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SECTION 1 .1 – INTRODUCTION 
 
 
This document sets out our management system for working safely during the Coronavirus 
outbreak.  It should be read in conjunction with existing Health and Safety Policy 
Arrangements and Risk Assessments. 
 
Due to the ongoing development of dealing with the Coronavirus outbreak this will require 
to be reviewed and updated to ensure it takes into account the most recent developments.   
 
Contractors, visitors and suppliers are expected to engage and support G T Bunning & Sons 
Limited in applying and upholding the control measures outlined in the procedures. 
 
To assist in the control and implementation communication and monitoring of social 
distancing the procedure will be available to all interested parties. 
 
It is the responsibility of all persons within the organisation to stay alert to ensure that at 
all times compliance is achieved and in the event of any non-compliance or problems 
developing in order to achieve compliance contact should immediately be made to the 
person nominated as the person responsible for the monitoring and updating of this 
document. 
 
In the case of G T Bunning & Sons Limited the person with this responsibility is: 
 
Mark Wilcox – Health and Safety Manager 
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Section 1.2 – PROCEDURE PLAN REVIEW 
The procedure will be under continual review and where amended, this will be 
communicated to all interested parties. The procedure will be reviewed a minimum of once 
per week, however, this may need to be more frequent subject to changes in premises 
activity. 
 

 Any Change? 
Description of Change where identified  

 Yes No 

Front Page 
 

 No N/a 1st edition 

Section 1 
 

 No N/a 1st edition 

 
Section 2 
 

Yes  Isolation updated from 7 to 10 days. 

 
Section 3 
 

Yes  

Premises access and egress arrangements. 
Toilet / Washing facilities. 
Contractors working on site. 
Toilet/washing facilities & welfare 
arrangements. 
Delivery and collection of materials & 
supplies. 
Workshop area. 
Offices. 

 
Section 4 
 

 No N/a 1st edition 

 

Plan reviewed by: Mark Wilcox 

Position: H & S Manager 

Review date: 

26.05.20 / 02.06.20 / 09.06.20 / 16.06.20 / 23.06.20 
30.06.20 /11.09.20 / 18.09.20 / 09.11.20 / 26.01.2021 
27.01.2021 / 15.02.2021 / 31.03.2021 / 18.05.2021 / 
28.06.2021 / 19.07.2021 

Date plan updated: 
(If applicable) 

Updated 30.06.20 reference contractors working on 
the premises.  
Updated from 7 to 10 days isolation 09.11.20 
Updated ref workshop bubbles 09.11.20. see section 3 
amendments. 
Updated on 27.01.21 reference Cleaning wipes being 
available for wiping down after each sink use & daily 
fogging taking place. (Welfare arrangements / Toilet 
and washing facilities. 
Updated 19.07.2021 to reflect the easing of 
government restriction. 
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SECTION 2 - CORONAVIRUS HEALTH, SAFETY & WELFARE POLICY 
 
 

CORONAVIRUS HEALTH AND SAFETY POLICY 
 
1. General statement  
 
GT Bunning & Sons Ltd regards the health, safety and welfare of its staff, interested parties 
and customers who may be affected by its activities as being of prime importance.  
 
It will take all reasonable steps to ensure that its activities do not put anyone at significant 
risk of injury or ill health.  
 
The purpose of this Policy is to provide clear guidance during the coronavirus pandemic 
and the steps the Company will take to limit the spread of the outbreak. 
 
This Policy applies from 23.03.2020 for such time as the directors require it to be in place. 
 
2. Legal position 
 
The Company has specific responsibilities under the Health and Safety at Work etc. Act 
1974 and the Control of Substances Hazardous to Health Regulations 2002 (as amended). 
Our employees may also be subject to action by the authorities arising under the Health 
Protection (Coronavirus) Regulations 2020. 
 
