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During these unprecedented times it is crucial that we can adapt to the changing environmental 
circumstances in order to provide a safe working environment for our staff, freelancers, clients and others. 

Critically, adapting means ensuring we are keeping the safety of all involved in delivering world class events,
wherever they are, at the forefront of our plan to get the business working again.

To help deliver this we will use these 3 principles:

• PROTECT 

• INFORM 

• CONTROL

INTRODUCTION
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HOW ARE WE PROTECTING OUR PEOPLE? 

In keeping with government guidelines and focusing on the health and wellbeing of our people as our top priority we 
have developed a comprehensive plan to safely get the business back up and running. This plan includes:

• Enabling as many staff as is possible to work from home 

• Implementing safe working environments for those individuals who cannot deliver work remotely

• Creating a Covid safe environment at our Crawley offices

• Engaging with our clients to ensure the same safe environment for our people when we are back onsite.

• Responding to the changing landscape of a Covid world in a dynamic way

• Listening to the feedback, concerns and suggestions you put forward and implementing any required 
changes
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REQUIREMENTS FOR RETURNING TO WORK
The Senior Management team have developed a plan to ensure we can deliver on our promise to protect our people as we 
start to return to work. As part of this plan we have identified 7 steps we need individuals to take before allowing them back 
into the building

1. Assess the role and determine an appropriate time frame for moving from a home working environment into office 
occupation

2. Assess the individuals working area and make any changes to ensure we keep to rules developed as part of our risk 
assessment process.

3. Discuss any concerns individuals may have when the time comes for them to come back into the office.

4. Require ALL those coming into the office to complete a registration form confirming their fitness to work in relation to 
COVID 19 symptoms -

5. Require relevant IHASCO training to be completed 

• CORONOVIRUS AWARENESS 

• RETURNING TO WORK (During or after Covid 19)

6. Ensure observation of all posted rules and signage

7. Protect and respect colleagues and others
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GENERAL PRECAUTIONS 
All of our planning and development to prepare for returning to work is driven by the UK Government advice 
and ay other relevant information from international bodies such as the WHO. The current relevant UK 
guidelines are outlined below:

THE CURRENT UK GUIDELINES CAN BE FOUND AT THE LINK BELOW:
https://www.gov.uk/coronavirus
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GENERAL PRECAUTIONS
additional useful information

Additional useful sources of information regarding general guidelines for preventing the spread of the virus 
and looking after yourself and others can be found below:

WHO 

https://www.who.int/emergencies/diseases/novel-coronavirus-2019/advice-for-public

HSE – Health and Safety Executive

https://www.hse.gov.uk/news/coronavirus.htm

NHS – National Health Service UK

https://www.nhs.uk/conditions/coronavirus-covid-19/
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A SAFE CLEAN ENVIRONMENT
Everyone’s primary focus in avoiding passing on the virus should be to follow guidance on staying home if exposed. 
In addition to this we are implementing the following general measures:

• Provision of high alcohol content sanitising gel on entry to the buildings and at all Covid safe stations

• Information on required hygiene process posted on physical signage and dynamically with our digital 
signage platform

• Antiviral spray with disposable blue towel for cleaning down of touchpoints, worksurfaces and other 
surfaces or items as required

• Provision of impregnated wipes for cleaning electronic devices

• Periodic cleaning of touchpoints throughout the day

• Enhanced cleaning provision with a focus on decontamination

• Specialist cleaning as and when required

• Gloves and masks available at Covid safe stations for those that prefer

• Covid safe stations at entry to areas where additional rules are in place notably where the 2m social 
distance recommendation is difficult to manage
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COVID SAFE STATIONS
ON ENTRY TO OUR SITES AND AT STRATEGIC POSITIONS AROUND THE BUILDINGS WE HAVE PLACED 
COVID SAFE STATIONS, FOR EVERYONE’S USE AND CONTAIN THE FOLLOWING:

• Hand sanitiser 

• Anti viral spray  and blue roll

• High alcohol content disposable wipes

• FFP 2 face masks

• Disposable gloves

• List of contents

Use of hand sanitiser should be REPEATED regularly throughout the day 

MANDATORY use of the items above will be required in certain areas as per posted signage
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COVID SAFE STATIONS - continued
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HAND WASHING AND SANITISING
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HOW DOES IT AFFECT WHERE I WORK?
OFFICES

