
COVID 19- CLSA MEMBER CHECKLIST TO AID COMPLIANCE
MEMBER FIRMS SHOULD:
1 Ensure Covid 19 Risk Assessment (RA)  is completed. These must be “Suitable and sufficient.[footnoteRef:1]  [1:  Guidance here: https://www.hse.gov.uk/pubns/indg163.pdf ] 

2 If a firm employs more than 5 persons assessment must be in writing[footnoteRef:2]. It should also identify any employees “especially at risk”[footnoteRef:3].  [2:  Government expects organisations of > 50 will publish “results of risk assessment”. Not mandatory currently. ]  [3:  Reg 3(6) Management of Health and Safety at work Regs; Remember the virus discriminates on grounds of sex, age, ethnicity and health. Consider vulnerability of certain employees as regards police stn/Court work. ] 

3 The assessment will need to cover the office environment (Annex A)[footnoteRef:4]. It will also need to cover work at courts and custody suites that employees may visit in connection with work (Annex B).  [4:  Ideally work at home. Otherwise separation distances, screens, and PPE will be key as will greater office hygiene. ] 

4 Ensure that all staff members (employees and self employed) are given instruction and training on the firm’s Safe system of work[footnoteRef:5]. This  should be recorded as to when and by whom it was given.  [5:  This is the end product of the RA process. ] 

5 The safe system of work should be policed by each member firm to ensure it remains effective[footnoteRef:6]. Remember that both the Assessment (Reg 3(3)) and the system itself (Reg 5) ought to be reviewed periodically to ensure currency[footnoteRef:7].  [6:  Checking staff are wearing PPE and that additional hygiene measures are being undertaken as required. ]  [7:  This could be where changes to guidance from PHE occurs for example. ] 

6 Every employee ought to know to whom in the firm they should complain with safety concerns. Where these are external concerns employers will most likely address these to court administrators or relevant superintendents before raising issues with the HSE[footnoteRef:8] should the issue/s remain unresolved.  [8:  https://www.hse.gov.uk/contact/maps/index.htm ] 



ANNEX A- THE OFFICE ENVIRONMENT- (covid 19)
Any Risk assessment undertaken in the office environment is likely to focus on the following matters[footnoteRef:9]  [9:  This list is not intended to be exhaustive or in any order but is designed as an aide memoire to those conducting assessments as to the kind of things to be considered. ] 

1. Identifying those workers who can work from home[footnoteRef:10].  [10:  Remember issues such as data security and compliance will still need to be achieved. ] 

2. Where workers need to be office based in or visit the office then the principal controls are likely to be:
· Maintaining separation distances[footnoteRef:11]. Includes visitors and staff.  [11:  This may alter periodically with guidance. However remember doing all that is “reasonably practicable” (S2 HSWA) can include distances and measures greater than that required by PHE. ] 

· Provision of barriers such a Perspex screens  between workers where separation distances are limited. Attendance rooms need thought. 
· The provision and use of PPE. Visors may be preferable to masks in certain situations. Hand sanitiser and gloves in exposed roles (reception) could also be indicated. 
· Toilet and kitchen access will need care to ensure systems are  devised which  avoid close contact. Where these are shared facilities liaison will need to be had with other dutyholders to ensure staff can access such facilities without being exposed to undue risk. 
· Telephones (including shared mobiles), keyboards, and general office hygiene provision will be increased. Where possible the sharing of equipment such as pens and desk items should be avoided[footnoteRef:12].  [12:  Photocopier is another source of problems that will need regular cleaning. ] 

· Taking care with air conditioning/heating to ensure no adverse air flows are created which could expose persons to risk. 
· Sanitation of delivery packaging may need consideration. 
· Organising work so that any employees particularly at risk avoid attendances at court or custody suites where possible. 
· Ensuring staff are given instruction and  training on all of the above to include recognising the symptoms of the disease and advice on  when they should self-isolate[footnoteRef:13].   [13:  A good source of info is here: https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/when-to-self-isolate-and-what-to-do/ ] 

· A Law society template can be found here[footnoteRef:14]:  [14:  https://www.lawsociety.org.uk/support-services/coronavirus/safe-return-to-the-office-toolkit-for-firms/ ] 





ANNEX B – EXTERNAL WORK – (Covid 19)
By the nature of criminal work practitioners will be obliged to operate outside the office environment. This presents challenges to those employing legal personnel as the safe working conditions will in such circumstances be outside their control. Despite this the law will still require member firms to take reasonably practicable steps to ensure the safety of its operatives. Therefore member firms  Risk Assessment and Safe System of work will need to address and consider:
· Obtaining the Relevant risk assessment for each court and or custody suite where each member of staff may be required to attend[footnoteRef:15]. Thereafter firms will need to make sure  each member of staff is aware of the arrangements for each venue they will be required to attend so they are prepared.  [15:  Don’t be scared to probe. If things on paper don’t look correct seek clarity. Ask questions. ] 

