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 INTRODUCTION  

This risk assessment has been developed based on UK Governments’ ‘Guidance for employers, 

employees and the self-employed’. 

 PRIORITY ACTIONS TO TAKE 

• Complete a COVID-19 risk assessment. Share it with all your staff.  

• Clean more often. Increase how often you clean surfaces, especially those that are being 

touched a lot. Ask your staff and your visitors to use hand sanitiser and wash their hands 

frequently. 

• Remind your visitors to wear face coverings where required to do so by law. That is 

especially important if your visitors are likely to be around people they do not normally meet. 

Some exemptions apply.  

• Make sure everyone is social distancing. Make it easy for everyone to do so by putting 

up signs or introducing a one-way system that your staff and visitors can follow. 

• Consider ventilation. This document refers to HSE and CIBSE guidance 

• Take part in NHS Test and Trace by keeping a record of all staff and contractors for 21 

days. Check ‘Maintaining records of staff, customers and visitors to support NHS Test and 

Trace’ for details. 

• Turn people with coronavirus symptoms away. If a staff member (or someone in their 

household) or a visitor has a persistent cough, a high temperature or has lost their sense of 

taste or smell, they should be isolating. Employers must not require someone who is being 

required to self-isolate to come to work. Any employer asking an employee to break self-

isolation to work is committing an offence. 

• Consider the mental health and wellbeing aspects of COVID-19 for yourself and 

others. The government has published guidance on the mental health and wellbeing aspects of 

coronavirus (COVID-19) 

• Design your production processes to minimise risk as far as possible. Reduce the 

number of people involved in processes like auditions. Use teams, groups or partnering to 

reduce the number of people individuals have contact with, particularly where social 

distancing may be impractical. 

• Take proactive steps to encourage audiences to support the safety of the event. 

Discourage activities which could increase aerosol transmission (such as shouting, chanting 

and singing along), clearly communicate that individuals who should be isolating should not 

attend, and provide information on how the event will run. 

• Limit audience numbers and manage capacity to allow for social distancing. Limit 

the number of guests in line with capacity limits and reduce capacity further where needed to 

allow for social distancing to be maintained and adequate ventilation to be provided. 

• Make sure you are familiar with the 7 Inclusive Principles for Arts & Cultural 

Organisations, a resource produced by the arts sector which offers practical guidance to 

arts and cultural organisations to support disabled artists, audiences, visitors, participants and 

employees. 

 

https://www.gov.uk/guidance/maintaining-records-of-staff-customers-and-visitors-to-support-nhs-test-and-trace
https://www.gov.uk/guidance/maintaining-records-of-staff-customers-and-visitors-to-support-nhs-test-and-trace
https://www.gov.uk/government/publications/covid-19-guidance-for-the-public-on-mental-health-and-wellbeing/guidance-for-the-public-on-the-mental-health-and-wellbeing-aspects-of-coronavirus-covid-19
https://www.gov.uk/government/publications/covid-19-guidance-for-the-public-on-mental-health-and-wellbeing/guidance-for-the-public-on-the-mental-health-and-wellbeing-aspects-of-coronavirus-covid-19
http://www.attitudeiseverything.org.uk/news/7-inclusive-principles-for-the-arts-published
http://www.attitudeiseverything.org.uk/news/7-inclusive-principles-for-the-arts-published
http://www.attitudeiseverything.org.uk/news/7-inclusive-principles-for-the-arts-published
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APPENDIX 1 Risk assessment  

Risk assessment for Working Safely during COVID-19 – Performing Arts  

Guidance for people who work in performing arts, including arts organisations, venue operators and participants dated 11 May 2020 and updated 18 May 2021 

 

 

Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

 1. Who should go to work? 

R1 Coronavirus  

(COVID-19) 

(CV19) 

 

Someone 

entering the 

workplace 

with CV19 

Employees, contractors, 

visitors 

The workplace is open in line 

with Government guidance, 

but someone enters the 

workplace with CV19 and 

passes the virus on to 

employees, who in turn pass 

CV19 onto family members 

Employers should ensure workplaces are safe 

whilst also enabling working from home. 

       

Do staff work from home where practical and possible?             

Is there a phased return to performing arts  plan for the 

minimum number of people needed on site to operate 

safely and effectively? 