The following outlines measures and guidance in place to protect those working in our office environments:

• Enabling home working as much as possible

• Do not share personal or allocated workstations

• Do not use desk phones on staff desks unless it is your own

• Removal of many hot desks

• Use of barriers to segregate those working at their own stations

• Office cleaning focused on measures to control the virus

• Seating plan alterations to ensure adequate distance from colleagues

• Covid safe stations at regular intervals
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HOW DOES IT AFFECT WHERE I WORK?
HOT DESKING

The following outlines measure in place to protect those working in our office environments:

• DO NOT share allocated hot desks

• DO NOT move around available desks

• Use personal mobiles – hot desk phones have been removed

• Make clear the desk is occupied and who is using it 

• All hot desks and shared workspaces have a Covid safe kit allocated

- Kit includes: Anti viral spray, hand sanitiser, high alcohol wipes, blue roll, disposable gloves

• Use cleaning equipment as directed

• Hot desks should be cleaned with anti viral spray or wipes on arrival and again when leaving the 
desk for the day
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HOW DOES IT AFFECT WHERE I WORK?
ONSITE

The following outlines measure in place to protect those working in Onsite environments:

• Liaise closely with Project Management / Client

• Validating local site rules and distributing them accordingly

• Issue our own site guidance including Safe Systems of Work and Risk Assessments as required
• Provide any necessary PPE for the duration of the event

• Understand local site rules and observe them

• Provide safe options for travelling to and from event
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HOW DOES IT AFFECT WHERE I WORK?
WAREHOUSE

The following outlines measure in place to protect those working in our warehouse environments:

• Reduced warehouse occupation

• Team selection (cohorting) to keep the same individuals working together

• Avoidance of close proximity working through advance planning
• Covid safe station at specific points

• Specific workstations to be allocated to staff

• Communal workstations to be regularly sanitised

• No food or drink to be consumed in warehouse environments
• Close proximity working – loading or unloading, team lifts etc. performed with additional safety 

measures including the use of PPE
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HOW DOES IT AFFECT WHERE I WORK?
TRANSPORT

The following outlines measure in place to protect those working in or on our vehicles:

• Vehicles to contain the following

- PPE – face masks and gloves

- Antiviral spray
- Hand sanitiser

- High alcohol content disposable wipes

• Observe site rules at visited locations as they may be different from our own

• Loading and unloading to be done alone if possible
• Close working of less than 2m gloves and mask must be worn

• Follow good hand hygiene – sanitise hands when re entering vehicles
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HOW DOES IT AFFECT WHERE I WORK?
COMMUNAL AREAS

CANTEEN AND RECREATION AREAS

• DO NOT leave cups, crockery etc. anywhere other than the dishwasher when finished

• Wash hands before consuming food and drink

• Always follow posted hand washing guidelines
• Individuals should use their own cups and cutlery wherever possible

• If using communal cups retain the same one throughout the day and return directly into the 
dishwasher when finished

• Covid safe stations at all locations where food and drink are prepared
• Social distancing rules to be observed at all times

• Maximum of 2 people in canteen areas at any one time unless the area is too small for social 
distancing then a 1 in 1 out approach should be taken.

• When using communal seats or sofas please observe social distancing rules
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TOILETS. 

• All toilets in the buildings are now ONE IN ONE OUT

• Always follow posted hand washing guidelines

- Use soap and hot water
- Wash hands for a minimum of 20 seconds

- Follow instructions on proper technique

• Use the occupied / vacant signage on the way in and on the way out of the toilet 

• If your first choice is in use then please use alternative facilities
• Do not wait outside of the toilet door for it to become free

HOW DOES IT AFFECT WHERE I WORK?
COMMUNAL AREAS - continued
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HOW DOES IT AFFECT WHERE I WORK?
COMMUNAL AREAS - continued

OTHER COMMUNAL SPACES

• Please observe social distancing wherever possible 

• When passing through narrow corridors please make sure you are considering the distancing 
rules either 1 person at a time or use alternative routes where possible

• Be mindful of the same principles when using staircases 1 person at a time wherever possible

