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1.0 – INTRODUCTION & USEFUL INFORMATION 

INTRODUCTION 

This procedure has been implemented following the outbreak of COVID-19 (Coronavirus), although this procedure could also be implemented for 
any other pandemic/epidemic. This procedure is used in conjunction with our updated Business Continuity Plan, as well as up to date government 
advice, HM Government guidance documents Working Safely During COVID-19 in Offices and Working Safely During COVID-19 in Other People’s 

Homes, and Construction Leadership Council (CLC) Site Operating Procedures. Please refer to our Work Continuation Statement which clearly 
states that due to the nature of our works, our existing training, PPE/RPE and experience, all of our activities can continue in the normal manor, as 

far as practicably possible. 
 

Coronavirus disease (COVID-19) is an infectious disease caused by a newly discovered coronavirus. Most people infected with the COVID-19 virus 
will experience mild to moderate respiratory illness and recover without requiring special treatment.  Older people, and those with underlying 

medical problems like cardiovascular disease, diabetes, chronic respiratory disease, and cancer are more likely to develop serious illness. The best 
way to prevent and slow down transmission is be well informed about the COVID-19 virus, the disease it causes and how it spreads. Protect yourself 

and others from infection by washing your hands or using an alcohol-based rub frequently and not touching your face. 
 

PA Group UK Limited have discussed at length associated risks to their employees, and any immediate actions to be taken to prevent outbreak. 
These actions have been implemented and will remain in place until such a time where it is safe to resume ‘normal’ practices. 

 
PA Group UK Limited are committed to looking after the safety and wellbeing of all of our employees and their families, as well as other 

members of the public that either visit our offices or are visited by our site staff. Employee co-operation is paramount in keeping everyone safe 
during these unprecedented times. This procedure will be reviewed continuously, as and when the Government’s advice changes. We would like 

to thank all of our employees for their endeavours so far.  
 

PA Group also thank you for your continued support, and we look forward to working with you throughout this challenging time. 

USEFUL INFORMATION 

Office Telephone Number 0845 474 0172 

Emergency Telephone Number 0845 051 3887 

Office Mobile Numbers 07894 484 112 07894 484 113 

Monitored Email Address reception@pagroupuk.com 
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2.0 – RISK ASSESSMENT (COVID-19 SPECIFIC) 

A COVID-19 specific risk assessment has been documented to detail control measures in place to prevent the spread of COVID-19. 

RESPONSIBLE PERSON CHRIS-MILLER HANNA H&S REPRESENTATIVE(S) MD / QM 

HAZARD Spread of COVID-19 Coronavirus (Should PA Group experience a significant health issue please observe the Business Continuity & Emergency Plan) 

HAZARD INFORMATION Covid-19 is a new illness that can affect your lungs and airways. It is caused by a virus called Coronavirus. Symptoms can be mild, moderate, severe, or fatal. 

PERSONS AT RISK 
Office Staff, Site Staff (Removal Operatives & Surveyors), Visitors to Office, Cleaners, Contractors, Tenants/Occupants, Vulnerable Groups (Elderly, Pregnant workers, those with existing underlying health conditions), anyone else who physically 
comes in contact with us in relation to our business. 

Control Measures Additional Controls Action By (Name) Action By (Date) Actioned Date 

Hand Washing 
 

Office 
Hand washing facilities with antibacterial soap and water are available in three locations (each toilet and the kitchen area). Stringent hand 
washing is taking place and continuously encouraged. See hand washing guidance: 
https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/ 
 

Hands are being dried with disposable paper towels. Cotton towels removed and will not be used again. See paper towel drying 
effectiveness: https://www.nursingtimes.net/news/research-and-innovation/paper-towels-much-more-effective-at-removing-viruses-than-
hand-dryers-17-04-2020/ 
 

Staff are being encouraged to protect their skin by applying emollient cream regularly, as provided by PA Group (E45 Daily Moisturising 
Lotion). See guidance on use of emollient cream: 
https://www.nhs.uk/conditions/emollients/ 
 

Minimum 70% alcohol content gel sanitisers are available in multiple locations (each toilet, kitchen area, reception and both other 
entrance/exit doors). Staff and visitors encouraged to use hand sanitiser after washing their hands, entering the building, and exiting. Also, 
individual boxes of tissues issued to each desk. 
 

