
 

1 | P a g e  
 

Working safely during COVID-19 in offices and contact centres 

 

COVID-19 Secure Guidance Compliance Survey 
 
For 
Offices and Common Areas 
Academy House, 36 Poland Street, London, W1F 7LU 
 
Prepared by 
St James Property Solutions Ltd.  
for and on behalf of Ms Jade Maxwell 
 
On 
11 August 2020 
 
Survey carried out by 
Henry Penn, Director of St James Property Solutions Ltd. 

A member of Institute of Workplace and Facilities Management 
 



 

2 | P a g e  
 

Contents 
 
Introduction to COVID-19 Secure     03   
   
COVID-19 Secure on Managing Risk    04 
 
COVID-19 Secure Compliance 23 July 2020 Edition  06 
 
Appendix 1        11 
 
Appendix 2        12 
 
Appendix 3        13 
 
Appendix 4        15 
 
Appendix 5        16 
 
Appendix Definitions      17 
 
Conclusion        18 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

3 | P a g e  
 

Introduction to COVID-19 Secure 
 
The UK is currently experiencing a public health emergency as a result of the COVID 
19 pandemic. It is critical that employers, employees and the self-employed take 
steps to keep everyone safe. This document is to help employers, employees and 
the self-employed in the UK understand how to work safely during this pandemic, 
ensuring as many people as possible comply with social distancing guidelines (2m 
apart, or 1m with risk mitigation where 2m is not viable, is acceptable). We hope it 
gives you freedom within a practical framework to think about what you need to do to 
continue, or restart, operations during the COVID 19 pandemic. We understand how 
important it is that you can work safely and support your workers’ and visitors' health 
and wellbeing during the COVID 19 pandemic and not contribute to the spread of the 
virus. We know that most office workers are not currently in the workplace, we hope 
this document will help those who are already working because they cannot work 
from home, as well as help other people think about how to prepare for when office 
working returns. The government is clear that workers should not be forced into an 
unsafe workplace and the health and safety of workers and visitors, and public 
health, should not be put at risk. 
 
We expect that this document will be updated over time. This version is up to date as 
of 23 July 2020. You can check for updates at www.gov.uk/workingsafely. 
 
This document sets out guidance on how to open workplaces safely while minimising 
the risk of spreading COVID 19. It gives practical considerations of how this can be 
applied in the workplace. 
 
Each business will need to translate this into the specific actions it needs to take, 
depending on the nature of their business, including the size and type of business, 
how it is organised, operated, managed and regulated. They will also need to 
monitor these measures to make sure they continue to protect visitors and workers. 
This guidance does not supersede any legal obligations relating to health and safety, 
employment or equalities and it is important that as a business or an employer you 
continue to comply with your existing obligations, including those relating to 
individuals with protected characteristics. It contains non statutory guidance to take 
into account when complying with these existing obligations. When considering how 
to apply this guidance, take into account agency workers, contractors and other 
people, as well as your employees. 
 
COVID-19 is a public health emergency. Everyone needs to assess and manage the 
risks of COVID-19, and in particular businesses should consider the risks to their 
workers and visitors. As an employer, you also have a legal responsibility to protect 
workers and others from risk to their health and safety. This means you need to think 
about the risks they face and do everything reasonably practicable to minimise them, 
recognising you cannot completely eliminate the risk of COVID-19. 
 
 
 
 
 
 

http://www.gov.uk/workingsafely
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COVID-19 Secure on Managing Risk 
 
Objective: 
To reduce risk to the lowest reasonably practicable level by taking preventative 
measures, in order of priority. 
 
Employers have a duty to reduce workplace risk to the lowest reasonably practicable 
level by taking preventative measures. Employers must work with any other 
employers or contractors sharing the workplace so that everybody's health and 
safety is protected. In the context of COVID 19 this means protecting the health and 
safety of your workers and visitors by working through these steps in order: 
 

➢ Ensuring both workers and visitors who feel unwell stay at home and do not 
attend the premise. 

 
➢ In every workplace, increasing the frequency of handwashing and surface 

cleaning. 
 

➢ Businesses and workplaces should make every reasonable effort to ensure 
their employees can work safely. From 1st August, this may be working from 
home, or within the workplace if COVID 19 Secure guidelines are followed 
closely. When in the workplace, everyone should make every reasonable 
effort to comply with the social distancing guidelines set out by the 
government (2m, or 1m with risk mitigation where 2m is not viable is 
acceptable). 

 
➢ Where the social distancing guidelines cannot be followed in full, in relation to 

a particular activity, businesses should consider whether that activity can be 
redesigned to maintain a 2m distance or 1m with risk mitigations where 2m is 
not viable. 

 
➢ Further mitigating actions include: 

❖ Further increasing the frequency of hand washing and surface cleaning. 
❖ Keeping the activity time involved as short as possible. 
❖ Using screens or barriers to separate people from each other. 
❖ Using back to back or side to side working (rather than face to face) 

whenever possible. 
❖ Reducing the number of people each person has contact with by using 

‘fixed teams or partnering’ (so each person works with only a few others). 
 

➢ Where the social distancing guidelines cannot be followed in full, even 
through redesigning a particular activity, businesses should consider whether 
that activity needs to continue for the business to operate, and if so, take all 
the mitigating actions possible to reduce the risk of transmission between their 
staff. 

