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Introduction 

This guidance has been produced to assist Site & Premises Managers and Heads of Service to 

understand and apply the principles and practices that will reduce the risk of coronavirus disease in 

our office premises. The objective of this guidance is to meet the legal standard of “all reasonable 

measures to ensure that a distance of two metres is maintained between any persons on the 

premises”1. 

The Scottish Government have not yet set a date for the re-opening of non-essential offices and call 

centres. Working from home and working flexibly remains the default.2 

Site & Premises Managers and Heads of Service must refer to and take account of the corporate 

Health & Safety Unit’s overall risk assessments and corporate guidance for COVID-19. These are 

available on the Hub at http://intranet.argyll-bute.gov.uk/news/latest-coronavirus-advice. 

Application of this office guidance will require Site & Premises Managers and Heads of Service, 

through local team leaders, to collaborate to achieve this objective and align with the corporate 

health and safety risk assessment and guidance. 

In this guidance, “must” indicates a requirement, “should” or “may” indicate guidance or good 

practice. For safe operation, all requirements must be met. 

Underlying Principles 

Understanding the risk 
The novel coronavirus SARS-CoV-2, which causes the disease COVID-19, is spread by two principal 

routes. 

1. Close contact with a person shedding virus particles leading to droplet inhalation, or 

2. Touching surfaces contaminated with virus particles and subsequently transferring those 

viruses to the eyes, nose or mouth. 

A close contact can be defined as someone living in the same household, someone who had direct or 

physical contact with an infected person, or someone who has remained within two metres of the 

infected person for longer than 15 minutes. People who have simply passed an infected person in 

the street or in an enclosed place are at very low risk.3 

How we will control the risk 
The control measures set out in this guidance aim to reduce the risk of infection as low as is 

reasonably practicable by the following hierarchy of controls: 

a) The Scottish Government will only permit non-essential indoor office spaces to re-open once 

the virus has been suppressed and measures are in place to contain sporadic outbreaks.4 

This means that the risk of any person actually having the virus without symptoms is low. 

                                                           
1 The Health Protection (Coronavirus) (Restrictions) (Scotland) Regulations 2020, as amended 
2 https://www.gov.scot/publications/coronavirus-covid-19-framework-decision-making-scotlands-route-map-
through-out-crisis/ (accessed 26/08/2020) 
3 https://www.gov.scot/publications/coronavirus-how-contact-tracing-works/ (accessed 25/08/2020) 
4 https://www.gov.scot/publications/coronavirus-covid-19-framework-decision-making-scotlands-route-map-
through-out-crisis/ (accessed 26/08/2020) 

http://intranet.argyll-bute.gov.uk/news/latest-coronavirus-advice
https://www.legislation.gov.uk/ssi/2020/103/contents
https://www.gov.scot/publications/coronavirus-covid-19-framework-decision-making-scotlands-route-map-through-out-crisis/
https://www.gov.scot/publications/coronavirus-covid-19-framework-decision-making-scotlands-route-map-through-out-crisis/
https://www.gov.scot/publications/coronavirus-how-contact-tracing-works/
https://www.gov.scot/publications/coronavirus-covid-19-framework-decision-making-scotlands-route-map-through-out-crisis/
https://www.gov.scot/publications/coronavirus-covid-19-framework-decision-making-scotlands-route-map-through-out-crisis/


COVID-19: Working safely in Argyll and Bute Council’s office premises 

Version 1.2 28/08/2020 page 3 of 23 

b) Remote/home working remains the default position. This means that there are fewer people 

likely to come into contact with each other. 

c) Preventing close contact through physical distancing rules and other protective measures as 

set out in this document. This means that the opportunities for close contact are minimised 

or eliminated. 

d) Enhanced building sanitation measures focusing on enhanced cleaning routines for “touch 

points”. This means that there is less opportunity for virus particles to spread from hand to 

hand. 

e) Enhanced provision of facilities for hand hygiene. This means that everyone can keep their 

hands clean. Regular, thorough hand-washing is very effective at destroying coronavirus 

particles. 

f) Providing information for members of staff and visitors on the protective measures in place. 

g) Providing information for members of staff and visitors on good hand and respiratory 

hygiene. 

We will put in place building sanitation measures (cleaning and disinfection) which are focused on 

keeping hand-touch surfaces as clean as we can. 

