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Introduction

As the UK recovers from the COVID-19 Pandemic restrictions are beginning to ease. However,
Sites/Commercial Buildings must still ensure they are doing all they can to protect all Employees, Contractors
& Sub-Contractors to minimise the risk of spread of infection.

This means as Senseco Employees (together our other associated businesses and their Employees), we have
a duty-of-care to consider your Health, Safety and Wellbeing during these times.

This guidance is intended to ensure suitable measures are in place at the Head Office located at 6 Ambley
Green to ensure a safe working environment. These measures are consistent with the UK Government, Public
Health England and the World Health Organisation recommendations. There remains a focus on social
distancing and in most public places, public transport and communal areas the wearing of face masks (albeit
a more relaxed approach). This guidance determines the level of control we expect for our Employees.

Whilst undertaking your work, the Health & Safety requirements for any work activity must not be
compromised. If certain work activities cannot be undertaken safely due to a lack of suitably qualified
personnel being available and/or social distancing being implemented, it should not take place. You would be
required to contact your Line Management immediately who will in turn, notify our HR & Compliance Team
together with the H&S Team as necessary.

It is important to remember that Emergency Services are still under great pressure and there may be delays
in their response times.

Anyone attending Head Office, should familiarise themselves with these Site Operating Procedures (SOP’s).
This not only helps protect individuals but also their colleagues, families, friends and on a larger scale, the UK
population.

If you are present at the Head Office and are aware of individuals not adhering to the control measures
set out in this procedure OR working within measures to which you feel adequately protected, you should
speak to your Line Management in the first instance. In some cases, it may be necessary to stop what you
are doing whilst measures are reviewed.

What are Coronavirus (COVID-19) Symptoms?

Any Employees, who present any of the following symptoms or who falls within the following criteria should
not attend work and should notify their Line Manager and the Director of People and Compliance for
Senseco Group.

« High Temperature — this means you feel hot to touch on your chest or back (you do not need to measure
your temperature).

«  New Continuous and/or Persistent Cough — this means coughing a lot for more than an hour, or 3 or more
coughing episodes in 24 hours (if you usually have a cough, it may be worse than usual).

* Loss or Change to Sense of Smell and/or Taste - this means you've noticed you cannot smell or taste
anything, or things smell or taste different to normal.

Upon noticing any (or all) of these symptoms, you MUST arrange for a PCR Test to be carried out and
checked at a laboratory. (NOTE: these are different to the lateral flow tests). You should then ensure that
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you and your entire household stay at home and DO NOT have any visitors until you get your negative test
result.

You should only leave home if you are attending a walk-in or drive-through test centre location or posting a
test kit back to the lab.

Only go to places like a GP Surgery, Pharmacy or Hospital if it is absolutely necessary - (check here if you are
concerned about any symptoms https://www.nhs.uk/conditions/coronavirus-covid-19/).

How do | get PCR and Lateral Flow Tests for COVID-19?
In order to obtain a PCR Test Result, you have two options. You can either;

«  Arrange for one to be sent to your home address
+  Attend a walk-in or drive-through test site (by booking an appointment).

https://www.gov.uk/get-coronavirus-test is the web-link required to obtain your test. You should not use
this service if you've received a positive PCR test result in the last 90 days, unless you develop any new
symptoms.

You must ensure you book a test as soon as possible. Test sites are open 7 days a week. You should order a
home test kit if you cannot get to a test site.

You need to get the test done in the first 8 days of having symptoms.

On days 1 to 7, you can get tested at a site or at home. If you're ordering a home test kit on day 7, do it by
3pm.

On day 8, you need to go to a test site - it’s too late to order a home test kit.

The test involves taking a swab of the inside of your nose and the back of your throat, using a long cotton
bud. You can do the swab yourself (if you are aged 12 or over), or someone can do it for you. Parents or
guardians will have to swab test children aged 11 or under.

You can also get a PCR Test if you have NO SYMPTOMS but have:

o been in contact with someone who's tested positive.

o been asked to get a test by a local council or someone from NHS Test and Trace.
e Been asked by a GP or other health professional to get a test.

e Been taking part in a government pilot project.

o Been asked to get a test to confirm a positive result.

e Received an unclear result and were told to get a second test.

e To get a test for someone you live with who has symptoms

OR you're in the National Tactical Response Group.
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If you are required to show a negative test result for any of the following, you should order Rapid Lateral
Flow Tests which can be done at home, coflected from a pharmacy, or Senseco HQ:

o For Work Requirements

e To protect vulnerable person(s) in your household

e You are going into Hospital for surgery or a procedure

¢ You have children at Nursery and/or School within your household

Lateral Flow Tests should then be recorded {by you), on the UK Government website by following the
instructions set out on the website. You will then be sent a text and email which you can use to show a
negative result for these purposes.

The link to order these is the same as the one ahove.

If you require a test for travel purposes i.e. travelling to other Countries, you must follow a different
protocol. Links for this can also be accessed via the one mentioned above.

