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Introduction

Until we have a proven vaccine for COVID-19 (C-19) which can 

be deployed at a National level, we will all need to continue to 

exercise social distancing, (and on the very slight chance that you 

need reminding!) this means maintaining a safe distance of at 

least 2m from all of those we do not live with.

Most organisations will have been pleasantly surprised by how quickly they moved to home 

working during the lockdown. 

Post C-19, this offers an excellent opportunity to reduce the cost of your workplaces by 

consolidating their size and how they are used. We have always argued that offices must 

deliver excellent employee experience; in a post C-19 world this includes delivering what 

employees cannot get at home. In our view, this means workplaces will need to become better 

places for people to collaborate, be creative and work more efficiently than the alternative at 

home. The office is the one place where an organisation can really deliver a concentrated 

experience of their culture. 

We hope that C-19 can act as the catalyst for organisations to reimagine how their workplaces 

can be great places to work that are healthier, higher performing, and more productive.
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Getting started

We recommend you resource two workstreams to plan  

and prepare for your return to work.

Workstream 1) Keeping people safe:

The first is to undertake a risk assessment to identify which 

staff should and can safely return to the office. Once you have 

done this, you can create a plan for safe commuting to and 

from the workplace and focus on rebooting and operating your 

workplace safely. 

Workstream 2) Creating a safe workplace:

Your initial focus should be on setting out your workplace 

entry, exit and working patterns to allow people to safely 

social distance in the workplace and the cleaning regimes 

to support this. Once the physical layout and protocols have 

been created, you can examine in more detail how to operate 

the building systems, such as heating ventilation and air 

conditioning, to avoid any unsafe practices.

This document offers you guidance and some simple 

tips on how to get started. It will be revised as the UK 

government publish their updated C-19 workplace 

guidance and we will also issue handy checklists to support 

you in managing and mitigating the potential unsafe 

operation of any existing building systems.

Tips to ensure your people and 

workplaces are safe

To support social distancing we must encourage all employees to work from home wherever 

possible. Where this is not possible, we must provide workplaces that allow our employees and 

support staff to stay safe.

Prior to allowing the workplace to be re-occupied, we recommend that you should assess 

which functions, or individuals, or tasks are critical to the organisation and can only be 

conducted from the workplace. You might also want to consider which parts of your business 

need to interact at the same times. 

It is particularly important to identify vulnerable people within your workforce, who would be 

more susceptible to C-19 on the basis of their health, age or ethnicity. This can be done on the 

basis of a self-completed risk assessment by employees. National guidance is indicating the 

following groups are potentially at a higher risk from C-19:

• Staff over the age of 70

• Staff who have pre-existing respiratory or immune difficulties

• Those suffering from the impact of cancer

• Obese males over the age of 50

• To date, the death rate among the British BAME community from coronavirus  

 in English hospitals is more than 2.5 times that of the white population

• Those who are pregnant 

Your risk assessments and approach should prioritise working from home for staff who fall into 

these groups, wherever possible, to mitigate the impact of travel to and from and working in 

your workplaces.

You will need to consider how your businesses adapts the current working from home model, 

to a model that allows flexible working from home and the office during this transition return to 

work period.

Public Health England offers COVID-19 tips and advice for employers and we offer some 

simple guidance on the following pages.

https://www.gov.uk/government/publications/full-guidance-on-staying-at-home-and-away-from-others/full-guidance-on-staying-at-home-and-away-from-others
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19/guidance-for-employers-and-businesses-on-coronavirus-covid-19
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Returning to work

You should not underestimate the support and time 

required for employees to reacclimatise to a return to work. 

Now is a good time to review your return-to-work policies 

and ensure that they are fit for purpose. 

You must give your employees the time and support they 

need to get back to their best. If you have occupational 

health resources available to the organisation it can be 

used to support and smooth your employees return to work.

The early indications are that the one thing people worry 

most about is crowded public transport. We think you should 

offer flexible working practices and hours that will enable staff 

to avoid busy periods. This will allow you to plan staggered 

arrival and leaving time for staff to reduce the peak volume of 

those trying to enter and leave the workplace.