Site 
All site staff have been provided with hand sanitiser where washing facilities may not be readily available. Antibacterial wipes also provided. 

Employees will be reminded on a regular basis to wash their hands for 20 seconds with 
water and soap, and the importance of proper drying with disposable towels.  
 
They will also be reminded to catch coughs and sneezes in tissues (provided for each 
desk) to follow ‘Catch it, Bin it, Kill it’, and to avoid touching their faces, eyes, noses or 
mouths with unclean hands. Tissues are available throughout the workplace, in 
addition to individual boxes per desk. 
 
We are encouraging staff to report any problems with skin irritation and advising them 
to carry out skin checks as part of a skin surveillance programme. See guidance below: 
https://www.hse.gov.uk/skin/professional/health-surveillance.htm 
 
To help reduce the spread of coronavirus (COVID-19), we are continually reminding 
everyone of the up-to-date public health advice: 
https://www.publichealth.hscni.net/news/covid-19-coronavirus  
 
Posters, leaflets, and other materials are displayed throughout the office for 
reference. 
https://www.gov.uk/government/publications/guidance-to-employers-and-
businesses-about-covid-19 

General Manager 
 

PA to Senior Management 
 

Quality Manager 
 

Managing Director 
 

Line Managers 

Ongoing Ongoing 

Cleaning 
 

Office 
Frequent cleaning and disinfecting of objects and surfaces that are touched regularly, particularly in areas of high use such as door handles, 
light switches, alarm pad, and the reception area will be maintained using appropriate cleaning products and methods. 
 

Vehicles 
Site staff have been instructed to wipe internal vehicle surfaces down daily, in addition to external door handles. Any rubbish generated 
should also be disposed of daily, if not immediately.  

Rigorous checks will be carried out by line managers to ensure that the necessary 
procedures are being followed. 

General Manager 
 

PA to Senior Management 
 

Quality Manager 
 

Managing Director 
 

Line Managers 

Ongoing Ongoing 

Social Distancing 
 

Office 
We have reduced, and will maintain a reduction in, the number of persons in the office to comply with the two-metre gap, recommended by 
the Public Health Agency. Also, under regulation 16(3) of the Management of Health and Safety at Work Regulations 1999, there is a long-
standing requirement for employers to put in place measures to ensure workplace safety where a significant health and safety risk is 
identified for a new or expectant mother. In line with this, any new or expectant mothers will be segregated adequately from other staff 
members, and work from home on a rota (or full-time). See Social Distancing guidance below: 
https://www.publichealth.hscni.net/news/covid-19-coronavirus  
https://www.gov.uk/government/publications/covid-19-guidance-on-social-distancing-and-for-vulnerable-people 
 

Work schedules will be continually reviewed, including start and finish times/shift patterns, working from home etc. to reduce the number of 
staff within the office at any one time. We are continuously discussing redesigning the office layout and processes to ensure social distancing 
in place.  
 

Conference calls will be used indefinitely, instead of face-to-face meetings for the foreseeable future. This could potentially remain 
compulsory dependant on advice received moving forward. We will ensure that staff have sufficient rest breaks and that during such breaks, 
social distancing is adhered to in rest areas and the outdoor smoking area. 
 

Site 
RPE and PPE to be worn when accessing occupied premises. Occupant advised prior to arrival to maintain a two-metre gap at all times.  

Staff will be reminded on a daily basis of the importance of social distancing, both in 
the workplace and outside of it. Management checks will be carried out to ensure this 
is adhered to at all times. 

General Manager 
 

PA to Senior Management 
 

Quality Manager 
 

Managing Director 
 

Line Managers 

Ongoing Ongoing 

https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
https://www.nursingtimes.net/news/research-and-innovation/paper-towels-much-more-effective-at-removing-viruses-than-hand-dryers-17-04-2020/
https://www.nursingtimes.net/news/research-and-innovation/paper-towels-much-more-effective-at-removing-viruses-than-hand-dryers-17-04-2020/
https://www.nhs.uk/conditions/emollients/
https://www.hse.gov.uk/skin/professional/health-surveillance.htm
https://www.publichealth.hscni.net/news/covid-19-coronavirus
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19
https://www.publichealth.hscni.net/news/covid-19-coronavirus
https://www.gov.uk/government/publications/covid-19-guidance-on-social-distancing-and-for-vulnerable-people
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Control Measures Additional Controls Action By (Name) Action By (Date) Actioned Date 

Wearing of Gloves – Site Staff 
 
Where the wearing of gloves is required, as identified during the on-site risk assessment, an adequate supply of these have been provided. 
Site staff have been instructed on how to remove gloves carefully to reduce contamination and how to dispose of them safely. See video 
guidance: https://www.youtube.com/watch?v=oUo5O1JmLH0 

Staff have been advised and will be reminded that wearing of gloves is not a substitute 
for good hand washing. 

