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Introduction  
 
This assessment was completed to assist Gullands Solicitors in considering the measures that should 
be taken to facilitate a safe return to work of its staff following the UK lockdown during the COVID-19 
pandemic in their Maidstone office.  
 
The report comprises of a Summary of the key points that management should consider, and the 
information that was used when compiling this assessment.  
 
The assessment will need frequent review as the government updates its guidance, and as Gulland 
Solicitors employees begin returning to work.  
 

The Legal Requirements 
The assessment has taken the following legal requirements and guidance into account:  
 

- Health and Safety at Work Act 1974 (section 2) which provides the general duty of care to 
ensure the health, safety, and welfare of employees. Note that this is objective based rather 
than prescriptive in how to achieve the requirement. It relies heavily on compliance with 
relevant official guidance to interpret what is ‘reasonable’.   
 

- Regulation 3, Management of Health & Safety at Work Regulations 1999 which requires risk 
assessments to be completed. This includes COVID-19 assessment.  
 

- European Agency for Safety & Health at Work – COVID-19 Adapting workplaces and 
protecting workers. 
 

- World Health Organisation guidance (WHO). 
 

- UK Government guidance applicable at 11.05.2020. 
 

- Review of floor drawings provided by Paul Mannering which identifies the numbers of people 
that can safely occupy an area has been based on a two-metre distance between one person 
and another. People walking past their colleagues in main aisles are to be minimised, 
particularly in phase 1, although the risk is negligible as the person sitting is usually facing a 
divider and the time span of closer contact is minimal.  

 
Scope   

The scope of this assessment covers the Maidstone office. The Offices are contained in number 10-22 
Mill Street Maidstone Kent. There is a mix of offices and meeting rooms. Each of the meeting rooms 
were assessed and maximum numbers agreed on site. The interview meeting rooms 1 & 2 were given 
a maximum capacity of four as long as witnesses remained in the corners. All offices should be 
restricted to the occupant and one guest only. 
 
The office is open between Monday-Friday 08.30 – 17.30.  

 

Gullands Solicitors Responsibilities   
The government guidance states businesses should make every reasonable effort to enable and 
continue working from home as a first option. Employees who are identified as being clinically 
vulnerable due to their age or existing health conditions should be strongly encouraged to continue 
working from home.   
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Anyone who has been recently diagnosed with COVID-19, or is showing recognised symptoms, 
should be prevented from entering the premises.  
 
The office comprise of a small reception area on the ground floor where all visitors for the building 
initially report.  Entrance is via a single door and inner. Employees enter through the doors at no 16 . 
These cause touchpoints with potential for spread of infection, and which will be Gullands’ 
responsibility to ensure are frequently sanitised.  
 
Signage should be displayed throughout the office to remind people of the COVID-19 controls 
including social distancing (maintaining a 2-metre distance where possible) and increased use of 
sanitiser or handwashing. Floor marking should be used at reception (circular mat would be more 
subtle than an a yellow and black hazard tape) 
 
There will be approximately 50 employees returning, and it will be relatively simple for each employee 
to maintain social distancing due to the number of workstations and offices. Employees should sit at 
one workstation, rather than moving around the office and choose workstations that are at least 2m 
apart until the government changes their guidance to a shorter distance (note that the World Health 
Organisation and the European Health & Safety Agency both recommend one metre distance). 
Employees should sit side-by-side or back-to-back rather than face-to-face.  
 
Employees should be encouraged to increase their frequency of hand washing, surface cleaning, 
especially touch points such as telephones, door handles and photocopiers.– see Cleaning and 
Infection Control.  
 
There are no significant changes or concerns relating to manual handling.  

 

Common Area Responsibilities   
The total number of occupants of the building is believed to be 58 with up to 12 guests. Gullands are 
responsible for the common areas of the building as they occupy the whole property. 
 
 

Cleaning and Infection Control  
As the units tend to be single wash basins and toilets there is no need to tape any off to limit people 
coming close together whilst hand-washing. 
 
The design of the building makes all but the shortest distances impractical to make one way, but 
where it is possible it should be done. In areas where a one-way system is not practical users should 
practice politeness and give way to persons coming towards them. Where possible, corridors and 
steps should be signed “keep left” and handrails considered to be a touch point and sanitised 
regularly. 
  
Access and direction control will need to be arranged. This was discussed in some detail during the 
assessment. 
 
Signs and floor markings to indicate the flow and toilet access arrangements will need to be in place.  
 
There are small kitchenettes and a staff area with some seats and small round tables. The staff area is 
little used and can be closed and used as a store for chairs not in use in the offices. 
 
The kitchenettes should be restricted to one person at a time and all users should wash cups as they 
are used. 
 
