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INTRODUCTION 

This pamphlet shares with colleagues, including agency staff, at Radio 

Design UK our risk assessment and what actions are being implemented to 

reduce transmission of the corona virus, to keep us all safe while we 

continue to operate our business. 

Prior to government guidelines issued on 11
th

 May 2020 the company had 

already implemented social distancing in our facilities. The guidelines have 

been reviewed and some small additional measures have been added more 

recently. 

A Covid Defence Team was established 2
nd

 April, 2020 and meets weekly to 

ensure continued compliance to guidance. 
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KEEPING CLEAN 

There is a risk of contracting COVID-19 by not keeping ourselves and items 

we use clean – the following are the ways we are reducing this risk. 

All staff must ensure that they clean their hands frequently. The first 

preference is to use soap and water and wash for 20 seconds and dry with 

a paper towel. 

Alcohol based hand sanitiser stations have been widely distributed 

throughout the business. 

Rolls of tissue paper have been distributed to staff – see a supervisor if 

replacement is needed. 

A subcontract cleaning company has been retained to ensure that surfaces 

are cleaned regularly. 

Where staff share workstations (alignment sites, cal kits, test sites etc) they 

must use the alcohol wipes provided to wipe down the workstation before 

the start of and at the end of each shift (including buttons on analysers, 

chair arms etc). 

Staff should wipe down canteen tables using the provided alcohol wipes 

before and after using them. 

Shared facilities such as printers have sanitisation gel next to them. Staff 

must use this before and after using shared facilities. 

Staff using trolleys etc must use gloves and wipe down the trolleys with the 

provided alcohol wipes. 

There is some evidence that the virus can stay on fabric for a few days, 

although usually it is shorter. Therefore, as you are working with people 

outside your household, you should wash your clothes regularly. 

Staff should not share pens, screwdrivers etc but if they have to they should 

be wiped with the provided alcohol wipes. 

First aiders should be particularly vigilant about washing their hands after 

having attended to somebody. 

Staff who use desk phones for business calls are encouraged to use Teams 

where possible as other staff are less likely to use the same computer. 
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SOCIAL DISTANCING 

There is a risk of contracting COVID-19 by close personal contact – the 

following are the ways we are reducing this risk. A review of the workplace 

has been conducted and social distancing has been implemented. 

Where possible a 2m distance has been established between workstations. 

In circumstances where the 2m distance is not possible and the activities 

are regarded as essential to our business, staff work side by side or back to 

back rather than facing each other. 

Staggered break times have been introduced. 

Chairs have been removed from the canteen areas and laid out to allow 2m 

distance where possible. 

Staggered leave times reduces the number of staff at any one time leaving 

through exits to allow 2m distancing. 

All staff should ensure that social distancing is maintained in washrooms. 

As a result of staff working from home, we have been able to ensure that 

any desk workers are 2m apart. 

2m spacer markings have been placed on floors as a reminder of the social 

distance that needs to be maintained. 

Where possible you should remain in your usual work area unless your role 

would normally mean you have to move between areas (eg: If you work in 

HRS you should not visit Production & vice versa). 

To help each other maintain social distancing, all staff are encouraged to 

politely ask someone to step back if they feel they are too close. This will 

help us all to keep everyone safe. 

One way signage has been implemented where appropriate. 

Staff who can work from home are working from home and have been 

provided with the appropriate tools to enable this. 

Face to face meetings have been substantially reduced and meetings with 

colleagues are being held via Teams where possible. The number of chairs 

in meeting rooms have been reduced to assist the 2m rule. 

In an emergency (eg fire, first aid etc) staff do not have to stay 2m apart if 

it would be unsafe to do so. 
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PERSONAL PROTECTIVE EQUIPMENT (PPE) 

There is a risk of contracting COVID-19 if certain items of PPE are not used 

- the following are the ways we are reducing this risk. 

PPE is issued for normal performance of tasks. New gloves are available and 

must be changed daily from stores cupboard and must be worn when 

handling products. 

Staff should avoid touching their face and eyes whether wearing gloves or 

not. 

The main way to manage COVID-19 is social distancing and cleaning hands. 

