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1.0

Introduction

Where we are operating (at our Head Office and manufacturing facility, and on installation sites) we need to ensure
we protect our workforce, minimising the risk of spread of infection.
This is a time we need to work together to ensure we can keep working, but in a safe and controlled manner.
This Site Operating Procedure (SOP) is intended to introduce consistent measures in accordance with the UK
Government and Public Health England’s guidance and recommendations on social distancing.
Where it is not possible to follow the social distancing guidelines in full relation to a particular activity, we have
considered whether that activity needs to continue, and if so, taken all the mitigating action possible to reduce the
risk of transmission.
The Health & Safety requirements of any activity must not be compromised at this time. If an activity cannot be
undertaken safely, it should not take place.
Broxap will be taking a zero tolerance approach to non-compliance with the control measures outlines in this
document. Now more than ever, the safety and health of our employees and workforce is paramount.
Any persons found not following the control measures outlines may be removed from site and subject to
disciplinary action.
Broxap will be clearly communicating our requirements to both our employees and our sub-contractors who are
fundamental in ensuring we return to work satisfactorily.

2.0

COVID-19 and Key Control Measures

COVID-19 is a viral illness that can affect your respiratory system. Viruses can be easily spread to other people
and patients are normally infectious until all the symptoms have gone.
A combination of good personal hygiene and management of social distancing can protect from infection. This is at
the core of this document.

Key Control Measures
The following are key control measures for managing the spread of the virus:


Symptoms: ensure staff awareness of symptoms:
o High temperature / fever;
o New, dry, persistent cough;
o Shortness of breath or breathing difficulties;
o Loss or change to your sense of smell or taste.
Persons exhibiting symptoms must self-isolate in accordance with Government guidelines.
Daily electronic health declarations are completed by all staff at our Chesterton site prior to clocking in.



General Health: personnel living with “at risk groups” as defined by the HSE must consider if there is a
heightened risk from attending work.



Hand Hygiene: ensure everyone washes hands or sanitises regularly and thoroughly, and sufficient
facilities are provided and maintained to allow this to happen.
Hands should be washed or sanitised:
o On arrival at work;
o After coughing or sneezing;
o Before eating;
o Before leaving work.



Social Distancing: ensure the workforce maintain 2m separation wherever possible while at work. Social
distancing must also be promoted when travelling to and from work, in order to limit exposure.
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Respiratory Hygiene: ensure people cough/sneeze into a sleeve or elbow. Always cover up and dispose
of tissues.



Cleaning: ensure that all frequently touched objects and surfaces are regularly cleaned and disinfected.

Examples of Implemented Control Measures at Broxap Head Office:

Examples of Implemented Control Measures at our Chesterton Manufacturing Site:

2.1

COVID-19 Testing

One challenge of COVID-19 is the uncertainty of not knowing who has the infection. Testing can help provide
greater certainty.
In line with the Government’s 5-pillar strategy for testing, we will be able to test employees (and members of the
same household) returning to work who have coronavirus-like symptoms to see if they currently have the virus.
The Government have announced that those whose work cannot be carried out from home and are showing
symptoms are now eligible for testing.
Testing will be arranged through the employer referral route.
See https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested for further details.
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3.0

Production & Site Management

We accept that adapting works to comply with the good practices detailed within this SOP will impact on
production. However, the health, safety and wellbeing of our employees and workforce must take priority.
Production operations have been reviewed to ensure the measures outlined within this SOP can be effectively
implemented. This is monitored constantly by QHSE and Production Management.
Any operations or tasks that cannot be carried out whilst maintaining 2m separation will be reviewed to see if
essential, and risk assessed to identify if there are suitable control measures that can be implemented to allow it to
be completed in a safe manner.
All sub-contractors working on behalf of Broxap on site will be made aware of this document, and be expected to
adhere to the control measures detailed within, and also within the job-specific installations RAMS.
Broxap’s installation RAMS have undergone a full review to ensure that they comply with current guidelines from
the Government, Public Health England and the Construction Leadership Council.
All Broxap sub-contract installers will comply with the Principal Contractor’s site rules as all times.

4.0

Site Organisation

4.1

Access to Head Office and Manufacturing Site

The following are control measures that have been implemented at our Chesterton site:


All non-essential visitors are prevented from coming onto site.



Goods inwards building has been locked, with signage instructing delivery drivers to wait outside in a
designated waiting area until attended to.



COVID symptoms signage on entrance doors advising anyone experiencing symptoms should not enter
the building and go home immediately and follow Government self-isolation advice.



2m separation signage and floor markings at entrance and clock machines.



Daily electronic health self-declaration completed by all Broxap staff on arrival at site, prior to clocking in.



All staff should wash or sanitize their hands on arrival at work, at regular intervals throughout the day,
before and after eating, and prior to leaving site at the end of their shift – hand sanitizer stations installed
around site.



