Covid 19 Risk & Response Plan
Return to Work Safely

This Covid 19 Response Plan describes a list of measures that have been
implemented by DROP based on the guidance and protocols outlined by the
Department of Health, the Government of Ireland and the Health Service Executive’s
(HSE’s) Health Protection Surveillance Centre (HPSC). As part of the nation’s
rapidly evolving response to Covid 19, it is imperative that we remain agile in our
response to minimising the spread of the virus and protecting society’s most
vulnerable individuals. The response plan at hand is thus subject to change over the
coming months in respect of clinical guidance measures and requires collaboration
and commitment from all staff members working at DROP. Content contained herein
is based on the most up-to-date advice from the National Public Health Emergency
Team (NPHET) at the time of publishing.
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The best way to prevent person-to-person spread of COVID-19 is to use proper hand
hygiene and social distancing

Background/ Introduction*
The following Covid 19 Response Plan describes a list of measures that have been
implemented by DROP based on the guidance and protocols outlined by the
Department of Health, the Government of Ireland and the Health Service Executive’s
(HSE’s) Health Protection Surveillance Centre (HPSC). These measures are based
on guidance from the European Centre of Disease Prevention and Control (ECDC)
and the World Health Organisation (WHO), and are based on the most up-to-date
advice from the National Public Health Emergency Team (NPHET) at the time of
publishing. All measures outlined here must be adhered to by DROP employees and
clients alike, in an effort to reduce the risk of spread of COVID-19 inside and outside
the workplace.
As part of the nation’s rapidly evolving response to Covid 19, it is imperative that we
remain agile in our response to minimising the spread of the virus and protecting
society’s most vulnerable individuals. The response plan at hand is thus subject to
change over the coming months in respect of clinical guidance measures and
requires collaboration and commitment from all staff members working at DROP.
Communication of concerns and/or requests for clarity on any of the information
provided here is sincerely welcomed as we implement new, unfamiliar procedures
into our workday and embody a ‘new normal’ in our clinical practices. On behalf of
myself, Anthea Carry, I would like to thank you all in advance for your continued
cooperation and collaboration over the coming months. Our goal here is to avoid a
second peak/ curve in cases, which is only achievable if we all take individual
responsibility for our actions at work and in the community.

Acknowledgement and thanks is extended to Dr Louise Cleary (BSc. MSc.
D.Psych.BAT M.Ps.S.I.) who generously volunteered her time to assist the
Manager in reviewing the organisational risks and developing a Response Plan
that puts the safety of staff and service users at its core.
.

COVID 19 POLICY STATEMENT
Dun Laoghaire Rathdown Outreach Project is committed to providing a safe and
healthy workplace for all our staff, volunteers and service users. To ensure that, we
have developed the following Risk & Response Plan. All Managers, Supervisors &
Staff area responsible for the implementation of this plan and a combined effort will
help contain the spread of the Covid 19 Virus. We Will:












Continue to monitor our Covid 19 response and amend this plan through
consultation across Board, Management and Staff.
Provide up to date information to our staff one the Public Health advice issued
by the HSE and Gov.ie
Display information on the signs & symptoms of Covid 19 and correct
handwashing techniques
Provide an adequate number of trained Lead Worker Representatives who
are easily identifiable and put in place a reporting system
Inform any staff of essential hygiene and respiratory etiquette and physical
distancing requirements
Adapt the workplace to facilitate social distancing in line with public health
advice
Keep a log of contact/group work to help with contact tracing
Have all workers attend an induction/familiarisation briefing
Develop a procedure to be followed in the event of someone showing
symptoms of Covid 19 while at work or in the workplace
Provide instructions for staff to follow if they develop signs and symptoms of
Covid 19 during work
Intensify sanitising in line with government advice

All Managers, Supervisors and staff will be consulted on an ongoing basis and
feedback is encouraged on any concerns, issues or suggestions. This can be done
through lead worker representatives:

________________________

_________________________

Jessica Kelly

Maria Murphy

Signed:

Date: 19th July 2020

Section 1: Information for DROP Employees
Prior to returning to work from 45 Upper Georges Street, ALL Staff
& Volunteers are required to complete the Pre-Return to Work
Form*
https://docs.google.com/forms/d/1Obhzh7Ct-gNWcL4vImzvsAEF_7MAyFeGUzCmDUwMfc/edit

Signs and Symptoms of Covid 19* ***
Infection with the virus that causes COVID-19 can cause illness, ranging from mild to severe,
and, in some cases, can be fatal. It can take anything from 2 days up to 14 days for
symptoms of coronavirus to appear. They can be similar to the symptoms of cold and flu.
Common symptoms of coronavirus include:
● Fever (high temperature - 38 degrees Celsius or above)***.
● Chills
● Cough - any kind of cough, not just dry.
● Shortness of breath or breathing difficulties.”*
● Aches and pains
● Sore throat
● Headache
● Runny or stuffy nose
● Fatigue
If you have any of these symptoms, you should behave as if you have the virus; inform the
manager at work (Anthea Carry) via phone of your symptoms, avoid coming into DROP and
self-isolate at home for 14 days. People in your household will need to restrict their
movements also.
You may also need to be tested for coronavirus and should call you GP to seek advice as to
whether you require a diagnostic test.
Some people’s symptoms are so mild that they have had coronavirus without realising it, so
adhering to the measures set out in this response plan will ensure that we minimise risk of
spreading the virus even in cases where symptoms are not present in staff or clients.

How the infection spreads*
The virus that causes COVID-19 disease is spread from people in fluid and in droplets
scattered from the nose or mouth of an infected person when the person with COVID-19
coughs, sneezes or speaks. The fluid or droplets land on objects and surfaces around the
infected person. Other people contaminate their hands by touching these objects or surfaces
and then bring the virus into contact with their eyes, nose or mouth by touching them with
their contaminated hands. COVID-19 can also spread if droplets from an infected person

land directly on the mucous membranes of the eye, nose or mouth of a person standing
close to them.
It is still not known how long the virus survives on surfaces in different conditions. The period
of survival may vary under different conditions (e.g. type of surface, temperature or humidity
of the environment). Studies indicate that it can persist on surfaces for hours and up to
several days in the absence of effective cleaning. Thorough and regular cleaning of
frequently touched surfaces is essential. If disinfection is required it must be performed in
addition to cleaning, never as a substitute for cleaning.
While people are most likely to pass on the infection when they have symptoms, current
information suggests that some infected people spread the virus to others prior to developing
or displaying symptoms themselves.*

Hand & Respiratory Hygiene
Regular hand washing with soap and water is effective for the removal of COVID-19.
● On entering the building, staff and clients will be requested to sanitize their hands
at reception before making their way to the nearest sink and washing their hands.
The may be asked to wear a mask if they have access to one
● Staff and clients are requested to cough and sneeze into tissue and to bin such
tissue immediately
● Where tissue is not at hand, people are asked to cough or sneeze into their elbow to
minimise the movement of droplets through the air
 Hand washing materials e.g. liquid soap, disposable paper towels, anti-bac hand gel
will be available at all sinks throughout the premises. Hands should be washed
regularly and it is important to ensure to wash hands:
 before and after eating and preparing food
 after coughing or sneezing
 after using the toilet
 before and after smoking or vaping
 where hands are dirty
 before and after wearing gloves
 before and after being on public transport
 before leaving home
 when arriving/leaving the workplace/other sites
 after changing tasks
 after touching potentially contaminated surfaces
 if in contact with someone displaying any COVID-19 symptoms

New Sign-in Sign-out Etiquette
●

The organisation sign in procedure is required for two purposes now. Firstly for fire
safety in line with Health & Safety requirements and secondly to allow for contact
tracing should the needs arise. As always, all who enter and exit the building should
be signed in and out. However, in adherence with infection control guidelines the
sharing of pens is not allowed. Thus, staff are required to carry their own pen with
them at all times.

●
●
●

●

When a receptionist is on duty, they will sign clients and staff in and out of the
building.
When a receptionist is not on duty, it is the responsibility of staff member to sign
themselves and their client in and out of the building.
As sign-in/ out forms are now being used for contact tracing, should a staff member
or client present with Covid 19 symptoms, the sign-in/ out forms will be retained
securely in the manager’s office for a period of 8 weeks.
All service users must enter via the main door into reception and exit using the side
door through the hallway.