    Stage One - Rehearsal and 

training (no audiences) and  

Stage Two - Performances 

for broadcast and recording 

purposes 

  

Premises  Abbey Road Studios, 3-5 Abbey Road London NW8 9AY  

Prepared by (print) Ray Horsburgh Prepared by (sign) 

 

Position 
H&S Consultant 

EDP H, S & E Consultants 
Date 08 June 2021 

Authorised by (print) Isabel Garvey Authorised by (sign)  Position 
Managing Director, Abbey 

Road Studios 
Date  
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

and those they come into 

contact with. 
Do you monitor the mental and physical wellbeing of 

people who are working from home? 

    Regular contact between 

managers and employees 

  

Are you keeping in touch with off-site workers?     See previous   

Are you providing software and equipment for people to 

work at home safely? 

    Where requested   

To support those who are at higher risk of 

infection and/or an adverse outcome if infected. 

The Public Health England report Disparities in 

the risk and outcomes of COVID-19 shows that 

some groups of people may be at more risk of 

being infected and/or an adverse outcome if 

infected. 

The higher-risk groups include those who: 

• are older males (70 +) 

• have a high body mass index (BMI) 30+ is 

considered obese 

• have health conditions such as diabetes 

• are from some Black, Asian or minority 

ethnic (BAME) backgrounds 

You should consider this in your risk assessment. 

       

Are you providing support for workers around mental 

and physical health and wellbeing, particularly if they 

require to be ‘shielded’? 

    Case by case basis   

https://www.gov.uk/government/publications/covid-19-review-of-disparities-in-risks-and-outcomes
https://www.gov.uk/government/publications/covid-19-review-of-disparities-in-risks-and-outcomes
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

Are you discussing safest possible roles for clinically 

extremely vulnerable workers who are returning to the 

workplace? 

    Case by case basis   

To make sure individuals who are advised to stay 

at home under existing government guidance do 

not physically come to work 

       

Are you enabling workers to work from home while self-

isolating if appropriate? See current guidance for 

employees and employers relating to statutory sick pay 

due to COVID-19. See guidance for people who have 

symptoms and those who live with others who have 

symptoms. 

    Essential only required to go 

in to studios 

  

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. 

       

Are you:        

Increasing the existing ventilation rate by adjusting the 

fan speed. 

    100% fresh air studios   

Operating the ventilation system when there are people 

in the building. 

            

https://www.gov.uk/statutory-sick-pay
https://www.gov.uk/employers-sick-pay
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection


 

 

 

Working Safely during COVID-19  │  Abbey Road Studios  7 

Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

Monitoring and managing filters in accordance with 

manufacturer instructions. 

       

Keeping doors and windows open if possible.        

To treat everyone in your workplace equally        

Is there an understanding and taking into account the 

particular circumstances of those with different 

protected characteristics? 

    For employees and 

visitors/clients. 

Pre-registration form  – 

includes persons with specific 

needs. 

  

Are you involving and communicating appropriately with 

workers whose protected characteristics might either 

expose them to a different degree of risk? 

    For employees and 

visitors/clients 

  

Are you considering whether you need to put in place 

any particular measures or adjustments to take account 

of your duties under the equality’s legislation? 

    For employees and 

visitors/clients 

  

Are you making reasonable adjustments to avoid disabled 

workers being put at a disadvantage and assessing the 

health and safety risks for new or expectant mothers? 

    For employees and 

visitors/clients 

  

Are you making sure that the steps you take do not have 

an unjustifiable negative impact on some groups 

compared to others, for example, those with caring 

responsibilities or those with religious commitments? 

 

 

    For employees and 

visitors/clients 
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

 2. Social distancing at work 

R2 Coronavirus  

(COVID-19) 

(CV19) 

 

Employees, contractors, 

visitors 

 

To maintain 2m distance or 1m with risk 

mitigations where 2m is not viable, including 

while arriving at and departing from work, while 

in work and when travelling between sites. 

       

Are the planned workplace activities operationally 

necessary? 

    Minimal staff levels for the 

running of the studios 

  

Are you:        

Staggering arrival and departure times at work to reduce 

crowding into and out of the workplace? 

    Liaison required with large 

groups. Options assessed 

case-by-case for 

waiting/queuing. 

  

Providing additional parking or facilities such as bike-

racks to help people walk, run, or cycle to work where 

possible? 

    Additional nearby NCP 

parking available and additional 

cycle rack installed. 

  

Reducing congestion, for example, by having more entry 

points to the workplace? 

    Not practical   

Providing storage for workers for clothes and bags?        

Using markings and introducing one-way flow at entry 

and exit points? 

       

Providing handwashing facilities, or hand sanitiser where 

not possible, at entry/exit points and not using touch-

based security devices such as keypads? 