· Consider work allocation so that those who are at greater risk from Covid remain office based.[footnoteRef:16] [16:  As part of this RA staff should  be invited to make a voluntary disclosure of any  medical issue with makes them especially vulnerable to Covid. ] 

· Attempting to undertake court and police station work remotely where possible[footnoteRef:17].  [17:  Note Chief Magistrates recent guidance on “Interest of Justice” test to be applied to remote attendances. ] 

· Providing staff with suitable PPE such as visors, hand sanitiser and gloves. This in the case of PPE such as visors will also include instructions on how these should be sanitised for further use and/or  when replacements are required. 
· Cleansing of shared equipment such as a mobile phone and or files/folders which may be transferred between staff. 
· Instructions to staff as to what to do in the event of them having safety concerns at a given location[footnoteRef:18]. This also should include details for out of hours contact.  [18:  As stated previously this will have to include issues such as who to complain to, and thereafter who they pass it to in the member firm to escalate matters up to and including the HSE. ] 

· Operationally small firms in particular could be vulnerable to a significant outbreak within the firm. The Covid risk should therefore be included in any disaster planning member firms have undertaken and suitable contingency measures devised. 
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PLEASE FEEL FREE TO ADD YOUR FIRM’S LOGO HERE 



Template COVID-19 Risk Assessment for Law Firms 





Notes for use

· [bookmark: _Hlk42077682]This template is based on the Health and Safety Executive’s generic risk assessment and input from the Law Society’s return to the office Core Working Group. It is designed to help firms deal with the current COVID-19 situation in the workplace.



· Using this template is entirely optional. You may wish to use an entirely different format which would be better suited for your needs.  



· This template aims to support law firms in meeting the requirements set out in the government’s guidance “for people who work in or run offices, contact centres and similar indoor environments” and the Law Society’s practical framework for return to the office. 



· This template is not likely to cover all scenarios and each law firm should consider its own unique circumstances.  



· If you have any further queries or need detailed advice, please obtain suitable specialist input.






Assessment completed by: Job title/role:

Reviewed by: Job title/role:

Approved by Job title/role:

Date last updated:

Date of next scheduled review:

		Risk title 

		Description & consequence

		Mitigation

		Action by who and by when?



		Spread of COVID-19 in the firm 

		This will result in multiple individuals (partners, associates and staff) becoming infected and possibly seriously or fatally ill



Vulnerable workers could be worst affected[footnoteRef:2] [2:  Essential services workers need to be identified and a separate risks analysis considered for them, such as mail, document production/reprographics, reception and cleaning staff. Enhanced safety measures for these groups should be considered (e.g. plexiglass screens, enhanced cleaning, etc.)] 


		Most partners and staff (where possible) to work from home



Take steps to review work schedules including start and finish times/shift patterns, to reduce the number of people on site at any one time



Set an upper occupancy limit of X% for our offices at any time

Desks removed (or desks sealed with tape) to encourage physical distancing



Closure of canteen/communal areas OR putting in place social distancing markers and measures in communal areas including kitchens and canteens



No one feeling ill will be allowed to come to work



Communication and awareness-raising posters referring to the above measures



Enhanced cleaning regime, including for toilets, pantries and frequent touchpoints such as door handles, light switches, reception area using appropriate cleaning products and methods



Hand washing awareness: see the NHS guidance



Sanitation products (hand sanitiser, cleaning wipes) widely available. Consider providing a ‘cleaning pack’ for staff with hand gel, wipes etc



Reminding everyone of the public health advice through posters, leaflets and other materials made widely and prominently available: see the government guidance


		



		Spread of COVID-19 to clients or visitors 

		This will result in multiple individuals (partners, staff, visitors/clients and contractors) becoming infected and possibly seriously or fatally ill 

		No face-to-face events permitted on site



Face-to-face meetings discouraged with conference calls to be used instead



Upper limit on meeting numbers determined by available room size



Meetings staggered so no congestion possible



Seats removed from meeting rooms to ensure physical distancing 



Enhanced cleaning regime, including before/between/after each individual meeting



Sanitation products (hand sanitiser, cleaning wipes) available inside each meeting room 



No catering/refreshments offered inside meeting rooms 



Pre-meeting notification (if possible) sent to all attendees asking them to stay away if feeling unwell



Temperature checks at building entrance will keep away any external attendee with an elevated temperature



Physical distancing in place in reception/waiting area



X-hour upper limit on meetings strongly advised and communicated  



No cloakroom service – visitors should look after their own personal items 



		