 Cleaners will be responsible for common areas and surfaces such as doors, handrails and 

light switches. 

 Individual members of staff will be responsible for keeping their own desks and personal 

equipment clean. They must also clean shared equipment such as scanners, printers and 

multifunction devices after use. Cleaning materials will be provided for staff use. 

Detailed guidance on cleaning is set out in Appendix 5. 

Physical distancing 
Physical distancing measures are steps everyone should take to reduce the social interaction 

between people. This will help reduce the spread of coronavirus.5 

They are: 

 Avoid contact with someone who is displaying symptoms of coronavirus (new continuous 

cough, fever or loss of, or change in, sense of smell or taste (anosmia)) 

We will achieve this by having health instructions for staff and only bringing members of 

staff back into offices when the advice from the Scottish Government is that it is safe to do 

this. 

 Work from home, where possible. 

This is our approach. We will support you to do this. 

 Take all reasonable measures to keep people 2 metres apart and avoid close contact. 

This is the purpose of this guidance. 

                                                           
5 https://www.nhsinform.scot/illnesses-and-conditions/infections-and-poisoning/coronavirus-covid-
19/coronavirus-covid-19-physical-distancing (accessed 26/08/2020) 

https://www.nhsinform.scot/illnesses-and-conditions/infections-and-poisoning/coronavirus-covid-19/coronavirus-covid-19-physical-distancing
https://www.nhsinform.scot/illnesses-and-conditions/infections-and-poisoning/coronavirus-covid-19/coronavirus-covid-19-physical-distancing


COVID-19: Working safely in Argyll and Bute Council’s office premises 

Version 1.2 28/08/2020 page 4 of 23 

Hand washing and cough hygiene 

 

To help prevent the spread of respiratory viruses like coronavirus, everyone should: 

 wash hands often with soap and water for at least 20 seconds, or use a hand sanitiser 

 wash hands when arriving home or at work, when blowing their nose, sneezing or coughing, 

eating or handling food 

 avoid touching eyes, nose and mouth with unwashed hands 

 avoid close contact with people who have symptoms 

 cover coughs and sneezes with a tissue, then throw the tissue in a bin and wash their hands 

 clean and disinfect frequently touched objects and surfaces 

We will achieve this by providing hand sanitation stations at entrances to buildings, by maintaining 

hand-washing facilities in buildings in good order and well-supplied with soap and means of hand-

drying. 

Hand-washing posters must be put up in each set of toilets. Example posters are shown at Appendix 

4. 

Face coverings 
Neither the law in Scotland nor the Council require face coverings to be worn in office buildings at 

the time of writing.6 

Site & Premises Managers and service managers may, as a result of their own risk assessments, 

determine that face coverings are to be work in certain circumstances such as meeting members of 

the public who come into the office. 

The Scottish Government has issued specific guidance for wedding ceremonies and civil 

partnerships.7 

                                                           
6 https://www.gov.scot/publications/coronavirus-covid-19-phase-3-staying-safe-and-protecting-
others/pages/face-coverings/ (accessed 26/08/2020) 
7 https://www.gov.scot/publications/coronavirus-covid-19-guidance-for-small-marriages-and-civil-partnership-
registrations/pages/overview/ (accessed 26/08/2020) 

https://www.gov.scot/publications/coronavirus-covid-19-phase-3-staying-safe-and-protecting-others/pages/face-coverings/
https://www.gov.scot/publications/coronavirus-covid-19-phase-3-staying-safe-and-protecting-others/pages/face-coverings/
https://www.gov.scot/publications/coronavirus-covid-19-guidance-for-small-marriages-and-civil-partnership-registrations/pages/overview/
https://www.gov.scot/publications/coronavirus-covid-19-guidance-for-small-marriages-and-civil-partnership-registrations/pages/overview/
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Assess and organise the premises 

Assess the premises 
Site & Premises Managers must assess the premises in accordance with the overall Risk Assessment 

and apply this guidance. 

Determine and declare capacity 
Each occupied room must have its capacity determined and recorded in the building risk assessment. 

A notice must be posted at the entrance to each occupied room to inform users and visitors of room 

capacity. 

Example signage for this purpose is available at Appendix 4. 

