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Factory & Warehouse Risk Assessment

Departments/Areas 1. Embroidery

Involved 2. Screen Print
3. Digital Print
4. Despatch

5. School Wear Despatch

Department/Area: 1. Embroidery

Managing Risk: Businesses should make every reasonable effort to enable working from home as a first option.

Can staff in this department work from home? No

If the answer is Yes please list all actions that need to |n/a

be taken to implement this, including the provision of

equipment

If the answer is No or there are exceptions please Staff in embroidery operate industrial machinery which, although

explain in detail and plan for the minimum number of |can be moved, due to their size (approx. 2meter in length) it

people to be on site would not be reasonable to ask staff to have the machines at their
homes, along with boxes of clothing and consumables. In addition,
machines would have to be moved between staff houses
throughout the week, which would increase the number of people
entering each staff members home.

How will we keep in touch with off-site workers on n/a

their working arrangements including their welfare,

mental and physical health and personal security

Managing Risk: Where working from home is not possible, businesses should make every reasonable effort to comply
with the social distancing guidelines set out by the Government (keeping people 2m apart wherever possible)

Activity/Task Can People keep 2m If Yes, please list workplace changes & guidelines staff must
apart when doing this? adhere to & what further training, if any, will be given.
If No, please list this task under the next section.

Running an embroidery Yes Machines will be positioned so social distancing can be achieved
machine whilst operating a machine. Tape will be placed around the
working area of the machine so others know where not to enter.
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Receiving orders Yes Jobs will be moved throughout the day and new jobs may need to
be taken to an embroidery machine to be completed. In these
cases despatch (including school wear despatch) will bring the
orders to the machines. Embroidery staff should not move boxes;
if they require a job then they can move to speak to despatch who
will then bring the relevant boxes over. Please follow the
guidelines in the general risk assessment with regards to drop off
points and moving away when items are passed between
colleagues.

Complete orders Yes When jobs are complete they should be moved outside of the
marked off working area of the machine. Despatch will collect the
orders when they see them or you can leave your area to inform
despatch to come and collect them.

Getting new threads, Yes A 2 meter area will be marked around the threads and

backing & other consumables cupboard; only 1 person should enter this area at
consumables any one time.

Replacing threads on the  Yes If you need to replace your threads on the back of your machine
machine you should ensure none of your colleagues are within 2 meters of

this area; this may mean you need to ask a colleague to step aside
whilst you are there.

Speaking to colleagues in  Yes See guidelines in the general risk assessment for full details.
other departments
Organising daily job list Yes These will be printed and left by your embroidery machine each

morning. When morning meetings return only a limited number of
people will attend.

Managing Risk: Where social distancing quidelines can not be followed in full, businesses should consider whether
that activity needs to continue for the business to operate, and if so, take all the mitigating actions possible to reduce
the risk of transmission between their staff and customers

Activity/Task: Nothing specific however the below are company wide policies and detailed in the General
Risk Assessment

Mitigating Action |Further details on how this will be implemented
Increasing the frequency of hand washing & surface  Provide a hand sanitiser unit in several locations in and near
cleaning embroidery and cleaning wipes for each machine. Educate staff on

the importance of doing both regularly.
Keeping the activity time involved as short as possible Limiting discussions with colleagues where possible.

Using screens or barriers to separate people from Machines in embroidery are far enough apart to allow for social
each other distancing.

Using back-to-back or side-to-side working (rather The machinery layout will incorporate this.

than face-to-face) whenever possible

Reducing the number of people each person has Shifts may need to be altered so staff within embroidery work
contact with by using 'fixed teams' with the same people on each or at least most shifts (see

Appendix A).
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Managing Risk: If people must work face-to-face for a sustained period with more than a small group, businesses

should assess whether the activity can safely go ahead

Are staff required to work face-to-face for a sustained |No
period of time with more than a small group?

If Yes, what is this activity and what are the safer n/a
alternatives to it going ahead?

What alternative has been selected at this time? n/a

Managing Risk: Businesses should take particular reqgard to whether people carrying out this departments work are

vulnerable to Covid-19

Are there tasks/activities within this department that,
even dafter all possible adjustments are made, could
be of risk to vulnerable individuals?

