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Now that most of the population is vaccinated, and since the removal
of all restrictions in England, many businesses are considering how
to return to work safely. We also have a big opportunity to build on
the lessons learnt from COVID-19, re-evaluating commercial estates
to both keep people safe and see where monetary and
environmental savings can be made.
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Our primary advice is to plan to continue practising all safety measures until the end of 2022. This
document provides information on updating all your current measures and processes based on
advice from the Health and Safety Executive.
LCMB believe that offices should deliver an excellent employee experience even in a COVID-19
world, providing what employees cannot get at home. Workplaces should feel collaborative,
enabling people to be creative and more efficient than when working from home. The office is
where organisations can really deliver a concentrated experience of their culture.
While wanting people back in the workplace, we must also be mindful of their mental health
and wellbeing, keeping communications open for all. Blended remote/workplace options can be
particularly beneficial.
The advice provided here will help you manage a safe and productive return to the workplace.
Provide your people with the right tools, influence them to develop a safe, resilient approach to
being in the workplace, making post pandemic business increasingly successful.
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Updating processes
Aligned with government guidelines, our recommendations are to review all existing
safety measures and either keep them in place or update:
• Risk assessments:
Update the steps needed to manage the C-19 transmission risks specific to your
business. Consider what could cause transmission, especially ventilation and air
conditioning; which workers, visitors and contractors are at risk; and identify any other
circumstances that need controls in place.

• Working from home:
Keep in contact to ensure homeworkers are healthy and safe. Regular contact helps
prevent feelings of isolation, protecting their mental health. Provide homeworkers with
the necessary tools and equipment, and check that their display screen equipment
(DSE) set up is ergonomically correct for them.

• Cleaning, hygiene and handwashing:
Continue using all protocols in place, i.e.:
• Disinfect premises using fog, mist and vapour
• Carry out thorough cleaning of all surfaces
• Provide handwashing and hand sanitisers
• Regularly clean bathrooms, toilets and washbasins
• Carry out frequent cleaning of all premises and vehicle exteriors and interiors.

• Vulnerable workers:
With growing evidence that certain groups of people are more at risk of significant
health issues from C-19, it’s essential to have strict health controls in place, particularly
for the clinically extremely vulnerable, previously described as ‘shielded’. Consider
the risks and whether it’s safe for them to be in the workplace at all, or how you can
engage the wider workforce in cooperating with more stringent controls. Higher risk
groups include:
• Older males
• People with a high body mass index (BMI)
• Those with health conditions like diabetes
• Those from some Black, Asian or other ethnic minority (BAME) backgrounds
• Clinically extremely vulnerable workers
• Some pregnant workers.

• Ventilation and air conditioning:
Continue safe practice to prevent transmission:
• Do not allow anyone with C-19 symptoms to enter the building
• Use natural and mechanical ventilation to allow fresh air into buildings
• Identify poorly ventilated areas where the risks are greater
• Do not recirculate air through air conditioning systems
• Disable air recovery systems, thermal wheels etc.
• Talk to workers and provide information:
It’s a legal requirement to explain all health and safety changes with your staff.
Share all information as you re-occupy your spaces, allowing people to share any
concerns. Providing accurate information helps to both reduce the spread and
highlights what guidance they need. Hold ‘culturally competent’ conversations, which
means considering people’s background, culture, beliefs, and individual’s specific
circumstances.
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Tips to ensure your people and workplaces
remain safe

What work
should be done
remotely?

Being a supportive organisation that provides regular updates to employees helps them feel
safe and appreciated. Here are some ways to help your people feel listened to and valued:
• Attempt different working models – schedule different teams to be in the workplace on
certain days. Build on the benefits of working from home and attempt a blended working
approach.
• Many organisations find that a blended approach of working from home and being in the
workplace is beneficial for wellbeing and productivity.
• Try not to pressurise people back into the workplace as it can have a negative impact on
performance and increase anxieties. Bringing them back slowly increases trust.

Remote
working
experience =
workplace
experience

What is the
ideal blend of
remote per
employee?

• Produce a handbook that explains the risk assessments taken, describes traffic areas,
explains any hygiene changes, provides info on who to contact with concerns, etc.
• Continue online workshops – they are found to have improved interaction.
• With people continuing to work from home, consider shrinking your buildings footprint to
save on rental, rates and energy costs. This also reduces your carbon footprint.
• Enable people to check in at your venue by displaying an NHS QR code poster.
Although no longer a legal requirement, doing so supports Test and Trace.
Public Health England offers COVID-19 tips and advice for employers, and you can find some
further guidance on the following pages.

