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1.0 Method Statement

Project: Senseco Head Office

Reference: Coronavirus (COVID 19) - Employees & Visitors

Site Address:

Senseco Systems Ltd

6 Ambley Green, Bailey Drive
Gillingham Business Park
Gillingham

Kent

MES ONJ

Start date: 13 Aug 21
End/Review date: 08 Nov 21

Works Supervisor: All Directors’Emma Gray/Emma
Manuel/Andrea Kerrison
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1.1 Scope of works

At Senseco we provide both planned, preventative and project maintenance support to our
Clients.

We will ensure compliance with Public Health England and UK Government Guidance in relation
to the on-going easing of restrictions as the workplace resumes normality. Senseco have in
place all control measures as detailed within this Risk Assessment and these will be reviewed
regularly to ensure that the highest standards of workplace safety and hygiene are maintained.

The Directors at Senseco Systems, together with HR/Compliance and H&S continue to monitor
and implement any changes as and when required in-line with Government & PHE advice.

The majority of Employees have returned to work as normal unless there are requirements for
people to work from home. In which case, this would be encouraged and accommodated by
prior agreement with the HR/Compliance Team and Line Manager(s).

These RAM's together with an accompanying SOP (sent separately) is provided to you, (as
Employees) to show what we are doing to control any risks and provide clarity.

1.2 Coronavirus

Senseco are takes the impact of the COVID-19 pandemic extremely seriously and have
introduced a COVID-19 (Office) Safe Operating Procedure and this has most recently been
reviewed on 13 August 2021 in line with the recent easing of restrictions by the UK Government.

It is recommended that as Employee's you also read the full SOP relating to the action we are
taking to reduce the spread of the virus and how we intend to comply with PHE and UK
Government guidelines. The SOP is issued to all Employees, Visitors and any other interested
parties together with this Risk Assessment. . The Senseco COVID SOP is also made available
on the Company Website.

Both the Risk Assessment and SOP is reviewed regularly to ensure continual compliance.
These are unprecedented times for everyone and as we've seen so far, we are likely to see
more on-going changes to the way we work in the coming months.

1.3 Personnel involved in this project

If you have any concerns about returning to work, please contact either;

» Any of the Directors

+ Emma Manuel (Director of People & Compliance - Senseco Group)
* Andrea Kerrison (HR & Compliance Officer)

+ Emma Gray (H&S & Compliance Officer)

1.4 Training & Competence

All those involved in the decision making of implementing the control measures as set out in this
Risk Assessment, have taken instruction & guidance from the UK Government and are
competent in their roles within the business to ensure this happens.
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1.5 Legislation

Associated legislation:

* Health and Safety at Work Act 1974.

* Reporting of Injuries, Diseases and Dangerous Occurrence Regulations 2013.

* Provision and Use of Work Equipment Regulations 1998.

» First Aid at Work Regulations 1981.

* Personal Protective Equipment at Work Regulations 1992.

* Health and Safety (Signs and Signals) Regulations 1996.

* The Workplace (Health, Safety and Welfare) Regulations 1992.

* HM Government - Working Safely During COVID-19 in Offices and Contact Centres.

+ Coronavirus Act 2020.

* The Health Protection (Coronavirus, Restrictions) (Steps) (England) Regulations 2021

1.6 Access arrangements
Employees are now permitted to return to their roles within the Office.

Signing in procedures remain the same for anyone visiting.
Employees and Visitors are required to use hand sanitisers on arrival and departure each day.

Face coverings are optional throughout the Office.

1.7 Special permits
Not applicable for the purpose of this assessment.

1.8 Tools and equipment
Please refer to specific sections of the Risk Assessment.

1.9 Waste Management
Please refer to specific sections of the Risk Assessment.

1.10 Emergency procedures
Remain the same as usual at Head Office.

Please refer to H&S Notices within the Building. The nearest A&E is Medway Maritime Hospital
in Gillingham Kent and details of First Aiders & Fire Marshals are available on Notice Boards.
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1.11 First aid provision

First Aid boxes are available on both floors of the building and are proportionate to the number
of personnel in the Building. They are stocked with contents according to BS 8599.