3. Management arrangements  
 
The Company recognises the risks associated with coronavirus and will take reasonable 
steps to ensure that it doesn’t put the health, safety and welfare of its staff, interested 
parties or customers at an unacceptable risk. To achieve this: 
 

• The Company will monitor and act upon the latest official guidance produced by the 
government and the World Health Organisation. The management will review and 
publish all relevant sources of guidance to the rest of the Company on a regular basis. 

• The Company will work with its suppliers and industry partners to ensure its actions are 
in line with others in order to promote best practice. 

• The Company will provide regular updates which identify the current risk levels and 
appropriate control measures. 

• All management must follow the instruction of the board and other nominated senior 
management. Failure to do so will be treated as misconduct and Company disciplinary 
procedures will be implemented. 

• All local management to ensure their staff and contractors are aware of the risks and 
what to do if they believe they have been exposed to coronavirus or may be infected. 

• Any functions which can be carried out via remote working will be considered and 
accommodated where possible. 
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Where work at our premises can continue: 
 

• The manager overseeing the cleaning of the premises will liaise with staff and/or 
contractors as applicable to ensure that appropriate routine cleaning, and where 
needed deep cleaning, arrangements are in place. 

• Notices will be displayed describing rules for use of the premises such as the use of 
hand sanitiser at entrances and social distancing measures. 

• If anyone presents themselves for work or to complete their contracted duties and 
displays signs of illness, they are to be sent home and to stay at home for at least seven 
days.  

• If a staff member reports that someone else in the household has coronavirus 
symptoms, they are to be instructed to stay at home for at least 14 days, and if they 
begin to display symptoms themselves, must stay at home for seven days from when 
the symptoms begin. 

• For functions not appropriate for homeworking other measures will be taken to ensure 
service standards are maintained as much as possible whilst maintaining social 
distancing. 

• The Company may implement staggered break times to reduce the number of staff in 
one area at a time and may permit different start and finish times where this is 
convenient. 

• Measures will be taken to enable social distancing to be maintained between staff and 
customers. 

• The management team will ensure that regular safety checks are carried out and 
recorded if the person usually in charge of various duties cannot carry them out. These 
checks include; testing alarm systems, testing emergency lighting, checking fire doors, 
checking fire extinguishers.  

 
Universal measures: 
 

• Statutory sick pay will be paid from day one instead of day four for those employees 
who need to take time off work due to coronavirus or coronavirus related self-isolation. 

• So far as practicable, managers must encourage and enforce the application of the rules 
described in the “Employee responsibilities” section below. 

• The management team will plan to ensure that health, safety and hygiene standards 
are maintained. Risk assessments will be reviewed to take account of likely changes in 
the short term, e.g. short staffing, absence of key staff, the need to evacuate premises 
temporarily and lack of materials. Where work cannot continue safely and with the 
required standard of emergency back-up, e.g. rescue arrangements, fire safety and first 
aid, the activity will be stopped until alternative health and safety arrangements can be 
put in place. 

• Where statutory examinations of premises or vehicles fall due in a period when such 
services are scarce or unavailable, the management will put in place plans consistent 
with government advice, whether that involves a permitted extension to the due date 
or, as necessary, ceasing the use of an installation, piece of equipment or vehicle until 
it can be declared safe and compliant. 

• Where all or part of a premises must be temporarily decommissioned, the management 
will put in place a plan for safely shutting down and subsequent recommissioning. 
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• The Company will review and amend our other policies as required in line with 
government guidance and temporary legislation during the pandemic. These policies 
include but are not limited to: driving policy, working from home policy, lone working 
policy. 

 
4. Employee responsibilities 
 

• All staff and contractors are to follow the government’s published guidance on hygiene. 

• If anyone believes they have symptoms of coronavirus, however mild, they are to self-
isolate for the recommended period of time. If they need clinical advice, they should 
visit NHS 111 online or call 111 if they don’t have internet access. In an emergency, they 
should call 999. In addition, they are to contact their line manager/Company contact. 

• If anyone believes they are infected, or infection is confirmed by a medical practitioner, 
they may not work or complete their contracted duties until they can confirm they no 
longer present a risk to others.  

