
Transforming your workplace into 
Covid-19 secure  



COVID-19 has presented an unprecedented challenge 
to us all, and in particular to those who manage and 
maintain office buildings.

As we begin to emerge from the current restrictions, it is 
important to remember that this was a lock down and 
not a shutdown and we must safely and securely return 
to work.

Before any person can return to a building there is a lot 
to consider and implement to ensure that people are 
able to return to a safe environment

On 11th May 2020, HM Government published 
their guidance for employers, employees and the 
self-employed titled “Working safely during COVID-19 in 
offices and contact centres”.

This document responds to that guidance and provides 
a solution in readiness of your employees returning to 
their place of work.

We have carefully studied the guidance and in 
collaboration with our strategic partners can provide a 
service offer to ensure Covid-19 secure compliance.

TECS is  a specialist provider of critical asset maintenance 
and building compliance solutions across the UK.

We have assembled a team of supply chain partners 
to help transform the working environment to ensure 
compliance. 

There are a number of objectives that must be 
executed before the return to work can be completed.

We can help you manage and deliver these in 
line with the ‘FIVE STEPS TO SAFER WORKING 
TOGETHER’.

We will focus on; 

1. Risk
2. Distance
3. Workstation
4. Meetings
5. Hygiene 

Your company will be presented with the ‘Staying 
COVID-19 Secure in 2020’ certificate as presented.

We are here to help your business and people get 
back to work safely maintaining business continuity.

operating, you are likely to have gone through alot of 
this thinking already. We recommend that you use 
this document to identify any furtherimprovements 
you should make.

Objective
Staying COVID-19 Secure in 2020

Introduction Staying COVID-19 Secure in 2020
We con�rm we have complied with the government’s 
guidance on managing the risk of COVID-19

We have cleaning, handwashing and hygiene procedures 
in line with guidance 

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

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

Where people cannot be 2m apart, we have done everything 
practical to manage transmission risk

Employer Date

FIVE STEPS TO SAFER 
WORKING TOGETHER

We have carried out a COVID-19 risk assessment and 
shared the results with the people who work here

Who to contact: Your Health and Safety Representative

(or the Health and Safety Executive at www.hse.gov.uk or 0300 003 1647)



Process

Objective
Follow the process, get back to work

Why our 6 steps process is so important:From start to finish, 
communication is key

You will receive a dedicated 
contracts manager as a single 
point of contact who will keep 
continuous dialogue between  
you and site. 

They key to the success of 
getting you back to work is 
communication and through 
our digital strategy of working 
we will update you via Teams 
at the end of each day.

We envisage a 9 day turn-
around from customer 
contact to start on site*

We will involve our H&S 
team at all stages of the 
works

You will be kept in constant 
contact and we will update 
you via Teams at end of day

Your office will be Covid 
Secure and you can get 
back to work

We assess the risk and 
manage it as a team

We have a strategic 
team of supply chain 
family ready to under-
take works

We can turn around a 
quotation within 2 days 
of doing the assess-
ment*

We provide a project 
plan so you have clarity 
when the measures will 
be complete

1
STEP

3
STEP

4
STEP

5
STEP

6
STEP

2
STEP

Risk
Assessment

Supply 
Chain

Schedule of 
works

Plan & 
programme
Develop-
ment

Start on 
site

Delivery

At customer contact stage we will appoint a chartered H&S consultant 
to attend your office and undertake a risk assessment with you. This risk 
assessment is then issued to our supply chain partners.

Our H&S advisor, supply chain partners and work winning team will pro-
vide an itemised schedule of works that will be fully priced and market 
tested to ensure value for money.

Once we have agreed the scope of works you require and you are happy 
to proceed we will commence mobilisation to site .

Our supply chain partners are strategic and are bought into this process 
having discussed at length the service offer we can provide. They will 
also attend the office to ensure that a full understanding of the site 
constraints is understood.

We will provide a logic linked programme of works, which will show our 
mobilisation phase following approval, works on site and hand over.