• Do not use the personnel lift at E2 except for equipment

• When entering the buildings use the hand sanitiser provided 

• Do not remain in reception areas for long periods of time
• Respect others and keep your distance
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HOW DOES IT AFFECT WHERE I WORK?
SPECIAL AREAS – see list on next page

FIRST CONSIDERATION WITH SCENARIOS WHERE SOCIAL DISTANCING IS NOT POSSIBLE WE WILL 
ASSESS WHETHER THE WORK CAN BE AVOIDED OR REWORKED. IN CIRCUMSTANCES WHERE WE 
CANNOT AVOID SUCH CLOSE PROXIMITY WORKING THE FOLLOWING RULES ARE IN PLACE

• Working time to be kept to a minimum
• Teams (cohorting) to be created where possible limiting contact

• Limit face to face working – use side to side or back to back working as alternatives

• Covid safe station at entry to specified area

• Persons working in the area are required to wear the following PPE
- Disposable Face masks (1st choice) or alternative face covering

- Gloves 

• Tools should not be shared
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HOW DOES IT AFFECT WHERE I WORK?
SPECIAL AREAS – Occupation levels & PPE requirements

LIST OF SPECIAL AREAS AT OUR CRAWLEY SITES AND OCCUPATION LEVELS REQUIRING PPE:
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LOCATION NO PPE PPE – MASKS AND GLOVES

E2 BRIDGE 3 4 or more

VIRTUAL STUDIO 3 4 or more

WHITESPACE 3 4 or more

MG BRIDGE 2 3 or more

MG GREEN ROOM 3 4 or more
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POSTED SIGNAGE EXAMPLES
WE HAVE POSTED ADDITIONAL PHYSICAL SIGNAGE AROUND THE BUILDING IN ADDITION TO THE DIGITAL SIGNAGE 

PROVISION TO ASSIST OUR STAFF AND VISITORS IN FOLLOWING SAFE WORKING PRACTICES. EXAMPLES OF THESE 
SIGNS ARE SHOWN BELOW:
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AT THIS DIFFICULT TIME WE WOULD LIKE TO ENSURE EVERYONE IS AWARE OF THE ROUTES TO 
ASSISTANCE PROVIDED BY THE BUSINESS. 
In the first instance you should direct any issue you have to your line manager so the can follow it up in the 
correct manner. In addition should you have any further queries you can use the following options

Workplace matters:

Senior Management
HR support NEP – CT representative  Rachel Howie rhowie@nepgroup.com

Matters of health

BUPA support
Mental health Assistance
Online GP

ADDITIONAL STAFF SUPPORT
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STAY SAFE, PROTECT YOURSELF 
AND RESPECT OTHERS

PLEASE REMEMBER
IF YOU ARE UNWELL REMAIN AT HOME AND CONTACT YOUR LINE MANAGER

KEEP YOUR DISTANCE

WASH / SANITISE YOUR HANDS REGULARLY

OSBERVE POSTED SIGNAGE

GIVE ADVICE TO OTHERS

REPORT DANGEROUS BEHAVIOUR WITH CONFIDENCE
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Title Reference Assessment Date Approved By Review Due 

Infectious disease control RA IDC 20th May 2020 MCB 2021 

 

Work Locations Risk Rating 

Any site including at base activities. Where non-CT sites are visited then site specific controls should 
be sought and strictly adhered to.  
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Severity X 1 2 3 4 5 

Negligible 1 1 2 3 4 5 

Minor 2 2 4 6 8 10 

Moderate 3 3 6 9 12 15 

Major 4 4 8 12 16 20 

Catastrophic 5 5 10 15 20 25 

 
 

Action Priority 

Low Lower Risk - Acceptable Level 

Med Medium Risk - Action Required 

High Higher Risk - Immediate Action 
 

Work Activities 

All work activities  

Equipment and Substances 

Virus and infectious diseases in the general working environment. 

Persons Affected 

All staff 
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ID Significant Hazards and Risk Description 
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1. Section Title 

1.1 Risk of acquiring infectious disease whilst travelling 2 4 
8 

Med 

▪ All staff to travel independently of one another and 
if public transport used then social distancing 
measure must be adhered to. 

1 4 
4 

Low 

1.2 
Infection from direct or close contact with others 

unknown health conditions 
The risk of infection from working closely with others  

3 4 
12 

Med 

▪ All staff to provide health declaration prior to 
starting work. 

