
 
 
 

Covid-19 Risk Assessment – APR LLP 
London Office 



Assessment conducted by Rhianna Hutchins and reviewed by Tim Nash on 29 September 2021. 

 
What are 
the hazards 

Who might be 
harmed and 
how? 

How to control the risk. What further action do 
you need to consider to 
control the risks. 

Who needs to carry out 
the action? 

When is the 
action 
needed  by? 

Contracting 
or spreading 
coronavirus 

Staff and 
visitors to the 
London office. 
Plus anybody 
that they come 
into  contact 
with. 

Hand washing, sanitiser, and cleaning 
 

Guidance provided and displayed by facility 
on hand washing. Hand washing facilities 
are available on site in kitchens and toilet 
facilities. 

 
Hand sanitiser will be provided by APR and 
located in the London office. Staff 
instructed to use on arrival as per Staff 
Guidance document. 

 
Staff should frequently clean and disinfect 
objects and surfaces that are touched 
regularly throughout the day, using 
disinfectant wipes or disinfectant cleaning 
products and should avoid touching their 
face, nose and eyes wherever possible. 

APR to provide hand 
sanitiser and 
disinfectant cleaning 
wipes and ensure that 
these are clearly on 
display for use by staff. 

 
A nominated individual 
will be in the office each 
day where possible to 
oversee Covid 
measures. 

Rhianna Hutchins Ongoing, items 
to be kept in 
stock and 
displayed for 
use. 

 
 



 
  Protection measures 

 
Staff must not come into any APR office 
if legally required to stay at home (in 
line with local guidance). This includes 
people who: 
• Have tested positive for COVID-19. 
• Have COVID-19 symptoms. 
• Live in a household with someone 

who has symptoms, unless you are 
exempt from self-isolation. 

• Have been told to self-isolate by 
NHS Test and Trace.  

 
Staff are expected to confirm before 
booking a desk whether they are 
considered vulnerable so an individual 
assessment can be carried out. 
 
Beyond the legal requirement, if you 
have come into close contact with 
someone who has tested positive you 
should stay away from the office as 
follows: 
• If the contact is over a prolonged 

period (for example with someone 
you live with) you should not come 
in for a period of ten days. 

• If the contact is just on a single 
occasion, you should not come in 
for a period of five days. 

 
Staff are requested to take a lateral flow 
test no more than 48 hours before 
working from the office, subject to a 
maximum requirement of two tests per 
week. 

APR to provide lateral 
flow tests and spare 
masks in the office. 

 
Issue guidance to staff 
attending ahead of 
visiting the office. 

 
A nominated individual 
will be in the office each 
day where possible to 
oversee Covid 
measures. 

Rhianna Hutchins Ongoing, items to 
be kept in stock 
and displayed for 
use. 

 
 



APR will provide guidance obtaining lateral 
flow tests, as well rapid lateral flow tests in 
office for staff. 

 
APR will provide spare disposable face 
masks in the office. 

 
Staff should ensure appropriate ventilation 
is maintained by keeping non- fire doors 
open and windows (if possible). This also 
reduces the need to touch surfaces. 



 
  Social distancing 

 
Where possible staff should maintain 
distancing between yourself and other site 
visitors when moving within the building. All 
staff will be expected to follow the facilities 
rules concerning Covid-19 when working at 
the facilities. Staff should not congregate in 
corridors, entrances to building or reception 
areas. 

 
Staff should not have any physical contact – 
this includes any handshakes, hugs etc. 
Staff should respect their colleague’s safety 
concerns and anxieties. 

 
Staff should notify their manager or the 
Covid-19 response team where difficulties 
arise in maintaining protection measures. 

 
Staff should always follow social distancing 
rules throughout the building including 
using facilities such as toilets, tea points, 
kitchen, and any other communal area. 

A nominated individual 
will be in the office each 
day where possible to 
oversee Covid measures. 

 
Staff made aware to 
inform us ahead of  visit 
if they are high risk to 
coronavirus. 

Rhianna Hutchins Before and 
during the visit. 

 
 



 
  Travelling to workplaces 

 
Where possible, staff are encouraged to use 
their own transport, including cycling or 
walking. 

 
When travelling on public transport staff 
should follow all Covid-19 controls such as 
social distancing, face covering, and hygiene 
measures. 

 
Staff are encouraged to travel to work alone 
and not to use public transport if possible. 
Staff are encouraged, when using public 
transport to travel off-peak. 

Provide guidance to staff . Rhianna Hutchins Ongoing. 



 
  Equipment and seating 

 
Where possible staff should have their own 
work equipment so they do not need to 
share, any communal equipment should be 
cleaned before and after use. Office 
cleaners will wipe down surface tops and 
staff should wipe down other communal 
equipment, such as keyboards and mice 
where possible. 

 
Staff should practise a clean desk policy by 
limiting objects that could be contaminated. 
Personal belongings should be kept 
separate and distanced from other staff 
belongings. 

 
Staff will use the same workstation during 
the day. Employees should frequently clean 
the surface surrounding them and any 
equipment, especially at the end of the day. 

 
To ensure records of staff attending, only 
those with a pre-booked desk can attend. 

Provide guidance to 
staff. 

 
A nominated individual 
will be in the office each 
day where possible to 
oversee Covid measures, 
including adequate 
seating space and 
cleaning processes. 

 
Promote the desk 
booking system and 
ensuring details of 
those that attended 
are recorded. 

Rhianna Hutchins Ongoing. 
 

 



Staff member 
testing 
positive for 
Covid-19 

Staff and visitors 
to the London 
office. Plus 
anybody that 
they come into  
contact with. 

If anyone becomes unwell with a new 
continuous cough, loss of taste or smell or a 
high temperature in the workplace they will 
immediately be sent home and advised to 
follow the stay-at-home guidance.  
 
Put in place arrangements to clean if 
someone develops symptoms of 
coronavirus in work.  
 
If advised that a member of staff has 
developed Covid-19 and had recently visited 
the office, the Covid-19 Response Ream will 
contact the Public Health Authority to 
discuss the case, identify people who have 
been in contact with them and will take 
advice on any actions or precautions that 
should be taken. 
 

Provide guidance to 
staff. 
 

Rhianna Hutchins Ongoing. 
 

 