       



 

 

 

Working Safely during COVID-19  │  Abbey Road Studios  9 

Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

Defining process alternatives for entry/exit points where 

appropriate, e.g., deactivating turnstiles requiring pass 

checks in favour of showing a pass to security personnel 

at a distance? 

    An online access process 

starts with online process and 

supported by staffed reception 

control  

  

Reviewing the fire risk assessment for the premises to 

ensure no additional CV19 measures have impacted 

means of escape? 

    Fire risk assessment was 

carried out in Feb 2021 

  

  To maintain social distancing between individuals 

when they are at their workstations.  

       

Are you managing occupancy levels to enable social 

distancing; reviewed layouts and processes to allow 

people to work further apart from each other? 

    Reduced capacity levels in 

place throughout the studios..  

Monitor compliance 

  

Are you using floor tape or paint to mark areas to help 

workers keep to  social distancing guidelines (2m, or 1m 

with risk mitigation where 2m is not viable, is 

acceptable). 

    Social distancing signage in 

corridors. 

Monitor compliance 

  

Where it is not possible to move workstations further 

apart, are you arranging people to work side by side or 

facing a way from each other? 

    Management procedures are 

in place to avoid the use of 

hot-desks and shared 

workstations and equipment.. 

Monitor compliance 

  

If the above is not possible, are you using screens to 

separate people from each other? 

    Additional screens for the 

recording spaces have been 

purchased and are in use.. 

Strict cleaning regime in place 

and communicated 
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

Are you avoiding use of hot desks and ‘collaboration’ 

spaces and, where not possible, e.g., call centres or 

training facilities, frequently cleaning workstations 

between different occupants including shared equipment? 

    Management procedures are 

in place to avoid the use of 

hot-desks and shared 

workstations and equipment.  

Monitor compliance. 

  

To reduce transmission due to face-to-face 

meetings and maintain social distancing in 

meetings. 

    23 July 2020 updated 

Guidance  –  

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. 

  

  Are you:        
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

Exclusively using remote working tools to avoid person-

to-person meetings? (If ‘Yes’ answer the following NA) 

    Small on site meetings 

required 

  

Ensuring only absolutely necessary participants should 

physically attend meetings and should maintain social 

distancing guidelines (2m, or 1m with risk mitigation 

where 2m is not viable, is acceptable). 

       

Avoiding transmission during meetings, e.g., avoiding 

sharing pens and other objects? 

       

Providing hand sanitiser in meeting rooms?      Hand sanitisers are available 

throughout 

  

Holding meetings outdoors or in well-ventilated rooms 

whenever possible? 

    On site operational meetings – 

outside where practical 

  

For areas where regular meetings take place, are you 

using floor signage to help people maintain social 

distancing. 

    While meeting rooms are 

closed, small meetings take 

place in larger spaces i.e. 

studio areas 

  

To maintain social distancing while using 

common areas. 

       

Are you:        

Working collaboratively with landlords and other tenants 

in multi-tenant sites/buildings to ensure consistency 

across common areas?  

    Abbey Road Studios own 

property 

  

Staggering break times to reduce pressure on break 

rooms or canteens and using safe outside areas for 

breaks? 

    No set break times and café 

open (09:30 – 22:00) 
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

Creating additional space by using other parts of the 

demise that have been freed up by remote working? 

    Not practical   

Installing screens to protect staff in receptions or similar 

areas? 

    Screens in place in reception 

and in office space 

  

Providing packaged meals or similar to avoid fully 

opening staff canteens? 

    Café is open and selling 

packaged food and drinks 

  

Encouraging workers to bring their own food and eat at 

their allocated desk? 

    See above   

Reconfiguring seating/tables to maintain spacing and 

reduce face-to-face interactions? 

       

Encouraging staff to remain on-site and, when not 

possible, maintaining social distancing while off-site? 

       

Regulating use of locker rooms, changing areas and other 

facility areas e.g., photocopying to reduce concurrent 

usage? 

       

Encouraging storage of personal items and clothing in 

personal storage spaces/lockers? 

To prioritise safety during incidents  

       

  Has the First Aid Needs Assessment been reviewed 

taking lower staff numbers in the office into account?  

    Security personnel are trained 

first aiders. Medic/COVID 

trained nurse being requested 

for large numbers/case by case 

basis.  

Monitor for effectiveness. 
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

The following are not to be answered - 

In a fire or accident emergency people do not have to 

stay 2m apart if it would be unsafe. 

People involved in the provision of assistance to others 

should pay particular attention to sanitation measures 

immediately afterwards including washing hands.  