Quality Manager 
 

Managing Director 
 

Line Managers 

Ongoing Ongoing 

RPE 
 
Office 
Public Health guidance on the use of PPE (personal protective equipment) to protect against COVID-19 relates to health care settings. In our 
office setting, we will maintain social distancing, in addition to practicing good hand hygiene behaviours. This eliminates the requirement of 
using RPE in the office. Where social distancing, for whatever reason cannot be maintained, 3 layered masks are stocked within the office for 
use, but only if required. 
 
Site 
All site staff must wear overalls, gloves, and a half mask (as a minimum) when accessing occupied premises. All site staff have been face-
fitted to their respirators, ensuring a proper seal. An asbestos industry requirement is to ensure that, where required, staff have been face-
fitted, and are clean shaven at all times whilst undertaking any asbestos related tasks (survey, sampling, or removal). 

Where staff face fit tests need to be carried out again, in line with asbestos-related 
task frequencies, the staff member being tested will be reminded to wash their hands 
before and after the test. The third-party fit tester should be aware of their 
requirements to wash hands before and after the test, as well as wearing disposable 
gloves when servicing/cleaning masks. 
 
Masks are already cleaned thoroughly before and after use. However, additional 
surveillance checks will be continually made to ensure this is being undertaken, as 
necessary. 

General Manager 
 

PA to Senior Management 
 

Quality Manager 
 

Managing Director 
 

Line Managers 

Ongoing Ongoing 

Symptoms of Covid-19 
 
If any PA Group UK Limited staff become unwell with a new continuous cough, loss of taste or sense of smell, or a high temperature, they 
will be sent home immediately, and advised to follow the stay-at-home guidance, in addition to attending a testing site/ordering a home test 
kit to confirm whether they are carrying the virus. Their line managers will maintain regular contact with staff members during this time. 
 
If we are advised that a member of our staff, or a member of the public has developed Covid-19 and were recently within our premises 
(including where a member of staff has visited other workplace premises such as domestic premises), PA Group’s management team will 
contact the Public Health Authority to discuss the case, identify people who have been in contact with them, and will take advice on any 
actions or precautions that should be taken. See guidance https://www.publichealth.hscni.net/ 

Internal communication channels and cascading of messages through line managers 
will be carried out regularly to reassure and support employees in a fast-changing 
situation.  
 
Line managers will offer support to staff who are affected by Coronavirus or has a 
family member affected. 

General Manager 
 

PA to Senior Management 
 

Quality Manager 
 

Managing Director 
 

Line Managers 

Ongoing Ongoing 

Site Staff (Survey & Removal) 
 
Procedures are in place for site staff to ensure adequate welfare facilities are available during their work. In addition to our own procedures, 
we are following the Construction Leadership Council (CLC) Site Operating Procedures. 
 
At the forefront of surveying and removal procedure working, cleanliness is an industry requirement which always includes: 

 
➢ Wiping down tools, plant, and equipment, before and after use.  

 
➢ Sampling away from third parties (occupants). 
 
➢ Remedial activities carried out within enclosures or in seclusions from tenants. 
 
➢ Use of RPE and PPE as appropriate 
 
These processes will remain compulsory, but with additional emphasis on the importance of them being carried out, as extra 
precaution/prevention. In addition to these existing controls, the below points have also been emphasised to site staff. 
 
➢ Advised that when working in occupied premises, half mask and gloves are to be worn. 

 
➢ Issued with an information sheet which must be handed to occupants to divulge why masks and gloves are being worn.  
 
➢ Provided with hand sanitiser for use (at least 70% alcohol content). 
 
➢ Wiping down of vehicle surfaces frequently, with sanitising wipes. 
 

