system do not need adjustment, however where 

systems serve multiple buildings or you are unsure, advice can be 

sought from your heating ventilation and air conditioning (HVAC) 

engineers or advisers. 

 Frequent cleaning of work areas and equipment between uses, using 

your usual cleaning products.  
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 Frequent cleaning of objects and surfaces that are touched regularly 

including door handles and keyboards, and making sure there are 

adequate disposal arrangements for cleaning products.  

 Clearing workspaces and removing waste and belongings from the 

work area at the end of a shift.  

 Limiting or restricting use of high-touch items and equipment, for 

example, printers or whiteboards.  

 If you are cleaning after a known or suspected case of COVID-19 then 

you should refer to the specific guidance.  

 Maintaining good ventilation in the work environment. For example, 

opening windows and doors frequently, where possible. 

 Using signs and posters to build awareness of good handwashing 

technique, the need to increase handwashing frequency, avoid 

touching your face and to cough or sneeze into a tissue which is 

binned safely, or into your arm if a tissue is not available.  

 Providing regular reminders and signage to maintain personal hygiene 

standards.  

 Providing hand sanitiser in multiple locations in addition to 

washrooms.  

 Setting clear use and cleaning guidance for toilets to ensure they are 

kept clean and social distancing is achieved as much as possible.  

 Enhancing cleaning for busy areas.  

 Providing more waste facilities and more frequent rubbish collection.  

 Providing hand drying facilities – either paper towels or electrical 

dryers.  

 Keeping the facilities well ventilated, for example by fixing doors open 

where appropriate. 
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 Where shower and changing facilities are required, setting clear use 

and cleaning guidance for showers, lockers and changing rooms to 

ensure they are kept clean and clear of personal items and that social 

distancing is achieved as much as possible.  

 Introducing enhanced cleaning of all facilities regularly during the day 

and at the end of the day. 

 Cleaning procedures for goods and merchandise entering the site.  

 Introducing greater handwashing and handwashing facilities for 

workers handling goods and merchandise and providing hand sanitiser 

where this is not practical.  

 Regular cleaning of vehicles that workers may take home.  

 Restricting non-business deliveries, for example, personal deliveries to 

workers.  

 Cleaning procedures for vehicles. 

 

Objective 6 
Personal Protective Equipment (PPE) & Face 

Coverings 
 

Employers should support their workers in using face coverings safely, if they 

have been advised or choose to wear one. This means telling workers: 

 Wash your hands thoroughly with soap and water for 20 seconds or use 

hand sanitiser before putting a face covering on, and before and after 

removing it.  

 When wearing a face covering, avoid touching your face or face covering, 

as you could contaminate them with germs from your hands.  
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 Change your face covering if it becomes damp or if you’ve touched it.  

 Continue to wash your hands regularly.  

 Change and wash your face covering daily.  

 If the material is washable, wash in line with manufacturer’s instructions.  

 If it’s not washable, dispose of it carefully in your usual waste.  

 Practise social distancing wherever possible.  

You can make face coverings at home and can find guidance on how to do 

this & use them safely here: https://gov.wales/face-coverings-frequently-

asked-questions 

Objective 7 
Work-Related Travel 
 

 As part of your risk assessment, you should ensure you have an up to date 

plan in case there is a COVID-19 outbreak.  

 This plan should nominate a single point of contact (SPOC) where possible 

who should lead on contacting local Public Health teams.  

 If there is more than one case of COVID-19 associated with your 

workplace, you should contact your local Public Health Wales health 

protection team to report the suspected outbreak. 

 If the local PHW health protection team declares an outbreak, you will be 

asked to record details of symptomatic staff and assist with identifying 

contacts.  

 You should therefore ensure all employment records are up to date.  

 You will be provided with information about the outbreak management 

process, which will help you to implement control measures, assist with 

communications to staff, and reinforce prevention messages. 

https://gov.wales/face-coverings-frequently-asked-questions
https://gov.wales/face-coverings-frequently-asked-questions
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 Avoiding using public transport, and aiming to walk, cycle, or drive instead.  