▪ Clear infection control guidance to be issued and 
adhered to. (see NHS guidance and site posters) 

▪ Strict hand washing procedure to be followed at 
regular intervals.  

▪ Relevant PPE and hand sanitiser to be provided and 
used as appropriate. 

▪ All staff to work 2m apart at all times unless task in 
hand excludes the possibility (see below) 

1 4 
4 

Low 

1.3 
Working within 2 metres of others 

Increased infection risk due to proximity 
4 4 

16 
High 

▪ Face masks must be worn 
▪ Sanitise hands before starting work 
▪ Minimise working time on tasks 
▪ Those working together should remain in the same 

team  

1 4 
4 

Low 
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ID Significant Hazards and Risk Description 
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1.3 Infection from air borne diseases 3 4 
12 

Med 

▪ Staff with recent infection, within last 14 days to be 
excluded from site. 

▪ Staff exhibiting symptoms within last 14 days to be 
excluded from site 

▪ Individuals to remain 2m apart at all times unless 
task excludes possibility 

1 4 
4 

Low 

1.4 Infection from contaminated surfaces 2 4 
8 

Med 

▪ All staff to provide and consume their own or known 
safe food and drink. 

▪ Work areas to be sanitised at regular intervals. 
▪ Pre and post event sanitisation to be carried out by 

professional cleaning company. 

1 4 
4 

Low 

1.5 
Infection from contaminated tools and equipment 

 
2 4 

8 
Med 

▪ Equipment should not be shared where possible 
▪ Any equipment that has to be shared must be 

cleaned after use using alcohol wipes or sanitising 
spray 

1 4 
4 

Low 
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INFECTIOUS DISEASE CONTROL – COVID 19                           
TECHNICAL ROOM ACTIVITIES CRAWLEY  
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Safe System of Work for Creative Technology base working 
 
This Safe System of Work is developed following our Risk Assessment RA IDC and outlines the measures we are taking to create a 
safe working environment for our employees and visitors during an infectious disease epidemic – specifically the COVID 19 
epidemic. 
 

RISK ELIMINATION 

 
Pre-registration  
  

All CT employees and visitors will be required to complete a medical declaration which will include confirmation of their current 
state of health in relation to COVID 19. This will also include acceptance of our site rules. 
 
The registration will be required to be completed for every visit involving non-consecutive days  
 
Anyone that has displayed symptoms of COVID 19 in the 14 days prior to their intended visit should remain at home and follow 
government guidelines on self-isolation. This includes where members of their household have been unwell over the past 14 
days. 
 
Main symptoms of coronavirus are: 

• High temperature – this means you feel hot to touch on your chest or back (you do not need to measure your 
temperature) 

• New, continuous 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 your sense of smell or taste – this means you've noticed you cannot smell or taste anything, or things 
smell or taste different to normal 

 

RISK MITIGATION 

 
Entry into the building 
 

On entry reception will check individuals for confirmation of pre-registration. Anyone who has yet to pre-register will be sent the 
email to their smartphone to complete whilst waiting. Alternatively a QR code will be shown on the screens in reception. 
 
Entry will not be allowed without successful pre-registration 
 
All persons entering the building will need to use the hand sanitiser provided for them. At this point they will also be offered PPE 
if they desire it. 
 
Site rules – COVID 19 
 

Observe all notices and tool box talks as provided. 
 
Anyone who consistently fails to comply with these instructions or with the requests of CT staff will be asked to leave the 
premises. These rules are essential to allow us to provide a safe working environment for all concerned. 
 
(All CT staff members are fully briefed in the following requirements; please follow their instructions when requested) 
 
All persons working in CT’s premises must adhered to the rules below: 
 

• Social distancing to be observed at all times - 2m minimum distance from others 

• Use the guidance markers on the floor to help 

• Regular hand washing and or sanitising must be carried out – see signage for proper handwashing technique 
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• Respect others space 
 

 
Additional precautions: 
 
General hygiene 

• Daily cleaning of buildings 

• Regular additional wipe down of touch points with sanitiser 

• Additional specialist cleaning as required when increased occupancy demands 
 

Toilets 

• These will be restricted to one in and one out 

• Please do not queue outside the toilet areas as there is not sufficient room for social distancing 

• On entry turn the sign on the door to occupied 

• On exit turn the sign on the door to unoccupied 
 

Canteen areas 
 

• Only 1 person at a time should use the canteen for making refreshments 

• Please take a clean mug and keep this with you until you leave. When leaving place the mug directly in the dishwasher 

• Only consume food and drinks you supply or make. 