Remind staff that they need to check their temperature on 

a daily basis before leaving for work and to self-isolate in 

accordance with the Public Health England advice if they have 

an elevated temperature, persistent cough, or any member of 

their household with any of these signs.

Encourage staff to cycle and walk to work where possible, 

cycle to work schemes are available to support the purchase 

of bikes. Where possible provide bike storage, car parking 

facilities and places to shower and get changed to help 

employees avoid public transport. 

Where your staff must use public transport, you may 

be prudent to recommend that they use appropriate 

face masks. Government policy on PPE for travel and 

the workplace is changing and is likely to recommend 

the use of PPE when supplies are available

Some organisations have successfully used thermal imaging 

cameras, or self-checking mechanisms, to check staff and 

guests as they arrive into the buildings during the previous 

SARS outbreak and C-19. This can be considered if it is 

compatible with your culture and privacy obligations, but 

may not be necessary if staff and guests signed up to a C-19 

code of conduct for your workplace which includes daily 

temperature checks.

Automatic doors should be used where possible to avoid 

contact with contaminated surfaces. If you can, ensure people 

can enter the building without having to touch external door 

handles etc. The same approach should apply for routes 

within the building, the less people need to touch, the safer it 

is. A simple addition of hand sanitisers in reception will allow 

staff and visitors to clean their hands-on arrival.

If possible, identify an entry route and 

exit route for the building and each floor 

which do not cross over. Mark out these 

routes using different colours on the floors 

and doors, to help staff avoid accidental 

infringement of social distancing. 

Lifts are particularly difficult, in most cases it will be 

impossible to be less than 2m apart, encourage staff to take 

the stairs and put some signage or floor markings in place to 

help keep people safe.

Commuting to and navigating the workplace
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Physical distancing

Unfortunately, there is still a need for social distancing, 

and this is expected to remain for some time. You need to 

review the workplace to make it easier for people to comply. 

This will mean that desk sharing becomes impractical 

during a working day and should only be considered after 

workplaces have been thoroughly cleaned. At the very 

least, provide wipes so that staff can clean as they go. 

When you cannot separate workspaces by 2m, you can 

install Perspex screens like you now commonly see in 

shops to separate staff from customers.

Treat the workplace as an extension of working from home. 

We recommend you promote video conferencing rather 

than meeting rooms, even when participants are in the 

same building. If the weather is reasonable, why not have 

outside meetings? 

When meeting rooms are used, they will need to have a 

defined number of maximum occupants and be laid out 

to allow maximum social distancing. They should also be 

cleaned after each use and have hand sanitisers available 

for guests to use on arrival and exit.

Provide lunch boxes to avoid staff interacting in canteens 

and allow staff to use disposable cups and plates where 

possible. Avoid drink stations or communal food areas 

wherever possible and encourage staff to go outside for 

lunch. Stagger breaks and lunch time(s) to make it easier 

for staff to keep social distancing.

g systems.

General Hygiene

C-19 contamination typically passes from person-to-person 

contact, or from person-to-surface-to-person contact. It 

can also be passed from person-to-person via sneezing 

and coughing when large droplets can be expelled from an 

infected person passing the virus on. For this reason, social 

distancing and cleaning are the two most effective measure 

for reducing the transmission rate.

You may need to think carefully about giving your staff 

access to gloves, hand sanitiser and wipes. They could be 

positioned in reception, on desks, break out spaces and 

within toilets. All of these could help to keep your people 

safe (be careful that it does not become a burden on them). 

Good cleaning regimes and good communication is vital to 

ensure that staff feel included and protected, without feeling 

burdened by additional PPE (and other) arrangements. 

A note placed on each desk after it has been cleaned will 

reassure staff that you have the right measures in place.

Ensure a ready supply of soap, tissues and hot water in 

toilets, and ask employees and visitors to wash hands on 

arrival, before eating food and when leaving the workplace. 

Generally, remind employees to wash their hands frequently 

and for 20 seconds.

Some signage to remind everyone to catch coughs and 

sneezes in tissues and dispose of them immediately is a 

good idea.

