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COVID 19 Generic Risk Assessment –Return to Campus 
This generic risk assessment is subject to ongoing update in consultation with the Unions and as such please validate that you are using the most up to date version by 
following the link here to the Keeping Safe Share point. This Generic Risk Assessment (GRA) deals with the new risk of Covid-19 risk in the workplace. Return to work on 
campus must align with the NI Executive five stage plan to easing the current restrictions so access will be strictly controlled. https://www.nidirect.gov.uk/articles/coronavirus-
recovery-plan 
Prior to approval of staff returning to Campus to undertake work deemed to be essential within the NI Executive plan, a completed and documented risk assessment which 
addresses how the transmission of the Covid-19 virus in their specific workplace will be controlled, must be in place.  
KEY MESSAGE -  Each Faculty/ School / Directorate / Unit should use this GRA as the basis to update their existing risk assessments to reflect the new risk from COVID-19, 
adapting the arrangements to reflect their own specific activities at a local level.  This requires ongoing planning/ review of the implemented control measures and how work 
can be undertaken whilst following the government guidance on, for example, social distancing. You should have viewed the 3 training videos at 
https://ulster.sharepoint.com/sites/RecoveryPlanning/SitePages/Health-and-Safety.aspx before continuing to complete your risk assessment. 
Open  Risk Assessment for UU risk assessment procedure. Risk Assessment Templates are at Risk Assessment - Excel  Risk Assessment - Word.   

 

 

GRA Assessment Completed by Approved (Dean/HOS/HOD) Review due 
 

As with most risks, the hierarchy of control should 
be used to identify practical and proportionate 
measures to control exposure to Covid-19 at work.  
The guidance document at Annex A gives those 
completing risk assessments, guidance on applying 
the hierarchy of control. 

 

Who might be harmed – Staff, Visitors to the 
premises, Cleaners, Contractors, Drivers, Vulnerable 
Groups (Elderly, Pregnant workers, BAME, those 
with existing underlying health conditions) and 
anyone else who you may come into contact with 
on campus. 

https://ulster.sharepoint.com/sites/RecoveryPlanning/SitePages/Health-and-Safety.aspx
https://www.nidirect.gov.uk/articles/coronavirus-recovery-plan
https://www.nidirect.gov.uk/articles/coronavirus-recovery-plan
https://ulster.sharepoint.com/sites/RecoveryPlanning/SitePages/Health-and-Safety.aspx
https://www.ulster.ac.uk/__data/assets/pdf_file/0018/143415/Risk_Assess.pdf
https://www.ulster.ac.uk/__data/assets/excel_doc/0008/255437/Risk-Assessment-Excel.xlsx
https://www.ulster.ac.uk/__data/assets/word_doc/0016/153340/Risk-Assessment-Word.docx
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Understanding the spread and control of Covid-19 

Understanding how Covid-19 is spread and how control measures work is key to preventing infection occurring. 

The virus that causes COVID-19 disease can be spread: 

• From people nearby in fluid and in droplets released from the nose or mouth of an infected person when the person with COVID-19 coughs, sneezes, or 
speaks/breathes.  

• From contaminated surfaces i.e. when an individual touches the surface with their hands and then touches their eyes, nose or mouth; virus can survive on cardboard 
for up to 24 hours – and up to 3 days on plastic and stainless-steel surfaces. 

 

By protecting the potential routes of entry into the body by social distancing, good personal hygiene practices and cleaning regimes, the potential for infection can be 
effectively minimised, even when working near someone who may be infected. 

What we must do 

UU have a duty to reduce workplace risk to the lowest reasonably practicable level by taking preventative measures. In the context of COVID-19 this means working through 
these steps in order: 

Facilitate work at home where possible 

• Increasing the frequency of handwashing and surface cleaning. 
• Where working from home is not possible, make every reasonable effort to comply with the social distancing guidelines set out by the government (keeping people 

2m apart wherever possible). 
• Where the social distancing guidelines cannot be followed in full, in relation to a particular activity, consider whether that activity needs to continue and, if so, take 

all the mitigating actions possible to reduce the risk of transmission between their staff.  
• Finally, if people must work face-to-face for a sustained period with more than a small group of fixed partners, then you will need to risk assess whether the activity 

can safely go ahead. No one is obliged to work in an unsafe work environment.  

Everyone has a personal responsibility to follow the Public Health guidance on COVID-19, per https://www.publichealth.hscni.net/covid-19-coronavirus and specific control 
measures in place in their work area. 

Line Managers have the responsibility to ensure that all employees are adhering to the control measures that have been put in place to reduce the risk from the spread of 
Covid 19 . This can be achieved through regular supervision and inspections. 

https://www.publichealth.hscni.net/covid-19-coronavirus
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Hazard Controls measures Ris
k 
lev
el 

Additional actions required to consider Action by 
whom/when 

Spread of CO-VID 19 • Working from home where possible is the 
default position.  

• Returning to work on campus must be 
aligned with NI Executive five stage plan, be 
risk assessed and processed through the 
relevant work streams. 
https://ulster.sharepoint.com/sites/Recovery
Planning 

• Extremely / Clinically vulnerable individuals 
who are at higher risk of severe illness (for 
example, people with some pre-existing 
conditions as set out in the Coronavirus 
(COVID-19): advice for vulnerable people  and  
https://www.nidirect.gov.uk/articles/guidanc
e-shielding-extremely-vulnerable-people  
should work from home where possible. 
Where this is not possible, they must strictly 
follow social distancing guidelines and 
managers must agree any additional controls 
to facilitate this. 

• For students in residential settings (halls of 
residence or houses of multiple occupation), 
this guidance on isolation for residential 
educational settings should be followed. 

• Staff/students are reminded not to attend 
work/campus if they or a member of their 
household start displaying symptoms of CO-

 • Staff must inform manager without delay. 
• Managers to assist with any contact tracing contact with 

PHA 
 
 
 
 
 
 
• Managers to consider/agree measures with 

Extremely/Clinically vulnerable individuals returning to 
campus particularly considering shielding being paused 
from 31/7/20. 
 