• CT will not provide any food for clients or staff.  
 

Special Circumstances: 
 

Close contact working 
(When 2m distance rules cannot be obeyed) 

• Working time restricted to as short a time as possible 

• Masks to be worn at all times whilst working closer than 2m 

• Groups to be restricted to same individuals where possible 
 

Allocated desks 

• If requested, and available, a desk can be made provided for your use. 

• Ensure you wipe down the desk when you sit down and when you leave using the products provided 

• Please refrain from using desks other than that allocated to you  

• DO NOT take position less than 2m distance from any other person  
 
The Bridge 
 

Due to the nature of the work and the layout of the room it is accepted that social distancing is not fully possible in this room 
therefore the following applies: 
 

• before entry you must sanitise your hands using the product provided 

• masks must be worn at all times – these are available on entry to the room 

• only personnel operating  
 

PPE Requirements in other areas 
 

In certain technical rooms around the building anyone entering will need to adhere to additional requirements for PPE to be worn. 
In these circumstances there will be clear signage denoting the fact and there will be the required PPE available. 
 

Emergency Arrangements  
 

Provision for individuals who become symptomatic whilst at work. 
Any individual who believes they are infected with the virus will be sent home.  
They will be asked if they have come in close contact (within 2m) of anyone else in the building and if that is the case they will be 
advised and asked to leave. 
All touchpoints and common surfaces will be wiped down with an antiviral spray and any areas the individual worked will also be 
decontaminated.  
 

Medical emergency 
First aiders are present onsite and emergency assistance available through normal emergency channels by dialling 999. 
 

Fire alarms 
These are tested on a weekly basis but drills will not be carried out. 
Staff will be placed on manual fire watch and should there be an activation evacuation will be through the normal means. 
A Fire Warden will be nominated for each day of occupation. 



 

Working safely during coronavirus (COVID-19) – Creative Technology Limited  

Compliance with guidelines published by the Department for Business, Energy & Industrial Strategy 

(“BEIS”) published in 11 May 2020 and updated on 25 May 2020.  

5 steps to working safely 

Make sure you read all the guides relevant to 
your workplace. Each guide has specific actions 
for businesses to take based on these steps. 
Further guidance will be published as more 
businesses are able to reopen. 

In addition to the 5 steps to working safely (as 
set out in this document) CT has carefully 
considered the following four guides as they 
were updated by BEIS on 25 May 2020: 
 

 Construction and outdoor work 

 Factories, Plants and Warehouses 

 Offices and Contact Centres 

 Vehicles 
 
The Output of this work includes: 
 

 A COVID-19 risk assessment  

 COVID-19 Safe System of Work SSoW  

 COVID-19 Management – Guide for 

employees.  

 

1. Carry out a COVID-19 risk assessment 

Before restarting work you should ensure the safety of the workplace by: 

carrying out a risk assessment in line with the 
HSE guidance 

A Risk Assessment has been completed and 
been approved by CT’s external expert on 
health and safety (ADMAC) and also BSI HS 
Auditors, as being compliant with HSE 
guidance. 
 

consulting with your workers or trade unions CT Health and Safety Committee is being 
consulted with alongside other staff where 
appropriate. 
 

sharing the results of the risk assessment with 
your workforce and on your website 

The Risk Assessment will be issued to all staff 
as part of the ‘Guide for Employees’ above and 
also available on Workplace intranet site and 
the main company website. 
 

2. Develop cleaning, handwashing and hygiene procedures 

You should increase the frequency of handwashing and surface cleaning by: 

encouraging people to follow the guidance on 
hand washing and hygiene 

 Staff are encouraged to wash their hands for 

20 seconds and more frequently than usual 
– signage, SSoW & the guide. 

 All staff and crew encouraged to wash or 
sanitise their hands when entering the 
buildings. 

 There will be signage and posters up 
around all base operations to highlight the 
importance of this message. 

 

providing hand sanitiser around the workplace, 
in addition to washrooms 

 CT will ensure that hand sanitiser is 
available at entrance points and regularly 
replenished.  



