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1. OBJECTIVE 

This procedure is intended to provide guidance for Darchem Engineering relating to 
the current Coronavirus (COVID-19) pandemic. 
 

2. SCOPE 

This procedure will cover the activities for Darchem Engineering Stillington.  

 

3. RESPONSIBILITIES 

3.1. BU President has the ultimate responsibility on site to ensure resource is 
available and this procedure is adhered to. 

3.2. BU Managers are responsible for communicating, enforcing and monitoring this 
procedure in their responsible areas and requesting deep cleans should they be 
required. 

3.3. The Compliance Department is responsible for providing regular government 
and regulatory updates, providing cleaning items and arranging deep cleans. 

3.4. Team Leaders are responsible for enforcing and monitoring this procedure in 
their responsible areas. 

3.5. Employees are responsible for complying with this procedure and raising any 
concerns or improvements with their supervisors. 

 

4. PROCEDURE 

4.1. Introduction 

The following procedure has been developed in-line with Government, Health & 
Safety Executive (HSE) and Public Health England (PHE) guidelines. 
This aims to detail and support all employees in precautions and controls in the 
workplace, to mitigate the risks of COVID-19.   
Darchem Engineering has adapted its working practices and introduced control 
measures that shall be applied to reduce the spread of the COVID-19; taking into 
account government guidance, daily update(s) and best practice.  
Each Business Unit shall ensure this procedure is enforced and monitored. 
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4.2. Employee Exposure  

There are two main ways in which coronavirus can be spread:  
1. From contaminated surfaces when an individual touches the surface with 

their hands and then touches their eyes, nose or mouth.  
2. From contaminated respiratory droplets released by individuals who are 

currently infectious. This mainly happens when someone coughs, sneezes or 
blows their nose but can also occur during normal respiration. Respiratory 
droplets are not airborne for long ŀƴŘ ƛǎ ǘƘŜ ǊŜŀǎƻƴ ŦƻǊ ǘƘŜ ƎƻǾŜǊƴƳŜƴǘΩǎ 
emphasis on social distancing involving people not coming within 2 metres of 
each other.  

 

By protecting the potential routes of entry into the body with enhanced levels of 
personal protection, we can effectively minimise any potential for infection, 
even when working in close proximity to someone who may be infected.                      
These principles have been deployed across NHS front line workers, and are 
proven to be effective. 
 
 

4.3. Social Distancing Arrangements 

To help reduce the exposure of COVID-19, social distancing has been 
implemented to reduce the interaction between people.  
These include: 
 

¶ Avoid contact with someone who is showing symptoms of COVID-19. These 
symptoms include: High temperature, a new and continuous cough and/or a 
loss or change in sense of smell and taste.  

¶ Avoid non-essential use of public transport, varying your travel times to 
avoid rush hour(s) when possible. 

¶ If possible, work from home. 

¶ Rearranging work areas and designated social distancing floor layouts. 

¶ Arrange meetings by use of generic video conferencing. 

¶ Avoid shaking hands, high-fives etc. ς physical contact must be avoided. 

¶ When queuing and moving around site, follow the 2 metre distance rule at 
all times. 

¶ Assign and keep operators to shift teams (Cohort Working) to limit social 
interaction. Reduction in the number of people in the work area.  
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4.4. Travelling and Transport  

Social distancing measures also apply when travelling to and from work, as this 
has the potential to bring you in close contact with numerous people. 
This also applies when in vehicles. 
When traveling to and from site and using vehicles on site, the following must 
be applied: 
 

¶ The use of public transport should be avoided. If public transport has to be 
used, the 2 metre rule must be applied or use of face coverings. 

¶ Employees who live a reasonable distance from work should consider 
walking or cycling to work. This will minimise your interaction with others 
during your commute whilst increase the positive benefits to your health. 

¶ Company ban on international business travel and non-critical UK business 
travel. 

¶ Company cars are limited to one person per vehicle, unless authorised by a 
Senior Manager. Company van(s) can have 2 people travelling but drivers 
must undergo temperature checks prior to travelling and wear face covering. 
Maintain maximum distance with passenger sat in window seat. Where 
possible open windows to increase ventilation.  

¶ Where approval is given for two people to travel in a car, they must sit side 
by side wear face covering provided by company. 

¶ All company vehicle users must follow hygiene requirements for company 
pool vehicle use, undergo non-contact temperature monitoring check and 
complete checklist prior to use and vehicle keys being issued. 

¶ All touch point surfaces to be cleaned following vehicle use and all vehicle 
users to wash hands thoroughly before and after journey following 20 
second rule via government guidelines. ς Cleaning items provided in each 
company car.  

¶ All company travel must be approved by the Darchem President. 

¶ Company Vehicle Risk Assessment to be reviewed prior to use. 
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4.5. Meetings 

¶ Face to face meetings to be kept to absolute minimum, any which go ahead 
must observe 2m social distancing requirements. 