Line managers Identify who in your team fall into one of the 
following categories: ➢ Clinically extremely vulnerable ➢ 
People self-isolating ➢ People with symptoms of coronavirus 
➢BAME. 
 Discuss with staff what their personal risks are and identify 
what you need to do in each case. 
Identify how and where someone in one of these categories 
will work in line with current guidance. 
If they are coming into work identify how you will protect 
them through social distancing and hygiene procedures. 
Make sure people know when to notify you that they fall into 
one of these categories, e.g. They start chemotherapy or are 
pregnant. See line manager guidance at 
https://ulster.sharepoint.com/sites/RecoveryPlanning/SitePa
ges/Line-Manager-and-Staff-Guidance.aspx 

Staff 
Departments  
Faculties  
Line Managers 

https://ulster.sharepoint.com/sites/RecoveryPlanning
https://ulster.sharepoint.com/sites/RecoveryPlanning
https://www.nidirect.gov.uk/articles/coronavirus-covid-19-advice-vulnerable-people
https://www.nidirect.gov.uk/articles/coronavirus-covid-19-advice-vulnerable-people
https://www.nidirect.gov.uk/articles/guidance-shielding-extremely-vulnerable-people
https://www.nidirect.gov.uk/articles/guidance-shielding-extremely-vulnerable-people
https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-isolation-for-residential-educational-settings/coronavirus-covid-19-guidance-on-isolation-for-residential-educational-settings
https://www.gov.uk/government/publications/coronavirus-covid-19-guidance-on-isolation-for-residential-educational-settings/coronavirus-covid-19-guidance-on-isolation-for-residential-educational-settings
https://ulster.sharepoint.com/sites/RecoveryPlanning/SitePages/Line-Manager-and-Staff-Guidance.aspx
https://ulster.sharepoint.com/sites/RecoveryPlanning/SitePages/Line-Manager-and-Staff-Guidance.aspx
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VID 19 or if contacted by PHA contact tracing 
team and advised to isolate 

• If anyone becomes unwell with a new 
continuous cough, a high temperature or a 
loss or change to sense of smell or taste 
when in the workplace, they will be sent 
home and advised to follow Public Heath 
Guidance for those with symptoms . 
(Symptomatic individuals in Northern Ireland 
can book to be tested at www.nhs.uk/ask-for-
a-coronavirus-test 

• Line managers and staff should maintain 
regular contact during this time in accordance 
with existing absence management protocols. 

• If advised that a member of staff or public 
has developed Covid-19 and were recently on 
the premises (including where a member of 
staff has visited other work place premises), 
all staff will cooperate with contact tracing 
enquiries and will take advice on any actions 
or precautions that should be taken. 

Mental Health and 
Wellbeing • Management will promote mental health & 

wellbeing awareness to staff during the 
Coronavirus outbreak and will offer whatever 
support they can to help. 

• Regular communication is in place (individual 
and group) to ensure staff are not ill-
informed about returning to work safely. 

• New workplace/controls put in place to 
reduce risk of exposure to COVID 19 
disseminated to employees through line 
managers and communications from P&C.  

• Line managers are aware of how big changes 
to working arrangements may cause 

 • Managers have a key role to keep in touch with staff  
• Returning to Campus guidance for Managers and staff to 

be utilised – See 
https://ulster.sharepoint.com/sites/RecoveryPlanning/Sit
ePages/Line-Manager-and-Staff-Guidance.aspx 

• Continue with multimedia messages to support health 
and wellbeing 

Faculties and 
Departments 
Line managers and 
staff 

https://www.publichealth.hscni.net/covid-19-coronavirus/covid-19-information-public#what-should-i-do-if-i-think-i-have-covid-19
https://www.publichealth.hscni.net/covid-19-coronavirus/covid-19-information-public#what-should-i-do-if-i-think-i-have-covid-19
http://www.nhs.uk/ask-for-a-coronavirus-test
http://www.nhs.uk/ask-for-a-coronavirus-test
https://ulster.sharepoint.com/sites/RecoveryPlanning/SitePages/Line-Manager-and-Staff-Guidance.aspx
https://ulster.sharepoint.com/sites/RecoveryPlanning/SitePages/Line-Manager-and-Staff-Guidance.aspx
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additional work-related stress and affect their 
employees’ mental health and wellbeing.  

• Managers hold regular informal discussions 
with their team and look at ways to reduce 
causes of stress.  

• Managers to use the Generic and Individual 
Stress Risk Assessments, Forms RA7/1 and 
RA7/2 
https://www.ulster.ac.uk/healthandsafety/fo
rms 

• Concerns on workload issues or support 
needs are escalated to line manager. 
Additionally, staff can contact the employee 
wellbeing team 
(employeewellbeing@ulster.ac.uk) or Trade 
Union representatives. Info can be found at 
this link 
https://www.ulster.ac.uk/peopleandculture/t
rade-unions. 

• Staff who are in vulnerable groups 
themselves or caring for others are 
encouraged to contact their line manager to 
discuss their support needs. 

•  Staff are aware of support and contact 
available to them such as Inspire and 
Wellbeing team. 

Working at home • Staff should only return to campus work 
where this is essential. 

• Line Managers must keep in touch with off-
site staff on their working arrangements, 
including their welfare, mental and physical 
health and personal security. 

• Provision of equipment to work safely and 
effectively from home. 

 • Managers and staff to stay in touch and agree how work 
can be managed taking account of individual 
circumstances 

Faculties and 
Departments 
Line managers and 
staff 

https://www.ulster.ac.uk/healthandsafety/forms
https://www.ulster.ac.uk/healthandsafety/forms
mailto:employeewellbeing@ulster.ac.uk
https://www.ulster.ac.uk/peopleandculture/trade-unions
https://www.ulster.ac.uk/peopleandculture/trade-unions
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• Training & information provided on use of 
DSE and regular safety information via UU 
staff Portal. 

• Staff to complete DSE self-assessments. 
• A working from home risk assessment is 

available.  
• Homeworking risk assessment link 
• Further information is available at  

https://www.ulster.ac.uk/coronavirus/staff/
working-from-home 

Travelling to/from work • Minimise non-essential travel – If work can 
be done from home this should be facilitated. 

•  Wherever possible staff should travel to 
work alone using their own transport.  

• Walking or cycling is encouraged where 
reasonably practicable.  

• If workers have no option but to share a 
vehicle minimise the number sharing and 
maximise distance e.g. one in front seat & 
one in back seat diagonally opposite. 