Internal doors to be propped open during working hours to minimize common touch points.



Regular sanitization of common touch points in offices – handrails, work surfaces, taps, printers etc.

4.2

Communal and Welfare areas

The following measures are in place (or will be in place as required):
Offices


All non-essential office personnel will continue to work from home where possible.



Personnel working in offices should be suitably dispersed so there is always a social distance of 2m.



Eliminate non-essential visitors attending offices.



Use IT software to support online meetings both in and out of the office (eg. Zoom).



Keep workstation surfaces clear and wipe desks, keyboards, telephones etc. with antibacterial wipes
regularly.



Open plan office spaces will incorporate PET separation screens, enabling an increase in staff numbers
within the office as Government restrictions are eased / lifted.



One-way system to be implemented on office stairs as staff numbers increase.
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Toilets


A full review of toilet areas has been undertaken with clear signage in place to identify control measures
implemented.



To allow 2m separation wherever possible, some cubicles, sinks and hand driers have been temporarily
removed from service.



Anti-bacterial wipes provided in each toilet cubicle for before and after use, with bins supplied for disposal
of wipes.



Wash and sanitize hands after using the facilities.

Canteen & Kitchen areas
Whilst there is still a requirement to provide a means of making hot drinks, these are exceptional circumstances
and, as it is not possible to introduce a means of keeping shared kitchen equipment clean between use, some
items have been temporarily removed (eg. microwaves, toasters etc.).


Personnel have been encouraged to eat at their desk or alone in other areas, instead of using the canteen
areas.



Production break times staggered to reduce congestion and contact at all times.



Provision of anti-bacterial wipes so common touch points (hot water taps etc.) can be cleaned before and
after use.



Signage and floor markings to help enforce 2m separation at all times in these areas, including 1 in 1 out in
small kitchen/welfare areas.

4.3

Induction

All Broxap personnel who return to work in the offices, or manufacturing facility, will undergo a re-induction to make
them aware of the additional health and safety measures in place due to the COVID-19 pandemic.
This process may also include a personal risk assessment (if deemed necessary) to ensure that all parties are
happy for the staff member to return to work (eg. if they suffer from health conditions which may make them more
vulnerable to the virus). Documentary evidence will be maintained in such circumstances.
No member of staff will be “forced” to return to work, unless they are happy and comfortable with the control
measures in place. The robust “Return to the Workplace” process will be followed, including authorisation from
senior management.
Inductions for office staff will be undertaken by the QHSE Manager. Inductions for production staff will be
undertaken by the QHSE Manager, or Production Management.

4.4

Delivery Management

Ensure that all delivery, and collection, transactions enforce physical distancing:


All drivers to report to Goods Inwards via pedestrian gate P2.



The Goods Inwards building is locked, with clear signage instructing drivers to wait outside in the
designated waiting area (with 2m demarcation) and telephone a number for assistance.



Goods Inwards personnel to wear gloves at all times when dealing with drivers, and to maintain 2m
separation at all times.



If it is thought that 2m separation may not be possible at all times (eg. container deliveries) then a risk
assessment should be carries out prior to commencement. If suitable additional control measures cannot
be implemented (eg. wearing additional PPE/RPE) then the delivery may be refused on Health & Safety
grounds.



Hand sanitization provisions to be made available for drivers if requested.



No shared paperwork, or electronic devices, to be signed by Broxap personnel.
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4.5

First Aid and Emergency Response

Emergency services are also under great pressure and may not be able to respond as quickly as usual. This
should be taken into consideration in the planning of work activities, first aid, fire and emergency responses.
The primary responsibility is to preserve life and first aid should be administered if required and until the emergency
services attend.
COVID-19 infects people through contact with the mucous membranes (mouth, nose and eyes). It does not infect
through the skin. This risk is managed by the use of appropriate PPE.
If close contact with the person who may require some level of first aid can be avoided, do so. This will not be
possible in the event of having to provide emergency lifesaving measures.
Key Control Measures


All Broxap first aiders to receive toolbox talk to detail revised St. Johns Ambulance advice for carrying out
CPR during the COVID-19 pandemic (covering mouth and nose of patient with towel or clothing).



Standard infection control precautions to be applied when responding to any first aid incident in the
workplace.



Hand washing with warm water and soap, or alcohol-based hand gel, must be performed before and after
providing and first aid treatment.



Additional PPE to be worn by first aiders when responding to all first aid incidents where close contact
cannot be avoided (eg. full face guard, FFP3 mask, nitrile gloves).



Avoid close contact with persons with minor injuries (cuts, abrasions etc) – advise person how to selfadminister the required treatment if possible.



Any reusable equipment should be thoroughly cleaned and sanitized after use.



Following first aid treatment, disposable PPE and any waste to be disposed of as clinical waste (not
general waste). Any reusable PPE to be thoroughly sanitized.

