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Return to the Work – Some thoughts.
This list should not be seen as an exhaustive list but has been put together to be thought provoking and to start some discussion on health and safety requirements when returning to work. ​ 
· Use normal Health and Safety Risk Assessment – Identify the hazard, assess the risk, control through elimination or minimisation, take all reasonably practicable steps. 
· Make sure COVID-19 or at least pandemic is included into your Risk Register.
· If not already available, write a Pandemic Procedure. Who knows when / if we will require it in the future? Ensure you include your COVID-19 learnings.
· Give thought to sending out a reminder / a list of Returning to the Office Do’s and Don’ts to staff prior to returning to the office / work about new norms. If necessary, get staff to sign off as read and agreed to.
· Carry on with the COVID-19 norms
· Stay at home if you feel unwell
· Wash hands regularly – especially after being in communal areas
· Carry on social distancing when possible 2 metres
· Cough into you elbow
· Think about having the office sanitised or fogged prior to returning 
· Think about additional cleaning regimes especially in shared areas (kitchen, lunch areas, toilets).
· Provide hand sanitizer insist on its use when going into communal areas. 
· Provide disinfectant wipes etc so staff can wipe down surfaces after use especially in shared / communal areas
· Provide PPE if required / ask for by staff (masks, gloves).
· Stagger tea breaks and lunch breaks if required.
· Think about how to use shared office spaces. Most desks are 1.8m x 0.8m which means if side by side, back to back, the 2metre gap is not maintained which may mean not utilising all desks. Having partitions between desks may not be a protection. Perhaps think about alternative day working for those who have side by side desks to maintain the social distancing gaps between.
· Staff meetings ensure social distancing protocols are maintained, again prior to and after ensure hand sanitising and wipe down with disinfectant. 
· If meeting rooms are not big enough to provide distancing, carry on with Zoom, Skype, MS teams etc. meetings even if you are all in same building / office space
· Email rather than go and standby someone, especially over their desk or as we have seen with supermarkets, put spots / tape on the floor to mark the 2 metres if face to face is essential.
· Staff wishing to talk with someone who has an individual office should stand at the door to conduct their business
· If you have hot desks available normally, do not use them, unless essential. If these have to be used provide hand sanitiser and disinfectant wipes and insist that each time they are used, they are wiped down.
· Suggest that individuals may want to bring their own cup, plate, cutlery etc. If they are not happy using work provide. 
· Insist that all plates, cups etc are washed after use, even if then being placed in a dishwasher. Nothing is to be left in sink for someone else to clean up. If you have cleaning schedules normally for areas like kitchens. Change to cleaning up after yourself. No one should have to touch someone else dirty pots.
· Provide sanitiser / disinfectant in stationary area. Make a rule that the photo copier, and other equipment like laminators are wiped down after use.  
· Think about other tenants / contractors who may be in the workspace and how the process of communicating and working with them. Again, the social distancing and cleaning regime should be maintained.
· Think about locking down reception areas, visitors need to knock on the door and be assessed prior to entry. Require them to hand sanitise etc. on entry.
· Provide disinfectant wipes by sign in tablets / consoles, ensure they are wiped down after use
· Set up area / table at door where Couriers can leave packages etc. Disinfect packages prior to opening / handling. Open and discard packaging in appropriate way at the table. Use gloves if required.
· Once visitors are let in make sure they are kept away from the reception desk, again lines or spots on floor are good visual signs which people now understand and look for.
· Restrict the number of external visitors (this should include family and friends) / contractors entering in the office space if possible.
· If you have a grounds / maintenance team that operate out of other spaces / remote locations insist the same safety requirements are implemented.
· Ensure Contact Tracing Registers are kept if required. (Think about the privacy implication here though The Privacy Commission has stated that guest / visitor registers in the hospo / event spaces should only be held for 4 weeks. ‘The COVID-19 guidelines say the information should only be kept for four weeks’ 
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