Our project delivery team will transform your office into an agreed Covid 
Secure environment and will provide a detailed and structured hand 
over  so you can get back to work with the knowledge that you have 
satisfied the government guidance on managing the risk of Covid 19.

Let’s manage risk together

Itemised schedule of works

Approval

Strategic Partners

Project Plan

Safe & Secure Environment

* subject to size of business



Timeline.

Lead from customer

Contact customer

Organise Risk Assessment

Import SoW into software

Supply chain commencing costings

Return costings

Assemble Supply Chain

Attend site

Understand site constraints

At customer contact stage we will appoint 
a chartered H&S consultant to attend your 
office and undertake a risk assessment with 
our supply chain partners.

Our chartered H&S consultant, supply chain 
partners and work winning team will provide 
an itemised schedule of works that will be 
fully priced and market tested to ensure 
value for money.

Our supply chain partners are strategic and 
are bought into this process having discussed 
at length the service offer we can provide. 

DAY

LEAD/RISK ASSESSMENT

SUPPLY CHAIN ASSEMBLE

SCHEDULE OF WORKS

PLAN & PROGRAMME

AGREE COSTS

COMMENCE ON SITE

1 2 3

Lead/Risk Assessment Schedule of WorksSupply Chain Partners

Breakdown steps Breakdown stepsBreakdown steps

Commence Project plan

Test with supply chain

Submit to customer

Start project

Project delivery

Hand back to customer

Issue proposal to customer

Agree costs

Commence mobilisation

We will provide a logic linked programme 
of works, which will show our mobilisation 
phase following approval, works on site and 
hand over.

Our project delivery team will transform your 
office into an agreed Covid Secure environ-
ment and will provide a detailed and struc-
tured hand over  so you can get back to work.

Once we have agreed the scope of works you 
require and you are happy to proceed we will 
commence mobilisation to site .

4 5 6 7 8 9

Plan & Programme Commence on SiteAgree Costs

Breakdown steps Breakdown stepsBreakdown steps





Employers have a duty to reduce workplace risk to 
the lowest reasonably practicable level by taking 
preventative measures. Employers must work with 
any other employers or contractors sharing the 
workplace so that everybody’s health and safety is 
protected. In the context of COVID-19 this means 
working through these steps in order:

In every workplace, increasing the frequency of 
handwashing and surface cleaning.

Businesses and workplaces should make every 
reasonable effort to enable working from home 
as 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 (keeping people 2m apart 
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.

We can help you; 

• Provide information about increasing the 
frequency of hand washing and surface cleaning.

• Provide a solution for keeping the activity time 
involved as short as possible.

• Provide a solution screen or barrier to separate 
people from each other.

• Provide a solution for using back-to-back or 
side-to-side working (rather than face-to-face) 
whenever possible.

• Provide  a  solution  for   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). 

operating, you are likely to have gone through alot of 
this thinking already. We recommend that you use 
this document to identify any furtherimprovements 
you should make.

Objective
To reduce risk to the lowest reasonably practicable 
level by taking preventative measures, in order of 
priority

Assessment
 

 

Covid-19 is a new illness that can affect your lungs and airways. It is caused by a virus called Coronavirus. Symptoms can be mild, moderate, 
severe or fatal. 

This is a draft copy of a generic Risk Assessment for dealing with the current Covid-19 situation in the workplace. It is not likely to cover all scenarios and 
each employer should consider their own unique circumstances.  Much more specific assessments, such as that for health care workers, may look 
quite different although many of the principles would still be relevant. To keep up to date with HSENI advice to workplaces in this fast changing situation 
visit https://www.hseni.gov.uk/news/coronavirus-covid-19-and-hseni-contact-details-updateo  

What are 
the 
hazards? 
 

Who might be 
harmed  

Controls Required Additional Controls 
 

Action by 
who? 

Action by 
when? 