Physical Distancing
Restricted Reception Capacity
●
●

●

●

A maximum of 2 people will be permitted inside the reception area of the building at
one time; the receptionist plus one other individual
Where 2 or more people approach the front door at the same time, one should wait
outside of the building. Where 2 or more people approach the front door at the same
time, a queue with a 2 meter distance between each person must be formed
Staff will meet their respective clients at the reception door that adjoins the reception
and hallway area and will request that they wash their hands in the kitchen area
immediately. Following this, staff will direct clients of where to go, keeping a 2 meter
distance at all times
Staff should update eCASS at least one day in advance of their scheduled client
appointments for the following day, along with the room they plan to work from.

Restricted Office Capacity
To ensure that DROP complies with social distancing guidelines, limited numbers of staff will
be permitted to work onsite on a given day and remote working will need to continue. A Shift
schedule will be developed by management and provided to staff in advance of their return
to work. Any deviations to the schedule MUST be agreed with management in advance.
For example, the capacity of the Project Worker office will be reduced from 5 persons to 2;
the CE office from 3 persons to 2; from 2 persons to 1 in the Manager and Finance Office.
Clear signage prompts have been mounted on the door of each room and staff are
requested to follow guidance on all notices throughout the building. If needed, other rooms
within the building may be allocated for staff use provided they are fit for purpose (i.e. those
that are accessible, ventilated, equipped with a desk, network enabled computer and have
access to an internet access point).
ALL STAFF have designated work station, which they are responsible for santising
before and after use therefore there is no sharing of workstations.

Restricted Use of Toilets
To minimise traffic through the building, all staff and clients will be asked to use the toilet
corresponding to the floor they are working on that day.

*Exception: If a staff member requires the use of a toilet whilst using the kitchen or canteen
area at break times, they are kindly asked to use the Ground Floor toilet.

Moving Through the Building
When moving through the building, staff and clients are asked to give right of way to the
person coming down the stairs. When giving right of way, one should wait at the bottom of
the stairs in question, maintaining a 2 meter distance from the oncoming person as they
pass by.

Taking in Deliveries
Deliveries to DROP should be work related deliveries only. Please do not have personal
items delivered to the premises.
 All deliveries should be checked in via the reception area. The receptionist or staff
member should request that the delivery person place the delivery into the reception
area maintaining social distancing at all times
 Person checking in the delivery should put on gloves before touching the package
 When the recipient has been identified they should be called and told that a delivery
has arrived for them.
 Where possible the exterior of the package should be wiped down by the recipient
before opening. Gloves should be used throughout this process
 Where possible the delivery should be left in a safe and secure place for 72 hours
prior to opening

Use of personal protective equipment (PPE)


Face masks, face visors and disposable gloves will be provided to all staff. All staff
will be provided with reusable face masks.

Cleaning routines
●

●
●

All staff members are required to clean their own work stations, chairs, phone and
areas that they are likely to or have been touching using antibacterial wipes,
sanitising wipes and/or spray cleaner with either disposable tissues/cloths
Common surfaces i.e. door handles and hand rails must be cleaned at least twice per
day and this is a shared responsibility for all staff
It is imperative that sanitisation/disinfecting of surface does not replace regular
cleaning and normal cleaning routines should be implemented on reopening

Waste disposal




All waste bins must be emptied into the main black and green bins in the yard at the
end of each day by staff. This includes office bins, communal bins i.e by
photocopier, kitchen, toilets etc. and bins in therapy rooms that have been used.
Large wheelie bins should be put out in line with waste collection company schedule
i.e black bin weekly and green bin fortnightly regardless of whether they are full or
not.



Large wheelie bins should be full before moving on to the next bin so there is not a
need to put 2 or more half empty bins out

What should I do if I develop symptoms of COVID-19?
●

●

●

●

If you display symptoms of the virus listed above, you should behave as if you have
the virus; inform the manager at DROP (Anthea Carry) via phone or email of your
symptoms, avoid coming into DROP and self-isolate at home for 14 days. People in
your household will need to restrict their movements also. You may also need to be
tested for coronavirus and should call you GP to seek advice as to whether you
require a diagnostic test.
If you displays any symptoms of the virus during work hours, you should
communicate this to the manager (Anthea Carry) who will request you to go to a
designated isolation area (the Training Room) where arrangements should be made
for you to be transported home (via your own car or that of a family member), or to a
medical facility, avoiding public transport.
The isolation area will be ventilated via open windows however the door of the room
will need to be closed at all time. The room will be equipped with tissues, hand
sanitiser, disinfectant and/or wipes, as well as a waste bin and any PPE required.
The manager or designated person will follow up with you via telephone to conduct a
Risk Assessment to see if any further action needs to be taken

How is my workplace organised to address the risk from COVID-19
As part of DROP’s arrangements for putting in place controls identified to prevent the spread
of COVID-19 in the workplace, the following measures are to be implemented:

Establishment of a Covid-19 Response Management Team
●

●
●

Lead Worker Representatives (Jessica Kelly & Maria Murphy) have been appointed
within DROP who will work collaboratively with the manager to oversee the
implementation of measures and monitor adherence to Infection prevention
measures
The Lead Worker Representative, together with the manager, will comprise the
‘Covid-19 Response Management Team’
The Covid-19 Response Management Team are tasked with ensuring that all staff
and volunteers are kept up to date with the latest advice from the Government. They
will also ensure that all plans and procedures are adjusted in line with this advice. All
staff, volunteers will be updated on any changes and/or emerging information via
organisational electronic mail, shared notices on communal notice board, meetings
either online or in-house.

Covid 19 Induction Training (incl. Pre-return to Work Form)
●

All DROP staff will be requested to participate in Covid 19 Induction Training and
complete a Pre-return to Work Form

Continued Remote Working
●

In order to ensure that at least a 2 meter distance is maintained between all staff
members and clients working onsite, a mixture of on-site and remote working will
continue to be employed as we move through the Government’s Phased Plan to
Reopen Society & Business. Restricted numbers of staff will be permitted to work
within a shared office space and therapy rooms will be assigned to individual staff
members and may double up as workspaces. Clear signage will be provided for
guidance regarding maximum room/ area capacity

Temperature Screening
●

●

●

All staff on commencement of their scheduled shift will, following sanitising their
hands and signing in, take their own temperature and only commence working where
their temperature is below 38 degrees
Any staff member who records a temperature above 38 degrees must notify the
manager (or lead worker representative in the manager’s absence) and remove
themselves to the designated isolation area until further notice
As per Pre-Return to Work Protocols all staff will be required to consent to
temperature screening when completing the Pre-Return to Work Form and Training

Social Distancing**
●

●

●

Social Distancing is keeping a 2 metre (6 feet) space between you and other people
to decrease and interrupt the spread of COVID-19. You should not shake hands, hug
or make close contact where possible.
Social distancing has been explained in greater detail within the Induction Training so
for further information please refer back to the videos circulated in the Pre-Return to
Work Form
In settings where 2 metre separation is not possible, alternative protective measures
such as installation of physical barriers/plastic sneeze guards will be put in place

Staggered Break Times & Using the kitchen/dining area
●
●

●

●

●

Break times for staff working onsite will be staggered to allow for social distancing in
common areas i.e. kitchen and canteen.
A maximum of 1 person should be in the kitchen at any one time, and a maximum of
1 person should be in the canteen area at any one time. Therefore, if there is a
person in the canteen area having their break, the kitchen area can be used by
another person however all efforts should be made to ensure that at no time will both
these people be in either the kitchen or dining area together.
Others wishing to enter the kitchen while it is in use by an individual should wait
outside the kitchen at one of the 2 meter distance markers until the user is
finished in the kitchen.
For those leaving the premises at any stage during their shift, including break times,
the same protocol is in place regarding hand washing on re-entry to the premises.
On return you must wash your hands before recommencing work
Where two or more staff leave the premises together on their break it is expected that
they will adhere to social distancing whilst out of the building.

●
●

Staff should bring their own lunches into DROP and either keep with them at their
desk space or only store on the shelf that has been designated to them in the fridges.
To minimise cross contamination risks there should be no sharing of mugs, crockery
and cutlery. Staff are asked to take a items for personal use i.e. a mug, plate, spoon,
knife, fork etc and maintain responsibility for them for the duration of the pandemic.

Sanitising Work Areas
●
●

Sanitising work areas takes place on commencement and completion of each shift by
all staff
All staff must sanitise their own work stations, chairs, phone and areas that they are
likely to or have been touching using antibacterial wipes, sanitising wipes and/or
spray cleaner with either disposable tissues/cloths

Ventilation
●

Room doors and windows should be opened to allow for airflow throughout rooms
that are in use by staff and clients

Implementation of a new daily checklist


On a daily basis, when working on-site, all staff are required to complete the daily
checklist as per Appendix 4 of this document, without exception and leave in the
Manager’s pigeon hole.