The government guideline with regards to face masks is: 

Wearing a face covering is optional and is not required by law, including in 

the workplace. If you choose to wear one, it is important to use face 

coverings properly and wash your hands before putting them on and taking 

them off. If you wear a facemask you MUST 

Wash your hands thoroughly with soap and water for 20 seconds or use 

hand sanitiser before putting a face covering on, and after removing it. 

When wearing a face covering, avoid touching your face or face covering, as 

you could contaminate them with germs from your hands. 

Change your face covering if it becomes damp or if you’ve touched it. 

Continue to wash your hands regularly. 

Change your face covering daily. 

VISITORS 

There is a risk of contracting COVID-19 from visitors if they have the disease 

- the following are the ways we are reducing this risk. 

Visitors are being discouraged, however if you need to have one on site you 

must ensure that social distancing is observed and explained to your visitor. 

They should be given a copy of this pamphlet. All visitors must fill in the 

visitor book. 

A notice has been posted at Goods-In to ensure that drivers remain in their 

vehicles and staff must ensure social distancing is employed when off 

loading goods. 
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WORKING FROM HOME/FURLOUGHED STAFF 

Managers will ensure that all staff that are working from home or who are 

on furlough will be contacted, as a minimum, on a weekly basis to ensure 

that they are keeping well and that they are coping with the new ways of 

working (or not working at all). 

COVID-19 SYMPTOMS 

The most common symptoms of coronavirus (COVID-19) are recent onset 

of: 

• new continuous cough and/or 

• high temperature 

• anosmia. 

Anosmia is the loss of or a change in your normal sense of smell. It can 

also affect your sense of taste as the two are closely linked. 

For most people, coronavirus (COVID-19) will be a mild illness. 

• Radio Design as part of the communications sector is classed as 

an essential industry and has an Employer Portal account to 

support fast tracking of testing for COVID-19. Please contact Karen 

Hughes to access this and have an appointment booked for you 

• if you live alone and you have symptoms of coronavirus illness 

(COVID-19), however mild, stay at home for 7 days from when your 

symptoms started. The “ending isolation” section on the 

government website has more information: 

https://www.gov.uk/government/publications/covid-19-stay-at-

home-guidance/stay-at-home-guidance-for-households-with-

possible-coronavirus-covid-19-infection#ending-isolation 

• after 7 days, if you do not have a high temperature, you do not 

need to continue to self-isolate. If you still have a high 

temperature, keep self-isolating until your temperature returns to 

normal. You do not need to self-isolate if you just have a cough or 

loss of sense of smell after 7 days, as these symptoms can last for 

several weeks after the infection has gone 

• if you live with others and you are the first in the household to 

have symptoms of coronavirus (COVID-19), then you must stay at 

home for 7 days, but all other household members who remain 

well must stay at home and not leave the house for 14 days. The 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection#ending-isolation
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection#ending-isolation
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection#ending-isolation
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14-day period starts from the day when the first person in the 

house became ill 

• for anyone else in the household who starts displaying symptoms, 

they need to stay at home for 7 days from when the symptoms 

appeared, regardless of what day they are on in the original 14 

day isolation period  

• staying at home for 14 days will greatly reduce the overall amount 

of infection the household could pass on to others in the 

community 

• reduce the spread of infection in your home: wash your hands 

regularly for 20 seconds, each time using soap and water, or use 

hand sanitiser; cover coughs and sneezes 

• if you have coronavirus (COVID-19) symptoms:  

o do not go to a GP surgery, pharmacy or hospital 

o you do not need to contact 111 to tell them you’re 

staying at home 

o testing for coronavirus (COVID-19) is not needed if you’re 

staying at home 

• if you feel you cannot cope with your symptoms at home, or your 

condition gets worse, or your symptoms do not get better after 7 

days, then use the NHS 111 online (https://111.nhs.uk/) 

coronavirus (COVID-19) service. If you do not have internet access, 

call NHS 111. For a medical emergency dial 999 

• if you develop new coronavirus (COVID-19) symptoms at any point 

after ending your first period of isolation (self or household) then 

you need to follow the same guidance on self-isolation again. 

https://111.nhs.uk/
https://111.nhs.uk/
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IDENTIFYING STAFF WITH SYMPTOMS 

There is a risk of contracting COVID-19 if staff fail to identify that they 

have the symptoms - the following are the ways we are reducing this 

risk. 