Senseco has a quantity of First Aiders suitable for the size and nature of the building.

First Aid at Work Approved Code of Practice document L74; details are in the table below:

Less than 25 At least 1 appointedfirst aider

Between 25 and 50 At least 1 Emergency first aid at work

Low hazard — Offices, shops, libraries etc. ) ) )
- trained first aiders

More than 50 At least 1 First aid at work trained first
aider for every 100 persons employed

Less than 5 At least 1 appointedfirst aider
Higher hazard— Light engineering and Between 5 and 50 At least 1 Emergency first aid at work
assembly work, food processing, trained first aiders depending on the type
warehousing, extensive work with of injury which may occur

dangerous machinery or sharp

instruments, construction, chemical
manufacture etc. More than 50 At least 1 First aid at work trained first

aider for every 50 persons employed

First aiders on site guidance (Quantity)

1.12 Welfare provision
All welfare facilities are to good standards.

These include;

+ Toilets (Including female facilities where required)
» Disabled facilities

* Hand-Washing & Drying facilities

* Hand sanitisers

* Drinking water

* Arrangements for the provision of boiled water

» Lockers (for those who require them)

* Heating

* Rest facilities

* Thermometer

All welfare facilities are seen to be safe and hygienic and fit for purpose.
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1.13 Manual handling

The return to work process itself does not require any manual handling. If however manual
handling is required to move work stations etc please ensure that only suitably trained and
competent personnel are engaged to carry out these tasks.

Women Men

Shoulder height
Shoulder height
Elbow height
Elbow height
Knuckle height Knuckle height

Mid lower leg heigl

Mid lower leg height

Manual handling

Kinetic lifting methods
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Think before lifting/handling. Adopt a stable position. Get a good hold, Startin a good Keep the load close to the waist
Plan the lift The feet should be apart with one leg posture and Don‘t flex the back any with the heaviestside closest to
slightly forward to maintain balance further while lifting the body
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Place the item downand then adjust

e

Avoid twisting back or leaning sideways Keep the head up when handling, move
smoothly and do not lift or handle more
than can be easily managed

Kinetic Lifting techniques
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1.14 PPE requirements

Protective Disposable Mask Respiratory
Gloves Protection

1.15 Specific PPE requirements

Standard PPE

All standard PPE required for site work shall be provided and used at all times by Employees
and Contractors as required.

Task-Specific PPE
Not Applicable for the purpose of this assessment.
Coronavirus PPE

Employees are encouraged to use hand sanitisers and soap as provided. Employees working
on sites should follow site specific procedures and have been issued with standard PPE.

1.16 Amendments and Authorisation

In the event of any changes to UK Government Road Map to Normality, the plan will be
reviewed and re-assessed.

Relevant departments will be notified to implement the changes and all Employees will be
updated and if required, the RAMs document will be edited as necessary to reflect these
changes and re-issued.
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Senseco Systems Ltd —

Unit 6 Ambley Green, Protecting Your People, Property & Planet
Gillingham, ME8 ONJ

Telephone: 0845 644 2888
Website www.sensecosystems.com

2.0 Risk Assessment
Risk Matrix

The hazards and associated risks with this activity have been identified and given a
scored rating using semi-quantitative risk assessment methodology.

The risk assessment ratings are a subjective estimate based on the knowledge of the
assessor and identify the level of risk without controls and also the level of residual
risk once the control measures have been implemented.

To calculate risk rating, and residual risk rating you should multiply the Likelihood (1-5)
by the Potential severity of injury (1-5) as depicted below.

o o This level of risk is acceptable to the company. Proceed with caution and
Likelihood of injury 4 stop the job if anything changes.
X This level of risk is acceptable to the company if it cannot be reduced further
Severity of injury 5 following a review by an Authorised Person within the company.
= This level of risk is unacceptable and additional controls are needed to
Risk/Residual risk | 20 reduce the overall level of risk to an acceptable level.
Likelihood of injury
1 2 3 4 5
> Remote Unlikely Possible Probable Certain
S
= Negligible injury such as bruises and abrasions 5
S
> Minor Injury requiring first aid treatment 6 8 10
.*a:—;
q>_) 1-7 day absence from work injury 6 9 12
(/9]
Regulatory reportable injury, disease or event 8 12
Disability, fatality or injury to the public 5 10
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2.1 Contamination/Contraction of Coronavirus COVID-19