Section 2: Organisational Response
We have identified and suitably trained persons to help with ensuring that the plan is
implemented and all checklists for the organisation (contained within the Appendix) are
completed.
Persons have been identified who have agreed to take responsibility for carrying out
tasks such as:
 Role of Lead Worker Representative
 Use of checklists to identify any areas for improvement
 Regular checks to ensure the plan is being implemented
 Review of risk assessments and the safety statement
 Training
 Reviewing emergency procedures and first aid
We have consulted with the persons responsible for these tasks and have:



No.
1
2
3
4

5
6

7
8
9
10

Briefed them on the tasks and their responsibility
Entered their name against the relevant tasks in the table below and asked that each
person sign to indicate their agreement with carrying out the relevant tasks:
Responsible Persons Task Register (non-exhaustive)
TASKS
RESPONSIBLE
SIGNATURE
(Non-exhaustive list)
PERSON(S)
Person responsible for overall
Anthea Carry
implementation of the plan
(Manager)
Identification & Training of Lead
Anthea Carry
Workers
(Manager)
Planning & Preparing to Return to
Anthea Carry
Work
(Manager)
Control Measurers (Check List 2)
Manager (Anthea
Carry) & Lead Workers
(Jessica Kelly & Maria
Murphy)
Covid 19 Induction (Checklist 3)
Manager (Anthea
Carry)
Dealing with a Suspected Case of
Manager (Anthea
Covd 19 (Checklist 4)
Carry) & Lead Workers
(Jessica Kelly & Maria
Murphy)
Cleaning & Disinfection (Check list 5) Manager (Anthea
Carry)
Employee Information (Checklist 6)
Manager (Anthea
Carry)
Lead Worker Representatives
Lead Workers: Jessica
(Checklist 7)
Kelly & Maria Murphy
Return to Work Forms
Manager (Anthea
Carry)

Risk Assessment to prevent the spread of COVID-19 in the
workplace*
Prior to re-establishing working from 45 Upper Georges Street a Risk Assessment was
undertaken. This risk assessment which includes comments and remedial actions can be
found in Appendix 2 of this document. The aim of this plan is to give clear guidance, in line
with the Government’s Return to Work Safely Protocols, for staff returning to work on
measures that have been put in place and rationales for the measures along with detailing
the organisational response plan to Covid 19.
As part of DROP’s arrangements for putting in place controls identified to prevent the spread
of COVID-19 in the workplace, the following workplace controls and hygiene measures are
to be implemented:
Covid 19 Response Management Team
● Lead Worker Representatives will be appointed within DROP, to work collaboratively
with the Manager to assist in the implementation of measures and monitor adherence
to the measures to prevent the spread of COVID -19
● The Lead Worker Representatives together with the Manager will comprise the Covid
19 Response Management Team
● The Lead Worker Representatives should support the implementation of the
measures identified in Government’s Return to Work Safely Protocols. Such a person
or persons should be clearly identifiable in the workplace and receive the relevant
and necessary training by their employer
● Occupational Safety and Health Officer/ Safety Representative or an external
competent person to ensure the effective implementation of changes to work
activities and the implementation of infection prevention and control measures in the
workplace at the place of work will be appointed.
Covid 19 Induction Training
● All DROP staff will be requested to complete Covid 19 Induction Training and
complete a Pre-return to Work Form
Combination of on-site and remote working
● Reduced numbers of staff will work onsite and remote working will continue where
possible

Who is responsible for responding to a suspected case in DROP?
The manager, Anthea Carry, or assigned person.

Dealing with a Suspected case of Covid 19 in the Workplace


Identify a designated isolation area in advance (Training Room on Ground Floor).
The designated area and the route to the designated area should be easily
accessible, as far as is reasonable and practicable should be accessible by people
with disabilities and should be clearly sign posted.












Take into account the possibility of one or more persons displaying the signs of
COVID-19 and have additional isolation areas available or another contingency plan
for dealing with same.
Ensure the designated area has the ability to isolate the person behind a closed
door. Where a closed door area is not possible, the employer must provide for an
area away from other workers.
Provide as is reasonably practicable: Ventilation, i.e. via a window; Tissues, hand
sanitiser, disinfectant and/or wipes, PPE; gloves, masks, Clinical waste bags.
If a staff member displays any symptoms of the virus during work hours, the
designated manager (Anthea) will direct that person to a designated isolation area,
along a designated route (down the internal stairs of the building), all the time
maintaining a 2 metre distance from others, and arrange for that person to remain in
isolation (in the training room downstairs) before arranging for them to be transported
home, or to a medical facility, avoiding public transport.
The manager or designated person will, via telephone, conduct a full risk assessment
of the incident to see if any, further action needs to be taken Take into account the
possibility of one or more persons displaying the signs of COVID-19 and have
additional isolation areas available or another contingency plan for dealing with
same.
Ensure the designated area has the ability to isolate the person behind a closed
door. Where a closed door area is not possible, the employer must provide for an
area away from other workers.

Incident Risk Assessment re: Suspected/ Symptomatic case of
COVID-19 in the workplace
●

If a suspected/ symptomatic case of Covid 19 is identified onsite within working
hours, an Incident Risk Assessment (Appendix 1) will be conducted via telephone
with the employee in question to establish the following (manager or appointed):

Policy development/revision to respond to the changes to work
practice and environments




It is the responsibility of both the Manager and the Board of Management to ensure
that policies have been amended and developed in line with the changes that have
taken place as a result of the Covid 19 emergency.
It is the responsibility of staff to review and sign off on any policy changes and
contractual changes as a result of the Covid 19 emergency

APPENDIX 1: Form for Incident Risk Assessment re: Suspected/ Symptomatic
case of COVID-19 in the workplace
Incident Risk Assessment re: Suspected/ Symptomatic case of COVID-19 in the workplace
Date:
Employee Name:
Administrator Name:
Administrator Role:
What are your symptoms:

⬚ Cough
⬚ High temperature
⬚ Sore throat
⬚ Runny nose
⬚ Breathlessness ⬚ Flu like symptoms
⬚ Flu like symptoms
Notes:

Workspaces used today:

Room:
Desk location:
Room:
Desk location:

Toilets used today:
List of staff working on-site with you today

⬚ Ground floor toilet ⬚
⬚ First floor toilet
⬚

APPENDIX 2:
Risk Identification Form for Risk Register during Covid-19 pandemic
COMPLETED BY : Anthea Carry
DEPARTMENT: Management
DATE:20 /05/2020
The purpose of a Risk Register is to identify and rate risks relevant to the organisation. A Risk Register is
held by the Board of the company and should be reviewed on a quarterly/ half-yearly basis. The Board
should look at the likelihood and consequences of a risk occurring acknowledging that some risks may be
identified but beyond the ability of the company to mitigate against them.
Risk is evident in everything we do. When it comes to management, understanding risk and knowing how to
minimize its impacts (or take full advantage of its opportunities) are essential for success.
A Risk Register is a tool for documenting risks, and actions to manage each risk. The Risk Register is
essential to the successful management of risk. As risks are identified they are logged on the register and
actions are taken to respond to the risk. Risks are assessed by multiplying the likelihood and the impact as
shown on the matrices here.

Most frequently Managers and Boards attempt to reduce the likelihood of the risk occurring or the impact if the risk
does occur. The responses are documented on the Risk Register and the register should be regularly reviewed to
monitor progress.
Management of risk should be a constant on-going process with the staff/ management team raising risks with the
Manager or in turn the Board who then logs the risk and identifies actions that can be taken to mitigate the risk. To
properly respond to a risk the organisation may need to bring in experts to understand the actions that can be
taken to reduce the likelihood of the risk occurring or the impact if the risk does occur.
In our organisation we typically categorise risk under the following heads (but more can be added as
required

Quality Standards Service
•
Insurance Risk
•
IT Risk
•
Strategy Risk
•
Operational Risk
•
Reputational Risk
•
Security Risk
•
Public Health/ Covid-19 Risks
•
Staff Risk
•
Other
•
Governance Risk
In relation assessing the risks associated to Returning to Work and Covid-19, the HSE request that you
ensure that your organisation makes particular reference within your risk assessment to the following:

COVID 19 Risk Assessments Sections:
2.1
Physical Structure
This relates to the ingress and egress of the building.
Providing one way routes where practicable
2.2
Ventilation
Pursuant to the Safety, Health and Welfare Act 2005
(Schedule 7 section 28) requirements to be imposed with
respect to affecting the conditions in which persons work.
This section looks at rate of fresh air/air
movement/temperature of air/humidity within the
building.
2.3
Isolation Room
An isolation room is identified and prepared on site
2.4
Spatial Distancing:
Public Health and HSE measures in physical distancing
protocols, protective measures and signage implemented
for staff and patients attending. Procedures on the
management and control of spatial distancing encouraged
and enforced
2.5
General Hygiene:
Hand hygiene measures in place and access to appropriate
hygiene facilities. Good respiratory hygiene and etiquette
encouraged and compliant with the relevant information
and signage
2.6
Disposal Clinical Waste
Guidelines and procedures adhered to and signage.
Frequency of collection scheduled
2.7
Cleaning Schedule
Standard, frequency and record of cleaning schedule
specifically on the additional measures due to COVID 19
2.8
Equipment (PPE):
PPE (examples are gloves/goggles/respiratory protection)
is equipment worn to minimize exposure to hazards. The
section covers efficient supply, availability, correct use,
disposal of the PPE
2.9
Knowledge/Information: The section highlights specific and relevant
knowledge/information on COVID 19 preventive and
protective measures for staff.
2.10 Staff Resources:
The impact on staff resources to provide delivery of
treatment services since March 2020

Risk Category

Risk as you see it

How likely is it and
what is the impact

If you were to put something in place
to lessen that risk- what would it be?

(likelihood * impact)

How likely would the risk be
then and what would the impact
be then? ( after mitigating action
likelihood * impact)

Quality Standards Service
e.g. something that might affect the
quality of the service provided

IT Risks
e.g. something related to IT that might
affect the service provided

Operational Risk
e.g. something that might affect the
day-to-day running of the services
(could be financial, H&S)

Increased online supports
removing the personal element
and a large component of
communication from service
provision
Service users don’t have access to
technology to allow them access
online supports

12 (Likely & Moderate)

Alternating between in-person and
remote sessions where it is safe to do
so

8 (likely & minor)

Prioritise service for in-person
sessions in a safe manner
9 (possible &
moderate)

IT Security Breaches

12 (possible & major)

IT devices being stolen from
homes/unattended offices

9 (possible &
moderate)

Not having a secure login area for
service users and learners to
partake in programmes and groups
or using public platforms

12 (possible & major)

Normal processes of recording
people on the premises for fire
safety problematic due to not
being allowed to share pens

20 (Very likely &
Major)

Provide access to technology where
this is a barrier for the minority in a
safe manner
Ensure security on devices is updated
regularly and liaise with IT company
regularly
Remind staff of policies and
procedures
Keep devices safe and secure
All laptops are password protected
and have 2 step authentication
processes
• User login for privacy of users
• GDPR concerns addressed
• Passwords on all group
meetings/online rooms locked
• Programmes pre-recorded could be
circulated without organisational
consent
Sign in sheet can be dual purpose
with sign in and sign out times but
must now be retained for contact
tracing
Receptionist to record the sign-in and
sign-out of all visitors

2 (unlikely & Negligible)

6 (possible & Minor)

6 (unlikely & moderate)

3 (Very unlikely & Moderate)

2 (Very unlikely & minor)
anticipating some human error

Shared office space as potential
risk for spread of Covid19

20 (Likely & Major)

Not having a designated isolation
room with closed doors as a space
for suspected cases to wait in
project and staff are aware of the
cleaning requirements

20 (likely & Extreme)

PPE supplies not adequately
provided in the organisation (
tissues, sanitisers, face masks,
gloves, visors, waste bins)

20 (likely & extreme)

Shared kitchen equipment – if staff
and service users are using

20 (Very likely &
Major)
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• Smaller staff teams working
together for infection control
• Stagger work between remote and
onsite
• Utilise other spaces in the building
where social distancing difficult
• No sharing of work stations
• Clear hygiene practice undertaken
daily by staff
• Room allocations for individual
staff members reducing the sharing
of spaces with clear santisation
protocols in place daily
• Allocating a dedicated closed room
where suspected cases can wait
until they can go home or be
collected medical treatment
• Room cleaned at the end of each
day and thoroughly after any
incident
• Clear signage
• Strict controls for movement when
a person is utilising the room or
leaving the premises
•
• Use HSE ordering form if possible
• Source a supplier for PPE
• Source reusable face masks for
staff
• Waste collection for used PPE
• Staff are encouraged to follow
Public Health Guidelines at all
times

12 (Possible & Major)

• Implement a rigorous hand
washing protocol and clear signage

9 (possible & moderate)

12 (Possible & Major)

8 (unlikely & Major)

equipment provided in the
premises for break times

Not having infection controls and
including social distancing and no
touch practices or adequate
cleaning regimes in place

20 (very likely & Major)

Break times as potential
flashpoints for congregation and
potential transmission from

12 (Possible & Major)
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to act as a prompt
• When using reusable crockery or
utensils everyone puts their own
items in the dishwasher and the
hot cycle is used daily regardless of
whether the dishwasher is full or
not. Hands are washed before
emptying the dishwasher
• Staff MUST not handle other
people’s crockery and if this is
necessary PPE MUST be used
• All break times are staggered
• Ensure adequate space for social
distancing with clear markers as
guides
• Reduce the number of people on
site at any one time
• No sharing pens, stationery or
utensils
• Hand washing & respiratory
etiquette
• Sanitising of shared office
equipment after use (i.e.
photocopier, fax, laminator etc.)
• Keeping internal doors open where
practical during shifts to minimise
contact points and placing
sanitisers and signage for ease of
cleaning through to day where
doors have not remained open
• Recorded daily cleaning regimes
particularly for common areas
• Staggered breaks
• Canteen area with social distancing
restrictions

9 (Possible & Moderate)

9 (Possible & Moderate)

asymptomatic cases

Security Risk

Travel & Vehicle Use – Guidelines
Indicate no sharing of vehicles and
offsite meetings to be discouraged
in favour of online
Staff unaware of risks of Covid 19
protocols, symptoms, transmission
methods and practices used to
prevent them

12 (Possible & Major)

Staff shortages due to illness,
quarantine and self isolation

12 (Possible & Major)

Mental health and wellbeing for
staff being affected from increased
workloads, change in role, threat
of illness on the community and all
other associated stress whilst living
through a pandemic

9 (possible &
Moderate)

Policies not being updated (Health
& Safety, Safety Statement,
Remote Working, Sick Leave, Job
Descriptions & Contract
Amendments

16 (Likely & Major)

e.g. something that might affect the
safety and security of the staff service
users

8 (Unlikely & Major)
This risk is higher if
staff are unaware of
the Return to Work
Protocols and have not
undertaken the
Induction Training

Staff Risk
e.g. something that might affect the
quality of the service provided relating to
staff (long-term or short-term leave,
interpersonal relations, HR, performance)

Governance Risk
e.g. something that might affect the
governance and oversight of the
organisation
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• Reduced team on site to minimise
potential measures
• Staff encouraged to use their own
vehicle and avoid sharing with
colleagues and where possible
avoid the use of public transport
• Provide staff training on Covid 19
issues
• Ensure every staff member has
completed and returned the Prereturn to Work Form at least 3 days
prior to returning to work
• Provide staff training on new safety
processes and all new protocols in
advance of returning to work and if
returning to work following selfisolation or illness
• Staff swaps with other agencies
• Smaller teams to reduce the risk of
cross contamination
• Working from home
• Review Service with plan taking
into consideration staff shortages
• Regular supervision and support
from line manager & clinical
supervisor
• Online Stress Management Courses
made available to staff

• Policies to be updated and
reviewed by the Board
• Staff to be consulted for changes to
their role and contractual
entitlements
• Ongoing monitoring to ensure

6 (Unlikely & Moderate)

6 (Unlikely & Moderate)

9 (Possible & Moderate)

6 (possible & Minor)

4 (Unlikely & Minor)

Obligations under Safety, Health &
Welfare Act, 2005 (Schedule 7,
Section 28) requirements to be
imposed with respect to affecting
the conditions in which persons
work

15 (Possible &
Extreme)

Vehicle indemnity for staff using
cars for work purposes

6 (unlikely &
moderate)

Insurance cover for claims that are
related to Covid 19 absences or
serious illness

15 (Possible &
Extreme)

Agreed strategic aims were
developed prior to Covid 19 and
future work to fulfil the aims of the
strategy are reliant on full staffing
complement and adherence to
Public Health guidelines

15 (Very likely &
Moderate)

Insurance Risk
e.g. something that might affect the
ability to obtain insurance or should
require insurance

