
Staying Covid-19 Secure 2021 
COVID 19 RISK ASSESSMENT & SAFE FACILITY GUIDE SEPTEMBER 2021  

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. 

This is a Risk Assessment for dealing with the current Covid-19 situation in the workplace as well as a guide for those 
visiting the facility on our in place procedures & practices. 

IMPORTANT INFORMATION ON BACK PAGE 

Current Context 

On July 19th, the government in England implemented Step 4 of its plan as many COVID-19 legal restrictions were 
withdrawn in England, such as social distancing and the limits on social gatherings. The recommendation to work 
from home has also been  removed. On August 16th in England and Northern Ireland, the need to self isolate if you 
have been in close contact with someone with Covid-19 was removed if you have been fully vaccinated However 
you are still legally required to self-isolate if you have COVID-19 or if you are told to self-isolate by the NHS Test 
and trace system or the NHS Covid App, as a result of being in close contact with someone who has COVID-19.  

As the COVID-19 restrictions fall away, there is a growing new wave of infections. The vaccination programme has 
meant that high levels of infections have not led to the same levels of hospitalisation and deaths as were seen 
earlier in the pandemic. Nonetheless risks remain.  

There will be a strong emphasis on taking personal responsibility for your actions and consideration for others. 
Adherence to recommendations that hitherto had legal force will continue to be strongly recommended. 

This Guidance has been updated to reflect the change in legal restrictions, but in many cases this will be just a 
switch in language from “must” to “strongly recommend”. There will be minimal actual change from July 19th in the 
way this Guidance recommends that post companies operate. 

Managing Risk 

It is our duty to reduce workplace risk to the lowest reasonably practicable level by taking preventative measures. 
We work with any other employers or contractors sharing the workplace so that everybody's health and safety is 
protected. In the context of COVID-19 this means protecting the health and safety of our staff and visitors by 
working through these steps: 

• Ensuring both workers and visitors who feel unwell stay at home and do not attend the premises.  

• Encouraging and increasing the frequency of hand washing and surface cleaning.  

• We make every reasonable effort to ensure employees can work safely on the premises with COVID-19 secure 
guidelines followed closely. When in the workplace, everyone should make every reasonable effort to comply 
with the social distancing guidelines set out by the government (2m, or 1m with risk mitigation where 2m is not 
viable). 

• Where it is not possible to comply with the social distancing guidelines for specific activities they will be 
reconfigured to accommodate all Covid-19 regulations in place. 
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•  Where the social distancing guidelines cannot be followed in full, in relation to a particular activity, we will 
assess whether that activity needs to continue, and if so, take all the mitigating actions possible to reduce the 
risk of transmission between staff and visitors.  

• Fresh air helps to dilute the virus in occupied spaces so provide adequate ventilation through doors, windows 
and vents, or a combination of both. 

Further mitigating actions include:  

• Further increasing the frequency of hand washing and surface cleaning.  

• Keeping the activity time involved as short as possible.  

• Using back-to-back or side-to-side working (rather than face-to-face) whenever possible.  

• Reducing the number of people each person has contact with by using ‘fixed teams or partnering’ (so each 
person works with only a few others).  

• Wearing appropriate PPE. 

We conduct regular reviews of the risk assessment (after a change of government regulations or guidance) to 
ensure:  

• That protocols are being adhered to  

• That protocols align with the latest guidelines and regulations from government, local authorities, and 
regulators 

• Whether the measures in place are enough or require alternative or additional solutions 

Signage is displayed in a prominent place on the premises and on the website to declare that a COVID-19 risk 
assessment has been conducted.  

Workplace Covid-19 Testing 

Fitzrovia Post Ltd has implemented Lateral Flow Testing via asymptomatic test sites run by local authorities in 
England. People with COVID-19 symptoms should not attend an asymptomatic testing site but should self-isolate 
and order a free NHS test instead. 

All businesses registered in England (including those with fewer than 50 employees) can now order lateral flow tests 
for their employees and visitors to be administered in the workplace. Fitzrovia Post Ltd has registered to use the 
government’s workplace testing scheme. 

By introducing a workplace testing regime we recognise it is not a substitute for the requirement to make the 
workplace COVID-secure. Fitzrovia Post Ltd continue to enforce social distancing, hand hygiene, the wearing of face 
coverings when required and the operation of a good ventilation strategy.  

Through the introduction of a workplace testing regime workers and visitors may begin reducing their level of 
compliance with regulations and guidance. Management actively take steps to counter this possibility and keep their 
workplace COVID-secure by increasing the communication with Workers and Clients to reinforce the need to 
maintain compliance even if they have tested negative for COVID-19. 

Tests should be conducted sufficiently in advance of entering the workplace to allow time for the results to be 
received. In the case of PCR tests, this will mean up to 72 hours in advance. 
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Employers must process, store and dispose of any employee’s test results in accordance with data protection 
regulations, remembering that this is personal health data and is subject to a higher standard of protection. 

Symptom Response Plan 

The main symptoms of coronavirus are:  

• High temperature – this means you feel hot to touch on your chest or back (you do not need to measure your 
temperature)  

• New, continuous cough – this means coughing a lot for more than an hour, or 3 or more coughing episodes in 24 
hours (if you usually have a cough, it may be worse than usual)  

• Loss or change to your sense of smell or taste – this means you have noticed you cannot smell or taste 
anything, or things smell or taste different to normal  

• Most people with coronavirus have at least one of these symptoms. 

A clear symptom response plan is in place should a member of staff or guest exhibit symptoms of COVID-19. 

This plan should also be used if there is a confirmed positive test result received from the Lateral Flow Testing 
procedure. 

The following actions should be taken within the workplace: 

1. The individual exhibiting symptoms will immediately be taken into a designated isolation room (Studio 4) and will be 

requested to remain there during the short period while transport is arranged to send the person home.  

2. The isolation room will immediately be deep cleaned and disinfected after use along with any areas in the workplace 

that had been visited by the person showing symptoms.  

3. Especially objects visibly contaminated with body fluids and all potentially contaminated high- contact areas such as 

toilets.

4. Public areas where a symptomatic individual has passed through and spent minimal time, such as corridors, but which 

are not visibly contaminated with body fluids, can be cleaned thoroughly as normal.  

5. Staff cleaning potentially contaminated areas and all cleaning staff should wear appropriate PPE. 

6. Cleaning staff should use disposable cloths or paper roll and a combined detergent disinfectant solution at a dilution of 

1000 parts per million available chlorine. 

