
Introduction

The safety of all our people remains our priority and before any decisions were taken, we carefully considered a number of factors including:

• The latest Government guidance on office working;
• COVID rates around the UK (particularly in Bristol, Edinburgh, London and Dublin);
• The level of vaccination rates across the firm;
• Trends following the re‐opening of schools and universities.

Key control measures

From 19 July most coronavirus restrictions were removed in England and UK government social distancing guidance no longer applies.

As a responsible business, we will continue to assess the risk from COVID‐19 to our people and the continuity of our business. 

Key control measures we will retain going forward, include: 

• Requiring our people to adhere to our Office Health Policy to reduce the likelihood of people attending the office with COVID 19
• Continuing to assess the internal air quality of our buildings and making improvements where possible in line with HSE guidance
• Encouraging our people, contractors and visitors to maintain good standards of hand and respiratory hygiene
• Continuing with an enhanced cleaning regime in‐line with Government advice

Responsible 
person

Date for 
Completion

Strategic leadership Burges Salmon (the Firm) has established systems in place to manage health, safety and business continuity incidents. 

Early in the pandemic the Firm convened the Plan Ahead Team (PAT). This is the group is a sub-set of the Business Continuity Steering Group which meets weekly to discuss the risk management 
strategy for COVID-19.

This group are responsible for horizon scanning, communicating with internal and external parties, managing information and data, benchmarking against similar law firms, and coordinating the 
Firm’s ongoing response to the pandemic.  

PAT reports into a subset of the business continuity Gold team who provide strategic direction.

The Firm will continue to review working arrangements on a regular basis and, if necessary, they will be adjusted in line with any future changes to Government guidance.  
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Issues/Measures Existing Controls - include PPE, procedures, training, plant and equipment, SWMS etc. (refer to hierarchy of control)
Implementation 
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Social Distancing As of Monday 20 September 2021, all social distancing measures will have been removed.

Through various communications we will continue to encourage people to be considerate of others who may have a different perception of risk and maintain the good practices that have been 
learned over the course of the pandemic, i.e. rigorous hand and respiratory hygiene. 

We will continue to maximise opportunities to allow our people to distribute themselves further apart around the open plan areas of the office. For reference, the distance between desks when sitting 
face to face on the same pod is approximately 1.6 metres and the distance side-by-side is approximately 1.1 metres and generally the research appears to show that the larger droplets drop out by 
1.5 m.

Plan Ahead 
Team

On-going Live

Working Remotely The Firm's People were instructed to work from home upon Government imposed COVID-19 restrictions. From 20 September 2021 people are freely allowed to work in the office but as the Firm 
transitions to a hybrid working model people continue to work from home and so the following measures remain in place:

Individual ergonomic assessments are freely available to anyone presenting with a health or comfort issue 
Guidance for safe home working has been communicated to the Firm's people and will be repeated periodically 
Equipment is made available to support safe and effective home working. 

The Firm maintains a programme for monitoring the wellbeing of employees who are working from home.

Additional help, support and guidance can be found on the Firm's intranet - COVID-19 zone - with guidance and tools to help BS People to work from home and support their health and wellbeing. 
Further support can be accessed via the People Team/Employee Assistance Programme. 

Plan Ahead 
Team

n/a Closed

Ventilation The Firm has consulted with the Knight Frank OGW Building Manager who in turn has consulted with their competent engineers in relation to the use of ventilation as a control measure to reduce 
the risk of transmission of COVID-19 in enclosed spaces. We can therefore confirm:

Fresh air rates within OGW are maintained through mechanical ventilation and extract systems. These are monitored in-line with CIBSE and RHEVA guidance by the Building Manager's M&E 
provider.

The fresh air is supplied to the office floors using air handling units (AHUs), which brings fresh air in from outside and filters that air to remove unwanted particles, such as dust and debris.

The air then passes through heating and cooling coils that regulate the temperature before it passes down the ductwork on route to its final location on the office floors.  The amount of fresh air that 
is supplied down the ductwork is regulated to a minimum setting.  If more air is required, the control system automatically recognises this and speeds up the fan to maintain a minimum pressure.

It's important to note that 100% fresh air is supplied through these AHUs, and there is no recirculation of extracted air.