Frequently clean and disinfect objects and surfaces that are 

touched regularly, such as door handles, swipes etc. during 

the day and at the end of the day using standard cleaning 

products. We recommend a thorough clean of all occupied 

space at the end of each working day and for frequently 

used spaces such as toilets to be cleaned more frequency 

or based on number of visitors. 

You could deploy smart building technical solutions 

to support your return to work. For example, to avoid 

overcrowding of toilets, you can use occupancy sensors to 

identify when toilets are safe to visit via traffic lights at the 

toilet door or via an employee app for your building.

The British Council for Offices (BCO) have highlighted 

that maintenance of water-traps in toilets, as well as some 

signage to close toilet lids prior to flushing are important 

precautions. In fact, looking after your sanitation system is 

now even more important than normal to avoid potential 

transmission. 
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Wellbeing

Keep first aid kits fully stocked and within use by dates. 

If someone becomes unwell with a new, continuous cough 

or a high temperature, they should stay at home and follow 

government advice to self-isolate at home.

If possible, run heating, air conditioning and ventilation 

systems on 100% fresh air and 24/7 to improve the removal of 

contaminants from the building. Where it is not, windows can 

be opened, for workplaces in less polluted area, particularly 

when the weather is more pleasant.

Reduce air recirculation on your ventilation systems to prevent 

virus spread throughout the workplace. Consider the use of 

HEPA filtration where air recirculation is in use. 

Relative humidity in the workplace is an important factor in 

keeping infection rates down – keep it above 30%.

Conclusion

Use this period to identify which creative, collaborative 

and other functions must take place in a shared 

workplace and which functions can be successfully 

delivered remotely. This will allow you to identify what 

percentage of your current workplaces and real estate 

is required post C-19. It is far better to invest this money 

in your staff rather than expensive real estate.

Offices must deliver experiences that employees cannot 

get at home. They will need to become better places for 

people to collaborate, generate their most creative work, 

work more efficiently than they can at home and really 

experience the organisation culture. 

C-19 can act as the catalyst for your organisation to 

reimagine how your workplaces can be healthier, higher 

performing, more productive, and great places to work 

once we can achieve a full return to work.
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Staying COVID-19 Secure in 2020

We confirm 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)

https://www.hse.gov.uk/news/coronavirus.htm
https://osha.europa.eu/en/highlights/covid-19-back-workplace-safe-and-healthy-conditions
http://www.cibse.org/coronavirus-covid-19
https://www.who.int/news-room/detail/09-03-2020-covid-19-for-health-workers
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19/guidance-for-employers-and-businesses-on-coronavirus-covid-19
https://www.webmd.com/lung/how-long-covid-19-lives-on-surfaces
http://www.bco.org.uk/Research/Publications/Thoughts_on_Office_Design_and_Operation_After_Covid-19.aspx
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/offices-and-contact-centres
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/884171/FINAL_6.6637_CO_HMG_C19_Recovery_FINAL_110520_v2_WEB__1_.pdf
https://www.iwfm.org.uk/coronavirus-resources/covid-19-guidance-returning-to-work.html


LCMB Building Performance Ltd. is a business who aim to make a difference for 

our customers, their people and society by delivering healthier, higher performing, 

workplaces and buildings that consume less resource, delivering more financially 

and environmentally sustainable real estates that are better places to work. We 

have written this briefing document to offer some simple tips on creating a safe 

return to your workplaces. 

Would you like more technical detail on how to successfully restart your workplace 

systems, or help to risk assess and put in place a safe return to the workplace for 

your organisation? Or for help to review how you should structure and operate 

your real estate strategy as we put C-19 behind us, then contact John O’Brien 

Founder and MD on t: 01295 722823, m: 07711 032137 or e: john@lcmb.co.uk

LCMB Building Performance Ltd. Bloxham Mill, Barford Road, Bloxham, Oxford OX15 4FF
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How can we help you?

Our Health Warning 

This guidance document has been put together with the publicly available C-19 information in May 2020 to help you prepare your workplace return. You should always ensure you comply with the current UK 

Government and WHO advice and always take specialist advice to ensure you protect vulnerable members of your workforce.