• Journeys should be shared with the same 
individuals and with the minimum number of 
people at any one time. 

•  Good ventilation (i.e. keeping the windows 
open) and facing away from each other may 
help to reduce the risk of transmission.   

• Covering nose/mouth may reduce risk of 
spread 

• The vehicle should be cleaned regularly using 
gloves and standard cleaning products, with 
emphasis on handles and other areas where 
passengers may touch surfaces.  

• Where public transport must be used follow 
social distancing/hygiene guidance and any 

  
• Line managers to consider actions required to support 

staff travelling e.g. flexibility with start/finish times to 
avoid busy commuting times. 
 

 
 

 
Faculties and 
Departments 
Line managers and 
staff 

https://eur03.safelinks.protection.outlook.com/ap/x-59584e83/?url=https%3A%2F%2Fulster.sharepoint.com%2F%3Ax%3A%2Fr%2Fsites%2Femployeeguidance%2F_layouts%2F15%2FDoc.aspx%3Fsourcedoc%3D%257BF75D9664-3D1F-455E-A8A0-D87B87CF221D%257D%26file%3DHome%2520Working%2520Risk-Assessment.xlsx%26action%3Ddefault%26mobileredirect%3Dtrue&data=02%7C01%7Cw.fenton%40ulster.ac.uk%7C347da09aee5b49c3b27508d80e1922d8%7C6f0b94874fa842a8aeb4bf2e2c22d4e8%7C0%7C0%7C637274848409601441&sdata=dQ46LQC4kylnU1Y1sCJDKB5ABvGEz0wNvit3LDTnBCE%3D&reserved=0
https://www.ulster.ac.uk/coronavirus/staff/working-from-home
https://www.ulster.ac.uk/coronavirus/staff/working-from-home
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other measures in place by the transport 
provider. Face coverings are mandatory. 

Arriving/parking/leaving 
work 

• Homeworking anticipated to provide more 
spaces in early stages. 

• Where available space allows, staff 
encouraged to leave a space between 
vehicles. 

• Increased exits and entrances and one-way 
systems to reduce vehicle queues and 
therefore, large amount of people in the area 
at one time should this be required. 

• Social distancing should be observed when 
getting in/out of vehicles. 

• Adequate provision of secure cycle parking 
facilities. 

• Social distancing to be adhered to in bike 
sheds. 

• Signage will be in place. 
• Staff card for parking will reduce contact with 

surfaces. 
• Staff encouraged to wash hands/sanitise 

regularly. 
• Return to campus will be via approval of 

relevant work streams which will act as an 
“early warning” systems to monitor numbers. 
 

 • Consider if stewards needed to marshal parking at busy 
times. 

• Contactless ticket machines will be in place. 
• Arrangements to be monitored and adjusted if necessary. 

Faculties and 
Departments 
Line managers and 
staff  

Entering/Exiting buildings • Separate entrances and exits should be in 
place to ensure social distancing where 
possible. 

• Floor markings/clear signage in place at 
approaches. 

• Physical barriers (e.g. cones and tape or 
markings) to funnel those entering, into 
single file. 

 
 

• Markings, signage, barriers, sanitising and cleaning to be 
in place for day 1. 

• Fire Officer to be consulted to ensure fire safety 
arrangements are not compromised. 

• Arrangements to be observed/monitored to ensure 
compliance and look out for any other hazards created 
such as slip hazards by dispensing of sanitiser. 

Faculties and 
Departments 
Line managers and 
staff 



 v 5.0 06/08/20                                                                                                                                                                                                                                                    8 
 

• Set up to minimise contact with surfaces 
where possible. 

• Hand sanitising points at entrances where 
they do not cause an obstruction. 

• Stewarding at busy times particularly if no 
separate entrance/exit. 

• Enhanced cleaning of entrance/exit doors. 
Site visits • No non-essential visitors allowed on site. 

• Where site visits are required, authorisation 
to be obtained from line manager and 
physical campus access process in place.  

• Site guidance on social distancing and 
hygiene should be explained to visitors on or 
before arrival. 

• Permit to work systems must continue for 
essential contractor work. 

 • Monitor and review. ES 
Faculties 
Line Managers 

Common indoor areas 
such as Malls, main 
corridors & lobbies 

• Number of people in any area should be 
reduced to comply with the minimum 2 m 
distancing rule per PHA guidelines. 

• Work/teaching schedules/provision of online 
learning will reduce numbers on campus. 

• Areas to be reconfigured to discourage non-
compliance where practicable e.g. removing 
or taping parts of sitting areas. 

• Physical barriers where safe to do so for one-
way system to keep people moving or 2 m 
separation. 

• Floor markings and signage will indicate 
where a one-way system is in place. 

• Staff are asked to wear a face covering in all 
retail and public circulation spaces on 
campus.  Disposable face coverings are 
available at reception for use by staff to 
support this public safety measure 

 • ES to make practicable physical changes for day 1 
• Fire Officer to be consulted to ensure fire safety 

arrangements are not compromised by erection of 
barriers/screens or reconfiguration of furniture 

• Passing points / holding areas to be identified were 
possible 

ES 
Faculties 
HSW 
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Reception desks • Perspex screens in place to protect those 
working/visiting reception areas. 

• 2m distancing to be maintained as far as 
possible. 

• Sanitising items to be adjacent. 
• Protocol in place for sign in/out where 

needed 
• Frequently touched surfaces will be cleaned 

as part of the Cleaning Strategy. 

 • Practical measures to be in place depending on use and 
location.  

ES 

Lifts/Stairs • Limit number of floors in use taking account 
of needs to reduce stair/lift use.  

• Maximum occupancy for lifts should be 
reduced in accordance with social distancing 
depending on size of lift. 

• 1 person at a time in a lift 
• Where there are 2 or more staircases one 

should be access only and the other egress 
where practical and clear signage should 
indicate flow. 

• Stay left on all stairs / corridors unless 
otherwise indicated by signage/floor 
markings. 

• Clear signage indicating limits must be in 
place.  

• Use of phone/email etc encouraged to 
reduce staff members moving around the 
building unless necessary. 

• Make sure that those with disabilities are 
able to access lifts. 

 • Practical measures to be in place depending on use and 
location. 