Yes

If Yes, what is the task/activity and are there any
alternatives for those individuals?

All tasks within this department need to be carried out on site.
Alternatives would be to assist in other departments where you
can work from home if this is possible; this would need to be

discussed on a case by case basis.

Managing Risk: Machines, equipment and work stations

Action to be taken

Steps to take action

Reducing job and equipment rotation

Staff will be placed on a rota where they work with the same
colleagues wherever possible and are kept on the same machine
(see Appendix A).

Review layout and processes to allow people to work
further apart from each other

The equipment in embroidery will be moved to allow for social
distancing.

Use floor tape to marks areas to help workers keep to
a 2m distance

Tape and markings will be placed throughout the premises
including embroidery.

If it is not possible to work 2m apart work facing away
from each other, use screens and/or keep consistent
pairings

n/a

Avoiding use of hot desks and spaces, and if not
possible cleaning workstations and equipment
between different occupants

Staff will be placed on a rota where they are kept on the same
machine wherever possible.
Cleaning facilities are provided - see the General Risk Assessment.

To discuss any questions, concerns or suggestions please speak to either Tim Hines your employee

representative or Victoria Morgan.

Please note the risk assessment will be reviewed as and when any changes in Government policy

or business operations occur.
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Factory & Warehouse Risk Assessment

Departments/Areas 1. Embroidery

Involved 2. Screen Print
3. Digital Print
4. Despatch

5. School Wear Despatch

Department/Area: 2. Screen Print

Managing Risk: Businesses should make every reasonable effort to enable working from home as a first option.

Can staff in this department work from home? No

If the answer is Yes please list all actions that need to |n/a
be taken to implement this, including the provision of

equipment

If the answer is No or there are exceptions please Staff in screen print operate industrial machinery which can not be
explain in detail and plan for the minimum number of [moved and the movement of jobs and consumables mean that
people to be on site work in this department has to be carried out on site.

How will we keep in touch with off-site workers on n/a

their working arrangements including their welfare,
mental and physical health and personal security

Managing Risk: Where working from home is not possible, businesses should make every reasonable effort to comply
with the social distancing guidelines set out by the Government (keeping people 2m apart wherever possible)

Activity/Task Can People keep 2m If Yes, please list workplace changes & guidelines staff must
apart when doing this? adhere to & what further training, if any, will be given.
If No, please list this task under the next section.

Using the automatic Yes Some jobs can be done by 1 person. For those jobs which require

screen machine 2 people floor tape will be used to ensure people are 2 meters
apart.

Using the manual screen  Yes This machine can be operated by 1 person.

machine

Mixing & preparing inks  Yes A 2 meter area will be marked around the inks and consumables

areas; only 1 person should enter this area at any one time.

Using the PC Yes The screen print PC has been moved out of the print office and is
now on the print floor. Floor tape will be used to mark off a 2
meter area around the PC.

Making screens Yes A 2 meter area will be marked around the sink and light box; only
1 person should enter this area at any one time.
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Receiving orders Yes Jobs will be moved throughout the day and new jobs may need to
be taken to screen print to be completed. In these cases despatch
(including school wear despatch) will bring the orders upstairs and
leave them in the floor area near the automatic machine. If screen
print require a job which has not been brought up to them yet
they can call and speak to despatch or go downstairs and ask but
they should not move boxes unless agreed with despatch. Please
follow the guidelines in the general risk assessment with regards
to drop off points and moving away when items are passed
between colleagues.

Complete orders Yes When jobs are complete they should be moved to the shelves
near the top of the stairs. Despatch will collect the orders when
they see them or you can leave your area to inform despatch to
come and collect them.

Speaking to colleaguesin Yes See guidelines in the general risk assessment for full details.

other departments

Organising daily job list Yes These will be printed and left on your desk each morning. When
morning meetings return only a limited number of people will
attend.