		COVID-19 case (suspected) in our offices 

		This may result in the individual staff member experiencing medical distress on-site and could increase the risk of onward transmission of the virus among other people with whom the individual has been in proximity



		If anyone becomes unwell with a new continuous cough, a high temperature or loss of sense of smell in the workplace, they will be sent home and advised to follow the stay at home guidance



Everyone in the relevant office to be informed



Partners and managers to increase the frequency of contact with those they supervise during this time



Majority of people instructed to work from home 



Reemphasise that no-one feeling ill is allowed to come to work



OPTIONAL: Temperature checks at building entrance should prevent anyone with an elevated temperature entering the office



Maintaining up-to-date contact information (including emergency contacts) for all partners and staff 



Record keeping on who is in and where in the office on a given day to aid potential contact-tracing efforts and processes



		



		COVID-19 transmission via communal resources or areas 

		This may result in increased risk of transmission, including to/from clients and visitors 

		Marketing material (brochures and literature), newspapers and magazines removed from client reception area 



Libraries (if applicable) to develop a special protocol for cleaning all books, journals and other publications held in the open



If advised that a member of staff or visitor has developed COVID-19 and was recently on the premises the management team will ask the local public health authority for advice, identify people who have been in contact with them and take on any actions or precautions 



		



		COVID-19 transmission via mail/packages

		This may result in increased risk of transmission by handling of objects 



		Cleaning protocol is in place for all incoming mail and courier packages



Staff advised to clean any mail/post items delivered to their desks (wet wipes to be provided) 



		



		Mental health problems and poor wellbeing



		This may result from increased stress caused by home-working and the lockdown, potential bereavements, increased caring responsibilities, elevated incidence of anxiety and depression associated with isolation, concerns about personal and family circumstances and job security



Staff members of BAME background may feel more uncomfortable coming back into the office





		Signpost to LawCare resources and the Law Society’s mental health resources



Increase volume of guidance materials and resources   available



Raise awareness on any Employee Assistance Programme (EAP) offering access to additional resources and support



Adjust policies around home working and leave-taking to support working parents



Regular internal communications from senior leadership emphasising self-care and regular and inclusive communication. The emphasis should also be on honesty and transparency about the difficulties the firm is facing and how to best manage these together



Regular communication of mental health information and an open-door policy for those who need additional support


Provide assurance over measures taken to protect employees’ health and safety


		



		Ergonomic injuries



		Insufficient chairs, screens, footstools, desks etc. may be available in the office [OPTIONAL: as a large proportion of these could have been taken home by staff]



It may be difficult to perform workspace risk assessments whilst maintaining physical distancing or if people sit in different locations each time they are in the office



		Virtual self-administered workplace risk assessment module to be made available (if not already)



Where possible, people to be asked to bring their more portable ergonomic equipment (such as keyboards, wrist supports or mice) with them when working in the office

		



		Public transport virus transmission



		Crowded and unsanitary conditions on public transport services 

		OPTIONAL: Individuals who feel that they cannot travel safely to/from the office will not be required to do so. Private taxis made available for support staff who need to be in the office to support reopening 



Introduce an interest-free loan/subsidy scheme that makes buying a bicycle very cost-effective and provide ample space for cycle storage on-site



If staff members need to travel (for example to courts or to do site visits) they should not share vehicles or taxis, unless suitable distancing can be achieved


		



		Car/bike park virus transmission

		Narrow spaces in the firm’s carpark or bicycle storage area may elevate the risk of person-to-person transmission 



		Set a X% of occupancy limit

		



		Safety and security at building entrance



		There is a risk that individuals waiting for extended periods of time at building entrances due to physical distancing and temperature checks experience adverse weather-related health impacts or could be subject to opportunistic crime/harassment


		Staggered arrival times for those attending the office should limit congestion



Staff encouraged to arrive early before temperatures rise



Building management to increase staffing at main entrance and increase contact with police



		



		COVID-19-related stigma and harassment



		Risk that there is an increase in targeted harassment or stigma directed at individuals who have been ill or are from a specific ethnic background

		Reporting channels to permit investigation and where proven appropriate misconduct procedures followed 


Partners and managers to offer support to staff who are affected by COVID-19 or have a family member affected

Review the organisation’s bullying and harassment policy and remind managers of it



Publish or signpost colleagues to facts about COVID-19 to dispel myths



Ensure senior figures in the organisation issue and support messages about values and diversity and inclusion



Reminder training on unconscious bias



		



		Non-compliance with government regulations



		Risk that a member of the firm ignores firm’s guidance 

		Communicate the importance of the adherence to the rules



Stricter enforcement of rules against people continuing to attend the office while feeling unwell 
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