7. Waste from cleaning of areas where possible cases have been (including disposable cloths and tissues) should be 

“double-bagged” and tied off; it should be placed in a secure holding area for 72 hours before being disposed of in 

general waste. 

8. The suspected case should be sent home as soon as possible via private transport with appropriate protections for the 

driver. The suspected case should seek advice from the NHS 111 service. 

9. A suspect or confirmed case should not return to work and must isolate for 10 days or until they receive a negative test 

result via follow up PCR test. 

We strongly recommend that the suspected case orders a COVID-19 test from the NHS Test and Trace system. 
https://www.nhs.uk/ask-for-acoronavirus-test or calls 119. Any test should be done within 5 days of first showing 
symptoms. If the test result is negative, the suspected case no longer needs to self-isolate and may return to work. 

The suspected case should keep the Company updated on their prognosis as requested by the Company. The 
worker should inform the Company of the result of any subsequent COVID-19 test.  
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Attending The Workplace 

As of March 29th , the first stage of the Government’s plan to exit the COVID-19 was introduced. The requirement to 
have “reasonable excuse” to leave your home was withdrawn. On April 12th, step two of the plan allowed the 
opening of nonessential retail and outdoor hospitality, However many restrictions on work and social life remain in 
place. 

You do not need to be classed as a critical worker to go to work if you cannot work from home. 

Since March 29th people may meet outside for social purposes in groups of up to 6 (or 2 households). You can 
gather in larger groups or meet indoors where it is necessary for your work. This does not include social gatherings. 

Where an employer, in consultation with their employee, judges an employee can carry out their normal duties from 
home, they should do so. Those who are Clinically Extremely Vulnerable persons should not attend the workplace. 
Anyone else who cannot work from home should go to their place of work. The risk of transmission can be 
substantially reduced if COVID-19 secure guidelines are followed closely. Extra consideration should be given to 
those people at higher risk. 

From 12th April 2021 all staff at Fitzrovia Post Ltd will be required to return to their place of work. Actions as 
highlighted in this risk assessment will be taken to manage the risks of transmission in line with government 
guidance. All employees have been engaged with to ensure they feel safe.  

People who are clinically extremely vulnerable no longer have to shield from 1st April 2021. 

If you have symptoms of COVID-19—a high temperature, new and persistent cough or anosmia— , however mild, you 
must self-isolate for at least 10 days from when your symptoms started OR if you are not experiencing symptoms 
but have tested positive for COVID-19 you must self-isolate for at least 10 days starting from the day the test was 
taken. If you have tested positive whilst not experiencing symptoms but develop symptoms during the isolation 
period, you must restart the 10 day isolation period from the day you develop symptoms. 

Workers should be aware of government guidance for living in households where someone has symptoms of 
COVID-19. 

Companies should support workers who need to self-isolate and must not ask them to attend the workplace. If the 
worker remains well and it is practicable to do so, Companies may find alternative work that can be completed at 
home during the period of self- isolation. 

If workers cannot work at home, they may be entitled to Statutory Sick Pay (SSP) while they are in self-isolation if 
they meet the eligibility conditions. In addition support is now available for people on low incomes who are unable 
to work while self-isolating through the £500 Test and Trace Support Payment.  

Workplace Covid-19 Testing 

Fitzrovia Post has introduced testing for workers and visitors who are not showing symptoms of COVID-19, cannot 
work from home and need to attend the workplace. Testing must be voluntary and care must be taken not to 
discriminate against any individual who does not consent to testing.  

Page  of 4 22



There are several ways to implement testing for workers and workplace visitors, we recommend and utilise the 
following: 

• PCR or Lateral Flow tests purchased privately from an approved government provider.  

• Lateral Flow tests available free of charge via asymptomatic tests sites run by many local authorities in England. 
Check the website of the local authority in your area or the area where your employee lives. People with COVID-19 
symptoms should not attend an asymptomatic testing site but should self-isolate and order a free NHS test 
instead.  

• All businesses registered in England (including those with fewer than 50 employees) can now order lateral flow 
tests for their employees and visitors to be administered in the workplace. Businesses should have registered by 
12 April for the government’s workplace testing scheme, which will remain free until June 31st .  

• All businesses registered in England (including those with fewer than 50 employees) can now order lateral flow 
tests for their employees and visitors to be distributed from the workplace for testing at home. Businesses should 
have registered by 12th April for the government’s workplace testing scheme, which will remain free until June 
31st.  

• Any individual in England (since 9th April) including those without symptoms can access free lateral flow tests 
twice for home testing twice per week. Packs of tests can be ordered online for delivery to your home. You can 
also collect test packs from pharmacies. 

Individuals with symptoms should self isolate and order a PCR test from the NHS. 

When providing testing on-site, you should ensure that workplace testing is carried out in a safe manner, and in an 
appropriate setting where control measures are in place to manage the risk of COVID-19 transmission during the 
testing process. These include maintaining social distancing where possible, frequent cleaning, good hygiene and 
adequate ventilation. You should also ensure that an appropriate setting is available for individuals to wait in while 
their test is processed. 

Workers and visitors attending the workplace regularly, should be tested at the start of a visit and twice weekly 
thereafter. 

COVID-19 testing is not perfect and there remains the real possibility that any test can give a false negative result. 
There are several types of test which are available but the most common are PCR and Lateral Flow. The PCR 
(Polymerase Chain Reaction) test is considered the gold standard because of its high sensitivity and specificity, but 
may it may take 24 to 72 hours for the results to come back from the lab. The Lateral Flow test is fast and cheap with 
rapid results and is therefore more suited to workplace testing. It is however much less sensitive than the PCR test 
and can give false negative results. It’s value lies in the detection of a proportion of infectious asymptomatic or pre-
symptomatic cases and if those people then self-isolate, it will reduce but not eliminate the number of unknowingly 
infectious persons attending the workplace. 

Because of the possibility of false negative tests, Workers and Clients who receive negative results from any type of 
testing must still adhere to all government COVID-19 restrictions and should continue to follow recommendations in 
this Guidance, especially in relation to social distancing, the wearing of face coverings, infection control, good 
ventilation and working from home whenever possible.  

Fitzrovia Post is aware that introducing a workplace testing regime is not a substitute for the requirement to make 
their workplace COVID-secure. Staff must continue to enforce social distancing, hand hygiene, the wearing of face 
coverings when required and the operation of a good ventilation strategy.  
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Fitzrovia Post is aware that introducing a workplace testing regime may result in workers and visitors reducing their 
level of compliance with regulations and guidance. Employers should take steps to counter this possibility and keep 
their workplace COVID-secure by increasing their communication with Workers and Clients to reinforce the need to 
maintain compliance even if they have tested negative for COVID-19. 