 
Employees have a vital role to play in the prevention of coronavirus spreading in the 
workplace. To achieve this: 

• Employees must wash their hands more often than usual, for 20 seconds using soap 
and hot water, particularly after coughing, sneezing and blowing their nose, or after 
being in public areas. Hand sanitiser should be used if there is no soap and running 
water. 

• When employees cough or sneeze, they should cover their mouth and nose with a 
tissue and throw the tissue away immediately, or sneeze into the crook of their 
elbow if they do not have a tissue. They should then wash their hands or use a hand 
sanitising gel. 

• If staff feel unwell or develop symptoms at work, they should immediately inform 
their line manager who will send them home. If for any reason the individual cannot 
leave the premises immediately, they will be required to isolate themselves from 
other members of staff until they leave. 

• If staff have symptoms of coronavirus, however mild, they must stay at home and 
not leave their house for seven days (if they live alone) from when symptoms 
started. 

• If a staff member lives in a household where someone has symptoms of 
coronavirus, they must stay at home for at least 14 days, and if they begin to display 
symptoms themselves, must stay at home for 10 days from when the symptoms 
begin. 

• Staff should practice social distancing as much as possible. 

• Staff must frequently clean and disinfect objects and surfaces that are touched 
regularly, where they have been instructed to do so, using the materials supplied.  

• Where possible, employees may be asked to work from home, and they are 
expected to co-operate to make this work. If for any reason this is not possible, 
employees should discuss this with their employer to reach a sensible compromise. 

• Employees should follow government guidance at all times. 
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5. Gatherings and meetings 
 
To limit the spread of coronavirus the following steps will be taken to maximise social 
distancing: 

 

• All meetings will be carried out via video link or conference call where possible. 

• Start times and break times may be staggered to avoid overcrowding and enable 
social distancing to take place. 

• Working from home will be instigated where possible. 

• Government social distancing measures will be followed. 
 
SECTION 3 - MANAGEMENT PLAN/RISK ASSESSMENT 
 
Risk Assessment in accordance with Regulation 3 of the Management of Health and 
Safety at Work Regulations 1999. 
 
Who might be harmed: 
Persons working on the premises together with contractors and visitors to the premises. 
 
Hazards: 
Exposure and transfer of Coronavirus 
 
Date of Assessment – 14.05.20 
 
Revision Date – ongoing, formal record of revision weekly 
 
 

ACTIVITY CONTROL MEASURES 

  

Home Working When working at home is practical your health, safety and 
welfare is important, and we are conscious of the fact you need 
to have a safe working environment in terms of your 
workstation and mental health.  To achieve this we require you 
to action the following: 
 
1) To ensure your working environment is safe we expect you 

to view the HSE video on setting up your home working 
area (https://www.hse.gov.uk/msd/dse/index.htm).  
When you have viewed this please confirm to Mark Wilcox 
by email. 

Travel Arrangements Wherever possible consideration should be given to the way in 
which persons can travel safely to G T Bunning & Sons Limited’s 
premises.  This should be by either walking or cycling to the 
premises.  Where this is not possible and vehicles are used they 
should be the individual’s own vehicle for the sole unless from 
the same household.  In situations where this is not possible a 
last resort would be to use public transport. 

https://www.hse.gov.uk/msd/dse/index.htm
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Premises Access and 
Egress Arrangements 

Access to G T Bunning & Sons Limited’s premises is by entering 
through the security gate together with passing the drop-down 
barrier.  Arrangements are then that your vehicle must be 
parked.  On leaving the vehicle the first priority is to wash or 
sanitise your hands prior to carrying out any activity. This should 
be undertaken prior to using the outside clocking in machine.   