Hazard Description: 2.1.1 Undertaking works as Key-Workers

Person at risk: Operative performing the work, Other Site Operatives, Public, Other, Employees/

Colleagues, Cleaners, Visitors

Risk

Coronavirus (COVID-19) 4
is a respiratory illness
which can cause serious
health issues with the 3
elderly and those with
underlying health issues. =

Although a vaccination 12

programme is being
rolled out we must still be
vigilant and remember
that any vaccine is never
100% protection on it's
own.

The effects of
Coronavirus is still
around us and we need
to be cautious about the
risk of the spread of the
virus as the UK
Government (together
with Public Health
England) eases lockdown
restrictions.

With Senseco Employees
being classified as Key-
Workers and restrictions
easing, this does come
with some risks:

+ Contamination
through close
contact/working
environment (air
particles & physical
contact).

« Contamination - if an
Employee or a
member of their
family contracts (or
suspects they may
have) COVID-19.

Risk Control measures
Rating

It is still likely that there may be many changes in
how the Country responds to outbreaks and we
must closely monitor this and ensure that our day-
to-day work and the Health, Safety and Wellbeing
of our Employees and those around us remain our
priority.

This is something Senseco Systems Ltd have
taken very seriously. As advised by Public Health
England and the UK Government, we are following
their instructions carefully and updating our
Employees as/when there are changes.

Employees should feel comfortable in their work
environment and if at any time, this is not the case,
they should stop what they are doing and inform
their Line Management as soon as practicably
possible.

All Senseco Employees will be updated as and
when there is a change to Public Health England
and UK Government guidelines. This is done by
way of bulletins and by updating/issuing our SOP
and Risk Assessment regularly.

All Senseco Employees (both Office & Site-
Based), are required to adhere to Senseco's
SOP's and any site specific control measures in
when visiting Client premises.

Employees are reminded frequently to wash and/
or sanitise their hands.

Toilet facilities and kitchens are checked regularly
to ensure continuous supplies of hand-wash and
paper towels etc. Additionally Senseco provide
hand-sanitiser at Reception.

It is possible that our Employees could notice they
(or even someone they have been in close contact
with), have symptoms of COVID-19 such as a

continuous cough or a sore throat. If this happens,
they are advised to inform the Director of People &
Compliance for Senseco Group together with their
Line Management and stay at home. They should

Residual
Risk

3
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+ Lack of knowledge seek a PCR test following UK Government
and Understanding of guidance details can be found on the Government
the Virus. Website or in our SOP.

* Inadequate PPE
Issue (following
eased restrictions)

+ Lack of Social
Distancing (following
eased restrictions)

+ Lack of Personal
Hygiene — spread of
virus on hands after
coughing and/or
sneezing
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2.2 Mental Health & Wellbeing

Hazard Description: 2.2.1 Adverse Impact on the Mental Health & Wellbeing of
Employees
Person at risk: Other, Employees

Risk Risk Control measures Residual
Rating Risk
Employees in the 4 Senseco is aware that working from home can 3
"Extremely Vulnerable" have an impact on an Employees mental health
UK Government category X and can also have a considerable impact when X
OR, those who may have 1 returning to work. 1
WOTTIES or concerns - The HR/Compliance Team has worked closely with -
about returning to the .
: . home-workers throughout the Pandemic and
Office feeling isolated or .
) . 4 regular contact has been important to ensure 3
anxious about their day- e . .
smooth transitions back into the Office.
to-day work.
The working from home If any Employee feels they would like t.o discuss
. their feelings or concerns about returning to work,
measures were in place .
: they can contact Emma Manuel (Director of
for a considerable . .
. People & Compliance - Senseco Group) in
amount of time for some : . .
complete confidence. The Company will continue
of our Employees and o
to support all individuals as best they can and
some may even be .
without undue delay.
concerned about the
effects returning to work The Office is currently operating to a normal
may have on their capacity and this will continue to be monitored as/
household. For example when necessary.
if they live with
"Extremely Vulnerable"
people they may worry
about bringing the virus
home with them which
could lead to issues with
their own mental health
and wellbeing.
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2.3 Access/Egress for the Office