This document offers guidance and tips on remaining safe in the workplace. It is regularly
revised as the UK government publish their updated C-19 workplace guidance. We will
also issue handy checklists to support you in managing and mitigating the potential unsafe
operation of any existing building systems.
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Reduce
estate size
NOW

What are the
implications for
workplace size
and estate?
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Commuting to and navigating the workplace
The one thing people worry most about is crowded public
transport. Offering flexible working practices and hours
enables staff to avoid busy periods. This also allows you to
plan staggered arrival and leaving time to reduce the volume
of staff trying to enter and leave the workplace.
Remind staff that they need to check their temperature every
day before leaving for work and to self-isolate in accordance
with the Public Health England advice if they have an elevated
temperature, persistent cough, lost their sense of taste or
smell, or if any member of their household has any of these
signs. Or if they’ve been pinged by NHS Test and Trace.
Some organisations successfully use thermal imaging
cameras, or self-checking mechanisms, to check staff and
guests as they arrive at work. 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, to include
daily temperature checks.

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.

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

Give your employees the time and support they need to get
back to their best. If you have occupational health resources
available, use them to help support your employees return
to work.
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bike storage, car parking and places to shower and change to
help employees avoid public transport.
Where your staff must use public transport, continue to
encourage the wearing of face coverings. Continue to provide
the relevant PPE for your staff where needed. Ensure that
everyone fully understands your policy regarding masks and
protective equipment.
Automatic doors should be used where possible to avoid
contact with contaminated surfaces. If possible, 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. Continue the use of hand sanitisers in reception (and other
areas) to allow staff and visitors to clean their
hands on arrival.
Continue using separate entry and exit
routes for the building and on each floor.
Mark out these routes using different
colours on the floors and doors.
Continue to encourage staff to take the stairs
rather than lifts, keeping all signage and floor
markings in place.
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Physical distancing
Although the need for social distancing is no longer a legal
requirement, we advise that you continue to encourage this.
Continue to prevent desk sharing or at least only consider this
after workplaces have been thoroughly cleaned. And provide
wipes so that staff can clean as they go.
Workspaces should ideally by 2m apart, but 1m is acceptable.
Alternatively, install Perspex screens between workspaces.
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, try to keep the number of
maximum occupants within the previous maximum social
distancing allowance. Rooms 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.
You should also give some thought to the use of face coverings
within the workplace. Are they necessary? Will they help keep
your staff and visitors safe and are they practical within your
particular set of circumstances?

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.

LCMB Building Performance Ltd. t: 01295 576000 e: jo@lcmb.co.uk www.lcmb.co.uk

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
spaces at the end of each working day, and for frequently
used spaces, such as toilets, to be cleaned more often 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

Conclusion

Keep First Aid kits fully stocked and within use by dates.

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 people than in expensive real estate.

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 for extended period before
and after occupation to improve the removal of contaminants
from the building. Where that is not possible, windows can
be opened for workplaces in less polluted areas, 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%.
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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, perform more efficiently than they can at home,
and really experience the organisational culture.
C-19 is the catalyst for your organisation to reimagine
how your workplaces can be healthier, higher
performing, more productive, and great places to work.
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STAY COVID-19 SECURE
Follow these five steps to safer working together
1
Carry out a COVID-19 risk assessment and share
the results with your team.

2
Follow cleaning, handwashing and hygiene proceedures.

3
Help people work from home.

4
Try to maintain a 2m distance in the workplace.

5
Manage transmission risk where people cannot be 2m apart.
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How can we help you?
LCMB Building Performance Ltd aims to make a difference for our customers, their
people and society. We help you establish healthier, higher performing workplaces
and buildings that consume fewer resources, delivering more financially and
environmentally sustainable real estates that are better places to work.
We have produced 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? Need help to risk assess and put in place a safe return to the workplace
for your organisation? We can also help you to review how to restructure and
operate your real estate strategy as we put C-19 behind us. For expert assistance,
please contact John O’Brien, Founder and MD, on 01295 576000, 07711 032137
or john@lcmb.co.uk

Our Health Warning
This guidance document was put together with the publicly available COVID-19 information in May 2020 (revised and updated August 2021) to help you prepare for your workplace return. You should always ensure
you comply with the current UK government and WHO advice. Always take specialist advice to ensure the protection of vulnerable members of your workforce.
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