Upon the site staff’s arrival on site, they will adhere to the Access & Site Works 
Protocol section of the Pandemic Response Procedure, Procedural Note 185 – 
Pandemic Response (Document Ref: PN185). 

Quality Manager 
 

Managing Director 
 

Line Managers 

Ongoing Ongoing 

https://www.youtube.com/watch?v=oUo5O1JmLH0
https://www.publichealth.hscni.net/
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Control Measures Additional Controls Action By (Name) Action By (Date) Actioned Date 

Mental Health  
 
Our Management team will promote mental health and wellbeing awareness to staff during the Coronavirus outbreak and will offer 
whatever support they can to help to prevent the risk of feeling isolated or anxious about coronavirus. 
 
For reference please see: 
https://www.mind.org.uk/information-support/coronavirus-and-your-wellbeing/  
www.hseni.gov.uk/stress 

We will have regular keep in touch meetings/calls with people working at home to talk 
about any work issues and will talk openly with workers about the possibility that they 
may be affected and tell them what to do to raise concerns or who to go to so they 
can talk things through. In addition, we will keep workers updated on what is 
happening, so they feel involved and reassured. 
 
We will involve workers in completing risk assessments so they can help identify 
potential problems and identify solutions. 
 
We will discuss the issue of fatigue with employees and make sure they take regular 
breaks, are encouraged to take leave, and set working hours to ensure they are not 
working long hours. 
 
We have an occupational health referral programme if personal stress and anxiety 
issues are identified. 

General Manager 
 

PA to Senior Management 
 

Managing Director 
 

Line Managers 

Ongoing Ongoing 

Visitors 
 
The office will be closed to all visitors. Conference calls will be used indefinitely, instead of face-to-face meetings for the foreseeable future. 

This could potentially remain compulsory dependant on advice received moving 
forward. 

All Ongoing Ongoing 

Assessor Name: Arron Bennett Assessor Position: Quality Manager Assessor Signature: 
 

Date: 2nd March 2021 

Duty Holder Name: Chris Miller-Hanna Duty Holder Position: Managing Director Duty Holder Signature: 
 

Date: 2nd March 2021 

 

https://www.mind.org.uk/information-support/coronavirus-and-your-wellbeing/
http://www.hseni.gov.uk/stress
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3.0 – BUSINESS CONTINUITY ACTIONS 

OFFICE-BASED & STORES-BASED EMPLOYEES 

It is essential that all employees confirm they are well and free from the virus, or symptoms of the virus as far as is reasonably practicable, prior to 
entering the office/stores each day. Staff should only attend the office/stores if they or members of their household are not displaying any potential 
symptoms of COVID-19. If any of our employees live with others who are self-isolating or are particularly vulnerable, they are not permitted to not 
attend PA Group’s office/stores. 
 

When travelling to and from work, vehicle sharing with members outside of households is not permitted. All staff must travel to work in their own 
vehicles or arrange to be dropped off by a member of their household. Public transport should only be used where there are no other alternatives. 
 

Upon entry to the office/stores, and when leaving the office/stores, all employees must sanitise their hands thoroughly at the hand sanitising 
stations. Within the office, the entry sanitising station is opposite the reception desk. Hand sanitiser is also readily available at all entry and exit 
points of the office, in addition to both toilets, the kitchen area, and the meeting room. E45 emollient cream has also been provided where there are 
hand sanitising areas. Emollient cream should be used after each hand sanitisation to prevent skin from becoming sore. At the stores, the sanitising 
station is situated within the kitchen area. Also, when entering the office/stores, temperatures of all employees and visitors will be taken to ensure 
the readings are within a normal range. 
 

Social distancing must be maintained. Employees must ensure they keep a two-metre gap from other employees at all times. Where the office 
capacity has been reduced, by way of home working patterns, we can maintain this distance at all times, eliminating the need for screens between 
desks and the use of RPE. Only one employee at a time is permitted to carry out bulk analysis within the laboratory or use the kitchen facilities. 
Employees must not queue outside of the toilet areas. At the stores, social distancing can easily be maintained as only a maximum of two employees 
work at the stores at any one time. For operatives requiring equipment from the stores, the stores employees will carry the required equipment out 
to the operatives whilst they remain in their vehicles. The stores employees will then withdraw and allow the site-based operatives to load the 
equipment into the vehicles. 
 