 

 All staff will have access to antiviral hand 
gel and a wipes which they should use on a 
regular basis to avoid contamination. 

 COVID Safe stations sited at various 
locations around the buildings, supplied with 
cleaning equipment, masks, blue role and 
gloves. 
 

frequently cleaning and disinfecting objects and 
surfaces that are touched regularly 

 Frequent cleaning and disinfecting of 
objects that are touched regularly will be a 
priority.    Door handles, keyboards, phones, 
light switches, taps, kitchen equipment are 
the more obvious examples. 

 COVID Safe stations sited at various 
locations around the buildings, supplied with 
cleaning equipment, masks, blue role and 
gloves.  

 Contract cleaners working full hours despite 
low occupation and have been briefed to 
focus on sanitation of work areas and touch 
points. 
 

enhancing cleaning for busy areas  Contract cleaners working full hours despite 
low occupation and have been briefed to 
focus on sanitation of work areas and touch 
points. 
 

setting clear use and cleaning guidance for 
toilets 

 Implement a ‘one in one out’ policy for all 
toilets. 
 

providing hand drying facilities – either paper 
towels or electrical dryers 

 All toilets have hand dryers installed 
already. Additional disposable hand towels 
are also available. 

 

3. Help people to work from home 

You should take all reasonable steps to help people work from home by: 

discussing home working arrangements Wherever possible staff will continue to work 
from home as a first option. 
 

ensuring they have the right equipment, for 
example remote access to work systems 

The senior managers have confirmed that all 
appropriate staff have the equipment and 
required access. 
 

including them in all necessary communications Management/HODs regular in regular contact 
with all staff, including those that are furloughed.  
Internal MS Teams video meetings have also 
been organised and continue. 
 

looking after their physical and mental wellbeing  NEP HR have conducted survey and 
opened channels for consultation where 
required. 

 

 Managers maintaining contact on one to 
one basis. 

 



 

 BUPA mental health support offered where 
required. 

 

4. Maintain 2m social distancing, where possible 

Where possible, you should maintain 2m between people by: 

putting up signs to remind workers and visitors 
of social distancing guidance 

 Signage is currently place in both 
buildings and is being enhanced with 
further bought in materials. 

 Digital signage is also being made use 
of. 

 Also covered in SSoW and employee 
guide. 
 

avoiding sharing workstations  Personal and allocated desks should 
not be shared at all. 

 Hot Desks will each have cleaning 
wipes and spray.  Users will be 
instructed to wipe down on arrival and 
departure.  

 Hot Desk phones to be removed. 
 

using floor tape or paint to mark areas to help 
people keep to a 2m distance 

 Floor markings will be used if 
appropriate. 

 Barriers also used where appropriate.  
 

arranging one-way traffic through the workplace 
if possible 

Will be implemented if required and where 
possible. 
 

switching to seeing visitors by appointment only 
if possible 

 CT will prevent all non-essential visitors 
from accessing the building.   

 Staff are encouraged to meet with 
customers and suppliers using online 
meeting technology. 
 

5. Where people cannot be 2m apart, manage transmission risk 

Where it’s not possible for people to be 2m apart, you should do everything practical to manage the 
transmission risk by: 

considering whether an activity needs to 
continue for the business to operate 

With most activities within CT buildings a safe 2 
metre distance should be achievable. It is 
recognised that for certain isolated work 
activities, such as manual handling and 
technical preparation within our warehouse 
environment, it may not be possible to adhere to 
social distancing guidelines.  These situations 
are dealt with in RA and SSoW accordingly.   
 

keeping the activity time involved as short as 
possible 

These situations are dealt with in RA and SSoW 
accordingly.   
 

using screens or barriers to separate people 
from each other 

Barriers have been implemented where required 
and screens will be considered if required. 
 

using back-to-back or side-to-side working 
whenever possible 

 Face to face working situations will be 
avoided. 



 

 Office occupation density will be kept low 
while social distancing is required. 

 Continuous required as occupation 
increases. 

 
 

staggering arrival and departure times Not seen to be applicable at either site with 
current and likely occupancy looking forward.  
 

reducing the number of people each person has 
contact with by using ‘fixed teams or partnering’ 

These situations are dealt with in RA and SSoW 
accordingly.   
 

 

END 
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