Antibacterial wipes or hand sanitiser will need to be provided to allow staff to wipe down equipment 
before and after use.  
The frequency of handwashing and surface cleaning should be increased, and the office should 
supply hand sanitiser, soap and sanitiser wipes etc., near areas of highest use or concern and on 
employee desks. This should include the kitchenette and frequent touchpoints such as door handles, 
fridge /microwave doors, photocopier buttons, taps and the front of cupboards/doors as well as the 
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intercom buttons. It may be appropriate to ask staff to sanitise the touchpoints frequently throughout 
the day, taking it in turns to do so. Alternatively, additional cleaners could be employed to sanitise 
touch points throughout the day 
 
Communal resources and sharing of equipment should be avoided where possible.  
 
It is acceptable for employees to use crockery and cutlery provided in the kitchen, provided it is 
thoroughly washed with hot soapy water immediately after use. Alternatively, they can bring their own 
mugs, cutlery etc provided they take it home at the end of the day. Tea and coffee are OK to be 
provided by the company although individuals may wish to bring their own. Employees should be 
encouraged to bring their own tea bags as these require direct touch and could introduce a further 
touchpoint which could be avoided (unless tongs are provided for taking a teabag from the container). 
Suitable storage will be needed to avoid accumulation of drink/food items which may attract flies or 
other vermin.  
 
Use of the fridge will be acceptable provided it is kept in a clean and hygienic condition and the door is 
sanitised throughout the day. The same applies to the microwave ovens.  
 
It is recommended that water outlets in the building are flushed for at least 5 minutes before the office 
is opened to employees, to wash through any stagnation in the water system which may increase risk 
of legionella proliferating.  
 

Emergency Procedures  
The fire alarm remains operable in the building, giving early warning of a fire.  
 
There will need to be two first aid personnel in the office The first aid boxes will need to have 
protective gloves, apron and face mask, in the event resuscitation being needed. (although the 
resuscitation Council recommend to use compressions only at the current time). 
  
It is very unlikely that the assembly point will enable safe social distancing at the current time. 
Therefore Gullands should:  
 

- Agree an alternative assembly point whilst social distancing is in place, with communication 

between the company and others to update on the status of an evacuation, or 

- Introduce a dispersal evacuation process. This entails employees leaving the building to a 

safe location of their choice and then reporting their location/status and receiving updates on 

return to the office via a social media group, eg WhatsApp.  

 

Summary, Conclusion and Recommendations   
The government guidance states businesses should make every reasonable effort to enable and 
continue working from home as a first option but return to work is now acceptable provided a COVID-
19 risk assessment is completed and implemented. Due to the size of the workspace in Mill Street it 
will be reasonable to enable employees to return in a way that is safe, provided the controls listed in 
Section 8 of the following assessment form are implemented.   
 
It is suggested that staggering of start and finish times is considered, eg between the hours of 08.00 
and 10.00 in the morning and 16.00 – 18.00 during the evening, to minimise the flow of people 
entering and leaving the building.  
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GULLANDS SOLICITORS 

RISK ASSESSMENT 
     Assessment No. 

1. TOPIC 
 
Title: COVID-19 working guidance                                                     
 
 Location(s): Gullands Solicitors 10-22 Mill Street Maidstone Kent ME15 6XT 
 

 
2. LEVEL OF RISK UNDER THE PRESENT CIRCUMSTANCES 
 
Now:     
  
Likelihood   4  x Consequence 5   
= Risk Rating of:  20 
 
With additional controls (see 
box 8):   
Likelihood   1  x Consequence 5    
= Risk Rating of:  5 
 
 

 

 
3. BRIEF DESCRIPTION OF THE HAZARDS INVOLVED 
There are currently approximately 58 people based at these offices. Potentially 12 clients can be on site in three 
meeting rooms. Very few meetings take place in offices but those that do can be kept to two people. 

The key hazards are:  

- Exposure to COVID-19 virus causing infection with symptoms, high temperature, new persistent cough,  
loss of taste or smell and flu-like symptoms including respiratory conditions. Vulnerable people can have 
severe symptoms and any infected person can infect others in their household or their contacts 

- Stress from potential exposure to the virus whilst at work.  

 
4. THE PEOPLE AT RISK 
People at Direct Risk (include approx. No. of people):  
  
58 staff with up to 12 clients and or witnesses 
(approx. 50 will be returning initially)  
Other people who could be affected: 
Visitors (contractors and customers who visit on 
occasion – this is not frequent at the current time).  
 

Vulnerable People at Risk: 
Anyone over the age of 70,  
Pregnant workers 
People with pre-existing health conditions e.g. heart  
conditions, diabetes, immune-suppressed, obesity  
and those with respiratory problems.  
 