For guidance relevant to first aid trained volunteers see 

Appendix 2 at the end of this risk assessment.  

       

 3. Managing customers, visitors & contractors 

R3 Coronavirus  

(COVID-19) 

(CV19) 

Employees, contractors, 

visitors 

To minimise the number of unnecessary visits to 

offices. 

       

Are you encouraging remote connection/working where 

this is an option? 

    See Section 2   

Where site visits are required, site guidance on social 

distancing and hygiene is explained to visitors on or 

before arrival?  

    Visitor Management 

Programme in place  

  

Are you:        

Limiting the number of visitors at any one time?      Reduced room capacities in all 

studios 

  

Limiting visitor times to a specific time window and 

restricting access to required visitors only? 

    With the exception of studio 

users/employees/contractors 

there are no visitors 

permitted 
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

Determining if schedules for essential services and 

contractor visits can be revised e.g., carrying out services 

at night.  

    Work is scheduled in 

accordance with studio 

requirements 

  

Maintaining a record of all visitors, if this is practical? This 

will assist the NHS Test & Trace system in the event of a 

perceived CV19 outbreak in the company’s demise. 

    Reception records   

Revising visitor arrangements e.g., where someone 

physically signs in with the same pen in receptions? 

    Reception processes revised 

to enable no contact with 

shared items/surfaces  

  

To make sure people understand what they need 

to do to maintain safety. 

       

Are you:        

Establishing host responsibilities relating to COVID-19 

and providing any necessary training for people who act 

as hosts for visitors? 

       

Reviewing entry and exit routes for visitors and 

contractors to minimise contact with other people? 

    Not practical   

Coordinating and working collaboratively with landlords 

and other tenants in multi-tenant sites? 

    Abbey Road Studios own the 

buildings 

  

 4. Cleaning the workplace 

R4 Coronavirus  Employees, 

contractors, visitors 

To make sure that any site or location that has 

been closed or partially operated is clean and 

ready to restart, including:  
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

(COVID-19) 

(CV19) 

 

An assessment for all sites, or parts of sites, that 

have been closed, before restarting work; 

Carrying out cleaning procedures and providing 

hand sanitiser before restarting work.  

Are you checking whether you need to service or adjust 

ventilation systems, for example, so that they do not 

automatically reduce ventilation levels due to lower than 

normal occupancy levels?  

    The building services have 

been maintained during 

closure period. 

  

Have you sought advice from your heating ventilation 

and air conditioning (HVAC) engineers or advisers on 

actions required?  

    The building services have 

been maintained during 

closure period. 

  

Have you considered your Legionella Risk Assessment 

and Action Plan e.g., has the building been kept 

operational OR is there a requirement for remedial 

actions to have the water supply system retested and 

flushed through? 

    The building services have 

been maintained during 

closure period. 

  

Are you:        

Opening windows and doors frequently to encourage 

ventilation, where possible? 

       

Asking cleaning contactors to provide risk assessments 

and material safety data sheets for new hazardous 

substances to be stored on your premises? 

       

Keeping the workplace clean        

Are you:        
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

Frequently cleaning of work areas and equipment 

between uses, using your usual cleaning products.  

    Frequency of cleaning 

programme and on-site 

availability of cleaners has 

been re-assessed. 

  

Frequently cleaning of objects and surfaces that are 

touched regularly, such as door handles and keyboards, 

and making sure there are adequate disposal 

arrangements.  

    See above and studios deep 

cleaned between sessions 

Ensure legal waste 

management requirements 

continue to be complied with 

  

Clearing workspaces and removing waste and belongings 

from the work area at the end of a shift.  

    Predominant work areas are 

the studios. 

  

Limiting or restricting use of high-touch items and 

equipment, for example, printers or whiteboards.  

    Microphones and other high 

contact studio equipment to 

be wiped down between use. 

Monitor compliance 

  

If you are cleaning after a known or suspected case 

ofCOVID-19 then you should refer to the specific 

guidance 

    Guidance will be followed – 

communicate guidance to 

cleaning contractors as 

required 

  

To help everyone keep good hygiene through the 

working day. 

       

Are you:        

Using signs and posters to build awareness of good 

handwashing technique, the need to increase 

handwashing frequency, avoid touching your face and to 

       

https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

cough or sneeze into a tissue which is binned safely, or 

into your arm if a tissue is not available?  

Providing regular reminders and signage to maintain 

personal hygiene standards? 

       

Providing hand sanitiser in multiple locations in addition 

to washrooms? 

