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Assessment completed by: Chris Sutton ï Head of Operations 

Reviewed by: Ged Chadwick ï IT Director 

Approved by: Paul Walker ï Managing Partner 

Date last updated: 05.10.20 

Date of next scheduled review:12.10.20 

Risk title  Description & consequence Mitigation Action by who and by when? 

Spread of COVID-19 in the firm  This will result in multiple individuals becoming 
infected and possibly seriously or fatally ill 
 
Vulnerable workers could be worst affected 

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. 
 
Redesigning workplace seating and processes to 
ensure social distancing in place. 
 
Remind staff to refrain from visiting other floors of the 
offices. 
 
In the event IT staff need to visit workstations and touch 
keyboards and/or desks, phones etc. wearing of gloves 
and masks will be a requirement of the job, an adequate 
supply of these will be provided. IT staff will be instructed 
on how to remove gloves carefully to reduce 
contamination and how to dispose of them safely. 
 
IT staff have been instructed by IT Director on how to 
safely handle IT equipment in communal areas such as 
meeting rooms. 
 
Set an upper occupancy limit for our offices at any time 

which we feel is safe for staff. 

Each team to plan staff shifts for those who work in the 
office to encourage physical distancing. 
 
No more than 2 members of staff to share a work 
station.  Work stations to only be shared where the 
employees have their own keyboard and mouse and 
desk phone not to be used.  Desk must be cleared at 
the end of the day and marked for cleaning and also 
each person using the desk should use anti-bacterial 
spray and cloth to ensure clean both after and before 
use. 
 
Putting in place social distancing markers and 
measures in communal areas including kitchens and 
canteens. 
 
Replacement of door release buttons with touchless 
door release system. 
 

Head of Operations to co-ordinate with 
Managing and Senior Partners, IT Director 
and Building Manager. 
 
Best Practice ï In Office Equipment Handling 
 
Gloves, masks and wipes are available on the 
helpdesk in the office. 
 
When handling any equipment other than own 
laptops gloves must be worn at all times.  All 
equipment must be wiped down with anti-
bacterial wipes before being installed at desks 
or handed to individuals. 
 
The use of masks is only necessary if IT staff 
find have to be closer than 2m to people when 
assisting.  IT staff will carry masks at all times 
in case needed or if an individual requests one 
needs to be worn in their presence, especially 
in small offices and small meeting rooms. 
 
When equipment (including laptops, foot 
pedals, headsets, terminals, monitors etc) is 
brought to IT to be worked on, or returned to 
IT stock, a cleaning station will be created on 
7th floor and all equipment will first be placed 
there, wiped down, then handled with gloves 
when worked on or secured away if not being 
worked on. 
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Risk title  Description & consequence Mitigation Action by who and by when? 

Introduction of one way systems where office space 
allows. 
 
Limiting occupants of lifts and placing signage on the 
staircases to explain the etiquette to be used when 
passing colleagues on the staircase to allow each other 
to pass safely. 
 
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, 
kitchens 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.  
 
Reminding everyone of the public health advice 
through posters, leaflets and other materials made 
widely and prominently available: see the government 
guidance. 
 
Where Government guidance suggests those that 
return from travel must quarantine at home ensure 
those staff do not attend the office during the 
quarantine period. 
 
According to government guidance and guidance 
published by the Law Society where the risk of Covid-
19 transmission is not very high the role of PPE in 
providing additional protection is extremely limited and 
while we consider that our offices do not represent a 
high risk we will not insist that staff wear PPE. 
 
To reduce the risk posed by post room staff delivering 
and collecting post from various locations we have 
placed post trays as close as possible to the entrance 
doors of each floor so post room staff do not need to 
enter the main area of the various floors of the offices. 
 
We have pushed the government test and trace app 
onto all JMW issued business phones to assist with the 
government test and trace efforts. 

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  

Face-to-face meetings discouraged with video 
conference calls to be used instead.  Zoom available to 
all staff to use. 
 

Head of Operations to co-ordinate with 
Managing and Senior Partners, IT Director 
and Building Manager. 
 

https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19
https://www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19


 
 

  

 

4 

Risk title  Description & consequence Mitigation Action by who and by when? 

Any meetings to be booked well in advance with strict 
adherence to numbers attending and only to go ahead 
when reception have confirmed meetings can go ahead 
safely bearing in mind we need to keep numbers of 
visitors at a safe level and avoid congestion in 
communal areas and lifts. 
 
Perspex screens installed in meeting rooms to mitigate 
risks of passing infection in meetings. 
 
Upper limit on meeting numbers determined by 
available room size. 
 
Meetings staggered to minimise congestion. 
 
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 
other than bottled water. 
 
Pre-meeting notification (if possible) sent to all 
attendees asking them to stay away if feeling unwell. 
 