Tests should be conducted sufficiently in advance of entering the workplace to allow time for the results to be 
received. In the case of PCR tests, this will mean up to 72 hours in advance. 

Fitzrovia Post must process, store and dispose of any employee’s test results in accordance with data protection 
regulations, remembering that this is personal health data and is subject to a higher standard of protection. 

Covid-19 Vaccination 

A programme of mass vaccination is now underway in the UK. Vaccinations are being prioritised for the people at 
most risk of death or serious illness – by age, those with underlying health conditions and frontline health and social 
care workers.   

Vaccination is voluntary but Fitzrovia Post Ltd strongly recommends that their employees get vaccinated when their 
turn comes. If any employee decides not to be vaccinated, the employee will not be discriminated against. 

Whilst the approved vaccines have been shown to be effective in offering protection against serious illness or death, 
evidence of their effectiveness in reducing the transmission of the virus is still being assessed, and all viruses mutate 
so the efficacy of a vaccine against new strains may not be as high and cannot be taken for granted. Workers and 
Visitors who has been vaccinated must maintain compliance with all the government Covid-19 regulations and 
should continue to follow the advice in this Guidance. 

Personal Hygiene & Well-being 

Staff and Visitors are expected to maintain good personal hygiene at all times when in the facility. Fitzrovia Post Ltd 
has implemented and actively remind/advise staff and guests to follow the guidelines below: 
Wash your hands frequently using soap and water for 20 seconds, and especially after blowing your nose, sneezing, 
coughing, on arrival at work, before and after eating, after handling shared objects like money or keys, after touching 
shared surfaces like lift buttons or keypads, after using public transport, and when you arrive home.  

Avoid touching your face, especially your eyes, nose, and mouth as much as possible. 

Cough/sneeze into a tissue and immediately dispose of the tissue, then wash your hands or use hand sanitiser. 
Cough/sneeze into the crook of your elbow if you have not got a tissue. 

Hand sanitiser in touchless dispensers are located in key area’s of the facility such as entrance and kitchen areas, 
additional sanitiser is located in every studio and booth. 

The new social etiquette for greeting people is to avoid handshaking, fist or elbow bumps, hugs, or kisses. Verbal 
greetings at a distance of 2 meters are enough.  

Personal property should not be shared. This includes items such a pens, phones, chargers, and iPads. Personal and 
close contact items should be regularly wiped with suitable anti-viral wipes. This includes spectacles and spectacle 
cases. Avoid sharing newspapers and magazines. 
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Workers and visitors should be encouraged to bring only essential personal items into the workplace to minimise the 
contamination risk. 

Workers and visitors are not permitted to have personal online shopping purchases delivered to the facility to 
minimise the contamination risk. 

Workers and visitors are not be allowed to bring pets to the workplace. 

Anyone who may be experiencing additional COVID-19 related anxiety and stress at this unusual time, whether they 
are returning to the workplace, commuting, or working from home. Fitzrovia Post Ltd are understanding of and will 
be sensitive to these anxieties and workers should discuss their feelings with management. The Film and TV Charity 
operate a 24-hour support line in the UK - 0800 054 0000. 

Working From Home 

Visitors must not attend temporary edit suites installed in workers’ private houses. Instead, video conferencing 
services should be used for interaction between creative teams, managers, and clients. For viewing the output of the 
suite or workstation, a secure remote viewing capability will be used, or upload review and approval files to a secure 
site, according to the agreed security protocols. 

The installation of remote workstations in clients’ or workers’ houses is compliant with electronic and physical 
content security agreement between the Company and the client. 

• Ensure that workstation screens are positioned so as not to be visible to unauthorised persons, whether from 
inside or outside of the property. 

• Ensure that at no point will the screens be shared with anyone else  

• Ensure that at no point will the work be discussed with, viewed by, or otherwise accessed by any household 
member outside of the security agreement.  

• If necessary, extend any NDA coverage to other household members.  

• Ensure that no screenshots are taken, whether on the workstation or by mobile device. 

• Ensure compliance with any provisions of the security agreement prohibiting copying or downloading of content 
and uploading content to unauthorised locations. 

Fitzrovia Post Ltd keep in regular contact with off-site workers to discuss their working arrangements including their 
welfare, mental and physical health, and personal security. 

Working On The Premises  

Current government restrictions specify no limit to the group size when you are meeting or gathering for work 
purposes, but workplaces should be set up to meet the COVID-secure guidelines. This Guidance advises that post-
production teams should be limited to separate cohorts of no more than 6 people. 

The following groups of people must not attend Fitzrovia Post Ltd either as workers or visitors:  

• People displaying symptoms of COVID-19 

• People who should be self-isolating as they suspect they may have been exposed to or have been suffering from 
COVID-19 or have been asked to self-isolate by the NHS Test and Trace service or the NHS COVID-19 App. People 
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who test positive should self-isolate for 10 days from onset of symptoms or 10 days from point of taking a positive 
test if asymptomatic 

• People who live in the same household or are in a “support bubble” with someone who has COVID-19 

• People who should be self-isolating after arriving or returning from abroad and their job role does not qualify 
them for an exemption, or they are not in possession of a negative test result under the Test to Release for 
International Travel Scheme. England, Wales, Scotland and Northern Ireland maintain separate lists of safe travel 
corridor countries so check the relevant list for your nation  

• People living in the same household or “bubble” as the person who travelled need not self-isolate unless they 
also travelled, and as long as the traveller remains isolated from the rest of the household or “bubble” 

Staff and guests are required to complete a health declaration upon entering the premises as part of the reception 
sign-in process. 

Whilst not currently required by government recommendations, Fitzrovia Post Ltd conduct temperature checks of 
staff and visitors upon arrival to the premises. This is done with a non-contact infrared thermometer by an operator 
wearing appropriate PPE to compensate for compromised social distancing. A temperature above 37.80C is 
considered as a possible COVID-19 symptom and therefore invokes the Symptom Response Plan. 

Cleaning & Hygiene 

Signage is deployed to maintain and build awareness of good hand-washing technique, the need to increase hand-
washing frequency, avoid touching your face and to cough or sneeze into a tissue which is binned safely, or into your 
arm if a tissue is not available.  

Single use paper towels are provided to dry hands with. 