Welfare 
Arrangements 

Welfare arrangements are that staff are encouraged to use their 
own vehicles to take breaks however where persons have either 
walked or cycled to work welfare arrangements are in place. 
Any waste following the break must be either placed in the 
designated bin within the welfare facilities or placed back in 
your own carrier for disposal at home.  Arrangements are in 
place for the cleaning of the canteen arrangements following 
each break. Arrangements have been made within the welfare 
arrangements for enhanced cleaning measures of all work 
surfaces and tops.  Crockery, eating utensils, cups etc are no 
longer available within the welfare arrangements and your own 
items should be used and removed following the break.  
Drinking water is available and arrangements are in place for 
enhanced cleaning of the taps etc.  Arrangements are in place 
for deep cleaning by G T Bunning & Sons Limited’s cleaning staff 
on a daily basis. Cleaning wipes are available for wiping down 
after each sink use. The use of a fogging machine takes place on 
a daily basis. 

Toilet / Washing 
Facilities 

These facilities have an enhanced cleaning programme.  
Arrangements are in place for deep cleaning by G T Bunning & 
Sons Limited’s cleaning staff on a daily basis.  Cleaning wipes are 
available for wiping down after each sink use. The use of a 
fogging machine takes place on a daily basis. 

Delivery & Collection 
of Materials & 
Supplies 

All deliveries are delivered to the allocated point outside the 
stores area.  The allocation point is located 2-metres from the 
store entrance point and the store person will remain within the 
stores until the delivery has been completed.  Where persons 
are required to collect individual items from the stores this is by 
staff telephoning the stores with the order and the order then 
being placed for collection on the allocated table outside. 

Steelwork Deliveries Whilst materials are being unloaded or finished articles are 
loaded for despatch the social distancing rule must be observed 
together with sanitisation of the forklift controls with wipes on 
completion of the activities. In addition, a separate toilet will be 
made available for all outside visitors. 

Workshop Area Within the workshop area staff must act responsibly and aim to 
achieve a reasonable distance with adequate ventilation.  
Signage is displayed as reminder to individuals of the necessity 
of this.  

Off-Site Working Where off-site working takes place, this will be carried out by 
wherever possible operatives working in the same pairs and an 
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individual risk assessment will be carried out for the activity and 
location, taking into account, any special client requirements. 

Contractors Working 
on the Premises 

Contractors working on the premises must provide specific safe 
systems of work and risk assessments.  Once these have been 
provided and approved by Mark Wilcox work will be authorised 
to commence.  On arrival on site Mark Wilcox will provide 
induction training to all contractors on the specific requirements 
on the premises. 

Design Office Where practicable arrangements are in place for the design 
office to work from home. 

Personal Protective 
Equipment 

Personal protective equipment supplied will be maintained in a 
clean condition.  The individual needs to ensure that regular 
cleaning of the equipment takes place and any materials used 
for disinfection purposes are disposed in the appropriate 
receptacle for collection.  Arrangements are in place to 
minimise traffic in the store area by ensuring that replacement 
overalls are left at individual’s workstations. 

Offices  Within the office environment a good amount of fresh 
ventilation must be supplied. Each individual working within the 
office environment must ensure that such items as display 
screen equipment, photocopiers etc are clean or sanitised on a 
regular basis.  Arrangements are in place for office cleaning of 
such items as carpets etc on a weekly basis.  Office staff will use 
their own equipment i.e. pens etc and not share with others. 

First Aid 
Arrangements 

Qualified first aiders are available on the premises with names 
displayed in prominent positions and included as part of the 
general induction training arrangements.  Additional to the first 
aid arrangements the following has been provided to first aiders 
to enable first aid to be administered: 

1) Respiratory protection due to working closer than 2-metres while 
administering first aid/full face screen. 

2) Disposable gloves. 

3) Sanitiser. 
Managing Wellbeing Mark Wilcox, who has attended a two-day Mental Wellbeing 

course, is the individual for the organisation nominated for 
ensuring that individual’s mental wellbeing is taken into account 
and is the main point of contact in the event of any employee 
requiring assistance on work related issues or where working at 
home is taking place to provide support as necessary. 
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