
Covid19 – Staying Safe in NSS Offices  

 

While most of us are working from home during this time, there are still some of our 

colleagues who carry out critical roles that can’t be undertaken from home. If this is 

you, please ensure that you are keeping yourself and other’s safe by applying the 

following best practice guidelines: 

 

Talk to your line manager 

  

Discuss with your Line Manager the 
need for you to be physically in the 
Office – is there any way that your 
work can be completed from home 
with additional requirements being 
implemented? 

 

Travel to and from work 

Think about how you are going to 
travel to work. You may have to 
use public transport therefore 
please check your local companies 
travel guidelines around Covid 19. 

 
 

 

Hygiene 

 

In your workplace ensure that 
you are continuing with good 
hand hygiene throughout the 
day by washing your hands for 
the recommended 20 seconds 
or use alcohol based sanitisers 
if needed. Avoid touching your 
face and if you need to cough 
or sneeze use a tissue and 
dispose of this appropriately. 

 

 

When in the office 

Ensure that you have been assigned 
your own desk or workstation as you 
will NOT be required to hot desk and 
that you clean your desk / work area 
at the beginning and end of each 
day. 
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To protect your own health and that of your colleagues please adhere to and 

encourage other colleagues to apply the 2-meter social distancing rules while in the 

workplace by: 

Using back-to-back or side-to side working rather than face-to-face wherever 

possible 

Try to meet outside and enjoy the fresh air while still applying social distancing rules. 

Use remote working tools to avoid in-person meetings. Remember to take 

appropriate breaks and minimise going straight from one meeting to the next  

If you are able, limit your use of the lifts or ensure only one person at a time. 

Ensure that you are following any local workplace requirements 

 

The use of staff eating / food preparation areas. 

  

Social distancing rules should also apply in 
eating and food preparation areas. For 
instance, there should only be two people in 
a tea point at any one time 
If you can, use disposable cutlery, crockery 
and cups ensuring that you dispose of these 
within the appropriate bin after use or bring 
your own and make sure that is properly 
cleaned and stored away at the end of each 
day. Please avoid using other people’s 
crockery etc. 
 

 

Personal Items. 

Store personal and work items or 
clothing at your desk or in lockers 
if provided and make sure you 
clear your desk at the end of the 
day. 
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Look after yourself 

 

 

At these times it is crucial that we look after our physical and mental wellbeing to 

prevent us from becoming ill; 

 Take regular exercise whether that be walking, jogging, doing the garden, 

yoga it’s important that you find something that suits your abilities and that 

you enjoy. 

 Try to stick to a healthy eating plan and keep sugary snacks to a minimum. 

 Have some me time. Make time for relaxation, read a book or do a hobby that 

you enjoy. 

 Keep in touch with family and friends by telephone or video call. It’s good to 

chat. 

If you have any concerns about working in your office / site, please speak to your line 

manager or health and safety advisor. 

 

 

For more information on how to look after your health, safety and wellbeing please 

visit the Occupational Health Safety and Wellbeing pages on HR Connect where you 

will find information on Covid 19, Health and Safety, Occupational Health and 

Wellbeing. 
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