Strategy Risk
e.g. something that might affect the
implementation of our strategic aims
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compliance with Public Health
advice
• Ensure that the building is
structurally sound and suitable to
work from
• Ensuring no overcrowding of work
premises
• Ensuring adequate ventilation and
temperature of offices
• Ensuing adequate and enhanced
cleaning routines
• Ensure staff understand their
obligations to uphold safety
measures
• Staff must provide proof of
insurance and indemnity prior to
use
• Mileage rates as per policy
• Travel only permitted with prior
consent of line-manager for work
purposes only where online cannot
be facilitated
Check with insurance companies and
existing policy cover
Adequate procedures and
compliance from staff
Staff trained to be aware of risks
PPE on premises as per protocol
Staff responsible for ensuring their
safety
• Strategy to be reviewed in line
with current and projected
changes along with public health
advice

12 (Possible & Major)

4 (unlikely & Minor)

12 (Possible & Major)

6 (possible & minor)

Reputational Risk
e.g. something that might affect the
reputation of our organisation

Although there is no obligation for
employers to report Covid 19
among staff or service users, the
organisation would request from
staff and service users, that any
suspected cases be reported as a
notifiable disease

6 (possible & minor)

Cleaning regime to be enhanced
including adequate waste disposal

12 (Possible & Major)

First Aid Treatment – recognising
that PPE already forms a crucial
element of the application

16 (Likely & Major)

Physical Structure: Entrance & Exit
as points of congregation

12 (Likely & Moderate)

Public Health Risk

Premises Risks
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• Request GP Confirmation of
suspected cases for staff who are
self isolating
• Request staff to contact GP if there
suspect that they have symptoms
• Request service users to not enter
the premises if they suspect they
have symptoms and to contact
their GP
• Staff tasked with undertaking
cleaning regimes and regularly
cleaning their own work stations at
start and end of shift
• Prior to Covid 19 cleaning regime in
place but additional requirement
now mean increased level of
cleaning required
• Regular handwashing by staff
• Provision of adequate cleaning
supplies and waste collection
points throughout the premises
• More regular removal of waste

3 (Possible & Negligible)

• Staff aware of guidelines and
trained in proper use of PPE when
choosing to apply first aid
• Adapting CPR techniques in line
with public health advice as stated
in Response Plan
• One way system for premises for
entry and exit
• Numbers limited on site at all times
• 2 meter distances markings visible
• Sanitiser available on
entry/exit/flashpoints
• Use of signage for prompting and

16 (Likely & Major) By the
nature of first aid contact even
with PPE

9 (Possible & Moderate)

9 (Possible & Moderate)

Stairs and hallways as flashpoints
for congregation – recognising that
they may be short interactions but
the surfaces may carry the virus

15 (Very Likely &
Moderate)

Toilets as transmission risk and
surface contacts

15 (very likely &
moderate

Room size and group use if used as
previously operated

20 (Very Likely &
Major)
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direction
• Staggered appointment times
• Social distancing signage
• Hand washing on entry to premises
for everyone
• Yield system in place for using the
stairs
• Regular santisation of banister
•
•
•
•
•

Single use paper towels
Cleaning routine
Signage for handwashing
Face masks encouraged
Desperations of use across all
toilets
• Limit group size to allow for social
distancing of 2m marked out
• Where possible source bigger
rooms for groups
• Where required office space to
have Perspex dividers
• Smaller onsite team working

9 (Possible & Moderate)

9 (possible & Moderate)

9 (Possible & Moderate)

APPENDIX 3: Guidance on administering CPR*
“Recommends early use of a defibrillator and advises against mouth to mouth”
The public and particularly those familiar with cardiopulmonary resuscitation (CPR) play a key
role in our communities in responding to people who collapse in public spaces, and in many
instances save lives.
In the light of the current pandemic and the possibility that the person who has collapsed may
have COVID-19, there is an element of risk associated so we have to manage CPR in a new
way. A person whose heart has stopped is unlikely to survive if CPR is not administered before
the arrival of the ambulance service.
It is a personal choice if you decide to give CPR.
Here is the most up to date advice to minimise risk and improve safety for all involved:
1. At all times keep your hands away from your face.
2. If a person has collapsed in a public space, do look for signs of breathing and signs of
life.
3. Don’t listen or feel for breathing by placing your ear and cheek close to the person’s
mouth.
4. Dial 112 or 999 and ask for an ambulance. If COVID-19 is suspected, tell them when
you call.
5. Use an AED as soon as possible. This significantly increases the person’s chances of
survival. Place the AED pads on the person’s chest and apply a shock, if prompted by the
AED. This is a safe procedure and should be attempted by a first responder.
6. Perform chest compressions only. Do not give mouth to mouth rescue breaths. If there
is a perceived risk of infection, you should place a cloth/towel over the person’s mouth and
nose and attempt compression-only CPR and early defibrillation until help arrives.
7. Afterwards, clean your hands using soap and water or an alcohol-based hand sanitizer.
Clean and disinfect the AED if used.
Speaking about this advice, Prof Martin Cormican, National Lead for Infection Control and
Antimicrobial Resistance, says:
“For many people who were willing to carry out CPR it is now more difficult to know what to do
because of COVID-19. We understand that this decision is very personal. Our advice sets out
seven practical steps to reduce the risk while performing CPR, which also gives the person who
has collapsed the best chance of survival during the COVID-19 pandemic. Remember to ring
112/999 and ask for the ambulance service for any medical emergency”.
Link to guidance on Cardio-Pulmonary Resuscitation (CPR) for lay rescuers in the context of
COVID-19:
https://www.hpsc.ie/a-z/respiratory/coronavirus/novelcoronavirus/guidance/layrescuersguidance/

APPENDIX 4:

Employee COVID-19 Daily Checklist
Name

_________________________________________

Date : _ _/ _ _ /2020

This checklist is to help you remember to follow safe practices during this crisis. Please keep
it at your work station or desk and fill it out daily. Put it into the Manager’s Pigeon Hole
before leaving each day.
YES/
NO

Comments

If yes, please contact your Line Manager,
Before coming to work, did you consider, to the
you should not attend work until you have
best of your knowledge, that you were
consulted a medical practitioner.
experiencing any of the symptoms of Covid-19
as outlined by the National Public Health
Emergency Team (NPHET) and the HSE? If you
are unsure of the symptoms, they are available to
view on https://www2.hse.ie/coronavirus
(symptoms may include a cough, fever or high
temperature, sore throat, runny nose,
breathlessness or flu-like symptoms)
Wash for at least 20 seconds each time in
Are you washing your hands frequently enough
accordance with National Public Health
(before and after breaks, lunch, meetings, or
Guidelines
using the bathroom)?
If there is no sanitiser in place, please
Are hand sanitisers and/or sanitising wipes
report this to your line Manager
available in the work area?
Are you using them when entering and when
leaving your work area?
If yes, please view information and videos
Do you feel you need additional training or a
on https://www2.hse.ie/coronavirus
refresher to adequately follow the National Public
Health guidelines?
If no, please report this to your line Manager
Do you have the proper protective equipment,
PPE (mask, gloves, safety glasses or safety
shield) suitable to the tasks I am doing?
Have you disposed of any used masks and
gloves in designated waste bins?
If no, please reacquaint yourself with the
Are you practicing 2 metre distancing in your work
advised guidelines
area, during lunch and breaks, and when you
enter and leave the workplace?
Have you cleaned down your work surfaces, desk
computer, phone or other equipment at the start
and end of your day?
Have you taken your temperature before
commencing work today? Please record in
comments
Any other comments or concerns you may wish to raise relating to the management of Covid-19?
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APPENDIX 5: Return to Work Safely Checklists
COVID-19 Return to Work Safely Protocol –
: Planning and Preparing
Further information can be found at www.Gov.ie, www.hse.ie, www.hpsc.ie and www.hsa.ie
No Control
Yes/No Action
needed
1.

2.
3.

4.
5.

6.

7.
8.
9.

10.
11.

12.

13.

14.
15.
16.

17.
18.
19.

