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This is an internal document for Charley Chau staff that outlines the processes that we 
have put in place following a comprehensive Covid-19 risk assessment that is reviewed 
every month as a minimum. The processes and guidance issued to all Charley Chau staff 
are designed to minimise the transmission risk of Covid-19 as much as possible to 
ensure that our workplace remains a Covid-19 Secure environment to the best of our 
collective efforts as a team.  

 

On 4 Jan 2021, the UK Government announced a national lockdown with tighter restrictions in 
force to control the spread of Covid-19. Charley Chau is able to continue our operations during 
this lockdown. Full guidance: 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/fi

le/949536/NationalLockdownGuidance.pdf  

1. PERSONAL RESPONSIBILITY 

1.1. STAY INFORMED 

Keep up-to-date with the latest guidance issued by the Government by checking the 
official UK Government website at least weekly, and please adhere to that guidance: 
https://www.gov.uk/coronavirus 

Please read the guidance for the latest national lockdown here: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment
_data/file/949536/NationalLockdownGuidance.pdf  

Please also read: “Coronavirus outbreak FAQs: what you can and can't do”: 
https://www.gov.uk/government/publications/coronavirus-outbreak-faqs-what-you-can-
and-cant-do/coronavirus-outbreak-faqs-what-you-can-and-cant-do 

1.2. COMPLY WITH GOVERNMENT GUIDANCE 

In order to minimise transmission risk in the workplace it is essential that everyone 
working in our team adheres to the advice issued by the Government both inside and 
outside work - see the advice and rules in 1.1. 

1.3. IF YOU ARE CLINICALLY VULNERABLE 

Please inform Jenny or Christine if you are classified as “Clinically vulnerable” by the UK 
Government. For the official definition see: 
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-
extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-
extremely-vulnerable-persons-from-covid-19#cev  

1.4. STAY AT HOME IF YOU HAVE SYMPTOMS OF COVID-19 

If you have any symptoms of Covid-19, do not come into work. Stay at home, arrange to 
have a Covid-19 test, and self-isolate for a minimum of ten days from when your 
symptoms started. The symptoms of Covid-19 are: 

• a new continuous cough; 

• a high temperature; 

• a loss of, or change in, your normal sense of taste or smell. 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/949536/NationalLockdownGuidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/949536/NationalLockdownGuidance.pdf
https://www.gov.uk/coronavirus
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/949536/NationalLockdownGuidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/949536/NationalLockdownGuidance.pdf
https://www.gov.uk/government/publications/coronavirus-outbreak-faqs-what-you-can-and-cant-do/coronavirus-outbreak-faqs-what-you-can-and-cant-do
https://www.gov.uk/government/publications/coronavirus-outbreak-faqs-what-you-can-and-cant-do/coronavirus-outbreak-faqs-what-you-can-and-cant-do
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19#cev
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19#cev
https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19#cev
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Read the Government’s stay at home guidance: 
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-
home-guidance-for-households-with-possible-coronavirus-covid-19-infection 

If you have any symptoms of Coronavirus you should arrange to have a free 
Coronavirus test: https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-
tracing/get-a-test-to-check-if-you-have-coronavirus/ 

In addition, you should also get a test if: 

• you’ve been asked to get a test by a local council; 

• you’re taking part in a government pilot project; 

• you’ve been asked to get a test to confirm a positive result. 

Please call Jenny or Christine to let her know that you are not able to come into work 
and to discuss next steps.  

1.5. STAY AT HOME IF A MEMBER OF YOUR HOUSEHOLD HAS SYMPTOMS OF 
COVID-19 

If a member of your household has any symptoms of Covid-19 you must stay at home 
and self-isolate for a minimum of fourteen days from when that person first showed 
symptoms of Covid-19, even if you have no symptoms of Covid-19. The fourteen day 
period starts from the day when the first person in your household became ill. Do not 

come into work. Call Jenny or Christine to discuss next steps. 