The company has set up a facility to have your temperature assessed 

remotely in the production area. Instructions are below. You must use this 

if you think that you have the symptoms of COVID-19 (a high temperature 

or a new continuous cough) or if asked to by a supervisor to do the test. If 

your temperature on the thermal imaging camera registers 35.5C or higher 

you should see a supervisor who will use an IR medical grade thermometer 

to confirm if you have a high temperature or not (37.8C or higher). If you 

do have a temperature higher than 37.8C you will be sent home and asked 

to self-isolate in accordance with government guidelines (see the section on 

COVID-19 symptoms in this pamphlet). 

 

 
 

You must inform Karen Hughes, HR, if you are self-isolating and update her 

weekly by calling 01274 537940. 
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WELL BEING 

There is a risk of contracting COVID-19 because of staff not self-

isolating – the following are the ways we are reducing this risk. 

Clinically extremely vulnerable staff have been strongly advised not to work 

outside the home. Such individuals will have received a letter from the NHS 

or will have been told by their doctor. You should inform Karen Hughes, HR, 

if you are in this group. 

If you live with somebody who is classed as clinically extremely vulnerable, 

you are allowed to work but must pay particular attention to social 

distancing. You should inform Karen Hughes, HR, if you live with somebody 

in this group. 

Clinically vulnerable staff are allowed to work but must pay particular 

attention to social distancing. You should inform Karen Hughes, HR, if you 

are in this group. https://www.gov.uk/government/publications/staying-

alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing 

Pregnant staff are allowed to work but must pay particular attention to 

social distancing. You should inform Karen Hughes, HR, if you are in this 

group. 

Radio Design as part of the communications sector is classed as an essential 

industry and has an Employer Portal account to support fast tracking of 

testing for COVID-19. Please contact Karen Hughes to access this and have 

an appointment booked for you. 

If you have any concerns regarding how the company is responding to safe 

working please contact your employee rep (Tom Holmes – production area 

or Chris Walker – HRS) or the chair of the Radio Design Covid defence team 

(Paul Trigg paul.trigg@radiodesign.eu) or the anonymous feedback website 

(http://anonymousfeedback.net/send-anonymous-email.html) or use HSE form 

available at https://www.hse.gov.uk/contact/concerns.htm or call HSE by 

phone on 0300 003 1647. 

 

  

https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-alert-and-safe-social-distancing
mailto:paul.trigg@radiodesign.eu
http://anonymousfeedback.net/send-anonymous-email.html
https://www.hse.gov.uk/contact/concerns.htm
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MENTAL HEALTH 

The risks associated with Coronavirus and the associated lockdown can 

lead not just to physical illness – mental health issues could also 

increase. The following are the ways we can support staff. 

Please discuss any issues you may have with your line manager; they are 

not trained in mental health issues but it may help to talk with them and 

discuss any work related issues. We would point staff towards support 

groups https://www.citizensadvice.org.uk/about-us/contact-us/contact-

us/contact-us/ 

https://www.mind.org.uk/about-us/contact-us/ 

 

 

 

 

SUMMARY 

Despite the challenges presented by the Coronavirus pandemic – both 

personal and corporate – Radio Design has been able to continue to operate 

safely throughout the current outbreak. This has been due to the 

professional manner in which the measures outlined in this document have 

been both implemented and followed. Everybody involved deserves 

immense credit for the role they have played in facilitating and adapting to 

this new way of working. Clearly, for us to continue to operate, it is vital 

that we continue to adhere to these measures until further notice and the 

senior management team would like to thank everybody for their ongoing 

support in doing so.  

 

 

 

 

 

https://www.citizensadvice.org.uk/about-us/contact-us/contact-us/contact-us/
https://www.citizensadvice.org.uk/about-us/contact-us/contact-us/contact-us/
https://www.mind.org.uk/about-us/contact-us/
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TEST & TRACE IMPLEMENTED 28/5/20 

We must all follow the following instructions from the government. You 

MUST let Karen Hughes in HR (01274 537940) know that you are self-

isolating if you are instructed to do so by the NHS trackers. 

 

 