Have you a system in place to keep up to date with the latest advice from
Government and to adjust your plans and procedures in line with that
advice?
Have you prepared / revised your business COVID-19 response plan?
Have you a system in place to provide your workers with information and
guidance on the measures you have to put in place to help prevent the
spread of the virus and what is expected of them?
Have you consulted with your workers1 on measures, provided a system
for workers to raise issues or concerns and to have them responded to?
Have you identified the control measures you will need to put in place to
minimise the risk of workers being exposed to COVID-19? (See Checklist
No. 2)
Have you reviewed and updated your risk assessments and safety
statement to take account of any controls to help prevent the spread of
COVID-19?
Have you updated your emergency plans, in particular to take account of
physical distancing?
Have you sent each worker a COVID-19 return-to-work form to be
completed and returned 3 days before they return to the workplace?
Have you sent each worker information on the HSE guidance on people
most at-risk and asked them to tell you if they fall into any of these
categories?
Have you assessed who can do their work from home and given them the
facility to do so, in particular at-risk or vulnerable workers?
Have you told workers they must stay at home if sick or if they have any
symptoms of COVID-19 and informed them of their entitlements if they are
sick or need to quarantine?
Have you appointed and trained a Worker Representative to help advise
workers and to monitor compliance with COVID-19 control measures in the
workplace?
Have you agreed with workers about any adjustment of staff rosters,
organising of teams, breaks etc. needed to reduce the number of people in
the workplace at any one time and to maintain physical distancing?
Have you developed and delivered workplace induction training with all
information relating to COVID-19?
Have you organised to carry out meetings, training and information
sessions online or by phone as far as possible?
Have you identified the activities that involve interacting with service users/
visitors and put in place measures to prevent physical contact, as far as
possible?
Have you stopped all non-essential business / work travel?
Have you advised workers to clean their hands before commencing work?
Have you set up workstations, desks and tables to help with physical
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Will review in
Phase 2
Return to work





20.

distancing?
Have you put in place supports for workers who may be suffering from
anxiety or stress and told your staff about these supports?



More frequent
Clinical
Supervision

Personal Protective Equipment (PPE)
21.

Have you identified, selected and sourced the PPE needed for your
workers and arranged enough supplies of it?
22. Have you arranged to train your workers in the proper fitting, use, removal,
cleaning, storing and disposal of PPE?
23. Have your first aiders been given updated training on infection prevention
and control re hand hygiene and use of face masks?
24. Has the workplace, including all equipment, workstations, benches, doors
and frequent touched surfaces points, been thoroughly cleaned?
Additional Information



DLR DATF
Organising this



Name: ANTHEA CARRY, MANAGER

Signature

Date: 8th June 2020
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COVID-19 Return to Work Safely Protocol
Control Measures
By putting in place control measures we can get the organisation up and running again in a way that will
help prevent the spread of COVID-19. By putting in place control measures, we can reduce risks that have
been identified and can help to protect us all working together. Further information can be found at
www.Gov.ie, www.hse.ie, www.hpsc.ie and www.hsa.ie

No.

Topic

Yes/No Action
Required

Hand Hygiene Facilities:
1.

2.

Are there enough hand washing and hand sanitising stations in place to
accommodate workers, visitors/customers adhering to hand hygiene
measures?
Are hand washing and hand sanitising stations in convenient locations
that can be easily and frequently accessed?
Have you considered:
 all entry/exit points
 high traffic areas
 the need for workers to wash their hands before, during or after
a work task
 the distance workers are from hand washing /hand sanitising
facilities including wash/bathrooms
 the number of workers and any shift arrangements

3.

Have you made arrangements to ensure hand hygiene facilities are
regularly checked and well-stocked e.g. hot running water, soap
dispensers, paper towels, touch-free bins and hand-sanitiser?
Hand sanitising
4.
Does the alcohol-based hand sanitiser have at least 60% ethanol or
70% isopropanol as the active ingredient?
5.
Are there stations at entry/exit points to the workplace?
6.
Are there stations in areas that have high touchpoints or high footfall?
Employee awareness around hand hygiene in the workplace
7.
Have you informed workers about the importance of hand washing?
8.
Have you trained/shown workers how to wash their hands (with soap
and water for at least 20 seconds) and dry them correctly? (HSE video
resource available)
9.
Have you shown workers how to use hand sanitiser correctly and where
hand-sanitising stations are located?
10.
Have you displayed posters on how to wash hands correctly in
appropriate locations?
11.
Have you told workers and others when they need to wash their hands?
This includes:
 before and after eating and preparing food
 after coughing or sneezing
 after using the toilet
 before smoking or vaping
 where hands are dirty
 before and after wearing gloves
 before and after being on public transport
 before leaving home
 when arriving/leaving the workplace/other sites
* Reference document: Government of Ireland: Return to Work Safely Protocol
** Reference document: Reopening Phases Commencing May 18th 2020
*** Reference document: HSE website https://www2.hse.ie/conditions/coronavirus/symptoms.html

















 after changing tasks
 after touching potentially contaminated surfaces
 if in contact with someone displaying any COVID-19 symptoms
Respiratory hygiene
12.
Have you told workers of good respiratory measures to limit the spread
of the virus:
 avoid touching the face, eyes, nose and mouth
 cover coughs and sneezes with an elbow or a tissue
 dispose of tissues in a covered bin
13.
Have you made tissues available to workers and covered bins or bin
bags for their safe disposal?
14.
Is there a system in place to regularly empty bins so they don’t over fill?
Physical Distancing – staying 2 metres apart
15.
Have you looked at how you can change the layout of your workplace
to allow for physical distancing?
16.
Have you a system to regularly remind workers to stay 2 metres apart?
17.
Have you identified the activities that involve interacting with customers,
visitors and others and put in place measures to help prevent contact
and ensure physical distancing, as far as possible?
18.
Can you rearrange working times and shifts to minimise the number of
people at work together?
19.
Can you rearrange break areas and times to comply with physical
distancing? (e.g. placing tables and chairs further apart, staggering
breaks)
20.
Can you organise workers into teams who consistently work and take
breaks together?
21.
If it’s not possible to maintain physical distancing in the canteen, have
you considered making alternative arrangements?
22.
Can you provide a one way system for entering and exiting the
workplace, where practical?
23.
Have you implemented physical distancing for outdoor work activities?















Have you reduced the number of people working in enclosed spaces
by:
 facilitating working from home
 Combining onsite and off site working
 reducing the number of work tasks
 postponing group work



26.

Have you put floor markings in place to remind everyone in the
workplace of the 2 metre physical distance required?
If it is not possible to ensure a 2 metre physical distance between
workers, have you put in place alternative measures:
 installed physical barriers, such as clear plastic sneeze guards
between workers
 to maintain at least a distance of 1 metre or as much distance as
is practical
 to minimise any direct worker close contact
 to provide hand washing or hand sanitising aids nearby, so that
hands can be cleaned as soon as the task is complete
 made face masks available to workers in line with Public Health
advice and ensuring that masks are clean and not shared or
handled by other workers.
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No staff team
too small



25.

27.

Somewhat,
practice role
play will assist



Will consider for
groupwork

Mounted on the
walls
May consider
physical barriers
with increased
staff in building

Note: wearing face masks is not a substitute for other measures
outlined above.

28.
Have you staggered entry into the workplace including the entry of
customers or clients?
Minimising Contact

39.
Have you minimised the need for business trips or for workers to gather
for meetings and interactions e.g. by making available technology for
online or phone meetings?

30.
If workers have to meet, do you make sure they meet in a large space
where physical distancing can be done and for as short a time as
possible?

31.
Have you put in place a system that eliminates or reduces the need for
workers to travel together in vehicles?

32.
Have you advised workers to travel alone if using their cars for work?

33.
Have you told workers to clean and disinfect surfaces and
shared equipment, not to shake hands and to avoid any physical
contact?
Personal Protective Equipment (PPE) [Guidance open to change]
Note: PPE use cannot take the place of other preventative measures. For COVID-19, employers should
check public health advice. Gloves are generally not required for infection prevention and control and are
not a substitute for hand hygiene.

34.
Has the correct PPE been identified based on the hazard and worker
work activity?

35.
Is there a sufficient supply of relevant PPE required to allow a safe
return to work?

36.
Have you trained workers in the correct fitting, use, removal, cleaning,
storing and disposal of PPE?

37.
Have you made arrangements for the cleaning, inspection,
maintenance and disposal of PPE, where appropriate?

At Risk Groups
38.

Have you determined which, if any of your workers are at higher risk
from COVID-19? Check out HSE At Risk groups.
39.
Have you enabled at risk or vulnerable workers to work from home
where possible?
40.
Have you enabled at risk workers to maintain a physical distance of 2
metres?
Changes to Work Practices
41.
Have you considered other changes to work practices to minimise the
spread of COVID-19?
42.
Have you arranged for safe delivery of goods to the workplace?
Visiting Contractors / Workers
43.
Are there arrangements in place to inform other workers, contractors or
visitors of the workplace measures to help prevent the spread of
infection?
44.
Is there a system for recording visits to the site/workplace by workers
and others, as well as visits by workers to other sites? (COVID-19
Contact log)
Additional Information
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COVID-19 Return to Work Safely Protocol
Induction / Familiarisation
The usual induction, or workplace familiarisation, for new employees will have to be revised to
include measures to help prevent the spread of the virus. All workers must be brought through
this COVID induction before starting back to work.
Control
1.
2.
3.
4.
5.
6.
7.
8.