 
➢ You should ensure that steps are taken to avoid people needing to unduly 

raise their voices to each other. This includes, but is not limited to, refraining 
from playing music or broadcasts that may encourage shouting, including if 
played at a volume that makes normal conversation difficult. This is because 
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of the potential for increased risk of transmission, particularly from aerosol 
transmission. We will develop further guidance, based on scientific evidence, 
to enable these activities as soon as possible. 

 
➢ Finally, if people must work face to face for a sustained period with more than 

a small group of fixed partners, then you will need to assess whether the 
activity can safely go ahead. No one is obliged to work in an unsafe work 
environment. 

 
➢ In your assessment you should have particular regard to whether the people 

doing the work are especially vulnerable to COVID-19. 
 
It is against the law to gather in groups of more than 30 people in private homes 
(including gardens and other outdoor spaces). Businesses following COVID-19 
Secure guidelines can host groups of more than 30 people indoors. Events in public 
outdoor spaces that are organised by businesses, charitable or political 
organisations, and public bodies, can host more than 30 people provided they take 
reasonable steps to mitigate the risk of transmission, in line with COVID 19 Secure 
guidance and including completion of a risk assessment. Any other gathering in an 
outdoor space must not be any larger than 30 people. 
 
The recommendations in the rest of this document are ones you must consider as 
you go through this process. You could also consider any advice that has been 
produced specifically for your sector, for example by trade associations or trades 
unions. 
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Please refer the attached spreadsheet for clearer reading on the above survey. 
 

COVID-19 Secure 
Compliance Survey (Academy House).xlsx
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Appendix 1 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Introducing one-way flow at entry 

and exit points.  

The flow should be the normal 

entrance into the reception and 

introduce a one way only to the lifts 

for the offices and the canteen. 

On exiting the building, the route is 

via the stair into ground floor corridor 

then returning to the reception area 

via the exit door next to the main 

electrical sliding doors.   

The general directional flow is 

clockwise vertically. Stair 1 is for 

descending and stair 2 is for 

ascending. 
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Appendix 2 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Attached photographs demonstrated that the below are completed “Providing 

handwashing facilities, or hand sanitiser where not possible, at entry/exit points and not 

using touch-based security devices such as keypads”. 
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Appendix 3 
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The above floor plans are for the surveying of 6th, 5th, 4th, 3rd & ground floor as well as 

basement. The one-way directional flow is clockwise vertically. Stair 1 is for descending and stair 

2 is for ascending. The basement corridor is narrow and shared with retail staff for goods and 

people movement. Cooperation and coordination are required to minimise congestion. 
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Appendix 4 
 

 

 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Using floor tape or paint to mark areas to help workers keep to a 2m 

distance. Only where it is not possible to move workstations further apart, 

using screens to separate people from each other. 

These actions are mostly completed. Further markings may be needed for 

avoidance of doubt and send a clear message to staff and visitors on social 

distancing. 
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Appendix 5 
 

 

 

 
 

 
 
 
 

For areas where regular meetings take place, using floor signage to help people maintain social 

distancing. 

This is not practical due to the small size of most meeting rooms as shown in the attached 

photographs. A “do not use” sign may be a more effective solution to restrict the number of 

meeting room users. 
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Appendix Definitions 
 

Common Areas The term ‘common area’ refers to areas 
and amenities which are provided for 
the common use of more than one 
person including canteens, reception 
areas, meeting rooms, areas of worship, 
toilets, gardens, fire escapes, kitchens, 
fitness facilities, storerooms, laundry 
facilities. 

Support Bubbles The term ‘support bubble’ refers to 
single adult households, where adults 
live alone or with dependent children 
only, expanding their support network 
so that it includes one other household 
of any size.  

Clinically extremely vulnerable Clinically extremely vulnerable people 
will have received a letter telling them 
they are in this group or will have been 
told by their GP.  

Clinically vulnerable people Clinically vulnerable people include 
those aged 70 or over and those with 
some underlying health conditions, all 
members of this group are listed in the 
‘clinically vulnerable’ section. 
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Conclusion 
 
Academy House is partially compliance with COVID-19 Secure guidance for 
employers, employees and the self-employed. 
 
Priority should be given to ventilation which objective is to use ventilation to mitigate 
the transmission risk of COVID-19. Ventilation into the building should be optimised 
to ensure a fresh air supply is provided to all areas of the facility and increased 
wherever possible. Ventilation systems should provide an adequate supply of fresh 
air. 
 
Moving around buildings and worksites which objective is to maintain social 
distancing wherever possible while people travel through the workplace with the 
introduction of more one-way flow through buildings. The general directional flow is 
clockwise vertically. Stair 1 is for descending and stair 2 is for ascending. 
 
For people who work in one place, workstations should allow them to maintain social 
distancing wherever possible by using screens to separate people from each other. 
The installation is largely completed. Meeting rooms should be considered for similar 
installation or using “do not use” sign to manage occupancy levels to enable social 
distancing.  
 
Common areas and appropriate signage to restrict access when social distancing is 
not possible / practical. The below are photographic examples provided by COVID-
19 Secure Guidance. 
 

 