¶ All meeting rooms (including personal offices with meeting tables) should 
display on Door maximum number of occupants in room at any one time 
which must not be exceeded. 

¶ Wherever possible, alternative methods of communication should be used 
e.g. video or telephone conferencing. 

¶ Seating arrangements to be positively identified as to which seats and table 
location can be used, use of suitable Perspex screens can be utilised if 2m 
distancing cannot be achieved; however the room should be well ventilated 
at all times. 

¶ For General Hygiene in meeting rooms hand sanitiser and wipes to be 
provided. 

¶ Re arrange office workstations to ensure 2m distancing, where this is not 
possible use screens to separate people or arrange layout so people work 
side by side or face away from each other. 

¶ If you cannot avoid 2 way traffic in a walkway then wherever possible, a 
passing place should be identified and zoned off to enable safe passing. 
Alternatively both parties should turn their head to the side to avoid being 
face to face when passing. 

¶ Avoid sharing of pens, keyboards etc. where possible, where this is not 
practical e.g. printers, photocopies they should be cleaned with a 
disinfectant wipe between each use. 

¶ Additional measures for Offices and Meeting Rooms Risk Assessment 
available. 
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Meeting room displaying the following:  

- Hygiene/ cleaning items 

- Authorised seating arrangements 

- Maximum occupancy signage 
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4.6. Reception Areas, Arriving and Leaving Site (including Contractors & Visitors) 

 

4.6.1 Reception: 
 

¶ Maintain a distance of 2 metres at all times. Do not congregate around the 
reception desk. 

¶ Follow instruction displayed regarding liaising with receptionist. 

¶ Hand sanitiser is provided. 

¶ Exit the building with Darchem representative or security guard, ensuring 2m 
distancing is maintained. 

¶ Safety information and instruction posters displayed and should be 
observed. 

¶ A Perspex screen provided to separate contact between receptionist and 
visitors. 

¶ Security requirements remain the same. 
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4.6.2 Arriving to site 

Upon arrival to site, employees shall observe the COVID Visitors Information 
Board and be temperature checked by the person requesting the visit. 

 

bI{ ƎǳƛŘŜƭƛƴŜǎ ǎǘŀǘŜ ǘƘŀǘ ǘŜƳǇŜǊŀǘǳǊŜǎ ŀǘ оуɕC or more is classed as a Fever. 

 

https://www.nhs.uk/common-health-questions/accidents-first-aid-and-
treatments/how-do-i-take-someones-temperature/ 

 

Employees shall be sent home if temperatures reach or exceed the NHS          
guidelines. 

All results will be kept in the strictest confidentiality.                                                                    
See Written Safety Instruction for further details. 

HR to be informed of any concerns. 

 
 

4.6.3 Contractors & Visitors 

¶ Contractors and visitors shall be kept to an absolute minimum and must be 
arranged for critical business needs only.  

¶ Senior Management approval is required for all site visits 

¶ COVID-19 questionnaire must be completed prior to a site visit. 

¶ Temperature checks for all contractors and visitors carried out by the person 
organising the visit. 

¶ Security requirements remain the same. 
 

 

 
 
 
 
 
 
 
 
 

https://www.nhs.uk/common-health-questions/accidents-first-aid-and-treatments/how-do-i-take-someones-temperature/
https://www.nhs.uk/common-health-questions/accidents-first-aid-and-treatments/how-do-i-take-someones-temperature/
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4.6.4 Clock In/ Out Stations: 

All clock in/ out stations have instruction poster displayed informing employees use                
fob not fingers for pressing selected button(s). A Stylus is also made available on 
request which is given to individual employees preventing the use of further touch-
points. 

 

  

 
 
 
 
 
 
 
 
 
 
 
 
Clock in/ out stations have 2m social distancing restrictions and employees shall 
not congregate around these areas. Regular cleaning is carried out by cleaning 
staff/ contractors. Washing of hands is also advised before and after using high-
touch point surfaces.  
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4.7. Workplace Controls 

 
Visual safety information and instruction posters/ signage are displayed in key 
areas throughout site and must be observed. 
Employees must keep to designated walkways at all times when transiting 
around site and comply with the 2 metre distancing rule.  
 
The following identified areas and their controls: 
 
 
 
4.7.1 Welfare and Changing Rooms  
 

¶ Toilets and changing rooms are to be identified with signage, identifying 
maximum number of occupants allowed at any one time and what is in 
use. Where possible, visual systems to be used to identify occupancy 
without having to enter to check first. 
Signage to also include health posters highlighting the awareness of good 
handwashing technique and personal hygiene to minimise potential of 
spreading COVID-19. 