The air from the office floors is then extracted back into the ceiling void space where a fan transfers it to the atrium.  After being transferred to the atrium, the extracted air rises to the top of the 
atrium where extract fans pull the air out through a separate ductwork supply before extracting it out into the atmosphere. 

Heating, Ventilation and Air-conditioning systems are checked, cleaned and maintained by Landlord and/or the Firm's M&E contractors to address any additional risk posed by COVID-19

The Building Manager has purchased a number of CO2 monitors and corresponding software package which provides analytics to support the monitoring of indoor air quality at OGW. This pilot 
system is being used to assess the air-flow in the most populated or frequently used areas of the building and provide evidence for behavioural change.  Initial results suggest that to maintain CO2 
levels in line with HSE's guidance to be well ventilated, when two or more people are using the cellular offices the door should be left open. Individuals who have been assigned desk fans for health 
reasons may use them on the low speed setting and should take care that the air stream does not pass over others sitting nearby. 

Monitoring of building is ongoing to develop specific guidance in respect of any areas where ventilation is not adequate.  In the meantime during long meetings there should be regular breaks where 
the internal and external doors are opened to assist ventilation

OGW Building 
Manager, 

Facilities and 
Front of House 

On-going Live

Hand and 
respiratory hygiene

People are expected to maintain personal hygiene standards at all times.  As a minimum expectation, hands should be washed/sanitised when entering the building and again when entering a 
different floor-plate. Face coverings must be worn when using the lifts or Glassworks servery area. 

Hand washing facilities with soap and water exist on every floor of BS office premises and are available in client/visitor meeting spaces. If people do need to cough or sneeze they should do so in 
their arms and if they blow their nose then then should wash hands/sanitising afterwards.  

Hygiene stations are located at regular intervals around the open plan office spaces which are stocked with alcohol-based hand gel, tissues and sanitising wipes. Spent tissues/wipes should be 
disposed of in the nearest bin before washing or sanitising hands.

Face coverings and disposable nitrile gloves are available to people in OGW should they require them. 

Automatic and manual dispensers for alcohol-based hand gel are located in communal and open plan office areas of OGW.  

Disinfectant wipes and alcohol-based hand gel are also available in high traffic areas such as tea points and print rooms where common touch points exist. People should wipe down surfaces before 
and after use. Spent wipes will be disposed of in general waste bins which will be emptied at the end of each day by the on-site cleaning team.  Signage to be placed on the back of the doors 
leading from the floor plate to the central lift lobby to remind people to wear face coverings in the lifts and Glassworks Servery

Commercial 
Manager

19/07/2021 Closed
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Changing Rooms A digital screen indicates the number of people in the changing room at any time. This allows people to assess if they would feel comfortable to enter or return at a quieter time. 

Mechanical ventilation and extraction exists in the male and female changing rooms. 

The Building Manager has been asked to fit a small mirrors over the cubicle sinks in the female changing room. This will further support social distancing and provide spaces where people with low 
risk appetite can shower and change while relatively segregated from others in the changing room.  

Signage to be put on drying rooms and changing rooms to inform people that items left in these areas will be removed by Security each Friday. 

Commercial 
Manager

&

Building 
Manager

On-going Live

Security reception Perspex screens have been fitted around the reception desk as a barrier to respired droplets when people approach the desk.

Hand and sanitiser points exist around the reception area. 

Dedicated waste bins for face masks, tissues and gloves are located in 'the slice' outside both entrances to Security reception. 

FOH Manager 19/07/2021 Closed

Client reception 
areas on ground 
and fifth floor

Visitors (who have pre-booked) who require car park access will need to contact Security by using the intercom panel at the car park entrance on Avon Street. Once parked, visitors may use the 
client lift to reach ground or fifth floor reception. Hand sanitiser and disinfectant wipes are present in the client lift. 

Single use face coverings are available at reception for visitors who choose to wear them. Tissues and hand sanitiser are also available. 

Perspex screens have been fitted in front of the reception desks on ground and fifth floor as a barrier to respired droplets when people approach the desk.

The Reception team wipe down the reception desks regularly with sanitising wipes. 

FOH Manager On-going Live

Moving around 
OGW and through 
common areas.