At the beginning and end of each working day, every desk, keyboard, mouse, screen, and phone must be cleaned by the user with the antibacterial 
wipes/cleaning solution provided. Touchpoints throughout the office/stores, including the alarm keypad, light switches, printer touchscreens, radio 
buttons, door handles and other switches/buttons will be sanitised daily. A cleaning regime/routine has been implemented to cover all other areas. 
 

Employees must ensure that where drinks are made, they only make drinks for themselves. When having lunch breaks, social distancing must be 
maintained at all times, whether inside the office/stores or outside on the lunch benches. Any utensils used for lunch must be placed into the 
dishwasher once finished with. If food is being prepared within the kitchen, employees must wipe down any surfaces used before leaving the area.  
 
Ventilation 
Employers must, by law, ensure an adequate supply of fresh air in the workplace and this has not changed given the current climate. Good 
ventilation can help reduce the risk of spreading coronavirus, so we will focus on improving general ventilation, preferably through fresh air. Where 
possible, we will consider ways to maintain and increase the supply of fresh air, for example, by opening doors (unless fire doors). Also, we will 
consider if we can continue to improve the circulation of outside air and prevent pockets of stagnant air in occupied spaces. The risk of transmission 
through the use of desk fans is extremely low providing there is good ventilation in the area it is being used, preferably provided by fresh air. 
 
Air Conditioning 
The risk of air conditioning spreading coronavirus (COVID-19) in the workplace is extremely low as long as there is an adequate supply of fresh air 
and ventilation. During warmer months, and winter months we will continue to use our serviced and compliant air conditioning systems as normal. 
Although we will still be using the air conditioning systems, we will ensure that good ventilation is maintained at all times where reasonably 
practicable. 
 
Please refer to the HSE website for additional information in relation to ventilation and air conditioning in the workplace: 
https://www.hse.gov.uk/coronavirus/equipment-and-machinery/air-conditioning-and-ventilation.htm  

SITE-BASED EMPLOYEES (SURVEYORS, REMOVAL OPERATIVES, AUDITORS & SITE VISITS) 

It is essential that all employees confirm they are well and free from the virus, or symptoms of the virus as far as is reasonably practicable, prior to 
starting work each day. Staff should only attend work if they or members of their household are not displaying any potential symptoms of COVID-19. 
If any of our employees live with others who are self-isolating or are particularly vulnerable, they are not permitted to not attend work. Daily 
communication by line managers will take place to ensure monitoring of each site-based employee. 
 

When travelling to and from each site, vehicle sharing is not permitted for surveyors. Each surveyor has their own vehicle to enable them to travel 
alone. Where removal operatives work usually in pairs, vehicle sharing is usually unavoidable. To reduce any subsequent risk, operatives sharing 
vehicles should ensure they have disposable masks and gloves on whilst travelling. 
 

Suitable access arrangements will be made prior to site-based employees attending any site. Please refer to the Access & Site Works Protocols 
within this procedure for additional information on this process. Site-based employees are not permitted to enter any property where signage is 
displayed identifying the occupant as vulnerable, shielding, or self-isolating. 
 

Site-based employees are not permitted to enter PA Group’s office when returning paperwork or samples. All paperwork and samples must be left in 
the external post box at the end of the office for collection. 

https://www.hse.gov.uk/coronavirus/equipment-and-machinery/air-conditioning-and-ventilation.htm
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OFFICE VISITORS / DELIVERIES 

All deliveries must be left at reception. If a signature is required for the parcel, ensure that you maintain a two-metre gap with the delivery person, 
and wash/sanitise your hands before and after using their electronic signature device. Hands should also be sanitised again once the parcel has been 
opened, and the packaging has been disposed of.  
 

Visitors will not be permitted to the PA Group office until further notice. Meetings and inspections should take place via video call/phone call in all 
instances. This process will remain until such a time where it is deemed safe to resume face to face meetings. For meetings with PA Group 
employees only, the meeting room should not exceed any more than four employees at a time.  

SUB-CONTRACTORS 

Where sub-contractors are employed by PA Group, they are required to follow our procedures and policies. Sub-contractors must also provide PA 
Group with their own procedures, if applicable. 

SERVICES 

Building inspections and servicing will be kept to a minimum where possible. Where not possible, the two-metre social distancing rule will be 
maintained at all times whilst on PA Group premises. 