Done 

Spread of 
Covid-19 
Coronavirus 
 

 
• Staff 
• Visitors 

to your 
premises 

• Cleaners 
• Contracto

rs 
• Drivers 
• Vulnerabl

e groups 
– Elderly, 
Pregnant 
workers, 
those 
with 
existing 
underlyin
g health 
condition
s 

• Anyone 
else who 
physicall
y comes 
in contact 
with you 
in relation 
to your 
business 

 
 

 
Hand Washing 

• Hand washing 
facilities with soap 
and water in place. 

• Stringent hand 
washing taking 
place.  

• See hand washing 
guidance. 

• https://www.nhs.uk
/live-well/healthy-
body/best-way-to-
wash-your-hands/ 

 
• Drying of hands 

with disposable 
paper towels.  

• https://www.nursin
gtimes.net/news/re
search-and-
innovation/paper-
towels-much-more-
effective-at-
removing-viruses-
than-hand-dryers-
17-04-2020/ 

• Staff encouraged to 
protect the skin by 
applying emollient 
cream regularly  

• https://www.nhs.uk
/conditions/emollie
nts/ 

• Gel sanitisers in any 
area where washing 
facilities not readily 
available 

 
 
 
 
 
Cleaning 
Frequently cleaning and 
disinfecting objects and 
surfaces that are touched 
regularly particularly in areas 
of high use such as door 
handles, light switches, 
reception area using 

 
Employees to be reminded on a regular 
basis to wash their hands for 20 seconds 
with water and soap and the importance of 
proper drying with disposable towels. Also 
reminded to catch coughs and sneezes in 
tissues – Follow Catch it, Bin it, Kill it and to 
avoid touching face, eyes, nose or mouth 
with unclean hands. Tissues will be made 
available throughout the workplace. 
 
Encourage staff to report any problems and 
carry out skin checks as part of a skin 
surveillance programme 
https://www.hse.gov.uk/skin/professional/
health-surveillance.htm 
 
To help reduce the spread of coronavirus 
(COVID-19) reminding everyone of the 
public health advice - 
https://www.publichealth.hscni.net/news/c
ovid-19-coronavirus  
 
Posters, leaflets and other materials are 
available for display. 
https://www.gov.uk/government/publicatio
ns/guidance-to-employers-and-businesses-
about-covid-19  
 
 

 
 
 
 

 
Rigorous checks will be carried out by line 
managers to ensure that the necessary 
procedures are being followed. 
 
 
 
 
 
 
 
 
Staff to be reminded on a daily basis of the 
importance of social distancing both in the 
workplace and outside of it. 
Management checks to ensure this is 
adhered to. 
 

   





Objective
To maintain 2m social distancing wherever 
possible, including while arriving at and departing 
from work, while in work and when travelling 
between sites

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. 

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).

Social distancing applies to all parts of a business, not 
just the place where people spend most of their time, 
but also entrances, exits, break rooms, canteens and 
similar settings. 

We can help you;

• Provide additional facilities such as bike racks to 
help people cycle to work.

• Reduce congestion by having more entry points 
to the workplace.

• Provide more storage for workers for clothes and 
bags.

• Use floor and wall branded graphics and 
introducing one-way flow at entry and exit 
points.

• Provide additional handwashing facilities.
• Provide canteen facilities and break rooms.
• Provide hand sanitiser points at entry and exit 

points and installing contact less door entry 
systems.

• Provide alternatives to touch-based security 
devices.

• Deactivate turnstiles requiring pass checks in 
favour of showing a  pass to security personnel at 
a distance.

• Install body temperature camerass.
• Provide guidance on implementation of routine 

fire drills.

Distance





Objective
To maintain 2m social distancing wherever 
possible, including while arriving at and departing 
from work, while in work and when travelling 
between sites

For people who work in one place, workstations 
should allow them to maintain social distancing 
wherever possible.

Workstations should be assigned to an individual and 
not shared. If they need to be shared they should be 
shared by the smallest possible number of people.

If it is not possible to keep workstations 2m apart then 
businesses 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.

We recommend that you use this document to 
identify any further improvements you should make.

Alterations can be implemented to cause minimal 
damage to the building and can be re-instated to the 
original layout with minimal disruption.

We can help you;

• Review layouts and processes to allow people to 
work further apart from each other.