 Cleaning shared vehicles between shifts or on handover. Where workers 

are required to stay away from their home, centrally logging the stay and 

making sure any overnight accommodation meets social distancing 

guidelines. 

 If using public transport is necessary, wearing a face covering is mandatory 

in England but at the time of writing is merely advisory in Wales (this may 

change).  

 Minimising the number of people outside of a single household travelling 

together in any one vehicle, using fixed travel partners, increasing 

ventilation when possible and avoiding sitting face-to-face. 

 Putting in place procedures to minimise person-to-person contact during 

deliveries to other sites.  

 Maintaining consistent pairing where two-person deliveries are required. 

 Minimising contact during payments and exchange of documentation, for 

example, by using electronic payment methods and electronically signed 

and exchanged documents. 

*See Government guidance on travelling to & from work: 

https://gov.wales/travel-and-transport-advice 

 

Objective 8 
Communication & Training 
 

 Providing clear, consistent and regular communication to improve 

understanding and consistency of ways of working.  

 Engaging with workers and worker representatives through existing 

communication routes to explain and agree any changes in working 

arrangements. 



29 

COVID-19 Support for Organisations Re-opening Community Facilities | GAVO 

 Developing communication and training materials for workers prior to 

returning to site, especially around new procedures for arrival at work. 

 Ongoing engagement with workers (including through trades unions or 

employee representative groups) to monitor and understand any 

unforeseen impacts of changes to working environments.  

 Awareness and focus on the importance of mental health at times of 

uncertainty. The Government has published guidance on the mental 

health and wellbeing aspects of coronavirus (COVID-19) 

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

for-the-public-on-mental-health-and-wellbeing 

 Using simple, clear messaging to explain guidelines using images and clear 

language, with consideration of groups for which English may not be their 

first language and those with protected characteristics such as visual 

impairments.  

 Ongoing engagement with workers (including through trades unions or 

employee representative groups) to monitor and understand any 

unforeseen impacts of changes to working environments.  

 Using visual communications, for example, whiteboards or signage, to 

explain changes to schedules or breakdowns without the need for face-to-

face communications.  

 Communicating approaches and operational procedures to suppliers, 

customers or trade bodies to help their adoption and to share experience. 

 Revising pick-up and drop-off collection points, procedures, signage and 

markings.  

 Minimising unnecessary contact at gatehouse security, yard and 

warehouse. For example, non-contact deliveries where the nature of the 

product allows for use of electronic pre-booking.  

 Considering methods to reduce frequency of deliveries, for example by 

ordering larger quantities less often.  

 Where possible and safe, having single workers load or unload vehicles.  

https://www.gov.uk/government/publications/covid-19-guidance-for-the-public-on-mental-health-and-wellbeing
https://www.gov.uk/government/publications/covid-19-guidance-for-the-public-on-mental-health-and-wellbeing
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 Where possible, using the same pairs of people for loads where more than 

one is needed.  

 Enabling drivers to access welfare facilities when required, consistent with 

other guidance.  

 Encouraging drivers to stay in their vehicles where this does not 

compromise their safety and existing safe working practice, such as 

preventing drive-aways. 

 

Don’t forget the following testing should also be undertaken as a 

minimum, where applicable: 

 Weekly flushing of the water system (most important) 

 Weekly fire alarm check 

 If possible, monthly emergency lighting check 

If you haven’t undertaken the testing, especially water flushing, you should 

contact your local authority for advice. 

See https://legionellacontrol.com/guidance/regular-flushing-control-

legionella/  for how regular flushing can help control legionella in hot & cold 

water systems. 

 

https://legionellacontrol.com/guidance/regular-flushing-control-legionella/
https://legionellacontrol.com/guidance/regular-flushing-control-legionella/
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