• Operation should be closely monitored and adjusted 
where appropriate. 

• Needs of those with disabilities to be considered and 
accommodated. 

• Signing and markings will be put in place by ES in common 
areas to ensure uniformity. 

ES 
Faculties 
Staff 
 

Offices • Location of workstations/desks/equipment to 
allow a minimum 2m social distancing to be 
maintained and where possible avoid sitting 
face to face. 

 Room occupancy numbers to be reviewed for offices, lecture 
theatre, labs, and practical teaching rooms in advance of day 
one by responsible Faculty/Department in consultation with 
Estate Services if necessary. 
 
Physical changes to rooms to be completed where necessary. 

Faculties 
ES 
 HSW 
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• Consider if bigger rooms are available to use 
or if staff can be split between available office 
spaces. 

• If the office has 2 doors, consider designating 
one for entering and one for exiting. 

• If 2 m minimum can’t be achieved partition 
boards where available can be used to create 
a physical barrier. 

• Workstations/desks should be assigned to an 
individual where practical – No hot desks. 

• Use physical reminders such as tape to mark 
areas to help keep staff 2m apart. 

• Encourage staff to take breaks in accordance 
with social distancing guidance or outside or 
whilst practising social distancing. 

• Staff should avoid taking unnecessary trips 
between or through buildings – Use 
phones/skype etc. rather than meeting with 
others. 

• Only use MFD’s when essential 
• Clear workspaces/desks at the end of a 

shift/day. 
 

 

Learning/Teaching spaces 
such as clinical learning 
areas/labs 
 
Labs & R&D 
facilities/practical 
teaching areas may be 
designed for close 
proximity collaboration 
 
Fixed equipment may 
mean that changing 

• Consider the number of students/staff likely 
to be included in a learning space and 
whether they can be accommodated safely. 

• Where it is effective online teaching should 
continue as much as possible. 

• Many courses normally involved a degree of 
practical face-to-face teaching and 
assessment. Where alternatives to this 
cannot be found in-person teaching must be 
in keeping with social distancing guidelines. 

 Room occupancy numbers to be reviewed & physical changes 
by responsible Faculty/Department in consultation with 
Estate Services if necessary. 
 
 
 
 

Faculties 
ES 
HSW 
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layouts may not be 
practical 

• Consideration may be given to practical 
elements could be rescheduled to later in the 
year. 

• The length of time allocated to practical work 
should be considered - Extending the length 
of time in the area, or, modifying the 
practical to allow it to be completed within a 
shorter time period. 

• Liaise as early as possible with support 
services required e.g. 
Technicians/Demonstrators. 

• Revise timetables/rotas to eliminate/reduce 
numbers or to use IT solutions. 

• Consider if bigger rooms are available to use. 
•  Location of workstations/desks/equipment 

to allow social distancing to be maintained. 
• Plan how staff or students enter/leave the 

room to maintain 2 m distance. 
• Put a one-way system in place where 

practicable. 
• Workstations/desks should be assigned to an 

individual where practical – No hot desks. 
• Use physical reminders such as tape to mark 

areas to help keep staff 2m apart. 
• Consider fixed/portable screens or room 

dividers where 2 metres can’t be maintained 
or where PPE is the alternative. 

• See cleaning section for detail. 
• Plan in time for cleaning/disinfection 

between sessions where necessary. 
• Encourage staff to take suitable breaks in 

accordance with social distancing guidance or 
outside or whilst practising social distancing. 

• Have a contingency plan should individuals 
be shielding/self-isolating/test positive. 
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• Where practical consider reducing the 
number of people each person has contact 
with by using ‘fixed teams or partnering’ (also 
known as cohorting) so each person interacts 
with only a few others). 

 
Canteens/ 
Restaurants/Tea Points • Where possible, staff should in the first 

instance be encouraged to bring their own 
food/ stay on campus once they have entered 
it. 

•  Canteens should provide a takeaway service 
providing pre-prepared and wrapped food 
only. 

•  Consider increasing the number or size of 
facilities available on site if possible. 

•  The capacity of each canteen or rest area 
should be clearly identified at the entry to 
each facility, and where necessary attendants 
provided to supervise compliance with social 
distancing measures.  

• Break times should always be staggered to 
reduce congestion and contact. 

• Drinking water will be provided. 
• Surfaces that are touched cleaned regularly, 

e.g. kettles, refrigerators, microwaves are 
covered by the cleaning regime. 

• Hand cleaning facilities or hand sanitiser 
should be available at the entrance to any 
room where people eat and should be used 
when entering and leaving the area. Hands 
should be cleaned before any food 
preparation. 

•  2 metres should be maintained between 
users. 

 Monitor and review Campus life 
Faculties 
HSW 
ES 
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• All rubbish should be put straight in the bin 
and not left for someone else to clear up. 

• Tables should be cleared between each use. 
• Crockery, eating utensils, cups etc. should not 

be used unless they are disposable or are 
washed and dried between uses. 

• Payments should be taken by contactless 
card wherever possible. 

• Canteen staff should wash their hands often 
with soap and water for at least 20 seconds 
before and after handling food. 

• Canteen staff and workers may use rest areas 
if they apply the same social distancing 
measures. 

• Consider installing screens at 
payment/collection areas to protect 
cashiers/servers. 

• Alcohol containing hand sanitisers must not 
be placed close to sources of ignition in 
kitchen areas such as toasters. 

Toilet facilities • The number of people using toilet facilities at 
any one time will be limited to 1. 

• Single lockable facilities should function as 
normal 

• Due to difficulties with social distancing in 
communal toilets a “knock and call system” 
will be put in place with appropriate signage 
on the door. 

• In all cases signage should advise those 
waiting to keep 2 m away from the door to 
allow those exiting to get clear. 

• Washing hands before and after using the 
facilities to be encouraged with posters. 

 • Monitor for slip/trip hazards 
• Ensure all cleaning materials are available and bins 

emptied before overflowing. 
• Signage will be put in place by ES facilities in common 

areas. 
 

ES 
Faculties 
HSW 
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• Provide rubbish bins for hand towels where 
they are provided with regular removal and 
disposal. 

Hand Hygiene • Hand washing facilities with soap and water 
in place close to each work area. 

• Gel sanitisers (Minimum 60% alcohol) in any 
area where washing facilities not readily 
available. 