Manage traffic routes 

Corridors and staircases 

Note that the short-duration contacts from people passing each other in corridors and on staircases 

are very low risk in virus transmission. 

Where practicable, one-way circulation should be imposed within a building. This may require 

circulation across different floors of a building. 

Some staff may not be able, due to disability, to use the designated one-way circulation routes and 

are entitled to exemption from this rule. 

When staircases are sufficiently wide and handrails are available on both sides, persons using them 

must climb or descend on their right-hand side. Staff must not risk falls simply to avoid having to 

touch handrails. Handrails on staircases will be cleaned frequently throughout the working day. To 

minimise handrail contact, the closest hand can be “hovered” over the rail, enabling it to be grabbed 

if needed. 

Passenger Lifts 

Passenger lifts must only be used by one person at a time. The exceptions to this rule are: 

 Members of the same household, or 

 A person and their carer. 

Hand sanitiser units must be provided, either: 

 Within each passenger lift, or 

 Outside each passenger lift at each landing. 

Emergency exits 

The Site & Premises Manager must ensure that normal emergency egress from the building is 

maintained at all times. In any case where proposed adaptations are likely to affect normal 

emergency evacuation arrangements, the Site & Premises Manager must consult with the Health 

and Safety Unit before implementing any changes. 

Note that the preservation of life is the highest priority and no-one should delay evacuation from 

a building in the case of fire or an alarm of fire, nor delay in assisting any person to exit from a 

building, simply to preserve social distancing rules. 
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Procure and install protective measures 
The Site & Premises Manager and Heads of Service must cooperate in installing the protective 

measures identified in the building risk assessment. 

Guidance on specific protective measures can be found in: 

 Appendix 1 – Guidance on office precautions 

 Appendix 2 – Guidance for reception areas 

 Appendix 3 – Guidance for meeting and interview rooms 

 Appendix 4 – Signage 

Initially a bulk order of supplies (hand sanitiser, anti-bacterial wipes etc.) will be procured via the 

Procurement and Commissioning Team and delivered to a single location in each town/on each 

island. Site & Premises Managers should make arrangements for the supplies for their buildings to 

be collected from the designated delivery point in the town/on the island.  

Improve ventilation 
Good ventilation is required to reduce the overall risk of the spread of virus particles. 

Property Services will ensure that buildings with mechanical ventilation or air conditioning are 

operated in accordance with CIBSE guidance.8 

Where rooms have openable windows, fresh air ventilation is recommended. 

Enclosed rooms without a supply of external fresh air must not be occupied as offices or meeting 

rooms. 

Who should be in the premises? 

Staff 

Health instructions for staff 

Any member of staff exhibiting the symptoms of COVID-19, or in the same household as a person 

exhibiting those symptoms, must exclude themselves from work premises and inform their line 

manager. At the time of writing, the symptoms of COVID-19 are: 

 High temperature or fever, or 

 A new continuous cough, or 

 Loss of sense of smell or taste 

Note: A new, continuous cough means coughing for longer than an hour, or three or more 

coughing episodes in 24 hours. If someone usually has a cough, it may be worse than usual. 

Any member of staff experiencing COVID-19 symptoms must call the absence line on 01546 605513 

to report this and they will initiate the process to offer testing through local NHS test facilities. The 

absence line is open Monday to Friday 8am to 5pm. 

A symptom-checker, advice on staying at home and advice on self-care are available on NHS Inform 

(www.nhsinform.scot). 

                                                           
8 https://www.cibse.org/coronavirus-covid-19/coronavirus,-sars-cov-2,-covid-19-and-hvac-systems 
(accessed 26/08/2020)  

https://www.nhsinform.scot/
https://www.cibse.org/coronavirus-covid-19/coronavirus,-sars-cov-2,-covid-19-and-hvac-systems
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Working from home is currently the norm 

Heads of Service must identify those members of staff who must work from home because: 

 They are in a highly-vulnerable or vulnerable health category; or 

 A member of their household is in a highly-vulnerable health category 

Heads of Service must ensure that only those members of staff who are required to work from the 

office for operational reasons come to the office. Where other members of staff come to the office, 

this should be by agreement with their line manager. 