Managing Risk: Where social distancing quidelines can not be followed in full, businesses should consider whether
that activity needs to continue for the business to operate, and if so, take all the mitigating actions possible to reduce
the risk of transmission between their staff and customers

Activity/Task: Nothing specific however the below are company wide policies and detailed in the General
Risk Assessment

Mitigating Action Further details on how this will be implemented
Increasing the frequency of hand washing & surface  Provide a hand sanitiser unit in several locations in print and
cleaning cleaning wipes for each machine. Educate staff on the importance

of doing both regularly.
Keeping the activity time involved as short as possible Limiting discussions with colleagues where possible.

Using screens or barriers to separate people from Machines in screen prints are far enough apart to allow for social

each other distancing and where two people are required floor markings will
be used.

Using back-to-back or side-to-side working (rather n/a

than face-to-face) whenever possible

Reducing the number of people each person has There are currently only 2 people in screen print.

Managing Risk: If people must work face-to-face for a sustained period with more than a small group, businesses
should assess whether the activity can safely go ahead

Are staff required to work face-to-face for a sustained |No
period of time with more than a small group?

If Yes, what is this activity and what are the safer n/a
alternatives to it going ahead?

What alternative has been selected at this time? n/a
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Managing Risk: Businesses should take particular reqgard to whether people carrying out this departments work are

vulnerable to Covid-19

Are there tasks/activities within this department that,
even after all possible adjustments are made, could
be of risk to vulnerable individuals?

Yes

If Yes, what is the task/activity and are there any
alternatives for those individuals?

All tasks within this department need to be carried out on site.
Alternatives would be to assist in other departments where you
can work from home if this is possible; this would need to be
discussed on a case by case basis.

Managing Risk: Machines, equipment and work stations

Action to be taken

Steps to take action

Reducing job and equipment rotation

There are currently only 2 people in screen print; wherever
possible they should allocate the same role/task throughout the
week although this will be dependent on the type or jobs they
have each day.

Review layout and processes to allow people to work
further apart from each other

The equipment in screen print is already quite far apart but floor
tape will be used to mark off areas to allow for social distancing.

Use floor tape to marks areas to help workers keep to
a 2m distance

Tape and markings will be placed throughout the premises
including screen print.

If it is not possible to work 2m apart work facing away
from each other, use screens and/or keep consistent
pairings

n/a

Avoiding use of hot desks and spaces, and if not
possible cleaning workstations and equipment
between different occupants

Wherever possible the same role/task will be allocated to each
staff member throughout the week although this will be
dependent on the type or jobs they have each day.

Cleaning facilities are provided - see the General Risk Assessment.

To discuss any questions, concerns or suggestions please speak to either Tim Hines your employee

representative or Victoria Morgan.

Please note the risk assessment will be reviewed as and when any changes in Government policy

or business operations occur.
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Factory & Warehouse Risk Assessment

Departments/Areas 1. Embroidery

Involved 2. Screen Print
3. Digital Print
4. Despatch

5. School Wear Despatch

Department/Area: 3. Digital Print

Managing Risk: Businesses should make every reasonable effort to enable working from home as a first option.

Can staff in this department work from home? No

If the answer is Yes please list all actions that need to |n/a
be taken to implement this, including the provision of

equipment

If the answer is No or there are exceptions please Staff in digital print operate industrial machinery which can not be
explain in detail and plan for the minimum number of [moved and the movement of jobs and consumables mean that
people to be on site work in this department has to be carried out on site.

How will we keep in touch with off-site workers on n/a

their working arrangements including their welfare,
mental and physical health and personal security

Managing Risk: Where working from home is not possible, businesses should make every reasonable effort to comply
with the social distancing guidelines set out by the Government (keeping people 2m apart wherever possible)

Activity/Task Can People keep 2m If Yes, please list workplace changes & guidelines staff must
apart when doing this? adhere to & what further training, if any, will be given.
If No, please list this task under the next section.

Using the PC Yes The screen print PC has been moved out of the print office so
there is more space for digital print. The PC will be moved so it is
away from the walk through area in the office.

Working in the print office Yes The print office is used as a walk through. Machines and the PC
will be moved away from the walk through area. Colleagues will
not be allowed to enter into the working area (outside of the walk
through) if someone is in there.