   
5. THE FREQUENCY THAT THE RISK ARISES 
 

Five days a week whenever the offices are occupied.  Most staff work full time (35 hours a week or more).  

Offices are open from before 08.30- until after 17.30 
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6. THE LIKELY CONSEQUENCES OF EXPOSURE UNDER PRESENT CONDITIONS 
There are already several controls in place to manage risk. The worst case scenario could be a fatality, however 
there have been no reported staff who have needed to self-isolate due to potential or actual infection and no 
employees have reported being COVID-19 positive.  

 
7. THE EXISTING CONTROL MEASURES 
 

The reception area is due to have a Perspex screen installed 

Paul Mannering has produced a risk assessment and plan based on the HM Government Publication Working 
Safely During COVID-19 in Offices and Contact Centres which was reviewed during this assessment.  

The majority of staff are either now working from home or not based in the offices. 

Encouragement for all staff to remain at least 2 metres apart from each other 

Encouragement for all staff to wash hands regularly and use alcohol- based cleaners. 
 
Those currently working from home and who can continue to work from home should continue to work from home 
 
Starting and finishing times can be staggered and work blended with working from home. 
 
Alcohol wipes and liquid hand sanitizers are already in use. 
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8. THE ADDITIONAL CONTROL MEASURES RECOMMENDED 
 
Priority codes:   1 = Immediate action 2 = Within a month 3 = Within three months   

   4 = Within six months 5 = When convenient 
 

Priority
: 

Action to be taken: Person 
responsible: 

Target 
date: 

Completion 
date: 

1 Install a call button in the entrance lobby to 
number 16; meet at the door and guide to the 
seating or reception area. 

PM 15/6/2020 11/6/2020 

1 Remove shiny reading materials from the table 
in the reception areas. 

PM 15/6/2020 1/6/2020 

1 Place distance markers on the floor leading to 
reception from the waiting area two metres 
apart. These could be subtle circular pads rather 
than lines.( using nudge rather than commands). 

PM 15/6/2020 12/6/2020 

1 Remove three of the seven waiting room chairs 
and separate those left to around 2 metres. 

PM 15/6/2020 1/6/2020 

1 Place hygiene wipes on all desks and 
encourage staff to clean all touch points, desks, 
telephones, photocopiers etc after use. 

PM 15/6/2020 11/6/2020 

1 Enhance the frequency of cleaning throughout 
the offices. 

PM 15/6/2020 1/6/2020 

1 Ensure the DX collectors /delivery personnel 
wipe down their contact points. 

PM 15/6/2020 10/6/2020 

1 Reduce the use of meeting rooms by removing 
chairs and limiting the number of witnesses to 
procedures therefore reducing numbers in the 
meeting/interview rooms. Where possible when 
people are in the meeting room and have to sit 
facing each other they should be at least two 
metres apart. Witness should sit at the side 
away from the table by at least two metres. 
 

PM 15/6/2020 1/6/2020 

1 The meeting room host should collect the client 
from reception and the receptionist should guide 
them to the meeting room. The host should 
occupy the seat nearest the door. At the end of 
the meeting the host can guide the attendees to 
the exit point. 

PM 15/6/2020 15/6/2020 

1 The first entry point should be via number 16. PM 15/6/2020 15/6/2020 

1 Meeting room use should be kept to 15minutes 
or less if at all possible. 

ALL 15/6/2020  

1 If a two-metre distance is not possible then 
people should adopt a back to back or side by 
side position. 

PM 15/6/2020 1/6/2020 

1  Toilets areas and kitchen areas should be 
limited to use by one person at a time. 
Hygiene standards should be maintained at all 
times. All staff should be encouraged to wash 
any cups after they have been used. 

PM 15/6/2020 8/6/2020 
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9. OTHER COMMENTS 
Further information: 
Close the section of the building currently used as an interview room by the Charity to reduce the throughput of the 
building especially of young people who may be more likely to break social distancing rules. 

 
10. NAME AND DETAILS OF PERSON CARRYING OUT ASSESSMENT 

Name of Original Assessor (Generic document) Name of Person Who has Modified the Assessment 
for Department/Individual Task  

 
Paul Hackett, CMIOSH, MIIRSM, FCIMSPA, AIFireE 
Chartered Safety Practitioner (PHSC)  

 
Paul Mannering Practice Manager 

Date:27.05.2020 
  

Date:12/06/2020 

 
11.  SUGGESTED ASSESSMENT REVIEW DATE:  One month or when Government 

guidance changes 
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Examples of floor signs 
 
 
 

  
 

  
These sort signs use the nudge marketing technique rather than command and control which 
usually means people with generally cooperate with them rather than reluctantly obey or 
flaunt them. 
 

 