If you subsequently develop symptoms of Covid-19 while you are self-isolating, you 
should “reset the clock” and self-isolate for seven days from the day you started to show 
symptoms of Covid-19. You should also arrange to have a Covid-19 test.  

Full guidance: https://www.gov.uk/government/publications/covid-19-stay-at-home-
guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-
infection 

1.6. RETURN TO WORK FOLLOWING A COVID-19 TEST 

Your return to work will be managed in line with the relevant Government guidance and 
depends on various factors including the actual result of your test, your health and well-
being, and the health and well-being of others in your household or support bubble: 
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/what-your-
coronavirus-test-result-means/ 

If you return to work after a positive Covid-19 test (after satisfying all of the relevant 
Government guidance) you must continue to follow the Government guidance on 
minimising transmission risk (hands, face, space, etc,) as people can still carry the 
Covid-19 virus and infect other people with the virus even after recovering from their own 

infection. 

1.7. IF YOU ARE CONTACTED TO BY AN NHS CONTACT TRACER UNDER THE UK 
TEST & TRACE SCHEME  

If you are contacted by an NHS contact tracer under the UK Test & Trace Scheme you 

should follow the guidance that they give to you. 

If the contact tracer advises you to stay at home and self-isolate then you should do so – 
do not come into work. Call Jenny or Christine to discuss next steps. 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/get-a-test-to-check-if-you-have-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/get-a-test-to-check-if-you-have-coronavirus/
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/what-your-coronavirus-test-result-means/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/what-your-coronavirus-test-result-means/
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Full guidance: https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-
coronavirus/nhs-test-and-trace-if-youve-been-in-contact-with-a-person-who-has-
coronavirus/ 

 

2. AT WORK  

2.1. ON ARRIVAL AT WORK: SANITISE YOUR HANDS & CHECK YOUR 
TEMPERATURE  

As part of our efforts to minimise the risk of spreading Coronavirus, every member of 
staff must have their temperature taken on arrival at the office.  

A non-contact thermometer is kept by the main door into the building - please sanitise 
your hands before use and wipe the thermometer clean with disinfectant after use.  

If your temperature reading is within a normal range you can continue with your work 
day. If your temperature reading is high, this is a symptom of Covid-19, and you must let 
a Director know immediately (please remember to socially distance), go home, self-
isolate and follow the advice for people with symptoms of Covid-19 (See 1.3 above). 

2.2. WASH YOUR HANDS FREQUENTLY & REGULARLY THROUGH THE DAY 

All staff should wash their hands frequently and regularly throughout the day: 

• On entry to the building 

• Before entering a shared workspace 

• After working in a shared workspace  

Do not touch your face - particularly eyes, nose and mouth – when your hands are not 
clean. 

2.3. MAINTAIN A 2 METRE DISTANCE FROM ALL OTHER TEAM MEMBERS AT ALL 
TIMES 

Please ensure that you stay at least 2 metres apart from all other team members at all 

times. 

Our building is sufficiently spacious that even in the narrower spaces (such as the 
hallway or staircase) it is possible to maintain a 2 metre distance if we are aware of each 
other and allow each other space to pass. 

2.4. CATCH IT, BIN IT, KILL IT 

Keep tissue paper on you when in the building for use in case you cough or sneeze. 
Dispose of tissue paper in a bin and wash your hands after coughing/sneezing. 

2.5. FACE COVERINGS 

Government guidance on wearing face coverings is to wear a face covering in an 
enclosed space where social distancing isn’t possible and where you will come into 
contact with people you do not normally meet. This is most relevant for short periods 
indoors in crowded areas, for example, on public transport or in some shops. 

It is not mandatory to wear a face covering when working in the environment that we 
have at Charley Chau, however, as a team we have collectively agreed to wear a face 

https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/nhs-test-and-trace-if-youve-been-in-contact-with-a-person-who-has-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/nhs-test-and-trace-if-youve-been-in-contact-with-a-person-who-has-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-for-coronavirus/nhs-test-and-trace-if-youve-been-in-contact-with-a-person-who-has-coronavirus/
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covering when working in the Packing Room (even though we are able to maintain a 2m 
distance in the room) as it does not have any external windows or doors for ventilation.  