Enhanced cleaning for busy areas paying attention to frequently hand touched surfaces, by use of disposable cloths 
or paper roll to clean all hard surfaces. Frequent touch areas should be disinfected at least every 2 hours or after 
each use. This includes but is not limited to door handles, door push plates, door release buttons, access control 
keypads and turnstiles, light switches, handles, air conditioning controls, banisters, handrails, lift buttons, washroom 
& WC fittings, soap dispensers, air dryers, counters, tables and seating areas in receptions, despatch and catering 
areas, exterior door handles, door intercoms and bell pushes. 

To properly ventilate the premises doors are fixed open where appropriate as often as possible. Our ventilation 
systems are set to maximise fresh air and minimise air recirculation. By maximising the amount of fresh air our 
system draws in or ensuring additional fresh air we will help avoid COVID-19 spreading around the premises.  

Waste bins are available throughout the facility and waste is disposed off at the end of each day. When disposing of 
face coverings and PPE, it is done in a “black-bag” waste bin or litter bin. Face coverings or PPE should not be put in 
a recycling bin or dropped as litter.  

Telephone handsets for workers’ use must be disinfected at least twice daily and should not be shared. Visitors 
should use their own personal mobile phones. 

Individual technical equipment such as keyboards, mice, tablets & styli, are disinfected at least twice daily by the 
user and before and after each use by a single user. 
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Networked equipment like printers and scanners are disinfected at least twice daily and wiped after use if they are 
shared with other users. 

Social Distancing  

Employees are aware of the importance of adhering to the UK government’s COVID-19 policies on social distancing 
and personal hygiene outside of work hours in addition to while working. 

You must maintain social distancing in the workplace wherever possible, (2m, or 1m with risk mitigation where 2m is 
not viable, is acceptable) including while arriving at and departing from work, while in work and when travelling 
between sites. 

Where the social distancing guidelines cannot be followed in full in relation to a particular activity, Fitzrovia Post Ltd 
will consider whether that activity needs to continue for the business to operate, and, if so, take all the mitigating 
actions possible to reduce the risk of transmission between workers and visitors. Mitigating actions include:  

• Further increasing the frequency of hand washing and surface cleaning. 

• Keeping the activity time involved as short as possible. (No more than 15 minutes)  

• Wearing face coverings or appropriate PPE  

• Using back-to-back or side-to-side working (rather than face-to-face) whenever possible.  

• Reducing the number of people each person has contact with by using ‘fixed teams or partnering’ (so each person 
works with only a few others). 

Social distancing applies to all parts of the premises, not just the place where people spend most of their time, but 
also entrances and exits, communal areas, kitchens, and similar settings.  

In open plan office area review the positioning of desks to achieve the required separation for social distancing. 
Room layouts should not require people to be facing each other. Shoulder to shoulder or back-to-back is advised. 

Only participants who are absolutely necessary should physically attend meetings/sessions and should maintain 
social distancing (2m, or 1m with risk mitigation where 2m is not viable, is acceptable). 
In the event of a fire alarm requiring evacuation of the building, to ensure that everyone can leave as quickly as 
possible, social distancing measures may temporarily be relaxed, although they should be re-imposed immediately 
as people gather at the designated muster point. 

People involved in the provision of assistance to others in an accident or evacuation scenario should pay attention to 
sanitation measures immediately afterwards including washing hands. 

Resource Allocation & Cohorts 

Where possible, Fitzrovia Post Ltd allocate suites and equipment so that they are not shared between different 
workers. Engineers are in most cases are dedicated to a specific suite and are not visited by other workers. 

Staff are segregated into teams or cohorts and these cohorts do not mix and must remain in their designated/
scheduled facility.  

Hot desks or the sharing of workstations on a daily or part-daily basis is not permitted. 
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Travelling To & From The Workplace 

The Government currently recommends that you walk or cycle if you can. Where this is not possible, use public 
transport or drive. If using public transport is necessary, wearing a face covering is mandatory, unless you are 
exempt for health, disability, or other reasons. Public transport includes buses, coaches, trains, trams, Tubes, ferries, 
aircraft and in transport hubs like railway stations and airports. It is mandatory for drivers and passengers to wear 
face coverings in taxis and private hire vehicles. The police and Transport for London authorised personnel will be 
able to issue fixed penalty notices. 

Fitzrovia Post Ltd actively encourage cycling or walking to work. 

Hand sanitiser is provided at all entry and exit points to the facility. 

All staff and guests are required to sign a health declaration form as part of the sign in process at reception. The 
form can be accessed via a QR code to their personal devise or the reception iPad which is disinfected before and 
after each use. 

Face Coverings & Personal Protective Equipment (PPE) 

COVID-19 usually spreads by droplets from coughs, sneezes and speaking. These droplets can also be picked up 
from surfaces, if you touch a surface and then your face without washing your hands first. This is why social 
distancing, regular hand hygiene, and covering coughs and sneezes is so important in controlling the spread of the 
virus. 

Face coverings are no longer required by law. However, people should wear face coverings in crowded and 

enclosed settings where they come into contact with people they do not normally meet. Where worn correctly, this 

may reduce the risk of transmission to themselves and others. 

It is our policy therefore that face coverings must still be worn at all times throughout the premises or until the 
individual has arrived to their designated audio booth, control room, or designated workspace. We review this 
periodically. The best available scientific evidence is that, when used correctly, wearing a face covering may reduce 
the spread of coronavirus droplets in certain circumstances, helping to protect others. Wearing a face covering in an 
office setting is optional and is not required by law. 

Face coverings are mainly intended to protect others, not the wearer, from COVID-19 they are not a replacement for 
social distancing and regular hand washing. If you have recent onset of any of the most important symptoms of 
coronavirus (COVID-19), ( a new continuous cough, a high temperature, a loss of, or change in, your normal sense of 
smell or taste), you and your household must isolate at home. Wearing a face covering does not change this. You 
should arrange to have a POC test to see if you have COVID-19. 

A face covering can be very simple and may be worn in enclosed spaces where social distancing is not possible. It 
just needs to cover your mouth and nose. It is not the same as a face mask, such as the surgical masks or respirators 
used by health and care workers. Similarly, face coverings are not the same as the PPE used to manage risks like 
dust and spray in an industrial context.   

Face coverings are not a replacement for the other ways of managing risk, including minimising time spent in 
contact, using fixed teams and partnering for close-up work, and increasing hand and surface washing. These other 
measures remain the best ways of managing risk in the workplace.  
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It is important to use face coverings properly and wash your hands before putting them on and taking them off. 