Heads of Service must enable members of staff who work from home to do so safely and effectively, 

with reference to the Health & Safety Unit’s Home Working Guidance and Assessment document, 

which is available on the Hub here. Further guidance on other health & safety and HR policies and 

procedures can be found on the Hub. 

For staff who have to come into the office 

Members of staff must only be on the premises in such numbers and at such times as will enable the 

social distancing objective to be met. The Site & Premises Manager and team leaders must agree 

what those numbers are and how this objective is to be met. 

To meet this objective, it may be necessary to stagger the arrival and departure of staff to reduce 

congestion in corridors, changing areas and at clocking machines. Where the building risk 

assessment identifies this as a necessary control measure, the specific arrangements to achieve this 

must also be recorded and implemented. 

Heads of Service may consider grouping staff into teams who may be in the premises together. This 

would permit staff to alternate between working in the office and working from home. 

Fire roll-call checklists must be stored securely for 28 days to enable contact-tracing for members of 

staff. Checklists must record the times staff are present on the premises for this purpose. 

Visitors, including visiting staff from other offices 
Wherever possible, alternative means for conducting business must be implemented to minimise 

the need for visitors to come to office premises. 

Should visits be required to offices and no alternative means available, Site & Premises Managers 

must identify interview rooms near to building entrances for meeting visitors. This prevents 

individuals unnecessarily walking through premises. 

Test and Protect – collection of staff and visitor contact details 
In order to support NHS Scotland's Test and Protect service, it is necessary for all businesses to 

gather contact information from members of the public and staff.9 

Staff 

Site & Premises Managers must ensure that the dates and times members of staff are on the 

premises are recorded and maintained for a minimum of 21 days. This requirement can be met by 

using automatic clocking machines or ensuring that local fire registers include the times of arrival 

and departure. 

                                                           
9 https://www.gov.scot/publications/test-protect-multi-sector-guidance-collection-customer-visitor-contact-
details-july-2020/pages/1/ (accessed 26/08/2020) 

https://fios.argyll-bute.gov.uk/sites/heathandsafety/_layouts/15/start.aspx#/SitePages/DSE.aspx
https://www.gov.scot/publications/test-protect-multi-sector-guidance-collection-customer-visitor-contact-details-july-2020/pages/1/
https://www.gov.scot/publications/test-protect-multi-sector-guidance-collection-customer-visitor-contact-details-july-2020/pages/1/
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Visitors 

All visitors to office premises must be registered upon arrival and departure. Visitor registers must 

include their contact details, at the minimum a telephone number, to enable contact tracing to be 

carried out if required. Visitor registers must be stored securely for 21 days to enable contact-tracing 

if required. (Note: the register must be completed by the customer agent or receptionist to prevent 

public access to sensitive information and prevent pens being used by more than one person.) 

Contractors 
Where contractors are required to work in occupied offices, Property Services will get contractors to 

produce Risk Assessments and Method Statements (RAMS) which they would assess and agree 

alterations, as necessary, until a Safe System of Work has been accepted. Property Services will liaise 

with the Site and Premises Manager to agree the timing of work and provide them with an 

understanding of the scope of work.  

Provide information 

On arrival at the building 

Information to be posted at entrances to premises 

The Site & Premises Manager must ensure that a notice is posted at the entrances to the building as 

shown in Appendix 4 (stating that controls are in place to make the premises COVID-secure and that 

persons entering the premises are required to follow any relevant instructions and guidance). 

Information to be posted at reception areas 

Examples of signs to be posted are shown in Appendix 4. A full set of signs is available on the Hub at 

http://intranet.argyll-bute.gov.uk/news/latest-coronavirus-advice. 

Within the building 

Controlling circulation 

Where the building risk assessment indicates that one-way circulation should be imposed on 

corridors and circulation routes within rooms, appropriate directional signage must be provided. 

Directional signage must not be capable of being confused with fire safety signs indicating the 

nearest fire exit(s). 

Room capacity declarations 

Each occupied room, including offices, toilets, staff kitchens, photocopier rooms etc., must have a 

sign at the entrance to the room stating the safe normal capacity of the room. Where circulation 

routes are also designated within that room, that information must also be shown.  

Information about cleaning and reporting building sanitation concerns 

The Site & Premises Manager must ensure that there are sufficient notices in the premises indicating 

where staff may obtain cleaning and disinfection materials for use at their workstations. The notice 

must also provide the name and contact details of the person to whom any concerns about building 

sanitation or any other protective measures should be directed. 