• Staff reminded on a regular basis to wash 
their hands for 20 seconds with water and 
soap and the importance of proper drying 
with disposable towels or hand dryers.  

• Staff reminded with posters to catch coughs 
and sneezes in tissues – Follow Catch it, Bin 
it, kill it and to avoid touching face, eyes, 
nose or mouth with unclean hands.  

• Posters, leaflets, and other materials 
displayed. 

• Any cuts on skin to be covered. 
• Staff should avoid sharing objects such as 

pens and should not put such items in their 
mouths. 

• Those who smoke/vape should be 
particularly aware of need to clean hands. 

• Alcohol based hand sanitiser has flammable 
properties so should not be left in direct 
sunlight or near sources of ignition. 

• Alcohol based products must have flammable 
warning labels – Do not decant into 
unmarked bottles/dispensers 

• Sources of ignition such as touching warm 
surfaces or kitchen appliances must be 
avoided immediately after using alcohol-
based hand sanitiser. 

 • Encourage staff to wash hands rather than use alcohol 
sanitiser where possible and to carry out skin checks 

• Arrangements to be in place to ensure checks on levels of 
sanitisers and paper towels frequently and that bins are 
cleared before overflowing. 

Faculties 
Line Managers 
ES 
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• Alternative sources of non-alcohol-based 
sanitiser should be used for environments 
where intrinsically safe equipment is 
required. 

General cleaning • Frequently touched surfaces will be cleaned 
as part of the Cleaning Strategy. 

• Decontamination of general circulation space 
will be done every 2 weeks using an Eco static 
application of Control Product. This system 
provides protection of all surfaces, hard and 
soft for 28 days, killing any coronavirus on the 
surfaces and preventing reinfection. 

• Additional cleaning is not required unless to 
clear food debris etc. 

• Staff engaged in environmental cleaning 
should wear PPE when performing cleaning 
activities. 

• Uniform and gloves are enough for 
protection when cleaning general premises.  

•  Hand hygiene should be performed each 
time PPE such as gloves are removed. 

• Waste material produced during the cleaning 
should be managed as normal. 

• Where teamwork is required plan work 
schedules with fixed pairing/teams.  

 

 • A cleaning regime has been put in place by Facilities 
Services to cover all relevant areas.  

• Staff should report any unclean areas via Estate Services 
Helpdesk on Planon. 

•  

Faculties 
ES 
Line Managers 

Cleaning & Disinfecting 
an area after someone 
with suspected 
coronavirus (COVID-19) 
has left (to reduce the 
risk of passing the 
infection on to other 
people) 

• Areas where a symptomatic individual has 
passed through and spent minimal time, such 
as corridors, but which are not visibly 
contaminated with body fluids can be 
cleaned thoroughly as normal. 

• All surfaces that the symptomatic person is 
thought to been in contact with must be 
cleaned and disinfected, including: 

 • Holding rooms are as follows 
UUJ – 8K31 
UUB – BA -00 - 07 
UUC – J119 
UUM – MB023 
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• objects which are visibly contaminated with 
body fluids 

• all potentially contaminated high-contact 
areas such as bathrooms, door handles, 
telephones, grab-rails in corridors and 
stairwells. 

• Avoid creating splashes and spray when 
cleaning. 

• Any cloths and mop heads used must be 
disposed of (see section on waste below). 

• Any items that are heavily contaminated with 
body fluids and cannot be cleaned by 
washing should be disposed of. 

• The minimum PPE to be worn for cleaning an 
area where a person with possible or 
confirmed coronavirus (COVID-19) is 
disposable gloves and an apron. 

• Hands should be washed after removing PPE. 
• If a risk assessment of the setting indicates 

that a higher level of virus may be present 
(E.G, where an unwell person has slept in 
campus residence) or there is visible 
contamination with body fluids, then the 
need for additional PPE including a droplet 
fluid repellent surgical mask (IIR standard and 
visor/safety glasses should be considered. 

• Any potentially contaminated with Covid-19 
will be closed until Facilities Services have 
completed the cleaning regime. 
 

Someone experiencing 
symptoms on site and 
having to leave campus. 

• A room provided to take anyone with 
symptoms to go in interim before leaving.  

• RIDDOR reporting will be advised on by the 
HSW team. 

 • Liaise with Contractors if needed and consider supply of 
PPE and products. 

ES 
 
Line Managers 
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 Thorough clean when 
COVID highly suspected 
or confirmed. 

• Protocol in place for cleansing of areas as 
required.  

• Other persons excluded from area until deep 
clean completed. 
 

Changing rooms/Shower 
rooms 

• Set and communicate clear instructions on 
use. 

• Use only when necessary. 
• Minimise activities which will increase use 

where practical. 
• Based on the size of each facility, determine 

how many people can use it at any one time 
to maintain two metres distance. 

• Restrict the number of people using these 
facilities at any one time e.g. use a welfare 
attendant. 

• Introduce staggered start and finish times to 
reduce congestion and contact at all times. 

• Enhanced cleaning of all facilities throughout 
the day and at the end of each day. 

• Provide suitable and sufficient rubbish bins in 
these areas with regular removal and 
disposal. 

 • Faculties such as sport/health sciences to consider if use 
of such areas are essential or can be delayed or reduced. 

Faculties 
 
 

Use of protective gloves • Where Risk Assessment identifies wearing of 
gloves as a requirement of the job, an 
adequate supply of these will be provided.  

• Remove jewellery before use 
• Users should remove torn gloves and wash 

their hands/sanitise thoroughly before 
replacing. 

• Avoid touching face with gloves. 
• Staff instructed on how to remove gloves 

carefully to reduce contamination and how to 
dispose of them safely. 

 • Staff to be reminded that wearing of gloves is not a 
substitute for good hand washing. 

ES 
Faculties 
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Use of Respiratory 
Protective Equipment 
(RPE) AND Face Covers 

• Where RPE is already in use for non COVID19 
related tasks this should continue. 

• Additional use of RPE outside clinical settings 
is not routinely required with exception of 
some cleaning tasks, administering first aid 
and essential work within 2m where 
screening or working back to back is not 
practicable. 

• In clinical settings i.e. Health sciences or 
where vaccinations are being administered 
any addition infection prevention guidance 
from the relevant professional bodies must 
be followed. 