Staff and guests should be prepared to remove their face covering if asked to do so the purposes of identification 
(e.g., for the purposes of company security or ID checks). 

Please be mindful that the wearing of a face covering may inhibit communication with people who rely on lip 
reading, facial expressions and clear sound. 

Fitzrovia Post Ltd support their staff in using face coverings safely if they choose to wear one. This means telling staff 
to:  

• 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 have touched it  

• continue to wash your hands regularly  

• change and wash your face covering daily  

• if the material is washable, wash in line with manufacturer’s instructions. If it is not washable, dispose of it carefully 
in a “black-bag” waste bin or litter bin. Face coverings or PPE should not be put in a recycling bin or dropped as 
litter 

• practise social distancing wherever possible 

Visitors On The Premises 

Face-to-face meetings or briefings should be replaced by phone calls or video conferencing, in all but exceptional 
circumstances where it is not reasonably possible to conduct the meeting remotely. Only absolutely necessary 
participants should physically attend meetings and should maintain social distancing (2m, or 1m with risk mitigation 
where 2m is not viable, is acceptable). 

Visitors are only permitted entry to the facility by prior appointment to ensure that there is a valid and necessary 
reason for the visit in the absence of any viable alternative method of interaction, to regulate numbers of visitors to 
the absolute minimum and to stagger arrival times to avoid congestion in reception areas. 

Visitors are able to access Fitzrovia Post Ltd’s risk assessment via the company website www.fitzroviapost.com/
covid19. It is part of the bookings process to advise clients of Fitzrovia Post Ltd’s policy on social distancing and 
hygiene protocols ahead of arrival to the premise and are expected to comply with the guidance outlined. Guests 
will then be verbally reminded of the procedures upon arrival.  

Visitors and staff must complete a daily health declaration on entering, or preferably prior to arriving at the premises, 
as part of the reception sign-in process, this can be done either by scanning the QR code or via the designated iPad. 
The declaration asks the individual if they fall into the groups who are not permitted entry to the premises. In 
England and Wales working in post-production are not mandated to display an official NHS QR code for scanning by 
the NHS COVID-19 app, 

Staff and visitors are asked to consent to a temperature check on the wrist upon arrival or at any time whilst on the 
premises. This is done with a non-contact infrared thermometer. A temperature of above 37.8 degrees Celsius is 
considered as a possible COVID-19 symptom and therefore triggers the Symptom Response Plan. 
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Clients and Contractors are requested as a condition of entry to the building, to inform Fitzrovia Post Ltd as soon as 
possible if they display COVID-19 symptoms whilst on the premises or at any time up to 14 days after visiting. 
Workers and visitors are encouraged to use the NHS COVID-19 contact tracing app to make this process more 
robust. 

Visitors are requested to wear face coverings whilst moving around the premises and when occupying the same 
room as staff. 

Booked rooms are to be allocated to keep individual productions concentrated in one part of the premises and 
isolated from other productions with the intent of eliminating close contact between productions in common areas 
such as kitchens washrooms, corridors and stairways.  

Visitors are requested not to have personal online shopping items delivered to the Company’s premises. 

Visitors who seriously or persistently fail to comply with social distancing and hygiene measures will be required to 
leave the premises and may at the Company’s sole discretion be barred either temporarily or permanently. 

Reception Protocols 

Fitzrovia Post Ltd limit the number of visitors who are held in reception areas and minimise the time for which they 
are held. Social distancing is enforced for any waiting visitors. This may involve waiting outside if there is insufficient 
space inside. 

Fitzrovia Post Ltd provides additional face coverings should staff or guests require them at any point on the 
premises. 

It is company policy for selected front of house staff to escort visitors to and from their designated control room/
booth. Social Distancing must always be maintained during this procedure.  

Items that could be handled by visitors and workers in reception areas or suites may be removed, typically this 
includes fruit, sweets, magazines, or promotional items. Complimentary items such as snacks and drinks are 
available and can be provided on request. All items in the suites or booths will have been sanitised/cleaned prior to 
serving. 

Hand sanitiser is provided in the reception and kitchen areas. 
The reception sign in process has been reassessed to minimise cross-infection. Staff and visitors are able to sign in 
via their personal smartphone devise or using the reception iPad which is sanitised before and after each use.  

Where documents need to be signed by visitors (e.g. health declarations or NDAs), use electronic solutions rather 
pen and paper wherever possible. If this requires signing on touch pads, then wipe with sanitising wipes between 
each use. Pens are sanitised between use for this purpose. 

International Travel To/From The UK 

All passengers arriving in the UK from all international destinations must present a negative COVID-19 test result, 
taken in the 3 days before arrival. This applies to all persons, including UK citizens. The test, test provider and 
certificate must meet the required standards for pre-departure testing. 
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Evidence of a valid negative test and a passenger locator form must be presented prior to boarding to travel to the 
UK. This includes UK citizens. Failure to comply will result in a £500 fine.  

Providing false or deliberately misleading information when filling out your passenger locator form is an offence 
punishable by imprisonment. You could be fined up to £10,000, imprisoned for up to 10 years, or both, if you do not 
provide accurate details about the countries you have visited in the 10 days before you arrived in the UK. If you break 
the quarantine rules you may face a penalty of up too £10,000. 

All countries have been allocated to either Red, Amber or Green Lists according to risk of bringing Covid-19 to UK. 
What you must do when you arrive in England from abroad depends on where you have been in the 10 days before 
you arrive (there is separate guidance for Wales, Scotland, and Northern Ireland). 

If conditions change in a country or territory, it can be moved between the red, amber and green lists. If there is a 
sudden change in conditions, a country or territory may be moved between lists without warning. 

Travel From “Red List” Countries: 

You should not travel to Red List countries or territories. 

Passengers, apart from British and Irish nationals or third country nationals with residence rights in the UK, who have 
been in or transited through countries on the “Red List” will not be granted access to the UK.  

British nationals, Irish nationals and anyone with residence rights in the UK, who has visited or passed through in the 
last 10 days must follow the Red list rules. 

Before you travel you must: 

• take a Covid-19 test in the 3 days before arrival. and receive a negative result 

• book and pay for a travel test package, which will include COVID-19 tests to be taken on or before day 2 and on or 
after day 8 after your arrival in England 

• complete a passenger locator form with details of where you will home quarantine when you arrive and the travel 
test package booking reference number 

On arrival you must: 

• quarantine at home or in the place where you are staying for 10 days 

• take a COVID-19 test on or before day 2 and on or after day 8 after arriving in England 

You must follow these rules even if you have been vaccinated.  