Please note that wearing a face covering does not remove the need to practice social 

distancing in the workplace.  

Please take care when handling your face covering - do not leave it on any shared desks 
/ furniture / equipment and please keep it on your person only, e.g. in a pocket in your 
clothing, and preferably sealed in a plastic bag.  

Current government advice on the use of face coverings in non-clinical settings is 
available here: https://www.gov.uk/government/publications/face-coverings-when-to-
wear-one-and-how-to-make-your-own/face-coverings-when-to-wear-one-and-how-to-
make-your-own  

Please note the following: face coverings do not replace social distancing or the need to 
isolate at home if you have symptoms of COVID-19 (cough, and/or high temperature, 
and/or loss of, or change in, your normal sense of smell or taste - anosmia). 

3. REDUCING TRANSMISSION RISK IN OUR BUILDING 

3.1. ACCESS TO THE BUILDING 

Access to our building is for members of staff only. Essential contractors will be allowed 
access by prior arrangement and approval by the Directors e.g. electrician, gas 
engineers, etc. Social distancing must be maintained at all times and third parties will be 
asked to wear a face covering. All areas of work will be thoroughly cleaned and 
disinfected. Any third party that enters our building will be required to provide their name, 

address, email address and phone number for contact tracing purposes.  

3.2. DESIGNATED DESK SPACE 

Each member of staff has a designated desk with sneeze screens set up around each 
desk. Each designated desk space is also equipped with one set of drawers for 

individual use. 

Do not sit at someone else’s desk space or touch or use any of the equipment within 
someone else’s desk space. 

3.3. EQUIPMENT FOR INDIVIDUAL USE  

To minimise transmission risk by sharing equipment frequently, each individual will put 
together a set of equipment/tools for their sole, individual use at work that is made up of 
items that they use/touch frequently wherever possible. For example:  

• PC / laptop 

• Keyboard 

• Mouse  

• Phone handset (marked with individual’s name)  

• Food utensils (crockery, cutlery, cups, glasses) 

• Pens, pencils 

• Notebooks 

• Stapler 

• Scissors 

• Sellotape dispenser 

• Tape guns 

https://www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-your-own/face-coverings-when-to-wear-one-and-how-to-make-your-own
https://www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-your-own/face-coverings-when-to-wear-one-and-how-to-make-your-own
https://www.gov.uk/government/publications/face-coverings-when-to-wear-one-and-how-to-make-your-own/face-coverings-when-to-wear-one-and-how-to-make-your-own
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• Sharp craft knife  

• Any other items that may be used regularly  

These items should be stored within your designated desk space and assigned chest of 
drawers. 

A tool caddy and a plastic case has been supplied to every member of staff for easy 
transportation of these items within the building, and to enable tidy storage of items in 
shared spaces. 

If taking individual-use items into a shared workspace, please remove them when you 
leave the area. 

Do not touch or use the individual-use items of another member of staff, even if they are 
in your way – ask the relevant member of staff to remove them and maintain social 
distancing. 

3.4. HAND SANITISER AND DISINFECTANT 

Hand sanitising gel, disinfectant spray and disposable tissue paper is available in every 
room / space in the building for ease of use. A personal bottle of hand sanitiser has also 
been supplied to every member of staff to be stored on their designated desks. 
Replacements are available as required. 

Please wash your hands and sanitise your hands regularly and frequently through the 
day.  

3.5. SHARING OFFICE SPACE 

Clinical grade air purifiers have also been installed in our shared workspaces - the first 
floor office and the packing room. In addition, the following help to reduce transmission 
risk: 

• Keep the office doors open to minimise the need to touch the door handles and to 
allow good air flow 

• Ensure that the air filtration machines are switched on - as well as HEPA grade 
filters, the air filtration machines have UVC lamps that kill virus particles 

• Open windows if possible to aid good air flow 

• Maintain a 2 metre distance from other members of staff at all times  

• Use only your designated desk 

• Store all of your personal items and individual use equipment on your desk or inside 
your personal drawers/cupboard 

• Do not touch a desk designated for another member of staff or any of the equipment 
on it  

• Wipe down any shared-use equipment after use e.g. printers, paper shredders, etc.  