• Training must be provided on putting on and 
removing PPE. 

• In all other settings individuals are asked to 
observe social distancing measures and 
practice good hand hygiene behaviours. 

• Face coverings such as disposable face 
coverings, snoods/scarfs are not considered 
PPE but may provide a limited degree of 
protection in enclose spaces. 

• Wearing of face coverings is not a substitute 
for social distancing/hand washing/good 
hygiene behaviour. 

 • Where essential face fit testing is required current COVID 
guidance must be followed. 
https://www.hse.gov.uk/news/face-mask-ppe-rpe-
coronavirus.htm 

• Use of face coverings will be monitored and reviewed in 
line with Public Health advice. 
 

Faculties & 
Departments 
HSW 

Work activities requiring 
more than 2 persons e.g. 
essential maintenance 

• Non-essential work should be delayed where 
possible. 

• If it can be completed by one person safely 
e.g. with more time, then this be done.  

• Consider fixed teams/groups/buddy system 
for work particularly if work within 2 metres 
is required. 

• Minimise time task takes and sharing of 
equipment/tools. 

 • Ensure task/activity is risk assessed and compliant with 
current COVID guidance. 

• Consider introduction of permit to work system for work 
within 2m. 

ES 

https://www.hse.gov.uk/news/face-mask-ppe-rpe-coronavirus.htm
https://www.hse.gov.uk/news/face-mask-ppe-rpe-coronavirus.htm
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• Cleaning materials should be available to be 
used on equipment/tools. Hand 
sanitising/wash 

• Screens or barriers to separate workers 
should be considered. 

• Where possible work to be carried out side by 
side or back to back. 

• Face masks to be provided. 
• Work within 2m metres must be thoroughly 

assessed and signed off. 
Use of work vehicles • Use of work vehicles where essential only and 

restricted to one person only. 
• Walk where practical /2 vehicles rather than 

share 
• Screens not likely to be practical and needs to 

be assessed. 
•  Good ventilation (i.e. keeping the windows 

open) r may help to reduce the risk of 
transmission   

• Covering nose/mouth may reduce risk of 
spread 

• The vehicle should be cleaned regularly, with 
emphasis on handles and other areas where 
passengers may touch surfaces.  

• Regularly clean the inside of vehicle cabs and 
between uses by different operators 

 • Cleaning materials to be provided in vehicles. 
• Use to be risk assessed and arrangements share with 

users. 
• Monitor and review compliance amend as and when 

guidance changes. 

Faculties and 
Departments 

Deliveries/Supplies  • Social distancing must be maintained 
between those involved in un/loading. 

• Where safe loading and offloading 
arrangements on site will allow it, drivers 
should remain in their vehicles.  

• Where drivers are required to exit their 
vehicle, they should wash or sanitise their 
hands or use clean gloves before handling 
any materials.  

 • Communicate with suppliers to advise of any 
arrangements in place ahead of arrival. 

• Take account of any changes they have implemented for 
their staff to coordinate safe loading/unloading. 
 

ES 
Faculties/Departm
ents 
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• Minimise contact at entry/exit security, yard 
and unloading areas. 

•  Single workers unload where safe to do so or 
same pairings of staff maintained as far as 
possible.  
 

Meetings • Group face to face meetings and 1-2-1 
meetings such as meetings with students in 
staff offices should be the exception rather 
than the norm. 

• Conference calls to be used instead of face to 
face meetings. Meetings to be carried out 
over Microsoft Teams/Skype for the 
foreseeable time. 

• Where meetings are deemed essential, a 
minimum number of attendees with 2m 
separation maintained.  

• Hold meetings in well-ventilated areas and 
consider outdoor meeting. 

• Keep time together to a minimum. 
• Reconfigure seating and tables to maintain 

spacing and prevent face-to-face interactions. 
• Keep a record of those attending. 

 • Ensure IT capabilities for meetings is shared and 
encouraged. 

• Reconfiguration of meeting rooms to be completed to 
ensure social distancing. 

Faculties & 
Departments 
ES 

Working Environment • Maintain 2meter social distancing where 
practical 

• Aim to maintain comfortable conditions.  
• Natural ventilation to be used in the 

workplace where possible, e.g. windows or 
open doorways, contact Estates Services for 
window repair as required. 

• Desk fans should not be used.  
• Extraction such as Local Exhaust Ventilation 

(LEV) or positive pressure systems do not 
need adjusted. 

 • If mechanical ventilation is in place, engage early with 
Estates Services to review the ventilation requirements. 

• If mechanical air circulation is to be used outside of 9am 
to 5 pm Engineering Services must be contacted so its use 
can be extended beyond core times. 

Faculties & 
Departments 
ES 
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• If mechanical ventilation is in place contact 
engage as soon as possible with   Estates. 

• HSE Stakeholder Bulletin May 2020 
 

Management of water 
systems 

• Tanks, taps and shower outlets inspected and 
maintained. 

• Competent advice and monitoring in place. 
• Suitable controls in place to reduce the risk of 

Legionnaires disease. 
• Local flushing of water systems in place 
• Showers been run at maximum temperature 

for 5mins to eliminate standing water and 
eradicate legionella bacteria. 

• Drinking water facilities safe for use i.e. 
bottled water for personal use. 

 • Continue to implement existing management system and 
monitor 

• Line Managers should report any issues without delay. 

ES 

Infrastructure Plant and 
equipment 

• Plant has been maintained and inspected in 
accordance with statutory requirements. 

• Equipment must be checked visually and any 
preventative/statutory inspections e.g. of 
lifting equipment or LEV to be completed 
before equipment used again. 

• Equipment (touch points) may need to be 
sanitised. 

 • Faculties/Departments returning must ensure work 
equipment/machinery is fit for purpose before use 

• They must identify any equipment requiring 
maintenance/inspection and have this completed. 

Faculties 
ES 

Items and equipment 
used in 
learning/competency/res
earch activities 

• High/multiple use of items such as testing 
machine and apparatus must be 
eliminated/reduced or managed to reduce 
risk. 

• Sharing of items should only take place if no 
practicable alternatives.  

• Planning is essential to ensure adequate 
items and PPE available for numbers of 
staff/students involved. 

• Contact Facilities Services re cleaning of 
specialist equipment used in labs etc. 