Examples of signs are shown in Appendix 4. A full set of signs is available on the Hub at 

http://intranet.argyll-bute.gov.uk/news/latest-coronavirus-advice. 

http://intranet.argyll-bute.gov.uk/news/latest-coronavirus-advice
http://intranet.argyll-bute.gov.uk/news/latest-coronavirus-advice
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Monitor, check, review and learn 

Proactive 

Routine checks 

Site & Premises Managers are responsible for carrying out and having recorded daily and weekly 

checks as follows: 

 Daily checks – on opening the premises 

 Weekly checks – recorded audit of control measures 

Example of checks are included at Appendix 8. These may be adapted to the particular premises. 

Reactive 

Dealing with complaints and problems 

The Site & Premises Manager must record and deal with complaints and problems relating to these 

procedures. 

Review and implement 
The Site & Premises Manager must provide a weekly summary report on the effectiveness of the 

precautions taken in accordance with this guidance. This must identify: 

 The degree of compliance with precautions; 

 Complaints or concerns received in respect of precautions; 

 Actions taken in respect of complaints or concerns; 

 Any examples of good practice that have been developed locally; and 

 Any recommendations for review, development or improvement of this guidance. 

Learning 
The Returning from Lockdown Group shall consider reports from Site & Premises Managers and 

disseminate learning points and review this guidance as appropriate. 
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Appendix 1 – Guidance on office precautions 

Entering the premises 

Issue: Actions: 

Can people entering the building be separated 
from people leaving the building? 

1. Where the premises layout permits, 
establish separate entrances and exits and 
sign accordingly. 

Is there sufficient space to prevent crowding 
around entrance lobbies hand-sanitising 
stations, clock machines, roll-call checklists 
etc.? 

2. Permit staff to clock from their PCs at their 
desks. 

3. Provide floor markings to ensure 2 metre 
separation where queues might form. 

Can staff access hand hygiene facilities 
immediately upon entering the premises? 

4. A hand sanitiser station must be set up at 
each entrance to the building. 

People moving around the premises 

Issue: Actions: 

Do corridors and other circulation routes 
permit 2 metres separation between people 
passing? 

1. Establish one-way circulation where 
possible. This may require going in one 
direction on one floor and the other on 
another floor. 

2. Where one-way circulation is imposed, 
ensure that appropriate signs are posted to 
ensure compliance. 

3. Some staff may not be able, due to 
disability, to use the designated one-way 
circulation routes and are entitled to 
exemption from this rule. 

4. If one-way circulation is not possible, but 
corridors are sufficiently wide, impose lane 
separation rules with appropriate markers 
and signs. 

Can one-way circulation be applied to specific 
rooms? 

5. Where there are two or more entrances to 
a room, consider whether one-way 
circulation can be applied within the room, 
applying appropriate (no entrance; no exit) 
signs at doorways. 

Can doors be kept open or made to self-open? 6. Wherever possible, doors on circulation 
routes which are fire doors should be fitted 
with automatic self-closing devices to 
permit them to be held in an open position, 
minimising hand contact. This should be 
assessed in consultation with the Health 
and Safety Unit. 
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Issue: Actions: 

7. Where possible, external doors to buildings 
should be re-fitted as automatic doors with 
entrance control via intercom. 

General rules for offices 

Issue: Actions: 

To ensure that staff are separated by 2 metres 
when working at desks. 

1. Establish the room capacity so that the 
maximum number of persons, at which 
workstations, can be accommodated to 
meet this objective. 

2. Consider bringing other areas into use for 
desks/workstations, such as smaller 
meeting rooms, break-out zones and social 
areas to increase available office space. 

To minimise face-to-face working. 3. Arrange workstations so that people are 
either not working face to face. Acceptable 
alternative arrangements are as shown. 
This may require desks/chairs to be 
removed from the room, in which case they 
may be re-allocated to home-workers. 
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Issue: Actions: 

 4. Options include: 
a. Block off every second desk, place a 

notice on the blocked-off desk to advise 
on social distancing requirements. 

b. Utilise hazard tape or some other 
marking to place indicators on floors or 
desk runs to highlight social distancing 
requirements. 

c. Staff work on a rota, this could be 
alternate weeks or days depending on 
service requirements, for example: 

 

 5. Desk screens or partitions may be used, but 
the 2-metre rule must be met: 
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Issue: Actions: 

To reduce the potential for cross-infection from 
shared workstations. 