If you have possible coronavirus symptoms, you need to get a test done as soon as possible. You need to get
the test done in the first 5 days of having symptoms.

On days 1 to 4, you can get tested at a site or at home. If you're ordering a home test kit on day 4, do so by
3pc

On day 5, you need to go to a test site. It's too late to order a home test kit.

What should you do if you fall ill at Work?

Senseco continues to have strategic plans in place which are operational at the time of this procedure being
reviewed. All Employees receive regular updates and briefings via Senior Management as/when necessary.
Therefore, shouid anyone develop any of the symptoms as described above whilst at work, they should:

«  Return home as soon as is reasonably practicable and arrange for a test to be done (if displaying the classic
Symptoms mentioned previously in this document. They should not leave the house and nor should
anyone else within the household. The only time it is permittable to leave the house is to obtain a test via
a walk-in or drive-through test location or post PCR resuits back to the lab for testing. See section above
on cbtaining PCR and Rapid Lateral Flow Tests.

»  Notify Line Management/HR Team as soon as is reasonably practicable.

+  Avoid touching anyone or any surfaces where the virus could spread and wear a face mask to ensure the
protection of others.

+  Cough or sneeze into a tissue and put it in a bin. If a tissue is not available, you should cough/sneeze into
the crook of your elbow.

You must not return to work until you have taken a test and the relevant isolation period completed. This
is currently 10 days if you have a positive result from a PCR Test.
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Traveling from/to the UK?

The UK Government is currently operating a “Traffic Light System” for travel to/from other countries. It is
important that these guidelines are followed to prevent issues on arrival/return. With some of the countries
listed, it may be necessary to quarantine so this should be taken into consideration when travelling for work
or even as a holiday. More information on specific countries can be found at
https://www.gov.uk/guidance/red-amber-and-green-list-rules-for-entering-england

From Monday 19" July 2021, you may also be required to show your COVID-19 Vaccination status (NHS COVID
Pass). However, you should also follow the entry requirements for the country you are travelling to. See
https://www.gov.uk/guidance/nhs-covid-pass and https://www.gov.uk/foreign-travel-advice for further
information. The name on your COVID Pass should match your passport so it is important to check this before
travelling.

Whilst travel to “Red” listed countries is currently very restricted (hotel quarantine packages must be
purchased in advance), “Amber” countries are becoming more accessible. If you do travel to an “Amber”
listed country, you should be aware that it’s status could change to “Red” anytime the UK Government feels
it is necessary, and this could result in difficulties getting home and guarantining etc. You will also need to
purchase COVID tests for your arrival back to the UK when returning from any “Amber” status country.

e If you are planning on travelling abroad to an “Amber” area, you should speak to your Line Manager or
the Director of People and Compliance for Senseco Group or a member of the HR Team as soon as
practicably possible, to establish what happens operationally, in your absence.

NOTE: SSP Payments would not be applicable in this scenario. Please discuss with your Line Manager, Director
of People and Compliance for Senseco Group or the HR Team who will be able to advise you in this situation
(i.e. Additional annual leave/Unpaid).

When you arrive in the UK, it is very important that you stay in your declared accommodation for 14 days. It
can take up to 14 days for you to develop coronavirus symptoms after you catch the virus and in this time you
can unknowingly pass it on to others, even if you don’t have symptoms.

The people you're staying with do not need to stay at home, unless they travelled with you.

Generally, you should check for any isolation restrictions when returning from any country. There are some
Countries which are exempt from self-isolation after return to the UK and you should check the Government
website for advice on this.
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Protecting people defined on Medical Grounds as Extremely Vulnerable

Senseco {(and their other associated business) are committed to ensuring everyone’s Health, Safety &
Wellbeing and are aware of Employees who may need extra or continued support during this time.

On 1 April 2021, the advice about shielding was put on hold. This meant people who might get very poorly
from coronavirus were told they did not need to shield anymore. The UK Government are currently on Step
4 of their Road Map to “normality”.

Those who might get very poorly from Coronavirus can now follow the same guidance as everyone else on
how to stay safe and prevent the spread.

If you are still fee! vulnerable, you can help keep yourself safe by;

e Following current UK Government/Public Health England and World Health Organisation guidance at all
times,

e Speak with your Line Manager or HR if you have concerns about returning to work and being around
others.

e Limit the number of people you socialise with and be aware of different environments around you.

e Ensure you receive your vaccinations (they are thought to help reduce the spread of germs and virus’
although scientist are currently looking into how effective the vaccines are for those with low immunity).
The decision to have this is completely up to the individual and individual circumstances.

e From September 2021 the Government hopes to introduce a “Booster Programme” alongside the issue
of Flu-Jabs to help to fight against new versions of coronavirus and to protect those most at risk of
getting very poorly from coronavirus before winter. If you feel this would benefit you, speak to your GP.

e Continue to wash your hands carefully and more frequently than usual and that you maintain thorough
cleaning of frequently touched areas in your home and/or workspace.

e Continue to wear your face mask when around others.

