
PUTTING SAFETY FIRST   

OFFICE WORKING 
 

To all our customers and colleagues. We are delighted to be coming back to work and below 
we outline our office-based procedures as the safety of our customers and colleagues is 
paramount to us. 

Travelling to work 

Where possible all staff will travel to work in their own transport to limit social contact with 
others 

Where staff need to use public transport to work then social distancing measures will be 
adhered to.  

Not all staff will be working in an office at one time and some staff may still work from home 
or be based in alternative locations.  

Office day to day  

Any member of staff returning to work must sign a declaration to say they are fit and well to 
attend work. This applies whether an individual is attending work in the office or customer 
visits. It is also the responsibility of each member of staff to alert the line manager and HR 
should that situation change.  

All staff and visitors will wash hands on entry or alternatively hand gel will be made available 
on entry to the office. 

Social distancing will be practiced at all times by staff, and staff will have an empty desk next 
to them. Staff may choose to wear face masks when in the office 

Cleaning products for desks, phone, screen, handles will be available on desks and it is 
advisable that all items are cleaned at least twice daily 

In branches where there are communal kitchens – all staff must wash their hands first before 
using anything and once again when they have finished in the kitchen including their own pots 
and please remember social distancing. 

Cleaning products will be available for staff in the kitchen areas and the toilets. In the toilets 
and communal areas such as lift buttons, toilet handles, toilet taps etc cleaned at regular 
intervals throughout the day 

We ask that all visitors, either customers or suppliers arrange visits by appointment, and 
always follow the above protocols. 

Thank you in advance 

 