You should follow separate advice if you need to quarantine in Scotland, Wales or Northern Ireland. 

The website to book your quarantine hotel is:- https://quarantinehotelbookings.ctmportal.co.uk/book/  
Further details of managed quarantine can be found here:- https://www.gov.uk/guidance/booking-and-staying-in-
a-quarantine-hotel-whenyou-arrive-in-england 

Travel From “Amber List” Countries 
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The following restrictions apply to everyone allowed to enter England who has been in a country or territory on the 
“Amber List” in the last 10 days been through in the last 10 days. If you have also been through a country or territory 
on the Red List in the 10 days before you arrive in England, you must follow the Red List rules. 

From 22 September 2021, cast and crew travelling from amber list countries who do not qualify for the Quarantine 

Exemption for Fully Vaccinated Individuals may still qualify for the Quarantine Exemption for Film and HETV. Anyone 

who qualifies, or is employing someone who does, should follow this guidance in addition to the ‘Working Safely 

During COVID-19 in Film and High-end TV Drama Production’ guidance, along with the production’s risk assessment 

and COVID-19 safety  

Before you travel you must: 
• take a Covid-19 test in the 3 days before arrival. and receive a negative result 
• book and pay for a travel test package, which will include COVID-19 tests to be taken on or before day 2 and on or 

after day 8 after your arrival in England 
• complete a passenger locator form with details of where you will home quarantine when you arrive and the travel 

test package booking reference number 

On arrival in England you must: 

• quarantine at home or in the place where you are staying for 10 days 

• take a COVID-19 test on or before day 2 and on or after day 8 after arriving in England 

You must follow these rules even if you have been vaccinated. 

You should follow separate advice if you need to quarantine in Scotland, Wales or Northern Ireland. 
You can book your travel test package here: https://quarantinehotelbookings.ctmportal.co.uk/ 

In England you may be able to end your quarantine after 5 days by using the Test to Release scheme, if you haven’t 
been in a Red List country in the 10 days prior to arriving. 

If you are required to self-isolate when you arrive in the UK, go straight to the place where you are staying and avoid 
using public transport. 

You should self-isolate in one place for the full self-isolation period, where you can have food and other necessities 
delivered. 

You must self-isolate at the address you provided on the passenger locator form. This can include:  
• your own home  
• staying with friends or family  
• a hotel or other temporary accommodation 

If you are self-isolating you should not have visitors, including friends and family, unless they are providing:  
• emergency assistance  
• care or assistance, including personal care  
• medical assistance  
• veterinary services  
• certain critical public services 
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If you are self-isolating you cannot go out to work. You cannot visit public areas, whether for the purpose of exercise, 
open air recreation or otherwise. You should not go shopping. If you require help buying groceries, other shopping or 
picking up medication, you should ask friends, relatives or work colleagues or order a delivery.  

You may also need a visa to come into or travel through the UK, depending on your nationality. Please note that 
since 1st January 2021, EU citizens, unless they already have pre-settled or settled status, may require a visa if they 
intend to stay for longer than 6 months or to work in the UK. Please check before you travel. 
  
Ending Quarantine Early 
In England, the Test to Release for International Travel scheme allows you to take a privately purchased test 5 days 
after you left a destination, and then may end your self-isolation immediately if you receive a negative result. 

The Test to Release scheme only operates in England. There is no Test to Release scheme in Wales, Scotland or 
Northern Ireland. 

You still need to take a test on or before day 2 for variant surveillance and on or after day 8 to check that you do not 
have COVID-19. Variant surveillance helps the government check if new types of COVID-19 are coming into the 
country. 

The Test to Release scheme is not available to anyone who has been in or through any country subject to a travel 
ban in the 10 days before arrival. 

Exemptions 

Exemption to self-isolation for high-end television production and film was withdrawn from 18th January 2021 until 
further notice. 

Exemption to self-isolation for advertising production was withdrawn from 18th January 2021 until further notice. 

Exemption to self-isolation for television production was withdrawn from 18th January 2021 until further notice. 

Exemption to self-isolation for business directors bringing jobs and investment was withdrawn from 18th January 
2021 until further notice. 

Exempt individuals must still complete a Public Health Passenger Locator Form within the 48 hours before arriving in 

the UK. 

Operational Practices 

Definitions 

• “Dry-hire” – The hiring of rooms and equipment only without the Company supplying creative operators or 
editors. The Company will usually supply technical and operational support as required. The hirer will contract 
their own editor(s) directly.  

• “Wet-hire” – The hiring of rooms and equipment which will be operated by the Company’s own creative staff, or 
freelance contractors hired by the Company, under the direction of the hirer.  

• “Post-production suite” encompasses offline and online edit suites, dubbing theatres and grading suites.  

• “Client” refers to the production company and their representatives.  
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• “Creative operator” refers to editors, VFX artists (and I this context also to VFX producers and production 
managers), colourists, dubbing mixers and dubbing editors.  

• “Post-production team” refers to creative operators and their production company clients working together on a 
particular production 

The requirement to have “reasonable excuse” for leaving your home no longer applies from 29th March. However 
people should still work from home wherever possible.  

Responsibilities During Activities Requiring Client Attendance 

Clients should be prepared to brief audio engineers clearly and then trust them to get on with the creative process 
unattended, wherever possible. This is the preferred way of working not just for working from home but also when 
the work is being carried out at Fitzrovia Post Ltd's premises.  

The rescinding of the “stay at home” requirement on March 29th means that Clients no longer need to consider 
whether their attendance constitutes a “reasonable excuse” to leave their home. However Fitzrovia Post Ltd is able 
to facilitate adequate remote working and viewing facilities which are a viable alternative or if work can be practically 

be done form home, Clients should continue to use remote working.  

Should remote working not become a viable option managed client attendance is permitted. Only individuals who 
are absolutely essential for the smooth running of the production may attend. Wherever possible communication 
between postproduction creatives, production teams and commissioning executives should use electronic means, 
such as phone, email, or video conferencing, and the review and approval processes are conducted by security 
approved internet uploads, or streaming services. 

Production companies that have Dry-hire bookings at Fitzrovia Post Ltd’s facility must take responsibility to ensure 
safe working is practiced within the confines of the hired studio(s). Fitzrovia Post Ltd has the responsibility to provide 
a safe environment and functioning equipment. 

Where the booking is “Wet hire”, Fitzrovia Post Ltd has a duty of care to ensure safe working practices for its workers 
and visitors involved in booking.  