6. Hot-desking and the use of shared desks 
must be eliminated or reduced to the 
absolute minimum. This can be achieved by 
staff not travelling to work from other 
offices except where absolutely necessary. 
Alternative arrangements for meetings 
should be sought as the first option. 

7. To facilitate cleaning and sanitation, a clean 
desk policy must be implemented. This 
means: 

 Other than static IT equipment, all 
equipment and materials on desks 
must be removed and put into storage 
at the end of the working day; 

 Keyboards and mice/pointing devices 
must be regarded as personal 
equipment which cannot be sanitised 
and must be labelled for the specific 
user. These must not be shared; it may 
be necessary to procure additional 
keyboards and mice/pointing devices to 
enable this rule to be met. 

8. Cleaning staff will not routinely clean and 
sanitise desks. Cleaning materials will be 
made available for staff to use on their own 
desks as they need. A clear desk policy is 
encouraged for hygiene reasons. 

Toilets, changing rooms and showers 

Issue: Actions: 

To ensure that the maximum assessed capacity 
of sanitary accommodation is not exceeded. 

1. Close off cubicles/urinals/wash hand basins 
as necessary to ensure 2 metre separation 
between facilities in use. 

2. In sanitary accommodation which can only 
accommodate one person when re-
assessed, install the privacy catch on the 
outer door. 

3. Where physical modesty screening permits, 
consider removing or wedging-open outer 
doors to sanitary accommodation to 
eliminate hand contact with door surfaces. 

4. Mark 2 metre queuing positions on access 
routes to sanitary accommodation. 

To reduce the numbers of persons using 
sanitary accommodation. 

5. Consider assigning specific sanitary 
accommodation to specific groups of users 
in normal circumstances. 
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Appendix 2 – Guidance for reception areas 

Principles 
Visitors should ideally only come to our office premises by appointment, although this may not be 

appropriate for all services. 

Any visitor to our office premises should be able to confirm that they do not have COVID-19 

symptoms and that no-one in their household has COVID-19 symptoms. 

Entering the premises 

Issue: Actions: 

Controlling who comes in to the premises. 

Applies to: 

 Visiting staff from other premises 

 Members of the public 

 Delivery drivers 

 Contractors 

1. Install intercom systems or door bells to 
control public and visitor access to office 
premises. 

2. Admit only persons with appointments or 
where effective service delivery requires 
walk-up access. 

3. Ask whether the visitor has COVID-19 
symptoms or comes from a household 
where someone has COVID-19 symptoms. If 
they do, then they should not be permitted 
access and alternative means of service 
delivery should be identified. 

4. Arrange for deliveries to be dropped off as 
close to the front door as possible without 
impeding safety and arrange for office-
based staff to collect without delay. 

5. Delivery drivers are allowed to use our 
welfare facilities and must be allowed 
access to facilities when they need it. This is 
a health and safety requirement. 

6. Ensuring that persons who do enter the 
premises use the hand sanitation station 
provided. 

7. Contractors must be expected and have 
received approval from Property Services  
for their work methods.  

Collecting visitor information 1. A register shall be maintained of all visitors 
to the premises. 

2. The register shall include the name and 
telephone contact number of the visitor (or 
a lead member of a household). 

3. Contact details shall be recorded by the 
receptionist or customer agent and kept 
securely for 21 days. 
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Physical layout 

Issue: Actions: 

Maintaining physical distance at reception 
counters etc. 

1. Use floor markings to indicate 2 metre 
separation distances from reception staff 
and, where necessary, to control queues. 

2. Provide reception counters with protective 
screens, a hatch, or a stable-door, to ensure 
physical distancing. 

3. Accept only contactless payments and 
position payment terminals to maintain 2 
metre separation from reception staff, or, 
staff to step back when payments are being 
made to maintain distance. 

Example reception layout, not showing floor 
markings. 
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Appendix 3 – Guidance for meeting and interview rooms 

Principles 
Physical meetings must be minimised and replaced, wherever possible, by virtual meetings or 

teleconferences. 