       

Setting clear use and cleaning guidance for toilets to 

ensure they are kept clean and social distancing is 

achieved as much as possible?  

       

Enhancing cleaning schedule for busy areas?      High touch points such as 

door handles regularly cleaned 

  

Are you providing extra non recycling bins for workers 

and visitors to dispose of single use face coverings and 

PPE. You should refer to guidance for information on 

how to dispose of personal or business waste, including 

face coverings and PPE. 

    Suitable PPE waste bins in 

place 

  

Where possible, providing paper towels as an alternative 

to hand dryers in handwashing facilities? 

    Not practical   

To minimise the risk of transmission in changing 

rooms and showers (if provided or open – if not 

answer NA to all). 

       

Where shower and changing facilities are required, 

setting clear use and cleaning guidance for showers, 

lockers and changing rooms to ensure they are kept 

clean and clear of personal items and that social 

distancing is achieved as much as possible.  

    Shower facilities and changing 

area closed 

  

https://www.gov.uk/guidance/coronavirus-covid-19-disposing-of-waste
https://www.gov.uk/guidance/coronavirus-covid-19-disposing-of-waste
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

Introducing enhanced cleaning of all facilities regularly 

during the day and at the end of the day. 

    Shower facilities and changing 

area closed 

  

To reduce transmission through contact with 

objects that come into the workplace and 

vehicles at the premises. 

       

Are there:        

Cleaning procedures for goods and merchandise entering 

the premises? 

    Managed at the reception area   

Cleaning procedures for vehicles (if your company 

vehicles)? 

 

       

Are you:        

Introducing greater handwashing and handwashing 

facilities for workers handling goods and merchandise 

and providing hand sanitiser where this is not practical? 

       

Restricting non-business deliveries, for example, personal 

deliveries to workers? 

       

Have the general and task specific Risk Assessments 

been reviewed to assess the impact of COVID-19 

measures on ‘normal’ operations? 

       

 5 Personal protective equipment & face coverings 

R5 Coronavirus    Face coverings must be worn when moving around the 

building. When at work destination, and provided task 
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

(COVID-19) 

(CV19) 

does not require 2+ people, face covering can be 

removed. 

 6 Workforce management 

R6 Coronavirus  

(COVID-19) 

(CV19) 

 

Employees 

 

To change the way work is organised to create 

distinct groups and reduce the number of 

contacts each employee has. 

       

Are you:        

As far as possible, where staff are split into teams or shift 

groups, fixing these teams or shift groups so that where 

contact is unavoidable, this happens between the same 

people?  

    Ongoing – teams work 

together in studios 

Monitor this is implemented 

wherever practical 

  

Identifying areas where people directly pass things to 

each other, for example office supplies, and finding ways 

to remove direct contact, such as using drop-off points 

or transfer zones. 

    Studio equipment will be 

subject to regular cleaning 

post-contact by 

employee/client 

Monitor the above strictly 

  

Are you keeping a temporary record of your staff shift 

patterns for 21 days to assist the NHS in test and trace? 

       

To avoid unnecessary work travel and keep 

people safe when they do need to travel between 

locations. 

Walking or cycling where possible. When not 

possible, you can use public transport or drive. 

You must wear a face covering when using public 

transport. 
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

Are you:        

Minimising non-essential travel – consider remote 

options first? 

       

Minimising the number of people travelling together in 

any one vehicle, using fixed travel partners, increasing 

ventilation and avoiding sitting face-to-face?  

    Only essential employees will 

attend site 

  

Cleaning shared vehicles between shifts or on handover?      No shared vehicles   

Where workers are required to stay away from their 

home, centrally logging the stay and making sure any 

overnight accommodation meets social distancing 

guidelines? 

       

To help workers delivering to other sites such as 

branches, or suppliers’ or customers’ premises to 

maintain social distancing and hygiene practices. 

(Answer all NA if outsourcing to couriers) 

       

Are you:        

Putting in place procedures to minimise person-to-

person contact during deliveries to other sites? 

       

Maintaining consistent pairing where two-person 

deliveries are required? 

       

Minimising contact during payments and exchange of 

documentation, for example, by using electronic payment 

methods and electronically signed and exchanged 

documents? 

    Café payments are contactless   
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

To provide guidance in an event of a COVID-19 

outbreak in the workplace. 

       

Are you:        

Keeping an up to date plan in case there is a COVID-19 

outbreak. This plan should nominate a single point of 

contact where possible who should lead on contacting 

local Public Health teams. 