Hazard Description: 2.3.1 Arriving & Leaving the Building
Person at risk: Other, Employees, Visitors

Risk Risk Control measures

Rating
Passing of a number of 4 There are two entrance/exit points to the building.
Employees & Visitors at At the front and to the side where the car park is
entrance & exit points to X located.
the building which could 3 These should be utilised wherever possible.
lead to the spread of
Coronavirus. = For example, if you see the Reception area is

12 taking delivery of items, use the rear door near the

Breakout Area.

Always use the hand-sanitisers provided.

Residual
Risk

3
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2.4 Travel to/from Work

Hazard Description: 2.4.1 Employees Travelling to Work - Contamination of the Virus
Person at risk: Public, Other, Employees, Visitors, Cleaners

Risk

Employees travelling to
or from the Office using
Public Transport and or
car sharing. This could
bring them into contact
with members of the
public and others outside
of their household.

It could lead to spread
and contamination of the
virus by bringing it into
the workplace or even
into the homes of our
Employees.

Anyone who is identified
as "at risk or vulnerable"
in accordance with UK
Government/Public
Health England
Guidelines, could be
putting themselves at
further risk.

Rating

4

Risk Control measures Residual
Risk
Employees are encouraged to use their own 3
vehicle for travel to and from work. «

X

3

12

Where company vehicles are provided, they are to
be used by one employee at a time.

The restrictions placed on Public Transport initially =
are now easing and as this progresses Senseco

would remind their Employees to remain cautious.

Face Coverings are still required to be worn on

public transport and in certain public places in
accordance with UK Government Guidance.

If anyone has any concerns or feel they are
“‘Extremely Vulnerable” when travelling to/from
work, they should inform the Director of People
and Compliance - Senseco Group and their Line
Management as soon as practicably possible.

Senseco have been very accommodating allowing
Employees to work from home where possible
through the pandemic and this will always be
considered if it is the safest option and the needs
of the individual have been taken into
consideration.

Project Name: Senseco Head Office
Reference: Coronavirus (COVID 19) - Employees & Visitors

Page: 13 of 19
Date updated: 13 Aug 21



2.5 Cleaning

Hazard Description: 2.5.1 Ensuring a Clean & Safe Workplace
Person at risk: Other, Employees, Visitors, Cleaners

Risk Risk Control measures Residual
Rating Risk

Senseco are are now 4 Senseco hires the services of a professional 3
operating to a normal cleaning company who attend daily. They ensure
capacity since the recent X all communal areas are thoroughly cleaned and
ease of restrictions inline 3 replenish stocks of hand-wash, sanitisers and 3
with UK Government paper towels etc as required.

Guidance. __ Senseco ensure that there are sufficient supplies -

As we return to work, we 12 of paper towels and sanitisers in stock for the 9
need to remain cautious Cleaners to use. If anything runs low throughout
regarding the risk of the the day, the HR/Compliance and H&S Teams are
spread of the virus. on-hand to provide top-ups.

Especially now that it is
not mandatory to wear
face masks and social
distancing is more
relaxed. This means that
it is more likely for the
virus to spread outside of
the Office and for it to be
transmitted out of work,
especially if you have no
symptoms (which we are
learning is a common
occurrence).

All Employees have a responsibility to adopt and
maintain a “clean-as-you-go” approach and keep
their desk areas clean and tidy. When using
communal facilities, Employees are also required
to adopt the same approach.

We know from
information received over
the past year that the
virus can survive and
spread on hard surfaces
for up to 72 hours.

Our Cleaners are also
open to the same risks as
our Employees. They too
should be considered
when thinking about
housekeeping in general.
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2.6 Social Distancing

Hazard Description: 2.6.1 Maintaining Safe Distances when in Presence of Others
Person at risk: Other, Employees & Visitors, Cleaners

Risk Risk Control measures Residual
Rating Risk

If too many people are in 4 Employees should be mindful about social 3

one area or a small/ distancing in the workplace and consider others at

confined space, it will not X all times.

be possible practice 3 Where possible social distancing is encouraged. 3

Social Distancing.
Although this has now = =
been eased via UK
: 12 9
Government guidance,
some people may still
prefer some space
between them.