4.0 – ACCESS & SITE WORK PROTOCOLS 

Detailed below are the protocols which will be followed when scheduling any works with occupants/site contacts, and when attending site to 
complete/price works. This aims to reassure both Clients and occupants that we can continue our operations safely on your behalf and that we are 

taking all of the necessary measures to ensure a duty of care to all persons involved during these unprecedented times. 

SCHEDULING ACCESS PROTOCOLS 

When scheduling in works with occupants, we will endeavour to ask a series of questions before an appointment will be made to ensure that the 
works can be completed without placing anyone at risk in the process. 
 
The administrator scheduling the works will ask the below series of questions: - 
 

• Is anyone in the property over the age of 70 years old? 

• Is there, or could there be anyone in the property that is pregnant?  

• Does anyone in the property have any COVID-19 related health conditions? 

• Is anyone in the property considered vulnerable? 
 
If the occupant answers yes to any of the above questions, the administrator will either proceed with additional questions to assess the risk, or we 
will postpone the works to reduce any associated risk with our attendance. If the occupant answers no to all questions, the administrator will con-
firm with them that they are happy for us to attend. We will also request that the occupant contacts us if anything changes between booking the 
appointment and arriving on site to commence with the works. 

GAINING ACCESS & SITE WORKS PROTOCOLS 

When working in occupied premises, site-based employees must knock on the door, stand two-metres back and ask the occupant if it is safe for them 
to enter (in case anything has changed since scheduling the appointment). Where it confirmed to be safe to enter (there is no person with symptoms, 
self-isolating or is vulnerable), occupants should withdraw to allow the two-metre social distance requirement between them and the site-based 
employee. The site-based employee will be wearing a mask throughout the duration that they are within the premises. If the occupant refuses to 
withdraw, the site-based employee is entitled to abort the visit. Occupants should ideally remove themselves completely from the area of work, or as 
a minimum, continue to maintain a two-metre distance. Asbestos sampling and removal already require the occupants to be clear of the sampling/re-
moval area until works have been completed. It goes without saying that if occupants offer the employees any refreshments, that they politely decline. 
All unnecessary contact should be avoided. 
 
Site-based employees must ensure they have sanitised their hands prior to advancing into the property and when leaving the property. As an asbestos 
industry requirement, all site-based employees are, as a minimum, equipped with their own P3 filtered half mask. As a precautionary measure, even 
where a two-metre distance can be maintained, all site-based employees should wear their masks, disposable overalls, and gloves in any occupied 
premises. In line with surveying and removal procedures, all masks are thoroughly cleaned before and after use, before being stored in a clean con-
tainer. Site-based employees must avoid touching their mouths, noses, and eyes unless they have clean hands. They must also avoid touching surfaces 
and door handles where possible. If the touching of surfaces cannot be avoided, any areas where contact has been made will be cleaned in accordance 
with our standard cleaning procedures, to reduce the spread of any virus that may be present prior to leaving the property. 
 
All site-based employees will carry an Access & Site Protocol Information Sheet for occupants to review, if requested. All sheets are laminated and can 
therefore be wiped with alcohol wipes before handing to the occupant and after the occupant has finished reviewing. 
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5.0 – FIRST AID RESPONSE PROCEDURE 

First aid remains a crucial skill and resource across our business and projects, even as the country deals with the COVID-19 pandemic.  Whilst we will 
be operating sites with a reduced workforce, it is vitally important that we continue to provide adequate first aid provision throughout these times. 

 
It is important to remember that any person displaying symptoms of Coronavirus should be isolating at home and not on site, therefore the 

potential for risk of infection on site whilst administering first aid is low. Most incidents do not involve getting close to a casualty where you could 
encounter cough droplets. Sensible precautions will ensure you are able to treat a casualty effectively. 

FIRST AID TREATMENT 

Where possible, an affected party should self-administer first aid treatment (applying a plaster etc.). Where level of treatment is minor, this should 
be administered by the injured party under the supervision and instruction of a trained first aider. 
 
Where the level of treatment required is greater and the skills of a first aider are required, first aiders are permitted to break the two-metre social 
distancing requirements, as confirmed by the Construction Leadership Council. 
 
Anyone providing first aid should wash their hands or use an alcohol sanitising gel, before and after treating a casualty, also ensuring that they do not 
cough or sneeze over a casualty when they are treating them. 
 