If there is more than one case of COVID-19 associated with 

your workplace, you should contact your local PHE health 

protection team to report the suspected outbreak. Search for 

your local PHE team 

If the local PHE health protection team declares an outbreak, 

you will be asked to record details of symptomatic staff and 

assist with identifying contacts. You should therefore ensure 

all employment records are up to date. You will be provided 

with information about the outbreak management process, 

which will help you to implement control measures, assist with 

communications to staff, and reinforce prevention messages. 

       

To avoid unnecessary work travel and keep 

people safe when they do need to travel between 

locations 

       

Are you:        

Minimising non-essential travel – consider remote 

options first? 

    Only essential employees 

attend site 

  

https://www.gov.uk/health-protection-team
https://www.gov.uk/health-protection-team
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

Minimising the number of people travelling together in 

any one vehicle, using fixed travel partners, increasing 

ventilation and avoiding sitting face-to-face?  

    No travelling together   

Cleaning shared vehicles between shifts or on handover?       

 

  

Where workers are required to stay away from their 

home, centrally logging the stay and making sure any 

overnight accommodation meets social distancing 

guidelines? 

       

To help workers delivering to other sites such as 

branches, or suppliers’ or customers’ premises to 

maintain social distancing and hygiene practices. 

(Answer all NA if outsourcing to couriers) 

       

Are you:        

Putting in place procedures to minimise person-to-

person contact during deliveries to other sites? 

       

Maintaining consistent pairing where two-person 

deliveries are required? 

       

Minimising contact during payments and exchange of 

documentation, for example, by using electronic payment 

methods and electronically signed and exchanged 

documents? 

       

To make sure all workers understand COVID-19 

related safety procedures. 
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

Are you:        

Providing clear, consistent and regular communication to 

improve understanding and consistency of ways of 

working? 

       

Engaging with workers and worker representatives 

through existing communication routes to explain and 

agree any changes in working arrangements? 

       

Developing communication and training materials for 

workers prior to returning to site, especially around new 

procedures for arrival at work? 

       

Conducting an exchange of information with your 

contractors to ensure they know and understand your 

site rules and you have access to their COVID-19 risk 

management assessments for review? 

       

To make sure all workers are kept up to date 

with how safety measures are being implemented 

or updated. 

       

is there:        

Ongoing engagement with workers (including through 

employee representative groups) to monitor and 

understand any unforeseen impacts of changes to 

working environments? 

    Regular team meetings   

Awareness and focus on the importance of mental health 

at times of uncertainty. The government has published 

guidance on mental health wellbeing during COVID-19.  

       

https://www.gov.uk/government/publications/covid-19-guidance-for-the-public-on-mental-health-and-wellbeing/guidance-for-the-public-on-the-mental-health-and-wellbeing-aspects-of-coronavirus-covid-19
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

Are you:        

Using simple, clear messaging to explain guidelines using 

images and clear language, with consideration of groups 

for which English may not be their first language? 

       

Using visual communications, for example, whiteboards 

or signage, to explain changes to schedules, breakdowns 

or materials shortages to reduce the need for face-to-

face communications? 

       

Is there communicating with and provision of operational 

procedures to suppliers, customers or trade bodies to 

help their adoption and to share experience? 
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

 7 Inbound and outbound goods 

R7 Coronavirus  

(COVID-19) 

(CV19) 

Employees, contractors To maintain social distancing and avoid surface 

transmission when goods enter and leave the site. 
       

Are you:        

Revising pick-up and drop-off collection points, 

procedures, signage and markings?  
    Delivery/collection plans in 

place. 

Monitor compliance 

  

Minimising unnecessary contact at delivery points?      Delivery/collection plans in 

place. 

Monitor compliance 

  

Considering methods to reduce frequency of deliveries, 

for example by ordering larger quantities less often? 
    Delivery/collection plans in 

place. 

Monitor compliance 

  

Where possible and safe, having single workers load or 

unload vehicles? 
    Delivery/collection plans in 

place. 

Monitor compliance 

  

Where possible, using the same pairs of people for loads 

where more than one is needed?  
    Delivery/collection plans in 

place. 

Monitor compliance 

  

Enabling drivers’ safe access to welfare facilities when 

required, consistent with other parts of this guidance?  
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

 8 APA Guidance  

R8 Coronavirus  

(COVID-19) 

(CV19) 

Employees, contractors, 

artists, production staff, 

visitors 

These are recommendations as to how to 

structure your live-action production, over and 

above Government guidelines and, again, they 

will be constantly reviewed and updated.  