Where physical meetings are necessary, only the minimum numbers of people required to be 

physically present shall attend, and others may join in using teleconferencing facilities. 

All meeting rooms will be assessed for capacity as part of the building risk assessment. 

Guidance 

Issue: Actions: 

Identify suitable interview rooms. 1. Interview rooms for visitors and members 
of the public shall be located as close to the 
main public entrance of the building as 
possible, away from areas of the building 
occupied by staff offices. 

2. If no suitable rooms can be identified, 
members of the public cannot be admitted 
beyond reception in that building and 
alternative arrangements made. 

Maintaining physical distance at in meetings 
and interview rooms. 

3. Arrange meeting room furniture so that all 
seating positions are at least 2 metres 
apart. 

4. Avoid face-to-face layouts. 
5. Identify the permitted seating positions. 
6. Remove excess chairs from the room. 
7. Persons arriving should fill up from the 

furthest seat from the door and avoid 
squeezing past each other. 
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Appendix 4 – Signage 

These are examples of signs which can be used to provide information and help building users to 

stay safe. 

A full set of signs can be found on the Hub at http://intranet.argyll-bute.gov.uk/news/latest-

coronavirus-advice. 

   

   

More examples overleaf:   

http://intranet.argyll-bute.gov.uk/news/latest-coronavirus-advice
http://intranet.argyll-bute.gov.uk/news/latest-coronavirus-advice
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Appendix 5 – Building sanitation measures 

Cleaning Schedule and Standards - Offices  
All cleaning activites are carried out in acordance with Health Protection Scotland guidance10.  

Routine cleaning of all shared areas will be carried out by cleaning staff out of hours and are subject 

to available cleaning resource. These areas are as follows: 

Area Daily Weekly 

Foyer/Office 
Entrance 

Damp wipe all desks that have been fully cleared  
Damp wipe door handles, light switches, finger plates, 
bannisters and frequently touched surfaces such as 
hand sanitiser dispensers 

Spot vacuum 
Spot mop if required 

Offices Damp wipe door handles, light switches, finger plates, 
bannisters and frequently touched surfaces 

Spot vacuum if required 
 

Corridors Damp wipe door handles, light switches, finger plates, 
bannisters and frequently touched surfaces 

Spot vacuum/spot mop  
 

Stairways Spot vacuum/spot mop 
Damp wipe door handles, light switches, finger plates, 
bannisters, hand rails and frequently touched surfaces 

Spot vacuum/spot mop  
 

Kitchens/Sink 
facilities 
within offices 

Scrub sink and surrounding draining areas with the 
use of a scrubber and appropriate cleaning agent, 
paying particular attention to the base of taps and the 
drain. Rinse thoroughly 
Damp wipe all dispensers paying particular attention 
to underneath 
Damp wipe surrounding work surfaces and cupboard 
doors 
Damp wipe bin exterior 
Damp wipe door handles, light switches, finger plates, 
bannisters and frequently touched surfaces 

Spot vacuum/spot mop  
 

Shower 
Rooms 

Damp wipe all surrounding wall/tile areas using 
appropriate cleaning agent 
Rinse thoroughly 
Damp wipe door handles, light switches, finger plates, 
bannisters and frequently touched surfaces 
Full mop floors 
Empty and damp wipe bins 

Remove shower head  and 
clean, replace and run shower 
to rinse thoroughly 

Lift Damp wipe and polish lift inside and out 
Damp wipe buttons and touch surfaces 

Spot mop flooring 
 

Centralised 
Bin 
Collection 
Areas 

Empty central bins, and deposit rubbish in outside bin Damp wipe bin exterior 
Damp wipe recycling bin 
exterior 

                                                           
10 https://www.hps.scot.nhs.uk/web-resources-container/covid-19-guidance-for-non-healthcare-settings/ 

https://www.hps.scot.nhs.uk/web-resources-container/covid-19-guidance-for-non-healthcare-settings/
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Area Daily Weekly 