Working in the press area Yes A 2 meter area will be marked around the press area; only 1

on the print floor person should enter this area at any one time.
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Receiving orders Yes Jobs will be moved throughout the day and new jobs may need to
be taken to digital print to be completed. In these cases despatch
(including school wear despatch) will bring the orders upstairs and
leave them on the white tables in the press area outside of the
digital print office. If digital print require a job which has not been
brought up to them yet they can call and speak to despatch or go
downstairs and ask but they should not move boxes unless agreed
with despatch. Please follow the guidelines in the general risk
assessment with regards to drop off points and moving away
when items are passed between colleagues.

Complete orders Yes When jobs are complete they should be moved to the shelves
near the top of the stairs. Despatch will collect the orders when
they see them or you can leave your area to inform despatch to
come and collect them.

Speaking to colleaguesin Yes See guidelines in the general risk assessment for full details.

other departments

Organising daily job list Yes These will be printed and left on your desk each morning. When
morning meetings return only a limited number of people will
attend.

Managing Risk: Where social distancing quidelines can not be followed in full, businesses should consider whether
that activity needs to continue for the business to operate, and if so, take all the mitigating actions possible to reduce
the risk of transmission between their staff and customers

Activity/Task: Nothing specific however the below are company wide policies and detailed in the General
Risk Assessment

Mitigating Action Further details on how this will be implemented
Increasing the frequency of hand washing & surface  Provide a hand sanitiser unit in several locations in print and
cleaning cleaning wipes for each machine. Educate staff on the importance

of doing both regularly.
Keeping the activity time involved as short as possible Limiting discussions with colleagues where possible.

Using screens or barriers to separate people from Machines in digital print are far enough apart to allow for social
each other distancing and most tasks involve only one person.

Using back-to-back or side-to-side working (rather n/a

than face-to-face) whenever possible

Reducing the number of people each person has There is currently only 1 person in digital print.

contact with by using 'fixed teams'

Managing Risk: If people must work face-to-face for a sustained period with more than a small group, businesses
should assess whether the activity can safely go ahead

Are staff required to work face-to-face for a sustained |No
period of time with more than a small group?

If Yes, what is this activity and what are the safer n/a
alternatives to it going ahead?

What alternative has been selected at this time? n/a
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Managing Risk: Businesses should take particular reqgard to whether people carrying out this departments work are
vulnerable to Covid-19

Are there tasks/activities within this department that, |Yes
even after all possible adjustments are made, could
be of risk to vulnerable individuals?

If Yes, what is the task/activity and are there any All tasks within this department need to be carried out on site.
alternatives for those individuals? Alternatives would be to assist in other departments where you
can work from home if this is possible; this would need to be
discussed on a case by case basis.

Managing Risk: Machines, equipment and work stations

Action to be taken Steps to take action

Reducing job and equipment rotation There is currently only 1 person in digital print.

Review layout and processes to allow people to work |The equipment in digital print is used by one person and is sperate
further apart from each other to other departments but floor tape will be used to mark off areas
to allow for social distancing.

Use floor tape to marks areas to help workers keep to |Tape and markings will be placed throughout the premises
a 2m distance including digital print.

If it is not possible to work 2m apart work facing away [n/a
from each other, use screens and/or keep consistent

pairings
Avoiding use of hot desks and spaces, and if not There is currently only 1 person in digital print.
possible cleaning workstations and equipment Cleaning facilities are provided - see the General Risk Assessment.

between different occupants

To discuss any questions, concerns or suggestions please speak to either Tim Hines your employee
representative or Victoria Morgan.

Please note the risk assessment will be reviewed as and when any changes in Government policy
or business operations occur.



10 of 17 Corporate Wear Ltd - Covid-19 Factory Warehouse
Risk Assesment 10/6/2020

Factory & Warehouse Risk Assessment

Departments/Areas 1. Embroidery

Involved 2. Screen Print
3. Digital Print
4. Despatch

5. School Wear Despatch

Department/Area: 4. Despatch

Managing Risk: Businesses should make every reasonable effort to enable working from home as a first option.