Productions should consider implementing the 

following: 

       

   A clear system for the communication and dissemination 

of COVID-19 related information, including: 
       

   Signing of the Health Declaration Forms        

    Supplementary briefing to communicate any change in 

protocols and guidance 
       

   Ask all recipients to acknowledge receipt of COVID-19 

briefings, maintain dialogue about COVID-19 safe 

practice and ensure that artists and crew are able to ask 

questions.  

       

   Set in place an appropriate way to identify any member 

of artists band and crew who is at increased risk from 

contracting COVID-19 and discuss their participation 

with them in the context of their own approach to risk 

and the health advice from their own health 

professionals (with consent) and, if appropriate, any 

production medical advisor.  

       

   The Shoot 

Do you: 
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

   Stagger session times where possible to avoid 

congestion.  
       

   Minimise the number of band/crew/visitors in the studio 

at any one time.  
       

   Consider reducing the number of people each person 

has contact with by using fixed teams, cohorts or 

partnering (so each person works with only a few 

others).  

       

   Provide clearly visible and spacious hygiene stations for 

washing, with plentiful supply of alcohol-based hand 

sanitiser and wipes and soap and water provided 

wherever possible.  

       

   All band members/crew to be regularly briefed on and 

adhere to any safety guidelines or notices given on the 

day.  

       

   Consider conducting daily COVID-19 symptom checks 

with bands and crew (if shoot is more than one day).  
       

   Consider any space markers where possible and one-way 

routes to minimise interaction.  
       

   Equipment to be correctly sanitized, bagged-up and 

labelled with band names– do not share 

microphones/stands.  

       

   Provide covered bins for safe disposal of tissues, face 

coverings, gloves etc. (CV19 PPE)  
       

   Talent in studios        
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

You should consider: 

   Where social distancing of talent might not seem 

achievable due to creative or action required, do all you 

can to minimise the risk of transmission. 

       

   If practical, adapt the process (e.g.: use screens or 

barriers to separate talent from each other, avoid face-

to-face interaction, keep the activity time involved as 

short as possible etc.) to achieve the aim within 

government regulations. 

       

   Studio shooting 

Are you: 

       

   Bands/crew/visitors to be monitored for following the 

host building CV19 rules when on site. 
       

   Locations to be well ventilated.        

   Avoid locations which will not permit minimum social 

distancing. 
       

   Studios and all relevant equipment to be thoroughly 

cleaned prior to and after shooting if possible. 
       

   Crews 

You should: 

       

   Do not confirm crew until they have signed the Health 

Declaration Form 
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

   Require all crew to notify production if they develop 

symptoms prior to shoot 
       

   Tech Crew  

They should: 

       

   Camera team to wear appropriate protection if breaking 

social distancing around camera 
       

   Establish a dedicated contained area for camera 

equipment, with access limited to designated crew.  
       

   Limit the handling of camera equipment to designated 

camera crew.  
       

   Hired equipment 

Do you: 

       

   If equipment has to be shared, it must be regularly 

disinfected 
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

   Productions should consider allocating time for 

appropriate cleaning processes for incoming items, such 

as hire equipment, tools or other goods. For example: 

       

   Where possible, receive deliveries 72 hours in advance 

of when they are required and stored in a sterile and 

secure location. 

       

   Where not possible, implement a sanitisation procedure 

to receive, disinfect and hand over items. 
       

   Refer to the technician or company’s cleaning protocols 

and make sure they work for your production. 
       

   As equipment is usually expensive and specialised, please 

rely on crew or companies to clean before hire and after 

with instructions how to wipe down during hire period 

for sanitisation. 

       

   Catering 

You should: 

       

   Everyone must wash/sanitise their hands before entering 

any catering/dining area 
       

   Ensure eating areas are set out to facilitate the required 

social distancing and are disinfected between use. Use a 

one-way system for navigating the eating area if possible 

       

   Break and mealtimes should be staggered when possible 

to reduce congestion 
       

   Disposable, recyclable plates and cutlery to be provided.        
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

   Hot drinks and water stations to be available.        

   Travel 

You should communicate: 

       

   Where required, production to organise transport using 

drivers or car service able to demonstrate that they can 

socially distance passengers, in line with UK Government 

guidance. 

NB: It is the law that all using public transport, taxis and 

private hire vehicles must wear face coverings in England.  

       

   COVID-19 personal protective  equipment 

For the purposes of these guidelines the APA have split 

their recommendations into two categories: 

> Tier 1 is the government-recommended face coverings 

plus gloves. 