9.

10.
11.
12.

13.

14.
15.
16.
17.

18.
19.
20.

Yes No

Have you a system in place to keep up to date with the latest COVID19 advice from Government and to pass that advice on to workers?
Have you a completed COVID-19 return-to-work form for each worker?
Have you covered the signs and symptoms of COVID-19?
Have you explained to workers how the virus is spread?
Have you covered the control measures you have put in place to
minimise the risk of workers being exposed to COVID-19?
Have you demonstrated physical distancing, good hand hygiene and
respiratory etiquette to workers?
Have you given workers information on At Risk Groups and asked
them to let you know privately if they fall into any of these categories?
Have you told workers they must stay at home if sick or if they have
any symptoms of COVID-19 and informed them of their entitlements if
they are sick or need to quarantine?
Have you told workers what to do and what to expect if they start to
develop symptoms of COVID-19 in the workplace, including where the
isolation area is? (See Checklist No. 4)
Have you told workers of the purpose of the COVID-19 contact log in
the workplace?
Have you covered any relevant changes in your business COVID-19
response plan?
Have you included any relevant updates (to minimise the risk of you
and others being exposed to COVID-19) in your risk assessments and
safety statement?
Have you included information on changes to your emergency plans?



Have you explained any changes to first aid procedures to minimise
the risk of you and others being exposed to COVID-19?
Have you identified the Worker Representative(s) to all workers and
explained what their purpose is?
Have you explained any new staff rosters, changing of start / finish
times, rostering of breaks etc ?
Have you told workers to wash their hands before leaving home and
on arrival in the workplace, and at regular intervals throughout the
day?
Have you explained the importance of workers avoiding touching their
faces?
Have you explained the need for workers to avoid physical contact
with colleagues, customers or visitors?
Have you explained the need for the twice-daily cleaning regime of
frequently touched surfaces such as door handles, bannisters and light
switches along with the cleaning of kettles, coffee machines, toasters,
microwaves, fridge doors etc. after each use?
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Action
needed





















Fire Drill to
be
undertaken

21.

Have you explained the need to avoid sharing items such as cups,
bottles, cutlery, pens etc.?
22. Have you provided each worker with cleaning materials, including
disinfectant wipes, and advised them to clean their own workspace
twice daily?
23. Have you advised workers of the public health recommendation to use
a face covering in public?
24. Have you advised workers to reduce work-related travel as far as
possible and provided means for them to have meeting in other ways
e.g. phone/ online rather than in person?
25. Have you advised workers to travel alone if using their cars for work?
26. Have you told workers about the supports available to them if they are
feeling anxious or stressed?
27. Have you explained the proper fitting, use, removal, cleaning, storing
and disposal of any required PPE?
28. Have you a system that allows your workers to raise issues or
concerns and have these responded to?
Additional Information
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COVID-19 Return to Work Protocol
Dealing with a Suspected Case of Covid-19
Further information can be found at www.Gov.ie, www.hse.ie, www.hpsc.ie and www.hsa.ie

Control
Procedures and Information
No
1.
2.
3.
4.
5.

Yes/No Action needed

Have you a system in place to identify and isolate workers or others
who start to display symptoms of COVID-19 in the workplace?
Have you a COVID-19 contact / group work log in place to facilitate
contact tracing?
Have you informed workers of the purpose of the log?
Have you consulted with workers on the purpose of the isolation
procedure and when it should be used?
Have you displayed the COVID-19 posters in suitable locations
highlighting the signs and symptoms of COVID-19?







Instructions if a person(s) develops signs and symptoms of COVID-19 at work
6.

Have you instructed your workers about what they need to do if they
develop signs and symptoms at work?
7.
Have you provided your workers with up to date public health
information on COVID-19 issued by the HSE , HPSC and GOV.ie?
Reporting
8.
Have you made your workers aware of reporting procedures if they
develop signs and symptoms at work for COVID-19?
Response team
9.
Have you appointed a manager to deal with any suspected case of
COVID-19?
10. Have you allocated workers to support a response team(s) to deal
with a suspected case of COVID-19 in the workplace and trained this
team in what actions to take?
Isolation area(s)
11. Have you identified a place that can be used as an isolation area,
preferably with a door that can be closed, in the event of a
suspected case of COVID-19?
12. Is this isolation area accessible, including to workers with
disabilities?
13. Is the route to the isolation area accessible?
14. Have you a contingency plan for dealing with more than one
suspected COVID-19 case? e.g. If more than one person is
displaying signs and symptoms of COVID-19, are there additional
isolation areas?
15. Are the following available in the isolation area(s)?
 ventilation, e.g. fresh air ventilation/ability to open a
window
 tissues
 hand sanitiser
 disinfectant and/or wipes
 gloves, masks
 waste bags
 pedal-operated, closed bin
Isolating a person(s) displaying COVID-19 symptoms
16. Are procedures in place for the manager or a member of the
* Reference document: Government of Ireland: Return to Work Safely Protocol
** Reference document: Reopening Phases Commencing May 18th 2020
*** Reference document: HSE website https://www2.hse.ie/conditions/coronavirus/symptoms.html


















Pedal operated bin
required

isolation team to accompany the affected person to the isolation
area, along the isolation route, while maintaining physical distancing
(2 metres) from them?

17. Is the manager and response team familiar with this procedure?

18. Have others been advised to maintain a distance of at least 2 metres
from the affected person at all times?

19. Is there a disposable mask available for the affected person to wear
while in a common area and when exiting the building?
Arranging for the person to leave workplace/Exit Strategy (inform protocol)
20. Have you established, by asking them, if the affected person feels
well enough to travel home?
21. If the affected person considers themselves able to travel home,
have you directed them to do so and to call their GP and self-isolate
at home?
22. If the affected person feels unable to go home, has the
manager/isolation team let them remain in isolation, and enabled
them to call their GP?
23. Has the affected person been advised to avoid touching other
people, surfaces and objects?
24 Has the affected person been advised to cover their mouth and nose
with the disposable tissue(s) provided when they cough or sneeze,
and to put the tissue in the waste bag provided?
25. Has transport home or to an assessment centre been arranged if the
affected person has been directed to go there by their GP?
26. Has the affected person been advised not to go to their GP’s surgery
or any pharmacy or hospital?
27. Has the affected person been advised they must not use public
transport?
28. Has the affected person been advised to continue wearing the face
mask until the reach home?
Follow-up
29. Have you carried out an assessment of the incident to identify any
follow-up actions needed?
30. Are you available to provide advice and assistance if contacted by
the HSE?

Disinfection
31.

Have you taken the isolation area and any work areas were the
person was involved out-of-use until cleaned and disinfected?
32. Have you arranged for cleaning and disinfection of the isolation area
and any works areas involved, at least one hour after the affected
person has left the building?
33. Have the cleaners been trained in dealing with contaminated areas
and supplied with the appropriate PPE?
Additional Information
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COVID-19 Return to Work Safely Protocol
Cleaning and Disinfection
This checklist acts as a guideline that will help put additional cleaning and disinfection measures in place at
your workplace. Further information can be found at www.Gov.ie, www.hse.ie, www.hpsc.ie and
www.hsa.ie
No.

Topic

1.