More information can be found on the UK Government website.

Visitors to the Office

Visitors are permitted to the Office premises as restrictions begin to ease. Any Visitors attending Senseco
Head Office will have their temperature taken with a (non-contact) head thermometer. This will be done by
a member of the HR/Compliance Team upon entry to Reception. The following process should be adhered to
when welcoming a Visitor to the Office:

¢ Upon arrival, please notify your Visitor that they must wait outside for a member of the HR/Compliance
Team to come and take their temperature.

e Notify the HR/Compliance Team that there is a Visitor who requires a temperature check.

e Notify the person that is being visited that their Visitor has arrived.

e \Visitors must sanitise their hands in the presence of a HR/Compliance Team member.

e Visitors are supported should they choose to wear a face mask whilst in the building or at any time during
their visit,
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Any visitor to head office who refuses to have their temperature checked will NOT be permitted into the
premises under any circumstances.

Deliveries to the Office

Colleagues receiving deliveries do not need to check temperatures if the delivery period is less than 15
minutes.

The delivery driver together with the person receiving the delivery, must use the hand sanitiser provided in
Reception.

Wearing of face masks is optional whilst receiving deliveries.

Why is it important to Wash your Hands?

The virus can spread easily if it makes contact with your hands and can contaminate anything you touch. The
most effective way of getting rid of it from your hands (we are told), is by using soap and water regularly.
Where this is not possible, sanitisers are also a good alternative.

Therefore, you should ensure these basic procedures are in place wherever possible:
*  Provisions for handwashing/sanitising.

* Soap and fresh water should be readily available (as a minimum as part of welfare facilities). Soap should
be topped-up regularly.

* Hand sanitisers provided should be topped up regularly.
* Senseco will regularly clean the hand-washing facilities.

« Senseco will provide suitable and sufficient rubbish bins for hand towels with regular disposal. Disposal
will be in accordance with the buildings waste procedures.

Toilet Facilities

Senseco are now operating to normal capacity since restrictions have eased. In some cases, there may be a
need for few Employees to work from home where necessary and this will have been agreed with their Line
Management.

The Head Office toilet facilities are clean and well looked after as the cleaner attends regular and at the same
time, tops up any supplies of soaps and paper towels.

Breakout Area & Eating Arrangements

Senseco Head Office kitchen facilities are low risk and cleaned by a professional cleaner regularly. However, w
we expect all Employees to ensure they leave these areas clean and tidy after use.

The ground-floor breakout area can now be used for eating and taking breaks and we ask that Employees:
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Think of others and respect those who still wish to maintain social distancing and wearing face masks.

Ensure they use hand-washing facilities or hand sanitiser, before eating and entering and leaving the
area. Hand-wash is provided in both kitchens within the building, together with paper towels for drying
hands.

Consider bringing pre-prepared meals and refillable drinking bottles from home. This will help reduce
the risk of the spread of the virus.

Consider using their own crockery, eating utensils and cups etc. This will again help to reduce the risk of
the spread of the virus.

Clean up after themselves and ensure tables are sufficiently cleaned between each use. This includes
putting all rubbish in the bins provided.

Meetings

Since restrictions have eased, meetings are permitted to take place within the building. This does NOT mean
that we no longer should be cautious. It is advised that:

Meeting Rooms should be well ventilated with windows opened to allow fresh air circulation.
Consideration be given to holding meetings in open areas where possible.

Consideration be given to virtual meetings where possible, especially if the meetings involve Visitors.
Views of all Employees/Colleagues are respected. Although it is no longer mandatory for face coverings
to be worn, some colleagues may prefer to wear them and continue to practice social distancing
measures.

Cleaning

Senseco Head Office is cleaned regularly, and enhanced cleaning procedures are in place. Particularly in
communal areas and at touch points including:

®

-]

Taps/washing facilities

Toiiet flushes, seats, door handles and push plates
Handrails on staircases and corridors

Lift controls

Machinery and equipment controls

Food preparation and eating surfaces

Employees working at their own designated desks are still expected to regularly clean their own desk
spaces/equipment. Sanitising wipes/sprays and paper towels/rolls are readily available throughout the
building. You must not assume that someone has not sat at your desk, even just temporarily.

Please ensure you focus on:

L)

Telephone equipment
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s Desk space
¢ Keyhoards, photocopiers, and any other office equipment you may use

PPE

There are currently no specific requirements for Employees to wear face masks whilst at work in the Office.

If there are any concerns around any working procedures during the COVID-19 outbreak, Employees are
encouraged to contact a member of the HR or H&S Team.

Director of People & Compliance - H&S and Compliance Officer

Senseco Group
For and on behalf of:

Senseco Systems Ltd
Unit 6, Ambley Green
Gillingham Business Park, Gillingham
Kent MES ON)
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