Can staff in this department work from home? No

If the answer is Yes please list all actions that need to |n/a
be taken to implement this, including the provision of

equipment

If the answer is No or there are exceptions please Despatch tasks mainly involve deliveries from suppliers and
explain in detail and plan for the minimum number of |customer orders which are all based on-site, so it is not possible to
people to be on site do this from home.

How will we keep in touch with off-site workers on n/a

their working arrangements including their welfare,
mental and physical health and personal security

Managing Risk: Where working from home is not possible, businesses should make every reasonable effort to comply
with the social distancing guidelines set out by the Government (keeping people 2m apart wherever possible)

Activity/Task Can People keep 2m If Yes, please list workplace changes & guidelines staff must
apart when doing this? adhere to & what further training, if any, will be given.
If No, please list this task under the next section.

Using the PC Yes The despatch PC will be moved to ensure colleagues walking
through the area can do so at a 2 meter distance.

Taking Deliveries Yes Drop off/Deliveries will be at the shutter. The procedure will be as
follows:

Driver/customer to ring the bell and informed to step back from
the shutter (as marked on the floor), we will raise the shutter,
step back and inform the driver they can off-load the boxes
outside of the unit, once the driver has left we can bring the boxes
into the unit. If they are being checked off immediately move to
the white tables. If they are not then they can remain in the
shutter area but positioned so there is ample space in this area for
people to move freely.
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Collections

Yes

Collections will be at the shutter. The procedure will be as follows:
Driver/customer to ring bell and informed to step back from the
shutter (as marked on the floor), they will give us information
about the collection, we will bring the box(es) and place outside of
the shutter and walk away, customer/driver will then load the
boxes into their vehicle.

Where possible we should encourage customers to take deliveries
rather than collections.

Moving orders to and
from embroidery

Yes

Despatch will be responsible for moving jobs to and from
embroidery. Embroidery staff should not move boxes; if they
require a job then they can move to speak to despatch who will
then bring the relevant boxes over. Orders should be taken to the
relevant machine and always be placed on the floor or work top
and not handed directly to your colleague. Embroidery will leave
complete jobs outside of their marked off area for despatch to
collect. Liaise with colleagues to ensure they are aware if they
need to move.

Moving orders to and
from screen print

Yes

Despatch will be responsible for moving jobs to and from screen
print. Screen print staff should not move boxes; if they require a
job then they can move to speak to despatch who will then bring
the relevant boxes over. Orders should be taken upstairs and
always be placed on the floor or work top and not handed directly
to your colleague. Jobs should be placed in the screen print area
near the automatic machine. Screen print will leave complete
orders on the shelves at the top of the stairs. Liaise with
colleagues to ensure they are aware if they need to move.

Moving orders to and
from digital print

Yes

Despatch will be responsible for moving jobs to and from digital
print. Digital print staff should not move boxes; if they require a
job then they can move to speak to despatch who will then bring
the relevant boxes over. Orders should be taken upstairs and
always be placed on the floor or work top and not handed directly
to your colleague. Jobs should be placed on the white tables near
the digital print office. Digital print will leave complete orders on
the shelves at the top of the stairs. Liaise with colleagues to
ensure they are aware if they need to move.

Checking off deliveries

Yes

Orders should be checked off on the U-shaped white table away
from colleagues.

Checking off school wear
deliveries

Yes

Despatch will check off school wear deliveries where possible,
however, as the workload increases during the summer months it
will be the responsibility of the school wear team to check off
deliveries. Despatch will liaise with the school wear team and
when ready move the orders to the schoolwear table.
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Using the stairs Yes The 1-way flow we have implemented states that the movement
of jobs will be an exception because of general health and safety
requirements when using the office staircase. When using the
staircase in despatch and going upstairs please be aware this will
be going against the 1-eay flow and therefore you should ensure
no colleagues are coming down the stairs.

Packing and shipping Yes All packing and shipping should be done on the U-shaped white

orders tables so that despatch can socially distance from anyone moving
through the department. School wear will be using the square
white table so care needs to be taken to ensure distance is kept.
All staff in despatch and school wear will need to be vigilant and
co-ordinate because of the movement required in packing and
shipping orders. Complete orders should where possible be kept
in the despatch area and moved to the shutter in one go to reduce

movement.