Have you a system in place for checking and keeping up to date with
the latest public health advice from Government and to adjust your
cleaning procedures in line with that advice?
Have you a system in place of thorough and regular cleaning of
frequently touched surfaces?
If disinfection of contaminated surfaces is required, has it been done
following cleaning?
Have the following frequently touched surfaces been included in your
cleaning plan: for example
 table tops and desks
 door handles and light switches
 toilets and toilet doors, taps
 remote controls
 kettles, coffee machines, toasters, microwave, fridge handles
 kitchen surfaces and cupboard handles?
Are frequently touched surfaces visibly clean at all times and cleaned at
least twice a day?
Are washrooms and surfaces in communal areas being cleaned at least
twice a day and whenever visibly dirty?
Have you provided workers with cleaning materials such as disinfectant
or wipes to keep their own workspace clean?
Have you told workers what they need to do to keep their own
workspace clean?
Workers are responsible for cleaning personal items that have been
brought to work and are likely to be handled at work or during breaks.
e.g. mobile phone. Have you told workers to clean personal items that
they have brought to work, such as mobile phones, to avoid leaving
them down on communal surfaces or they will need to clean the surface
after the personal item is removed?
Have no-touch bins been provided, where practical?
Have arrangements been made for the regular and safe emptying of
bins?
Have you sufficient cleaning materials available to allow for increased
cleaning?
Have cleaning staff been trained in the new cleaning arrangements?
Have staff been instructed to read and follow instructions on the product
label/ Safety Data Sheet for any cleaning product(s) before use and that
where relevant appropriate PPE is worn by cleaners?
If cleaning staff have been instructed to wear gloves when cleaning are
they aware of the need to wash their hands thoroughly with soap and
water, both before and after wearing gloves?
Is there is system in place for the disposable of cleaning cloths and
used wipes in a rubbish bag? Current HSE guidance recommends
waste such as cleaning waste, tissues etc. from a person suspected of
having COVID-19 should be double bagged and stored in a secure area

2.
3.
4.

5.
6.
7.
8.
9.

10.
11.
12.
13.
14.

15.

16.
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Action
Required

for 72 hours before being presented for general waste collection.
Is there a system in place to make sure reusable cleaning equipment
including mop heads and non-disposable cloths are clean before reuse?
18.
Is there a system in place to ensure that equipment such as buckets
are emptied and cleaned with a fresh solution of disinfectant before reuse?
Additional Information
17.
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To be assessed
and developed


APPENDIX 6: COVID 19 OPERATIONAL POLICIES

COVID 19 OPERATIONAL POLICY
Title:

Physical Distancing One to
Ones
V1, June 2020

Version:
Purpose/Scope
To provide guidance on how to manage one to one meetings both on and off
premises using social distancing and PPE to mitigate the possible exposure to
COVID-19.
Procedure
1. Prior to the first face to face meeting, please ask the service user the following
questions. If they answer “yes” to any of these questions please inform them
that they will have to continue with remote support until their isolation time
period has elapsed.
a. Have you had any of these symptoms in the last 14 days (cough of any kind,
shortness of breath or breathing difficulties, or a high temperature or fever,
sore throat, runny nose)?
b. Are you awaiting test results for COVID-19?
c. Have you been diagnosed with a confirmed or suspected case of COVID-19
in the last 14 days?
d. Are you a close contact of someone who is a confirmed or suspected case of
COVID-19 in the last 14 days (i.e. less than 2m for more than 15 mins in one
day)?
e. Are you or have you been advised by a medical practitioner to self-isolate at
this time?

2. In the instance that the meeting is at the Dun Laoghaire Rathdown Outreach
Project premises, then meeting should be scheduled within a room large
enough to ensure that 2 metre distancing can be maintained throughout and
the windows should be kept open as wide as possible to allow for ventilation.
3. In the instance that the meeting is scheduled elsewhere, for example out of
doors or within another premises, the staff member should be aware of
considerations of the surroundings such as privacy, ventilation, size of room.
If the staff member feels that the situation incurs undue risk to any of these
things, they should not proceed with the meeting and reschedule for within the
Dun Laoghaire Rathdown Outrach Project’s premises.
4. Staff member should apply face covering prior to the meeting.
5. Staff member should request the service user wash and sanitise their hands
prior to the session and offer the use of a disposable mask if they do not have
a face mask.
6. Chairs should be set at least 2 metres apart. This will be marked on the floor
in each room.
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7. Water should be offered in disposable cups and the individual using the cup
should dispose of it themselves in the bins provided. Tea & Coffee should not
be offered at this time.
8. Meeting should be limited to 45 minutes maximum.
9. If on premises then a bin for the disposal of gloves and mask should be
provided in the room, otherwise staff should dispose of their own gloves and
mask in a safe manner. Disposal of this should be carried out in a manner
specified in the “COVID-19 Hygiene” Policy (i.e. bag in a bag in the bin.)
10. After the meeting the chairs should be wiped clean by the member of staff
conducting the meeting with at least 60 per cent alcohol wipes or gel (or other
suitable disinfectant).

Considerations
 Masks and gloves should be disposed of in bin provided, then closed and
placed in a second bag for disposal.
Version Change History
Version Description
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Date changed

COVID 19 Operational Policy
Title:

COVID-19 hygiene procedures

Version: 1, June 2020
Purpose/Scope
To provide guidance on hygiene measures put in place specifically to combat the
spread of COVID-19.
Procedure
1.
Staff are, in the first instance, to wash their hands on entry to building and with
regular frequency throughout the shift. Applying gel hand sanitiser following
washing with soap and water (in line with HSE handwashing instructions)
should form part of the hand washing routine.
2.
Workstations, phones or computers are not to be shared. Areas such as
kitchen, toilet and lunch-table, and door handles are to be considered points of
possible transmission, and are to be wiped with a 60 per cent or higher
concentration alcohol wipe or gel (or other suitable disinfectant) both prior to
and after use.
3.
Door handles, light switches and banisters on stairs are to be wiped with 60 per
cent or higher concentration alcohol wipe or gel (or other suitable disinfectant)
at least twice per day.
4.
If PPE is being used, the individual wearing the PPE must dispose of their own.
5.
Alcohol wipes and PPE are to be disposed of in a nearby bin by the individual
using them.
6.
Bins are to be emptied at the end of the each day, or when you are the last to
leave the building in the day. This is to be done by closing the bag in the bin
and then putting that bag into a second bag, which is to be put outside in the
wheelie bin.
7.
The kitchen is not to be used by more than one person at a time.
8.
Once items are placed in the dishwasher, they are not to be touched or moved
until after the dishwasher cycle has completed.
9.
Multiple occupancy of offices should be avoided wherever possible and where
not possible staff should avoid being within 2 metres of those they are sharing a
room with for durations longer than 15 minutes.
Considerations
 This policy cannot be exhaustive in its description of scenarios, it is meant to
help guide behaviour with regard to safety protocols to minimise risk of
transmission of COVID-19.
Version Change History
Version Description
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COVID 19 Operating Policy
Title:

Suspected Cases of COVID-19/ Use of Isolation Room

Version: V1, June 2020
Purpose/Scope
To provide guidance on how to deal with a suspected case of COVID-19 in the
workplace and how to use the isolation room.
Procedure
1. Signs and symptoms of COVID-19 are as follows: a fever, cough (any kind, not
just dry), shortness of breath or breathing difficulties, fever or chills, aches and
pains, and fatigue.
2. If a staff member or service user presents showing symptoms of COVID-19,
they are to be brought to the isolation room, which is currently the training room
on the bottom floor. The windows of this room should be opened for ventilation.
They are to be given a mask, and encouraged to seek medical treatment and to
self-isolate. Ideally, they should return to their place of residence and ring their
GP or HSE should they not have a GP.
3. If they cannot immediately leave the premises to seek medical attention or selfisolate, they should wait in the isolation room until which time that they can
return to their place of residence.
4. Public transport should be avoided and they should contact someone that they
live with to see if they can arrange to be collected. If they feel well enough and
came in their own vehicle they should drive themselves to their place of
residence.
5. The isolation room is to be signposted as such and access to the room while it
is in use should be limited to one person wearing gloves, an apron and a mask.
6. Whilst they are in the waiting room the designated Covid 19 officer or lead
worker should ask them to complete a list of all the people that they have been
in contact with in the last 48 hours for contact tracing.
7. After room is used, surfaces are to be disinfected with at least 60 per cent
alcohol wipe or gel (or other suitable disinfectant). Any waste left by the
individual being isolated should be bagged in a second bag before being put
into the main rubbish bin. Also, the room is to be ventilated.
Considerations
 Isolation room to contain a box that has all items required to secure the
person and sanitise the room afterwards i.e. gloves, mask, sanitiser, tissues,
bin bags, apron and a bin.
Version Change History
Version
Description
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COVID 19 Operational Policy
Title:

Cleaning Face Shield/Visor

Version: V1, June 2020
Purpose/Scope
To provide guidance on how to clean and disinfect your face shield/Visor
Procedure
10. With clean gloved or un-gloved hands remove face shield from your head
by grasping it at either side and removing carefully.
11. Clean hands and place a clean paper towel on the table.
12. Using at least a 60 per cent alcohol wipe or gel (or other suitable
disinfectant), wipe all the surfaces on the mask and place it on the clean
paper towel.
13. Allow to dry and keep on your desk.
14. Repeat this process prior to wearing the mask.
Considerations
 Do not share face shields, even if they are cleaned and disinfected.
Version Change History
Version Description
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