  Faculties and 
Departments 
Line managers and 
staff 

https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fu2141607.ct.sendgrid.net%2Fls%2Fclick%3Fupn%3DhmUXtqA1zPLy7XwL7pXr1MBhLf4L2yp2iet-2FR-2F6CiAxnxVyTQ9tLJwJa6ekDBAFgBy9cuiEMj5NzbtmBG5CQnUSS3SXVBff37mRmuNsMwSY31e4muJ1bFPlcWsVXckTk9HoVgiS6tWLxo2Ew-2FPSOSvBwkfC9cP2MUj-2Ft1zpq-2BZAx7soqnfHKjFehD5obj-2BrBoCbMd-2Bt6GNOpDe28d7EZYQ-3D-3D1ilJ_ml6erhmzR3rcz2IekFWDuPmqfdLawJuTVeO-2FKiUaZjcR-2BWg3QaGfKQCx-2FNO81q-2BjdxD4MYF0NzQIHTrw-2FtIa0WwJD5zReORkwmw7kTKtXPhdp5-2FZawoJbUbrI-2FV5HxIr6wV8oZ4mVSl3GEQsr8FjrOxDzd6RqIwD2RotPxL7cIsolFxScM5CIqGS6TtUo20MBgZCyvukwNXXq4V-2B-2F1SAICOSK0Q51LxgJiy1rvDBEDk-3D&data=02%7C01%7Cw.fenton%40ulster.ac.uk%7Cb4eccbc06c844a1a22ee08d80613609e%7C6f0b94874fa842a8aeb4bf2e2c22d4e8%7C0%7C0%7C637266027573856318&sdata=f2lF%2F4nDDOq5eI%2BYNfeGGudZuNION3ryhULSS%2BKQjAc%3D&reserved=0


 v 5.0 06/08/20                                                                                                                                                                                                                                                    22 
 

• If items are not suitable for decontamination, 
consider alternatives e.g. disposable or leave 
for 72 hours before reusing. 

• Where professional guidelines are in place 
e.g. Podiatry these should be followed. 

• Ensure adequate time in planning for 
cleaning/disinfection 

First aid provision • Consider number required and available to 
ensure adequate coverage.  

• FAs to maintain social distancing where they 
can. 

• Enhanced PPE required for FAs 
 (Visors or safety glasses/ Fluid Resistant 
Surgical Facemask Type IIR 3 Ply Disposable 
mask with ear loop compliant with EN 
14683/Nitrile gloves/aprons) and training in 
its use. 

• 3-month extension for those due to expire 
after 16/3/20  

• FAs to have information on response in line 
with COVID guidance. 

• No mouth to mouth resuscitation – Chest 
compressions only 

 

 • PPE to be provided to First aiders 
• Departments and Faculties to consider first aid cover and 

sharing FAs. 

HSW 
Faculties/Departm
ents 
First responders 

Managing fire • Reconfiguration of buildings such as use of 
barriers and screens must not compromise 
fire safety. 

• If procuring screens seek assurance from 
suppliers regarding fire safety properties. 

• Fire drills not practical for initial return but 
additional fire safety training and information 
will be provided. 

• Alcohol based hand sanitiser has flammable 
properties so should not be left in direct 
sunlight or near sources of ignition. 

 • Consult with Fire Officer if advice required. 
• Managers to contact Fire Officer to update any PEEPs as 

required. 
• Monitor and review. 

Faculties and 
Departments 
Line managers and 
staff 
ES  
HSW 
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• Alcohol based products must have flammable 
warning labels – Do not decant into 
unapproved dispensers. 

• Sources of ignition such as touching hot 
surfaces or kitchen appliances must be 
avoided immediately after using alcohol-
based hand sanitiser. 

• Alternative sources of non-alcohol-based 
sanitiser should be used for environments 
where intrinsically safe equipment is 
required. 

• Number of fire marshals will be monitored by 
HSW and additional Marshalls trained by UU 
Fire Officer if necessary. They will liaise with 
Security in the event of a fire evacuation. 

• Update individual PEEPS. 
Outlets on campus – 
Shops, cafes, hairdressers 

• Liaison required to ensure they have 
procedures in place in accordance with PHA 
guidance  

• Share UU plans to co-ordinate reopening. 

 • UU to monitor compliance and address any breaches. Campus Life 
 
 

Waste Disposal • Waste (including disposable tissues, or PPE 
such as gloves, aprons from cleaning) should 
be disposed of in a plastic rubbish bag.   

• Waste should be disposed of in the normal 
waste stream. 

• The exception to this is when it is waste 
(including PPE) from a room or other where 
someone has been suspected or confirmed to 
have COVID. E.g. someone in campus 
residence. The plastic bag should then be 
placed inside a second bin bag and tied. This 
bin bag should be marked with the date and 
time and stored securely for 72 hours before 
disposing in the general waste stream. 

 • Ensure coordination of disposal arrangements with 
contractors. 

• Faculties to request removal/disposal e.g. Full bins when 
necessary 

Faculties and 
Departments 
ES/HSW 
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• Where a procedure is in place for disposal of 
Clinical waste this is unchanged and should 
continue to be followed. 

Expectant mothers • Expectant mothers are in vulnerable group 
per Government Guidance. 

• Eliminate the risk by facilitating work from 
home. 

• Provide regular support and agree reasonable 
adjustments as required. 

 • Review individual risk assessment regularly. Line 
Managers/Staff 

Equality in the workplace • Ensure plans and arrangements are in 
keeping with Equalities legislation. Process in 
place for e.g. reasonable adjustments to 
avoid putting a disabled worker at a 
disadvantage. 

• Consider hidden disabilities. 
• https://www.ulster.ac.uk/peopleandculture/

employee-benefits/equality-
diversity/equality-policies-and-guidance 
 

 • All areas to ensure local arrangements comply with 
Equalities legislation  

• Requirement to make sure steps taken do not have an 
unjustifiable negative effect on some groups rather than 
others. 

Faculties and 
Departments 
Line managers and 
staff 
P&C 

Communication and 
consultation 

• Induction training for all coming onto campus 
for the first time on current arrangements 
using a range of methods – email, webinars, 
signage. 

• One to One will be offered to all returning 
members of staff with line manager. 