Speaking to colleaguesin  Yes See guidelines in the general risk assessment for full details.

other departments

Organising daily job list Yes These will be printed and left on your desk each morning. When
morning meetings return only a limited number of people will
attend.

Managing Risk: Where social distancing quidelines can not be followed in full, businesses should consider whether
that activity needs to continue for the business to operate, and if so, take all the mitigating actions possible to reduce
the risk of transmission between their staff and customers

Activity/Task: Nothing specific however the below are company wide policies and detailed in the General
Risk Assessment

Mitigating Action Further details on how this will be implemented
Increasing the frequency of hand washing & surface  Provide a hand sanitiser unit and cleaning wipes in several
cleaning locations in despatch. Educate staff on the importance of doing

both regularly.

Keeping the activity time involved as short as possible Limiting discussions with colleagues where possible.

Using screens or barriers to separate people from Due to the on-going movement in despatch this is not possible.
each other

Using back-to-back or side-to-side working (rather n/a

than face-to-face) whenever possible

Reducing the number of people each person has There is currently only 1 person in despatch, however, there will
contact with by using 'fixed teams' be staff members in school wear despatch but these roles will be

limited to the same person/people throughout the week.

Managing Risk: If people must work face-to-face for a sustained period with more than a small group, businesses
should assess whether the activity can safely go ahead

Are staff required to work face-to-face for a sustained |No
period of time with more than a small group?
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If Yes, what is this activity and what are the safer n/a

alternatives to it going ahead?

What alternative has been selected at this time? n/a

Managing Risk: Businesses should take particular reqgard to whether people carrying out this departments work are

vulnerable to Covid-19

Are there tasks/activities within this department that,
even dafter all possible adjustments are made, could
be of risk to vulnerable individuals?

Yes

If Yes, what is the task/activity and are there any
alternatives for those individuals?

All tasks within this department need to be carried out on site.
Alternatives would be to assist in other departments where you
can work from home if this is possible; this would need to be

discussed on a case by case basis.

Managing Risk: Machines, equipment and work stations

Action to be taken

Steps to take action

Reducing job and equipment rotation

There is currently only 1 person in despatch. A separate PC and
dpd printer is being investigated for schoolwear despatch.

Review layout and processes to allow people to work
further apart from each other

The equipment and area in despatch is used by one person and is
separate to other departments but floor tape will be used to mark
off areas to allow for social distancing.

Use floor tape to marks areas to help workers keep to
a 2m distance

Tape and markings will be placed throughout the premises
including despatch.

If it is not possible to work 2m apart work facing away
from each other, use screens and/or keep consistent
pairings

n/a

Avoiding use of hot desks and spaces, and if not
possible cleaning workstations and equipment
between different occupants

There is currently only 1 person in despatch however there will be
people in school wear despatch; tables have been allocated to
them to reduce using the same area. Cleaning facilities are
provided - see the General Risk Assessment.

To discuss any questions, concerns or suggestions please speak to either Tim Hines your employee

representative or Victoria Morgan.

Please note the risk assessment will be reviewed as and when any changes in Government policy

or business operations occur.
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Factory & Warehouse Risk Assessment

Departments/Areas 1. Embroidery

Involved 2. Screen Print
3. Digital Print
4. Despatch

5. School Wear Despatch

Department/Area: 5. School Wear Despatch

Managing Risk: Businesses should make every reasonable effort to enable working from home as a first option.

Can staff in this department work from home? No

If the answer is Yes please list all actions that need to |n/a
be taken to implement this, including the provision of

equipment

If the answer is No or there are exceptions please School wear despatch tasks mainly involve deliveries from
explain in detail and plan for the minimum number of |suppliers and customer orders which are all based on-site, so it is
people to be on site not possible to do this from home.

How will we keep in touch with off-site workers on n/a

their working arrangements including their welfare,
mental and physical health and personal security

Managing Risk: Where working from home is not possible, businesses should make every reasonable effort to comply
with the social distancing guidelines set out by the Government (keeping people 2m apart wherever possible)

Activity/Task Can People keep 2m If Yes, please list workplace changes & guidelines staff must
apart when doing this? adhere to & what further training, if any, will be given.
If No, please list this task under the next section.