• Install floor signage to mark areas to help 
workers keep to a 2m distance.

• Undertake electrical alterations to provide 
additional data and power points to 
accommodate new desk and workstation 
positions.

• Undertake lighting alterations to accommodate 
new desk and workstation positions, ensuring 
CIBSE regulation compliance.

• Install fabric or Perspex screens to separate 
people from each  other.

•  operating, you are likely to have gone through 
alot of this thinking already. We recommend 
that you use this document to identify any 
furtherimprovements you should make.

Workstation





Objective
To reduce transmission due to face-to-face 
meetings and maintain social distancing in 
meetings

Across all sectors the workplace can be evolved to 
provide virtual meeting built for the new way of 
working. This will eliminate the need for face to face 
contact and reduce the risk of transmission whilst still 
allowing you to operate  collaboratively.

The true power of Audio Visual technology can deliver 
a valuable benefit to your business, whilst keeping 
you and your staff safe yet connected and working 
efficiently

With the use of the hub technology, everyone is seen, 
heard, and can actively participate with a 4K Camera,1 
far-field mics, crystal-clear speakers, and a brilliant, 
4K+ resolution screen. 

We can help you; 

• Create integrated business critical meeting 
rooms, allowing presentations and meetings 
to continue via the use of a single hub allowing 
clients and colleagues to work together yet 
apart.

• Install interactive technology via a large screen 
enhancing functionality.

• Install integrated ceiling mounted speakers and 
amps for crystal clear audio.

• Make any place a workplace from conference 
rooms to open spaces, go wherever ideas strike 
with the mobile stand and battery.

• Brainstorm together with an interactive 
whiteboard, and collaborate across devices. 
project wirelessly to share content.

• Offer virtual training to remote users.
• rating, you are likely to have gone through 

alot of this thinking already. We recommend 
that you use this document to identify any 
furtherimprovements you should make.

Meetings





Hygiene

Objective
Keep your staff and premises safe by using our 
specialist cleaners to provide a COVID-19 Antiviral 
Sanitisation & Deep Cleaning service, protecting 
against the risk of further infection.

Using guidance set out by Public Health England 
and the UK government, we provide a specialist 
Covid-19 sanitisation service to customers that have 
either suffered from a suspected or confirmed case of 
Coronavirus, or wish to take precautionary measures 
to ensure all staff members are protected. 

Our deep-clean process includes sanitising all 
surfaces, in particular touchpoints such as handles 
and door handles, light switches, office equipment, 
furniture, desks, IT equipment, keyboards, doors, 
floors, kitchens surfaces, fittings and all washrooms 
areas.  

We will visit your site and undertake an initial survey. 
Based on our assessment of your requirements after 
this survey, we will implement a bespoke plan and 
provide a fixed-price quote. 

Each COVID-19 Antiviral Sanitisation & Deep Cleaning 
service is managed by a Site Supervisor who will 
ensure that all our trained cleaners adhere to our 
strict guidelines.  

We can help you  

• Brief all cleaners on the use of PPE and its safe 
disposal.

• Provide PPE to all cleaners which will include 
gloves, face masks, and full bodysuits. These 
will be removed safely and disposed of as Bio-
Hazardous waste along with all cloths.

• Sanitise all areas of high contact for individual 
employees including:  

• Workstations
• Communal kitchen areas
• Reception
• Washrooms & toilets
• Meeting rooms/ breakout spaces 

• Sanitise all desks, phones, keyboards, 
touchpoints, door handles, rails throughout the 
workplace.

ng, you are likely to have gone through alot of this 
thinking already. We recommend that you use this 
document to identify any furtherimprovements you 
should make.



HVAC (Heating Ventilation Air Conditioning)

Objective
To make sure that any site or location that has 
been closed or partially operated is clean and 
ready to restart

‘Keep Indoor Places Well Ventilated’– This is one 
of the key principles cited in the UK Government’s 
COVID-19 return to work strategy published on 11 
May 2020.