> Tier 2 is Tier 1 plus enhanced protective equipment. 

The APA consider that face coverings (Tier 1) have a 

value in inhibiting the spread of infection and that 

enhanced protective equipment (Tier 2) has a value in 

making those attending the shoot feel safer whilst 

demonstrating that COVID-19 is a live threat and being 

treated as such. Production should therefore consider 

having appropriate supplies of both Tier 1 and Tier 2 

items. 

       

   Individuals who are medically exempt from wearing 

masks must notify production at the time of confirmation 

and upon returning the Health Declaration Form 
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Risk 

No 

Hazard Who Might be affected and 

how? 

Guidance objective 

 

What we are currently doing 

 

 

(DK – Don’t know) 

Comments 

 

Further control measures 

required are: 

 

 

By 

Who 

 

 

By 

When 
Y N  DK NA 

   See Appendix 2 for explanation of Tier 1 & 2        
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APPENDIX 2 Tier 1 and Tier 2 PPE 

TIER 1: Face Coverings and Gloves  

Face Coverings  

■ The current UK Government guidance is to wear face coverings (as opposed to medical grade masks or masks classified as PPE).  

■ Please note that in the interests of clarifying terminology being used, face coverings are protection but are not categorised as PPE.  

■ Face coverings can be the following: standard surgical-type mask, home-made cloth masks, shop bought face masks, scarves, bandanas, snoods.  

■ UK Government guidance states that the best available scientific evidence is that, when used correctly, wearing a face covering may reduce the spread of coronavirus 

droplets in certain circumstances, helping to protect others.  

■ The APA recommend that all crew wear a face covering on set where possible.  

■ Apply face coverings correctly but do not forget that hand washing, and social distancing remain the best ways of managing risk in the workplace.  

■ Face coverings should not be used as risk management for the purpose of health and safety assessments.  

■ Wash hands thoroughly with soap and water for 20 seconds or use hand sanitiser before putting a face covering on and after removing it.  

■ Avoid touching face or face covering, to avoid contaminating coverings with germs from hands.  

■ Change face coverings if become damp or touched.  

■ Continue to wash hands regularly, change and wash face covering daily (if the material is washable, wash in line with manufacturer’s instructions, if not, dispose of 

carefully in usual waste).  

Gloves  

■ Gloves are only a “second skin” and wearers need to continue to apply hygiene precautions (not touching the face). 17  

■ Change gloves for a new pair as frequently as possible.  

■ Dispose of gloves hygienically (covered bins etc.).  

TIER 2: Enhanced Protection  

■ Enhanced Protection can be identified as Tier 1 items plus face shield or visor / disposable cover suit / respirator mask (instead of face covering).  
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■ Those who need to break two metre distancing, and for a length of time to carry out their duties, must wear enhanced protection. This may depend on the level of 

risk involved and following an assessment of what is reasonably practicable for your company to provide.  

■ Departments required to wear enhanced protection depending on circumstances will include (but are not limited to): wardrobe or make-up if needing to tend to 

talent, medic if needing to assess symptoms and some cleaning crew.  

■ UK Government guidance states that the best available scientific evidence is that, when used correctly, wearing a face covering may reduce the spread of coronavirus 

droplets in certain circumstances, helping to protect others. However, face coverings are not an alternative for employees who wear a visor in close contact services.  
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APPENDIX 3 Advice for first responders 

Because of the heightened awareness of the possibility that the victim may have COVID-19, Resuscitation Council UK offers this advice:   

Recognise cardiac arrest by looking for the absence of signs of life and the absence of normal breathing. Do not listen or feel for breathing by placing your ear and cheek 

close to the patient’s mouth. If you are in any doubt about confirming cardiac arrest, the default position is to start chest compressions until help arrives.  

Make sure an ambulance is on its way. If COVID 19 is suspected, tell them when you call 999.  

If there is a perceived risk of infection, rescuers should place a cloth/towel over the victims’ mouth and nose and attempt compression only CPR and early defibrillation 

until the ambulance (or advanced care team) arrives. Put hands together in the middle of the chest and push hard and fast. 

Early use of a defibrillator significantly increases the person’s chances of survival and does not increase risk of infection.  

If the rescuer has access to personal protective equipment (PPE) (e.g., FFP3 face mask, disposable gloves, eye protection), these should be worn.   

After performing compression-only CPR, all rescuers should wash their hands thoroughly with soap and water; alcohol-based hand gel is a convenient alternative. They 

should also seek advice from the NHS 111 coronavirus advice service or medical adviser. 
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