5.0

Staff

5.1

Return to the Workplace Process

A robust process has been initiated to ensure the return of staff who have been furloughed, or have been working
from home for a prolonged spell, is controlled.





A health declaration is completed remotely by the individual in advance of their return;
If required, a formal return to work risk assessment is carried out (based on ROSPA template);
Staff are only allowed to return if unanimous authorisation is obtained from Senior Management;
On arrival at work, a H&S re-induction is performed to demonstrate all control measures implemented.

Documented evidence of this process is retained, in the form or completed Return to the Workplace Checklists
(and risk assessments where required).

In the event of a member of staff, or sub-contractor, either being a suspected/confirmed case of COVID-19, or a
known “close contact” with a confirmed or suspected case, this protocol must be followed to ensure they are fit to
return to work.
Fitness for work should be considered from two perspectives:


Does their illness pose a risk to the individual themselves in performing their work duties?



Does their illness pose a risk to other individuals in the workplace?

The following steps should be followed, in line with current public health advice:


Any member of staff who has symptoms consistent with COVID-19 must stay away from work, self-isolate
and contact NHS 111.
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Broxap staff must notify their line manager and the Broxap absence line.



An individual who is a known close contact with a confirmed or suspected case will be advised to selfisolate for a period of 14 days since their last “close contact” with that person.



When an individual is symptom-free and are deemed fit to return to work, the key criteria are:
o 14 days since their last “close contact” with a confirmed/suspected case and have not developed
symptoms in that time, or
o

14 days since the onset of their symptoms and 5 days since their last fever (high temperature), or

o

They have been advised by a GP / healthcare provider to return to work.

The individual must self-declare their fitness for work in the absence of having a fitness for work certificate from
their GP / healthcare provider.
The individual’s line manager / HR / QHSE Manager should confirm the relevant criteria above (in advance of their
return to work) with the individual and keep a written record of their responses in their personnel file.
As per section 2.1 the Government have extended the testing for Coronavirus or those who are showing symptoms
and who cannot undertake works from home. Testing can be arranged by the employer.
Close contact is defined by the HSE as spending more than 15 minutes face-to-face contact within 2m of an
infected person / living in the same house or shared accommodation as an infected person.

5.2

Travelling to Work / Site

Where a member of staff / sub-contract installer exhibits any signs of COVID-19 or has been exposed to a
confirmed case, they should not travel to work.
Wherever possible, they should travel to work / site alone using their own transport. If workers have no option but
to share transport:

5.3



Journeys should be shared with the same individuals and with the minimum number of people at any one
time.



Observe social distancing when travelling in the same vehicle – sit as far apart as the vehicle allows
(eg. 1 in the driving seat, 1 in the far passenger seat).



Maintaining good ventilation (eg. keep windows open) and facing away from each other may reduce the
risk of transmission.



The vehicle should be cleaned regularly using gloves and standard cleaning products, with particular
emphasis on handles and other areas where passengers may touch surfaces.



Keep personal items (PPE, clothes, lunch boxes etc.) separate.



Carry hand sanitizer and use it regularly throughout the journey.

Social Distancing and Close Work

Social, or physical, distancing is a set of interventions or measures taken to prevent the spread of COVID-19 by
maintaining a physical distance between people and reducing the number of times people come into contact with
each other. In order to slow down the transmission rate of the virus, a social distancing of 2m is recommended by
the HSE and Government.
All work activities must be reviewed with social distancing in mind.
In line with Public Health England guidelines, where it is not possible to follow the social distancing guidelines in full
in relation to a particular activity, you should consider whether that activity needs to continue for the business / site
to continue to operate, and, if so, take all mitigating actions possible to reduce the risk of transmission.
Risk assessment should take the hierarchy of control into account, along with any sector-specific guidance.
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Elimination of close working is preferable and should be investigated. It is critical that you explore every available
option possible before putting personnel to work in <2m close contact tasks (eg. mechanical means for lifting used
whilst keeping personnel >2m apart).
Where it is not possible, the RAMS must detail the control measures for persons working <2m on the task
Undertaking tasks where personnel are <2m apart – additional requirements
Where a risk assessment identifies work where 2m separation cannot be maintained, additional safety precautions
are required to manage the risk (reduce it to as low as reasonably practicable).

Requirements for personnel working within 2m of each other:






No worker has any symptoms of COVID-19.
Additional PPE/RPE is worn, as detailed within the risk assessment (eg. full face guard, FFP3 mask, nitrile
gloves).
Prior to starting work, personnel shall wash or sanitize their hands thoroughly.
A Broxap internal permit to work has been completed (by the QHSE Manager) and signed.
At the end of the task, all tools and equipment used must be sanitized properly, and any surfaces wiped
down.

Page 10 of 10