Physical distancing in place in reception/waiting area 
 
2 -hour upper limit on meetings strongly advised and 
communicated   
 
No cloakroom service ï visitors should look after their 
own personal items 
 
Visitors will not be required to wear face masks as per 
the guidance from the Law Society and HSE. 
 
https://www.lawsociety.org.uk/topics/coronavirus/safe-return-to-
the-office-toolkit-for-firms 

 
The only one of our offices which could possibly be 
described as having a óshop front onto a high street etc.ô 
is 1 Byrom Place.  However, on the basis that; 
 

¶ The entrance is not on a high street. 

¶ The revolving doors have been locked since 
March so members of the public cannot simply 
walk in. 

¶ We rarely see clients without appointments. 
 

 

Work already underway for office to be fully 
ready for phased return (actual phased return 
subject to government guidance). 

https://www.lawsociety.org.uk/topics/coronavirus/safe-return-to-the-office-toolkit-for-firms
https://www.lawsociety.org.uk/topics/coronavirus/safe-return-to-the-office-toolkit-for-firms
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Risk title  Description & consequence Mitigation Action by who and by when? 

 

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 and also arrange to 
be tested for Covid-19. 
 
All reports of potential infection should be notified to 
Stacie Williams and Chris Sutton.  Everyone in the 
relevant office to be informed and all staff who have 
been in contact with that person will be advised. 
 
Partners and managers to increase the frequency of 
contact with those they supervise during this time. 
 
Reemphasise that no-one feeling ill is allowed to come 
to work. 
 
Maintaining up-to-date contact information (including 
emergency contacts) for all partners and staff. 
 
Records to be kept of staff on each floor each day to 
assist with managing occupancy limits and also to aid 
potential contact-tracing efforts and processes. 
 
If advised that a member of staff or visitor has 
developed COVID-19 and was recently on the 
premises the management team will identify people 
who have been in contact with them and take on any 
actions or precautions including asking staff to work 
from home for 14 days in line with the NHS track and 
trace guidelines. 
 
Specialist cleaning on standby to fumigate whole floors 
of offices overnight (ready for re-occupation the 
following day) if needed where a member of staff is 
confirmed as having Covid-19. 
 

All qualified First Aid staff as needed where 
Covid-19 suspected. 
 
Nominated staff on each floor of various 
offices to maintain record of staff in each day 
and log record centrally. 

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. 
 
 

Marketing team to remove brochures and 
literature and departments to manage library 
resources within departments. 

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 

Signpost to LawCare resources and the Law Societyôs 
mental health resources 
 

Ongoing management and reviews 

conducted by HR. 

https://www.lawcare.org.uk/
https://beta.lawsociety.org.uk/topics/coronavirus/coronavirus-covid-19-wellbeing-and-mental-health-resources
https://beta.lawsociety.org.uk/topics/coronavirus/coronavirus-covid-19-wellbeing-and-mental-health-resources
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Risk title  Description & consequence Mitigation Action by who and by when? 

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 

 
 

Increase volume of guidance materials and resources   
available. 
 
Raise awareness on Employee Assistance Programme 
(EAP) offering access to additional resources and 
support. 
 
Adjust policies around home working and leave-taking 
to support working parents with childcare issues as a 
result of Covid-19.  Shared childcare will be 
encouraged where possible. 
 
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 
employeesô health and safety. 
 

Public transport virus transmission 
 

Crowded and unsanitary conditions on public 
transport services  

Individuals who feel that they cannot travel safely 
to/from the office will be encouraged to speak to 
Partners.  Different shift patterns can be agreed where 
possible. 
 
Independent assessment conducted for staff in London 
office where travel into office carries higher risk 
because of potentially over crowded public transport 
system. 
 

Partners across the firm to monitor on regular 
basis with all staff. 

Business Travel Risks associated with travel to see 
clients/contacts/courts etc. 
 

Staff should not share vehicles other than with a member 
of the same household. 
 
Staff should not travel if suitable social distancing cannot 
be achieved unless they are wearing appropriate PPE. 
 
Staff should ensure that they maintain social distancing 
when they arrive at the destination of the visit.  If staff 
encounter any unacceptable risks on visits they should 
be prepared to leave the site and return to the office. 
 

All staff. 

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 experience adverse 
weather-related health impacts. 
 

Staggered arrival times for those attending the office 
should limit congestion. 
 
 

Reception staff to manage as per JMW Covid-
19 meeting guidance. 
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Risk title  Description & consequence Mitigation Action by who and by when? 

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. 

All Partners and staff to report where any 
issues suspected. 

Non-compliance with government regulations 
 

Risk that a member of the firm ignores firmôs 
guidance  

Communicate the importance of the adherence to the 
rules. 
 
Stricter enforcement of rules against people continuing 
to attend the office while feeling unwell. 
 

All Partners to keep message very clear. 
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