• Clear, consistent and regular communication 
to improve understanding and consistency. 

• Structures in place to ensure frequent 
engagement with staff and consultation with 
representatives 

 • Make suppliers aware of arrangements. 
• Consider signage and comms with those whose first 

language is not English. 
• Monitor and review arrangements in line with changing 

PHA guidance. 

Faculties and 
Departments 
Line managers and 
staff 
P&C 

UU Staff visiting other 
premises 

• Only visits to other premises which are 
considered essential and other means of 
communication such as skype/phone can’t be 
used are to be undertaken. 

  Faculties and 
Departments 
Line managers  

https://www.ulster.ac.uk/peopleandculture/employee-benefits/equality-diversity/equality-policies-and-guidance
https://www.ulster.ac.uk/peopleandculture/employee-benefits/equality-diversity/equality-policies-and-guidance
https://www.ulster.ac.uk/peopleandculture/employee-benefits/equality-diversity/equality-policies-and-guidance
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• It is expected that any other premise will 
have strict controls for visitors 

• A risk assessment should be requested from 
the site being visited and all controls 
followed. 

• Numbers present and time together should 
be minimised, and social distancing adhered 
to. 

• If the essential visit involves working with 
others, both parties must coordinate and 
plan this work to ensure it can be completed 
safely and Government COVID-19 guidelines 
are followed. 

 

 

 

 

 

 

 

 

 

 

Appendix A 

Guidance on applying Hierarchy of Control 
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Eliminate 

• Facilitate home working wherever possible. 
• Identify very vulnerable individuals who must remain shielded at home, or staff who have dependents who are in the very vulnerable 

category.  
• Identify vulnerable individuals who may require more stringent risk control measures, and access OH advice regarding pregnant staff, 

vulnerable employees. 
• Emphasise STAY AT HOME message if staff have symptoms of COVID 19. 
• Staff advised to avoid using public transport to commute, where possible.  
• All staff to bring in own food, cup, cutlery, plate etc for personal use only and to be stored at desk. 
• Remove shared items, such as whiteboard markers. Staff to use such items for own use only. 
• Eliminate face to face meetings where possible. 
• No non-essential visitors allowed on site (all proposed visits to be authorised by line management) 
• No business travel (to be kept under review) 

Reduce 

• Arrange facilities to maintain social distancing where possible, including rest areas, toilet facilities, kitchens, meeting rooms etc. 
• Stairs should be used in preference to lifts and consider one way systems, or use lifts for upward travel, stairs for down (consider disability 

needs) 
• Minimise numbers on site with flexibility in starting/finishing times. 
• Minimise the time staff are near others by considering one-way systems, screens and dwell time between tasks. 
• Consider additional controls for reception areas. 
• Consider alternative or additional engineering controls to reduce staff interface. 
• Increase cleaning regimes. 
• Regularly clean common touchpoints, doors, lift buttons, handles, tools, shared equipment etc. 
• Introduce additional hand wash stations and encourage staff to wash hands on entering and leaving their building. 
• Make cleaning materials available in all areas for staff to use. 
• Staff should wash hands before and after using any shared equipment, such as photocopiers. 
• Staff to minimise travel between buildings. 
• Rooms should be well ventilated / windows opened to allow fresh air to circulate / increase ventilation in enclosed spaces. 
• Consider screening staff and visitors by way of a health questionnaire before they can visit the workplace. 
• Where social distancing cannot be applied: 
-    Each activity should be risk assessed and alternative controls considered/implemented 
-    Minimise the frequency and time staff are within 2m of each other, ideally less than 15 minutes 
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-    Minimise the number of staff involved in these tasks. 
• Where close proximity working is required for longer than 15 minutes, assess the need to issue staff with PPE. 
• Rearrange tasks to enable them to be carried out by one person, or by maintaining social distancing measures. 
• Rearrange and demarcate workstations, laboratory bench work areas etc to maintain social distancing measures. 
• Information on arrangements to be communicated to all contractors and any essential visitors to site. 
• First Aiders to be provided with additional advice, training and equipment. 
• Staff using public transport to avoid travelling at busier times (flexibility in working hours), try to maintain social distancing while travelling, 

use personal hand sanitiser if desired, and wash hands at earliest opportunity.   
• Where face-to-face meetings are essential, consider outdoor meetings. 

Isolate 

• Arrange staff in fixed teams to minimise range of contacts 
• Arrange the workplace so that staff are away from others as much as possible. 
• Calculate maximum numbers in meeting rooms and provide information on notices 
• Consider changing patterns of attendance e.g. morning/afternoon, week in/ week out 
• Stagger break times and demarcate safe numbers in rest areas, encourage staff to take breaks at desk 
• Appropriate management of use of university vehicles, including cleaning regime 

Administrative 

• Consider introduction of health self-assessments for all staff / visitors on site. 
• Where face to face working is essential to carry out a task when working within 2m: 
- Carry out a specific risk assessment. 
- Keep this activity to 15 minutes or less where possible, with the minimal number of employees involved. 
- Introduce an enhanced authorisation process for these activities. 
• Provide additional supervision to monitor and manage compliance. 
• Retain records of staff who develop COVID 19 symptoms and inform close contacts where practicable, avoiding naming individuals 
• Additional signage across campus. 
• Addition of floor marking, seating demarcation, where appropriate. 
• Occupational Health Service telephone advice to be made available for all staff to discuss personal medical concerns. 
• Liaison with embedded companies on arrangements.  
• Consider contactless delivery documents. 

Behaviour 

• Staff behaviour and co-operation will be the key to implementing all of the controls – transparency and involvement throughout process. 
• Undertake induction training to inform staff of the changes. 
• Include representatives from all cohorts of staff in working groups setting up, monitoring and developing arrangements. 
• Encourage an open and collaborative approach between staff. 
• Trial suggestions before implementing them fully. 
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• Senior management to be actively involved in monitoring compliance and effectiveness of arrangements, as enforcement of controls is 
essential. 

• Seek feedback and regularly review risk assessments. 
• Make changes which are sustainable in the medium term. 

Personal 
Protective 
Equipment 

• Should not be used as an alternative to social distancing, except where there is no other practical solution. 
• Advice on use of masks made available to staff. 
• Roles where additional PPE is now required to be identified, such as First Aid. 
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