Preparing an office for safe re-occupation is about 
much more than turning on the lights. Once it is 
agreed who will be working and when, there needs 
to be a thorough re-evaluation of air conditioning 
and ventilation systems. 
 
Ventilation should be increased as much as possible, 
increasing the flow of outside air and preventing any 
pockets of stagnant air. Recirculation of air within 
buildings should be avoided to reduce the risk of 
transmission.
 
Key considerations for any building owner or 
manager should include: 
 
• Understand the ventilation system.
• Run ventilation at higher-volume flowrate.
• Avoid recirculation/transfer of air from one 

room to another unless this is the only way of 
providing adequately high ventilation to all 
occupied rooms.

• Recirculation of air within a single room where 
this is complemented by an outdoor air supply is 
acceptable.

• If applicable, thermal wheels should be switched 
off, but the pressure difference between supply 
and extract will need to be maintained to 
minimise any leakage flow from the extract to 
supply side. 

 We can help you; 

• Create a strategic ventilation plan prior to re-
opening. 

• Review HVAC programme to provide flushing 
two hours before and post occupancies.

• Operating exhaust fans as well as the opening 
outside air dampers.

• For building without the capacity to treat large 
quantities of outside air, open all windows for a 
minimum of two hours before occupation. 

• Disinfect high-touch areas of HVAC and other 
building service systems.

• Disinfect the interior of refrigerated devices 
where the virus can survive for long periods of 
time.

• Run systems on minimum outside air when 
occupied.

ng, you are likely to have gone through alot of this 
thinking already. We recommend that you use this 



Objective
Minimise risks associated with legionella bacteria 
in water systems restarting post a COVID-19 
shutdown

Simply re-opening a building that has stood idle, 
without addressing the safety of its water system, 
is unacceptable and is likely to be in breach of the 
law. If dutyholders are not able to put in place a 
proper recommissioning process to use the water 
system safely, they should not reopen the building. 
In addition to legionella risk, drinking water retained 
within buildings may no longer be potable following 
a period of prolonged stagnation.
 
Buildings that have remained empty with static 
water systems, or those that have been subject to 
flushing that does not represent normal usage, 
are likely to require recommissioning. Those that 
have remained in normal use or where flushing has 
approximated normal usage (evidenced by water 
meter readings) may still require additional control 
measures due to the additional risk factors below. 
 
The requirements for recommissioning a building 
water system will vary and the level of work and 
investment should be appropriate for the risk. 
For very simple buildings flushing alone may be 
sufficient but for most buildings some form of 
disinfection is likely to be needed. In the worst cases, 
repeat disinfection and extensive cleansing flushing 
may be required to clear contamination.

We can help you undertake the following control 
measures prior to re-opening your building;
 
• Create a recommissioning plan for each water 

system within the building. 
• Undertake Water Management Risk Assessment. 
• A chemical disinfection of all cold water storage 

tanks, storage vessels & header tanks, where 
possible including their associated water 
systems.

• A thermal disinfection/ pasteurisation or all hot 
water heaters, where possible including their 
associated water systems.

• Ensure all outlets and associated systems are 
flushed thoroughly.

• Clean and chlorinate shower heads, hoses & 
spray heads & remove limescale from outlets.

• Check water softening equipment is fit for use.

ng, you are likely to have gone through alot of this 
thinking already. We recommend that you use this 
document to identify any furtherimprovements you 
should make.

Treatment (Water Hygiene & Legionella Control)



Electrical 
WS Electrical Solutions

Building Compliance 
TECS

Mechanical 
LMB Group

Floor Finishes 
Airedale Flooring Contractors

Partitions/Ceilings/Plastering 
Paul Smith Plasterers

Decoration 
MJG Decorators

Signage 
Jess Wright Graphics

Risk Assessment 
Projex Building Solutions

Joinery 
BDS Joinery

Partners



Publications
HM Government - Working safely during COVID-19 in offices and contact centres 11 May 2020
HM Government - COVID-19 return to work strategy 11 May 2020
HM Government - COVID Example Workplace Risk Assessment
RICS - Beyond COVID-19 - Reopening of Commercal Buildings
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