The COVID-19 control measures for OGW have been agreed with the Knight Frank, Building Manager. These are kept under review and updated regularly to provide robust and consistent control 
measures to reduce the risk of COVID-19 transmission. 

Following a review of COVID-19 control measures and in-line with CIBSE guidance, the maximum occupancy of lifts has increased to 2 people at a time. 

Disposable face masks will be made freely available at reception for those who need them. 

Commercial 
Manager

On-going Live

Cleaning Cleaning specification has been established with the contract cleaning company for the Firm's demise, Glenn Cleaning. 

Cleaning procedures are regularly reviewed by the Facilities team and changes to the type or frequency of cleaning are considered in-line with the prevailing guidance and this risk assessment. 

Cleaning contractors are instructed that all of their employees are to be provided with face coverings,  have appropriate PPE (where needed) and relevant training.

Frequent cleaning and disinfecting of objects and surfaces that are touched regularly is carried out, particularly in areas of high use such as door handles, light switches, reception area using 
appropriate cleaning products and methods.

Cleaning will be targeted at high traffic areas and workspaces which have been recently occupied as indicated by the indicator cards described below. 

Cleaners will be required to sign a cleaning log for each floor plate once completed. 

A procedure is in place to deep clean and sterilise the relevant areas should a COVID-19 case occur. All reported incidents to be referred via the People Team to the Business Continuity Silver and 
Gold Teams. 

Commercial 
Manager

n/a Closed

Workplaces and 
workstations

People working from OGW have assigned desks but they are allowed the flexibility of working from another desk in their department for the day if they would prefer to maintain social distance. At the 
end of the day all people working in the office must indicate that the desk is used/dirty by flipping an indicator card from green to red on the surface of the desk. This will be flipped back from red to 
green once Glenn Cleaning have cleaned the desk. 

People should clear their workspace at the end of each use, removing waste and personal belongings so that effective cleaning can take place. Sanitising wipes are made available for people to 
clean their individual workspace (desk, keyboard, mouse, chair armrests), should they want to. 

At the end of each day, Glenn Cleaning contractors will wipe down/disinfect desks, chair arms, door/furniture handles and other common touch points at workstations that have been used during that 
day. 

Plan Ahead 
Team

n/a Closed

Work equipment 
and activities

Where possible work equipment and resources will not be shared. Where this is unavoidable, additional precautions will be put in place (e.g. sanitising wipes, gloves etc.). Plan Ahead 
Team

n/a Closed
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Meetings & events In line with government guidance there is no restriction on meeting in person although we encourage the Firm's people to consider the use of calls or video conferences where there is little benefit to 
be gained by meeting in person. 

Line managers must strike a balance when arranging team social or training events, between wanting all/most of the team to be together vs the potential for a large number of people to become ill 
and the knock on effect to service continuity so increasing the pressure on other team members. 

Where the size of the event, the profile of those attending and prevailing infection risks suggest additional precautions are required event attendees will, in some circumstances be asked to take LFD 
tests. 

If it is possible to increase air circulation in the room by opening a door or window, this will be done for the duration of the meeting unless inclement weather makes this impracticable. 

Hand sanitiser, disinfectant wipes and tissues are provided in every meeting room and are regularly checked and restocked.

It is expected that people attending external events will follow the COVID-19 guidance of whomever is organising the event. 

FOH Manager n/a Closed

Catering  - 
Glassworks

Face coverings must be worn in the servery area of Glassworks but are not required in the seating areas. 

Tables and chairs are cleaned regularly. 

Hand sanitiser and cleaning wipes are readily available for individuals to use. 

FOH Manager n/a Closed

Catering - 
Hospitality 

Hospitality for meetings:
Limited hospitality service is available. Pre-packaged lunches and drinks can be provided.
Table service may also be provided by BaxterStorey people who are wearing face masks.  
Coffee's can be provided from the coffee bar if lidded. 
Hospitality food and drinks are provided from Glassworks and coffee bar only.

FOH Manager n/a Closed

Wellbeing and 
consultation 

The Firm consults with it's people on COVID-19 risk management via the Health and Safety and Wellness Forum, PAT, guidance documents and ongoing communication from senior managers. 

Wellbeing support includes regular communication by the Firm's Wellbeing team, support discussions with line managers or the People team and access to the Firm's Employee Assistance 
Programme (EAP). 