Maintaining safe
distances in the Office
could help reduce the risk
of the spread/
contamination of the virus
in the workplace and
between Employees and
their families. However, it
does rely on individuals
and their preferences in
the Office.
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2.7 Kitchen(s) and Eating Arrangements

Hazard Description: 2.7.1 Preparation & Consumption of Food & Drinks
Person at risk: Other, Employees, Visitors, Cleaners

Risk Risk Control measures Residual
Rating Risk
Congregation of people in 3 The Breakout Area and kitchens at Senseco Head 3
communal areas such as Office are now "open as usual" for Employees to
the breakout room and X take breaks, make hot drinks and to store their X
kitchen areas increasing 3 lunch in the fridges. 3
LTZ;'SK of spreading the - Although restrictions have been eased inline with -
' UK Government Guidance, it is still advised that
Crockery & cutlery which 9 Employees remain cautious in relation to the 9
is used by multiple spread of the virus. It is advisable to bring in their
persons has a higher risk own cutlery/crockery/and drinking bottles & cups
of passing on the virus. etc where possible.
This is also applicable to Employees should maintain the "clean-as-you-go"
non-essential appliances approach and are responsible for washing their
which are used by own items promptly after use. It is best practice to
multiple persons such as wipe-down shared appliances such as fridges and
microwaves. microwaves after each use. Antibacterial sprays
and wipes are widely available throughout the
Offices for such purposes.
Social distancing should be considered where
necessary - think about who else is around you
and be extra cautious around any vulnerable
person(s) or those who wish to continue wearing
face masks in the Office.
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2.8 Personal Hygiene

Hazard Description: 2.8.1 Washing & Sanitising of Hands - Personal Hygiene
Person at risk: Other, Employees & Visitors, Cleaners

Risk

Washing and sanitising
your hands has become
an essential part of
preventing the spread of
this virus.

Failure to do so could
lead to spread of the
virus within the workplace
and between colleagues
and even their families.

As we have learned from
the media, the virus can
survive on surfaces which
have been touched by
the virus for up to 72
hours.

Rating

4

X

3

12

Risk Control measures Residual
Risk
Hand sanitiser is provided within the Building and 3
is available at the sign-in point for Visitors at
Reception. X

Employees should wash their hands regularly with 3
soap and water using the facilities provided within -
the building.

Employees are responsible for their own
workstations and these should be kept clear and
free from unnecessary items which could lead to
contamination and spread of the virus.
Antibacterial spray/wipes are provided throughout
the building and can be used to wipe down desks
and other surfaces throughout the day if required.
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2.9 Passenger Lift

Hazard Description: 2.9.1 Use of Passenger Lift - Spread of Virus via Close Contact
Person at risk: Other, Employees, Visitors, Cleaners

Risk Risk
Rating

The passenger lift in the 4
building is very small and
considered to be a

confined space. 3

This could cause risk of -

the spread of the virus.
12

Control measures

The lift is used infrequently. The most common
use for it is to transport heavier/bulkier items from
floor to floor but this is not a regular activity. For
example it could be a need to take deliveries and
getting reams of paper up to the 1st floor using the
trolley.

The Cleaners ensure that the lift is cleaned to
minimise spread of the virus on surfaces.

Another reason to use the lift would be if we had a
visitor to the building with disability restrictions or if
we have pregnant women who would prefer not to
use the stairs (this is also outlined in our New &
Expectant Mothers Risk Assessment as a control
measure).

As in any normal evacuation procedure, the lift
should not be used at all.

Residual
Risk

3
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Senseco Systems Ltd —

Unit 6 Ambley Green, Protecting Your People, Property & Planet
Gillingham, ME8 ONJ

Telephone: 0845 644 2888
Website www.sensecosystems.com

Project: Senseco Head Office

By signing below, you are confirming that you are fully aware of the risk assessment findings, the method that the
work will be undertaken and the required standard of behaviour at all times while representing the company on site
during this project.

Name Job Role Signature Date

Review of the document delivered by:
Job Role:
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