Toilets Flush all toilets and place cleaning agent into bowl to 
soak 
Damp wipe all sinks and surrounding areas using 
appropriate cleaning agent, paying particular 
attention to the base of taps and the drains. Rinse 
thoroughly 
Damp wipe all dispensers paying particular attention 
to underneath 
Damp wipe all surrounding walls/tiles, door handles, 
light switches, finger plates, toilet flush, door locks 
and all touch surfaces 
Scrub all toilet bowl interiors with the use of a toilet 
brush and flush 
Damp wipe interior and exterior of toilet seat and lid 
Damp wipe exterior of toilet bowl including pipework 
to rear 
Full mop floors 
Empty and damp wipe bins 

Damp wipe surrounding walls 
of cubicles including doors 
 

Staff responsibilities 
Office staff are responsible for cleaning the following: 

 Desk, chair and filing cabinets 

 All telephones and IT equipment 

 Any personal belongings  

 Work vehicles and pool cars based at the office 

 Crockery and cutlery 

Office staff are reminded that desks should not have their own bins, and only central bins should be 

used.  

What if someone becomes unwell at work? 
Should a member of staff become unwell at work, the immediate area, e.g. the room they work in or 

their immediate work area/cubicle, should be closed off until cleaning can be arranged. There is no 

requirement for cleaning of other areas such as corridors or hallways. 

Colleagues should contact the Catering and Cleaning Admin Team as soon as possible on 01546 

604799 to report the location. A cleaning team will be deployed as soon as possible to clean and 

sanitise the area prior to its reuse. Please note that this cleaning may be undertaken out of hours. All 

cleaning to reinstate the area will be undertaken in line with Health Protection Scotland advice. 

Notes for Cleaning Staff: 
 Correct colour coding must be used at all times 

 Damp wipe with appropriate disinfectant chemical as advised by the Catering and Cleaning 

Co-Ordinator 

 Correct protective clothing and equipment must be used at all times, including disposable 

gloves 

 All machinery should be checked daily for safety at the start of your shift, and faults should 

be reported 

 All machinery should be emptied and cleaned daily, at the end of the shift 
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 Correct chemicals must be dispensed to the correct dilutions and used only in the correct 

areas 

 All cleaning must be carried out as advised by your Catering and Cleaning Co-Ordinator 

When cleaning an area where someone has been suspected of having Coronavirus, all cloths and 

mop heads must be placed in waste bags, sealed and then placed inside another waste bag. All 

equipment must be thoroughly cleaned, and the cloths used to carry out this clean must also be 

places inside the waste bags for disposal. When complete, the double-bagged waste must be stored 

in a secure cleaning cupboard for 72 hours before being placed in an outside bin for collection. 
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Appendix 6 – Routine checks 

COVID-19 Daily Check Sheet 
This is an example and should be adapted to the specific circumstances of each site. 

Premises: 

Completed by: 

Date/Time: 

Entry/Exit  Compliant 
(Y/N) 

Specify action required 

Hand sanitation stations are clean and stocked   

Information notices for persons entering the premises are 
in place 

  

Building entry controls (intercoms, door bells etc.) are 
functional 

  

Building circulation 

Where building circulation controls have been put in 
place, all necessary signs are present  

  

Hygiene arrangements 

Hand-washing facilities are clean and properly stocked   

Daily cleaning task lists are in place and are being signed-
off as completed 

  

Site-specific items 

   

   

   

   

   

   

Notes: 
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COVID-19 Weekly Check Sheet 
This is an example and should be adapted to the specific circumstances of each site. 

Premises: 

Completed by: 

Date/Time: 

Risk assessments Compliant 
(Y/N) 

Specify action required 

Have there been any changes to corporate risk 
assessments or guidance and, if so, have you taken these 
into account? 

  

Physical control measures  

All room capacity declarations are in place and being 
respected 

  

All physical measures (screens, markings) etc. are in place 
and being respected. 

  

There is good ventilation in occupied rooms   

Corridors and staircases: any circulation controls applied 
in the building are being respected 

  

Passenger lifts: limits on usage are being respected   

Emergency egress: emergency routes and exits are 
unobstructed by any circulation controls 

  

Is there a need to review access to toilets, changing 
rooms etc.? 

  

Information for building users 

All appropriate signs and posters are in place   

Building users are conforming to the specified behaviours   

Visitors, deliveries and contractors are being managed in 
accordance with the guidance 

  

Building sanitation measures 

Cleaning protocols are being followed by cleaning staff   

Cleaning protocols are being followed by other members 
of staff 

  

Notes: 