The Firm communicates regularly with it's people on a range of issues, including changes to operating procedures, updates to COVID-19 guidance, innovations to improve working from the home or 
the office. 

The Firm remains firmly committed to supporting everyone with their wellbeing and the People team is available to provide appropriate support to anyone to requests it.

Head of People On-going Live

Tests and 
vaccinations 

The Firm has  registered with the Government’s ‘Workplace Collect’ COVID test scheme and has a large supply of test kits which are made freely available to anyone in the firm.  The internal 
contractors (BaxterStorey, Bidvest Noonan and Glenn Cleaning) are undertaking regular lateral flow testing. 

The Firm encourages people to participate in the COVID-19 vaccination programme and enables people to take time away from work in order to attend vaccination appointments. 

83% of the Firm's people responded to a vaccination survey in September 2021, which provided us with a range of useful data including the following statistics:

• 88% of those responding have had both vaccinations
• 9% await their second vaccination with the majority due to receive their second jab within the next 6 weeks;
• 97% of those responding will have therefore received both vaccinations by the end of October.

Commercial 
Manager 

&

Head of People

On-going Live

NHS Test & Trace The Firm maintains records of all people (Partners, employees, clients, contractors and visitors) who have been on site. These records are held for at least 21 days. 

The Firm will comply with any direct instruction from the NHS Test and Trace service. 

The Plan Ahead Team monitor Test and Trace guidance and requirements and will act to conform with them where appropriate to do so. 

Head of People n/a Closed

People presenting 
with COVID-19 
symptoms 

In the event that someone in the office develops symptoms, they must go home immediately and isolating. They must notify their Line Manager and the People team as soon as possible that they 
have COVID-19 symptoms and arrange for a confirmatory PCR test. 

The Firm's People team will identify close contacts of individuals who have been in the office and subsequently develop symptoms within 48 hours. If that individual returns a positive lateral flow or 
PCR test, then close contacts will be asked to work from home until they return a negative PCR test. 

H&S Manager n/a Closed
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Protecting People at 
Higher Risk

People who are within the vulnerable or clinically extremely vulnerable category are empowered to continue to work from home if able to do so effectively.

The firm will continue to consider further mitigations for groups of people who may be at more risk of being infected and/or an adverse outcome if infected with COVID-19. 

If a clinically extremely vulnerable individual choses to attend BS offices, then they may decide to maintain a social distance  and practice stringent and frequent hand washing. They may request a 
workspace is setup in a remote part of the department or on in the fifth floor meeting spaces. They may also request to access the premises outside of core working hours and/or at the weekend.  

Head of People n/a Closed

People who need to 
Self-Isolate

The Firm is taking steps to check that People who are advised to stay at home in line with Government guidance do not physically come to work. This includes those who have COVID -19 
symptoms, or live in the same household as someone who has COVID-19 symptoms. 

The Firm's people are asked to report if they, of those in their household are suspected or confirmed cases of COVID-19 to their Manager and/or People Team immediately, in line with 
communicated COVID-19 protocols. 

The Firm's people are mandated to work from home in the event they need to self-isolate. 

Reminders are send to our people to check their own health and advise Manager and/or People Team of any concerns.

Continued regular communication is provided via intranet, email, signage and advice to the Firm's people by the Firm's senior management, Plan Ahead Team or any other stakeholder as 
necessary. 

Head of People n/a Closed

Accident / injury / 
poor health

First aiders to be aware of the information from the Resuscitation Council (UK). In an emergency, the need for resuscitation by a First Aider overrides the risk posed by not maintaining the 2m social 
distancing rules. https://www.resus.org.uk/media/statements/resuscitation council-uk-statements-on-COVID-19-coronavirus-cpr-and resuscitation/covid-community/ 

First Aiders and casualties (where possible) must wash their hands thoroughly after treatment. 

Face masks, gloves and disposable aprons must be sealed in a biohazard bag and disposed of in the sanitary waste bin provided in the First Aid treatment room.

H&S Manager On-going Live

Work related travel Before undertaking travel, people should check the transport guidance on the .Gov website.

International travel is permitted, in-line with Government restrictions. Travel will not be permitted to countries on the FCDO 'red list'. 

FOH Manager On-going Live
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