¶ Floors to be marked to ensure 2M distancing, washing basins and urinals 
to be positively identified as to whether in use or not to ensure social 
distancing, where 2m cannot be observed, the use of screening should 
be installed. 

¶ Break times are staggered to minimise the number of people using the 
facilities at any one time. Where practical, hands free door openers to be 
fitted to minimise need to touch handles. 

¶ Increased cleaning of facilities to ensure regular touch points are cleaned 
more frequently, cleaning schedule to be displayed and waste bins to be 
emptied as part of schedule. 

¶ Hygiene stations provided throughout facility. 

¶ One way systems implemented where practical.  
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Welfare facility sinks and urinals blocked off to maintain social distancing 

Hands-free door openers to be installed where practical  

Changing Room floor layout  
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4.8 Canteen Areas 

¶ Darchem Canteen offers a take-away service only with a one-way 
system implemented and 2m chevrons in place when ordering and 
paying for food. 

¶ Doors are left open to reduce the number of touch points. 

¶ All canteens to be identified with signage identifying maximum number 
of occupants allowed at any one time, where possible visual systems to 
be used to identify occupancy without having to enter to check first. 

¶ Where practical floors to be marked to ensure 2M distancing, tables to 
be positively identified as to whether in use or not to ensure social 
distancing, where 2m cannot be observed, install screening between 
people sat at tables and face-to-face communications. 

¶ Stagger break times to minimise number using facilities at any one 
time, encourage where practical employees to eat in their vehicle or in 
a safe place outside of building whilst maintaining social distance 
requirements. 

¶ Personal possessions and food should be removed from the canteen 
and placed in personal locker after use. 

¶ Hygiene stations to be provided in canteen areas with hand wipes and 
hand sanitiser gel. People are encouraged to wash hands before and 
after using the facility, safety information and instruction displayed. 

 

The following principles apply to external, local food retailers: 
 
- It is advised that employees do not leave site to go to local food 

establishments. 
- To support local food retailers, telephone orders for deliveries is 

encouraged. 
- 2m social distancing at all times. 
 

¶ Welfare, Changing Room and Canteen Facility Risk Assessment available. 
 
 
 
 
 
 



 

 

Prepared By: T. Anderson Compliance Department 

Safety Management Procedure 

Issue: 4 

Approved By: G Jobling Date: 18-06-2020 

                 Signature: Page 15 of 34 

 

 

Darchem Engineering 

Safety Management System 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Main Canteen, one way system, 2m distancing 

floor markings, Perspex around counter, 

hygiene/ cleaning station at point of entry. 

Perspex in place between persons.                         

Opposite end sitting in BU Canteens. 

Sink and microwave area and coffee machine 

zoned off with restricted access. Only one person 

in these areas at a time 

Hygiene/ cleaning items  
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4.9 Working within 2 Metre Zone 

Maintaining a 2 metre distance when working in confined areas is not 
practical, therefore the following control measures shall be adhered to if                   
2 metre distancing cannot be achieved.  

 
Is the work Critical?  
Only tasks categorised at critical either directly or indirectly to the key 
strategic programmes will be allowed to take place. All other non-critical 
work must be postponed / re-scheduled.  
 
Can the task be re-designed?  
If it is possible to re-design the task or re-plan the task so that 2 metre 
distancing can be achieved, then this must be seriously considered. This may 
mean reducing numbers of people involved, changing the layout of work 
areas and/or sequencing of tasks to remove the need for close proximity 
working.  
 
Do we have any vulnerable workers?  
Employees who have been identified as vulnerable due to underlying health 
conditions will not be permitted to work in close proximity to others.                      
Advice on whether someone may be classified as vulnerable is available via                      
Public Health England: 0300 303 8596.  
 

If after considering the above, there is still a need to carry out a task where 
people must work in close proximity, then the following control measures 
must be implemented: 

¶ Employees shall wear a face covering for generic tasks and administering 
first aid. Surgical masks and visors are available. Those welding and/or 
grinding must wear a P3 Filtered Mask and/ or Air-Fed Mask.  

¶ Those who are required to wear P3 masks must be face-fit tested prior to 
use and be clean shaven to ensure adequate seal/ protection from mask. 

¶ The use of gloves must be worn. Impermeable nitrile/ disposable gloves to 
prevent contamination of the hands are available (see HSE Guidance on 
correct way to remove gloves and masks on page 18).  

¶ Surgical mouth and nose masks are available for general working. These 
should not be used when grinding and welding or instead of a P3 filtered 
mask or Air-Fed Mask. 

¶ Employees must wash hands regularly following government guidelines. 
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Workshop floor layouts. 2m distancing stickers, designated arrows to follow, passing places 

identified, and junction lines identified to stop for oncoming traffic.  

Passing Places identified by blue markings with sign.  
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Workshop cleaning/ hygiene stations.  

Vend machine restrictions                                Workshop rearrangement to ensure social distancing  