Clients must ensure that the conduct of their staff and contractors whilst on Fitzrovia Post Ltd’s premises, does not 
endanger the safety of other visitors or workers. We will endeavour to allocate facilities and rooms to keep individual 
productions concentrated in one part of the premises and isolated from other productions with the intent of 
eliminating close contact between productions in common areas such as kitchens, washrooms, corridors, and 
stairways. 

Fitzrovia Post Ltd’s clients are recommended to advise their post-production teams that they should follow 
government guidance during their personal lives as well as during their working lives. This includes social distancing 
and avoiding gathering of large groups of people, in order not to inadvertently bring the virus to the workplace and 
jeopardise the health and safety of their work colleagues, which could then impact the business continuity of the 
production to if they all have to self-isolate.  

Adherence at all times to Fitzrovia Post Ltd’s on Covid-safe working is a condition of hire and of admittance to the 
premises.  
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It is at Fitzrovia Posts sole discretion to temporarily or permanent bar any visitors who persistently or seriously fail to 
comply with the Company’s COVID-19 policies.  

It is at Fitzrovia Posts sole discretion to suspend or terminate a hire if the production company fails to take action to 
ensure their staff or contractors comply with the Company’s COVID-19 policies.  

Suite Layout - Social Distancing & Mitigations 

Fitzrovia Post Ltd will continuously assess if clients and staff from different households should occupy the same 
room for extended periods of time. Should it be essential for clients and staff to work within the same room for any 
length of time, a minimum separation of 2m must be maintained at all times and further appropriate mitigations 
should be used, such as increased hand sanitising and increased wiping of surfaces. The wearing of face coverings 
is also required.  

A maximum occupancy level has been set for each room depending on its size and layout to ensure adequate social 
distancing of 2m. Production teams are asked not to exceed this occupancy limit at any time. This occupancy level is 
reviewed periodically as part of the risk assessment process. 

In a post-production audio suite, the seated working positions for the creative operator and producer, if present, is 
2m apart. There is sufficient space in the room for all occupants to remain 2m apart while seated at their working 
positions and when moving around, however, it is asked that clients do not move around the rooms unless there is a 
real need. 

The audio suites are arranged so that the engineer and producer sit side- by-side or with a producer behind the 
creative operator both facing the screen. These configurations are only permitted as there is adequate space for 2m 
social distancing to take place and can be recognised by the tape markings to define the social distancing zones. 

Operators working alone in an audio suite are not required to wear face coverings, but if there needs to be other 
people present in the room, all occupants should wearing a face covering for the safety of each other. Only people 
essential to the production should be in the room and only for the minimum time required.  

Where an engineer is working with different production companies each day, client attendance should be avoided 
whenever possible. If it is necessary for engineers to be in the same room as their clients, it is strongly advisable for 
the operator and all visitors to wear face coverings and to keep face-to-face interaction to an absolute minimum.  

Fitzrovia Post Ltd supply hand sanitiser and suitable cleaning materials in the audio suites so that the clients can 
wipe surfaces themselves, as required throughout the day, without requiring the Company’s staff or contractors to 
enter the room whilst it is occupied. 

Workstations and other equipment, including client PCs, stationery, pens, phones, and chargers should not be 
shared in audio suites without sanitising between each use.  

Fitzrovia Post Ltd encourages clients to go paperless wherever possible to avoid the use of shared production 
binders or printed transcripts.  

Common & Break Out Areas 

Fitzrovia Post Ltd requires visitors to wear face coverings while in the common parts of the premises.  
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Break out areas are not available on the premises, each production is allocated a designated suite or recording 
booth where clients should largely remain if in attendance. However, clients are able to use the reception space if 
there are no other client in or expected to be in the space. Client’s production members are expected to return to 
their designated space when asked by staff to allow for safe movement within the premises.  

Where possible, Fitzrovia Post Ltd will designate specific toilet facilities for the exclusive use of the post-production 
team or each of its constituent cohorts. No other cohorts, workers or clients should use those toilet facilities. The 
toilet facilities are regularly cleaned throughout the working day.  

Hospitality & Runner Services 

As restricted client attendance is in place, Fitzrovia Post Ltd has limited hospitality and runner services. Runners 
have been allocated additional duties to ensure regular cleaning of “frequent touch” areas. Clients should therefore 
modify their expectations of hospitality service in these circumstances.  

Visitors are encouraged to bring their own food and drink but not use communal fridges.  

There is no communal food serving allowed, only single-serving, pre-packaged food, soft drinks, water, and 
condiments. No unwrapped food or snacks are left out. 

Kitchen areas should not be used by visitors and are disinfected before and after serving food and at least every two 
hours in between.  

To avoid congregations of workers or visitors in catering areas during meal breaks or tea breaks. Companies should 
close these areas if social distancing is not possible. Eating at the individual’s workspace is preferred.  

Take-away food should not be plated-up. It is delivered to workers and visitors in their suites in its original packaging. 
Runners should avoid entering suites. Deliveries and wrapped food should be left outside the suites for collection. 
Workers and visitors in suites should be encouraged to clear their own used catering items and place them outside 
the suite for collection by the runners.  

Runners are not required to handle cash as there is a suitable cashless system in place. 

Runners are expected and encouraged to wash their hands frequently, as they are the people who move around the 
premises more than any other worker.  

Viewings 

Viewings should be conducted remotely wherever possible to avoid visits to the premises by persons from outside 
the post-production team. Remote streaming of the post-production suite output or the uploading of review and 
approval files via the internet are both viable and secure options. 

Clients should be aware that Fitzrovia Post Ltd takes great care to ensure the calibration of their sound monitoring 
systems to give consistent and accurate results. Some basic remote viewing systems which are optimised for real-
time viewing over the internet or for rapid upload and download of files, may not give a wholly accurate 
representation of the sound quality of the edited material. This is a necessary compromise for speed and 
convenience. While these solutions are suitable for editorial collaboration and review, a higher-level remote viewing 
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solution may be deployed to critically assess sound quality remotely. In any case Fitzrovia Post Ltd not have control 
over the calibration of the customer’s own viewing or listening device or the environment in which they are 
reviewing. Clients should be mindful of this advice before requesting or insisting on an unnecessary viewing at the 
Company’s premises.  

When it is not practical to view remotely, visitors from outside the post-production team may attend the premises by 
prior appointment notified to the Company and at Fitzrovia Post Ltd’s discretion. This allows the Company to manage 
the reception signing in process efficiently and to limit excessive and unnecessary numbers of people attending 
viewings. Only the minimum number of visitors should attend viewings; preferably just one key decision maker.  