Using the PC Yes The despatch PC has usually been used to book on school wear
deliveries. An alternative pc and dpd printer is being investigated
to reduce shared usage.

Taking School Wear Yes Despatch will be taking all deliveries into the unit - see guidelines
Deliveries in the General Risk Assessment.

Checking off school wear Yes Despatch will check off school wear deliveries where possible,
deliveries however, as the workload increases during the summer months it

will be the responsibility of the school wear team to check off
deliveries. Despatch will liaise with the school wear team and
when ready move the orders to the schoolwear table.
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Packing and shipping Yes School wear despatch will need to provide their stock room

orders colleague with lists of garments they need. The staff member in
the stock room will gather the items and leave them on the white
table for despatch to pick and pack the orders. Everyone will need
to liaise about moving to ensure distance is maintained.
Complete jobs will need to be kept together and moved to the
shutter area when ready (ideally in large quantities rather than
one at a time to reduce movement). Staff members will need to
liaise with main despatch about where and when to move orders.

Speaking to colleaguesin Yes See guidelines in the general risk assessment for full details.

other departments

Organising daily job list Yes These will be printed and left on your desk each morning. When
morning meetings return only a limited number of people will
attend.

Managing Risk: Where social distancing quidelines can not be followed in full, businesses should consider whether
that activity needs to continue for the business to operate, and if so, take all the mitigating actions possible to reduce
the risk of transmission between their staff and customers

Activity/Task: Nothing specific however the below are company wide policies and detailed in the General
Risk Assessment

Mitigating Action Further details on how this will be implemented
Increasing the frequency of hand washing & surface  Provide a hand sanitiser unit and cleaning wipes in several
cleaning locations in despatch. Educate staff on the importance of doing

both regularly.
Keeping the activity time involved as short as possible Limiting discussions with colleagues where possible.

Using screens or barriers to separate people from Due to the on-going movement in despatch this is not possible.
each other

Using back-to-back or side-to-side working (rather n/a

than face-to-face) whenever possible

Reducing the number of people each person has School wear staff will be allocated fixed roles.

contact with by using 'fixed teams'

Managing Risk: If people must work face-to-face for a sustained period with more than a small group, businesses
should assess whether the activity can safely go ahead

Are staff required to work face-to-face for a sustained |No
period of time with more than a small group?

If Yes, what is this activity and what are the safer n/a
alternatives to it going ahead?

What alternative has been selected at this time? n/a
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Managing Risk: Businesses should take particular reqgard to whether people carrying out this departments work are
vulnerable to Covid-19

Are there tasks/activities within this department that, |Yes
even dafter all possible adjustments are made, could
be of risk to vulnerable individuals?

If Yes, what is the task/activity and are there any All tasks within this department need to be carried out on site.
alternatives for those individuals? Alternatives would be to assist in other departments where you
can work from home if this is possible; this would need to be
discussed on a case by case basis.

Managing Risk: Machines, equipment and work stations

Action to be taken Steps to take action
Reducing job and equipment rotation A separate PC and dpd printer is being investigated for schoolwear
despatch.

Review layout and processes to allow people to work [School wear despatch will be using the white square table only.
further apart from each other

Use floor tape to marks areas to help workers keep to [Tape and markings will be placed throughout the premises
a 2m distance including despatch.

If it is not possible to work 2m apart work facing away [n/a
from each other, use screens and/or keep consistent

pairings

Avoiding use of hot desks and spaces, and if not Tables have been allocated to reduce using the same area as the
possible cleaning workstations and equipment main despatch however communication will need to be on-going
between different occupants with colleagues if people need to move at certain times. Cleaning

facilities are provided - see the General Risk Assessment.

To discuss any questions, concerns or suggestions please speak to either Tim Hines your employee
representative or Victoria Morgan.

Please note the risk assessment will be reviewed as and when any changes in Government policy
or business operations occur.



Appendix A - Factory & Despatch RA

Staff Job Role Rota

Monday Tuesday Wednesday Thursday Friday
Embroidery 1
Embroidery 2
Embroidery 3

Embroidery 4

Embroidery 5