First aiders should wear gloves and a face mask when administering first aid treatment. Regular checks of first aid box / supplies must be undertaken 
to ensure an adequate supply of consumables. 

CPR / RESUSCITATION 

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 victim’s 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.  (Ensure supplies of FFP3 face masks, gloves and eye protection are located at the first aid point) 
 
After performing compression-only CPR, all rescuers should wash their hands thoroughly with soap and water; alcohol-based hand gel is a conven-
ient alternative. They should also seek advice from the NHS 111 coronavirus advice service or a medical adviser.  
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6.0 – QUESTIONS / QUERIES PROCEDURE 

We understand that during this time we will receive questions or queries relating to the continued undertaking of our works. 
 

We believe that by implementing this Pandemic Response Procedure, that we have addressed and covered all risks associated with the undertaking 
of our works during this unprecedented time. Therefore, we will review any concerns raised, but complaints relating to COVID-19 will not be 

investigated/taken any further unless a member of our staff has breached this procedure in any way. 

 

7.0 – FREQUENTLY ASKED QUESTIONS (FAQ’S) 

In addition to the above information, below there are a series of frequently asked questions and answers. 
This FAQ’s list is non-exhaustive. Should you have any additional queries, please do not hesitate to contact us. 

What is your company’s isolation policy, in response to government and WHO guidelines? 

Our policy is in line with Government guidance and our company’s business continuity plan allows for isolation. 

How does your company inform Clients if you have had an employee on one of their sites who is now self-isolating or has been diagnosed with 
COVID-19, and how are you monitoring staff for symptoms of COVID-19? 

Office staff are monitored daily by a member of management which involves taking temperature readings with a contactless thermometer and 
questioning them for updates of any symptoms when they arrive at work. Daily communication with site-based employees takes place via their Line 
Managers to discuss general wellbeing. Should a PA Group employee attend a site that goes into self-isolation, or there is a confirmed case of 
COVID-19, PA Group will liaise with the Client contact in relation to the occurrence, then follow up in writing. 

Does your mitigation plan identify your key project management and your mitigation response should this person need to self-isolate; policy for 
planning any handover of duties and the like to another manager (including name and mobile number) to ensure a smooth transition minimising 
the impact on project? 

Our response plan covers our intended action should isolation be required and how this action should allow PA Group to maintain working to the 
fullest capacity for all our Clients. 

What is your mitigation strategy, should you find part of your workforce has contracted COVID-19, or needs to self-isolate, that minimises the 
impact on the project? 

Our response plan covers our intended action should isolation be required and how this action should allow PA Group to maintain working to the 
fullest capacity for all our clients. Removal site-based employees tend to work in pairs. If one or both of them are affected, then this would have very 
little impact on the total workforce. 

Do you have a return-to-work procedure for those who have taken time off for self-isolation, and a procedure for recording those return-to-work 
meetings? 

We have a return-to-work form which will be completed for each individual coming out of self-isolation. This form will then be kept in their 
personnel file. 

Are you recording a list of all materials that are likely to be delivered over the coming few months, their country of origin, likelihood of delay, 
what mitigation steps you have taken to avoid or minimise any delay or disruption in their supply and what could be sourced from alternative 
suppliers to again mitigate or minimise delay so a detailed risk profile can be drawn up? 

The supplies we have will ensure that PA Group can continue to work as normal over the coming months, with no issues likely to be encountered 
relating to supplies and deliveries. 

Do you document details of any materials that need to go through a manufacturing process, and again the country of origin, likelihood of delay 
and mitigating steps you have taken to avoid or minimise delay to projects? 

All our supplies are in stock and will ensure that PA Group can operate as normal without delay due to manufacturing, suppliers, or deliveries.  

What impact can you foresee for completing works, and how do you propose locking in material and labour costs and mitigating any short to 
mid-term shortage in the markets? 

Our supplies are such that we do not foresee any issues completing work or commencing with future works.  
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EMPLOYEE ACKNOWLEDGEMENT 

Please confirm, by signing below, that you have read and understood all of the procedures/actions detailed above and will comply at all times, until 
instructed otherwise. This acknowledgement will be signed by employees upon return to work or upon an updated version of this procedure being 

issued. 

Name Signature Date 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 