Where possible, the use of an isolated viewing area to separate edit teams from those viewing is strongly 
recommended. This can be achieved by using two audio suites with suitable communication between them. There 
may be an additional charge for this.  

There must be no visits to the post-production team by persons not directly connected to that production.  

Audio Dubbing & Re-recording 

The use of a remote viewing service rather than the client attending the premises is preferred. Interaction between 
dubbing mixers or dubbing editors and clients should be via phone, email, messaging apps, bespoke review and 
approval systems or video conferencing.  

If it is necessary for a client to review on the premises (e.g., a final Dolby Atmos, 5.1 surround mix or theatrical mix), at 
the sole discretion of Fitzrovia Post Ltd, only the minimal number of people from the production may attend the 
session to give sign-off, preferably just 1 person. Where practical and possible, we will consider using two rooms to 
separate operators and clients and conduct the viewing remotely.  

As dubbing mixers often work with different clients each day, if it is necessary for the mixer and client to be in the 
same room, it is advisable for all persons present in the room to wear face coverings and for maximum social 
distancing to be practiced, which in all cases should be at least 2m. Only persons essential to production decision 
making should attend and only for the minimum time necessary.  

Workers in a dubbing suite must not share equipment; they must only operate their own workstations and control 
surfaces. They should also be responsible for the regular sanitising of their own equipment.  

Social distancing must always be maintained. 

Audio Recording 

If VO or ADR sessions take place on the premises, a separate studio and control room set-up is provided for 
maximum social distancing.  

Should the artist, recording engineer or director need to be in the same room, they must all always maintain social 
distancing. The room size and layout must be sufficient to facilitate this. Currently this mode of working is not 
advisable.  

If using clip-on personal mics, the voice talent should be instructed to mic themselves up under supervision, 
maintaining social distancing at all times. 
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Disinfect microphones, pop-shields, headphones, and lecterns after each session, Runners should keep a log of 
when it was done.  

Clients are advised to avoid using printing paper scripts, electronic tablets are better. The voice talent should use 
their own device if possible, but if a studio-owned tablet is used it must be disinfected after each session. 

For crowd background recording or “loop-groups” the studio space must be large enough to accommodate the 
actors each with proper social distancing. This may mean limiting the number of actors and using multi track 
layering to achieve the effect of a larger crowd. Actors must always observe social distancing between each other 
and between other workers , including on arrival, during the session, recording breaks and leaving the premises.  

Performers in loop-groups should not share microphones or associated stands and pop-shields.  

There is an increased risk of transmission of the virus in aerosol form where the performance requires raised voices, 
shouting, singing or playing wind instruments. These circumstances may present additional risks requiring extra 
mitigations such as increased distancing between each performer and everyone else in the room.  

Remote Kit Hire & Installation 

Fitzrovia Post Ltd ensures that any equipment to be hired out or loaned for remote working is sanitised before 
dispatch to another company or to a private dwelling. 

Detailed instructions are provided to allow the recipient to set up the equipment to avoid workers having to visit the 
premises. These instructions will be sent electronically and be included within the hired equipment package. 
Telephone support will also be provided should it be required. 

When workers are required to enter other company’s offices for the delivery, or installation of equipment they must 
respect the social distancing and hygiene protocols of the visited company if they are stricter than their own 
company protocols.  

When workers are required to enter private dwellings for the delivery, installation or de-rig of equipment, they must 
comply with the specific government guidance for people performing services in other people’s homes such as 
plumbers, meter readers or locksmiths.  
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Notice

As a business Fitzrovia Post Limited are taking Covid-19 very seriously, it is 
everyone’s responsibility across the office/studios to make sure they and our 
clients are safe. Therefore should you wish to raise a concern or you have a 
suggestion on the safety of your office/studio then please direct these to 
Keiran Brown and Nicola Lacey.  

As a collaborative environment it is paramount all stakeholders and 
employees are heard and if appropriate their input is made a part of our 
COVID SAFE PROCESS. Keiran Brown can be contacted directly on 07557 452 
667 or email keiran@fitzroviapost.com 
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There are some circumstances when wearing a face covering may be marginally beneficial as a precautionary 
measure. The evidence suggests that wearing a face covering does not protect you, but it may protect others if you 
are infected but have not developed symptoms. This may offer some reassurance to the installation location’s 
occupants and would also be good customer service.  

Fitzrovia Post Ltd will discuss the hygiene measures to be taken with the occupants of the installation location 
ahead of the visit and ask that they maintain the required social distance from those working. To minimise contact 
with occupants and avoid surface transmission by minimising touch with surfaces outside the installation area and 
frequent contact areas like door handles and tabletops.   

No work should be carried out in a household which is isolating because one or more family members has 
symptoms – unless it is to remedy a direct risk to the safety of the household or to public safety.  

Even though shielding has been paused, particular care and strict social distancing should be observed when 
working at the home of a clinically vulnerable or extremely clinically vulnerable person.  

Workers visiting private dwellings or other companies’ premises should take their own food and drink and take 
breaks outside where possible.  

Use sanitiser to wipe down the installation area before commencing the installation. Once the installation is 
complete and working, wipe the equipment, installation area and any frequent contact areas over once again with 
sanitiser before handing the equipment over to the client.  

Once the equipment is returned to the Company’s hire depot. It should be sanitised before storing for re-use.  

Symptom or Illness Reporting

If you should suddenly become ill with any Covid-19 symptoms either at 
work or at home then you should follow these steps immediately: - SEEK 
PROFESSIONAL MEDICAL ADVICE 
Do not come to work if you are at home 
If you are at work leave immediately, following the symptom response plan 
in place. 

Inform Keiran Brown on 07557452667 or email keiran@fitzroviapost.com 
Book a Covid-19 test online using the following link https://www.gov.uk/
guidance/coronavirus-covid-19-getting-tested - You will be asked to self-
isolate at home until you have your test results back which is usually within 
48 hours. 
 
Once you have your results Keiran Brown will then discuss your return to 
work or ongoing self-isolation. - Information regarding your condition will be 
cascaded to colleagues and Public Health England will be alerted to your 
symptoms as per the Government Guidelines. 
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Gov Guidance: https://www.gov.uk/
coronavirus  
Raise a concern by: 

Contacting your employee representative 

Use the HSE form available at https://www.hse.gov.uk/contact/concerns.htm  

Contact HSE by phone on 0300 003 1647
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