3.6. USING THE KITCHEN 

3.6.1. KITCHEN HYGIENE 

• Wash your hands before doing anything or using anything in the kitchen 

• Ensure that you wipe down the kitchen and all equipment that you have 
touched/used with disinfectant 

• When washing up, dry your equipment with tissue paper 

• Remove your individual use equipment from the kitchen when you leave 

• Leave the kitchen completely clean and clear   
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3.6.2. REFRESHMENTS SUPPLIED BY THE COMPANY 

Tea bags, coffee, sugar and milk will continue to be made available free of 
charge to all staff. 

Staff should bring their own glass, mug or cup for use in the building. 

3.6.3. FOOD PREPARATION 

Staff should minimise any food preparation to minimise time spent in the kitchen. 

3.7. SHARED CLOAKROOMS 

• Wipe down the loo flush handle with disinfectant after use 

• Wash your hands 

• Disinfect the taps and sinks after use  

• Leave the cloakroom clean and tidy  

3.8. WORKING IN THE WAREHOUSE  

• Wash your hands before entering the warehouse 

• Maintain a minimum 2 metre space between yourself and all other members of the 
team at all times  

• Work “clean and tidy” – do not block walkways, ensure items are stored 
appropriately 

• Dispose of all waste in the bins 

See also Schedule 1 – Packing & Fulfilment. 

3.9. WORKING IN THE PACKING ROOM 

Packing room doors to the warehouse should remain open at all times to allow air 
circulation. 

• Wash your hands before entering  

• Maintain a minimum 2 metre space between yourself and all other members of the 
team at all times  

• Disinfect worksurfaces and any shared equipment after use 

• Leave the packing room tidy and clean 

See also Schedule 1 – Packing & Fulfilment. 

4. COURIER DELIVERIES & COLLECTIONS  

See Schedule 2 – Couriers.  

5. REGULAR CLEANING 

All high-touch points in shared spaces will be disinfected daily throughout the day, and 
designated desks should be cleaned down by the occupying staff member.  

A cleaning checklist has been posted in every room for easy reference. All members of 
staff will assist with completing these cleaning activities. 

See Schedule 3 – Cleaning Checklists. 
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Schedule 1 - Packing & Fulfilment  

1. Access doors for packing room from hallway and warehouse to be left open at all times to 
minimise touching of door handles and to allow free airflow in the packing room  

2. A maximum of two members of staff to work in the packing room at any one time 

3. Organise yourself to minimise the time spent in the packing room and to minimise 

movement in and out of the packing room  

4. Plan and prepare the dispatch session at your designated desk, do not sit in the packing 
room to prepare the dispatch: 

• Print all dispatch notes 

• Book any parcels requiring a manual shipping booking 

• Print all courier labels 

•  Write all postcards 

•  Download and print the Pick List 

• Organise the paperwork so that it is ready to work with efficiently before entering the 
packing room 

• Gather up any of the individual use equipment that you will need in your caddy  
 

5. Wash your hands before going to work in the packing room. 

6. Pick all stock items required and bring to the prep area: 

• Mattresses should be left in sacks outside the packing room 

• Bed covers left in the wheelie tub by the garment steamer outside the packing room  

• Blankets should be brought into packing room and stacked on the storage shelves 
 

7. Pack and prep orders: 

• Steam bed covers in the warehouse where there is a much larger space and more air 
circulating 

• Prep and pack each individual order 

8. Place all Parcelforce parcels into a cage/wheelie tub to facilitate easy hand over to collecting 
couriers. Move parcel cage to the main shutter when full.  

9. Place all international parcels in the entrance hall ready for collection from the front door.  

10. At the end of the packing session, disinfect and tidy: see cleaning checklist in packing room. 
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Schedule 2 - Couriers 

1. DELVIERIES TO THE FRONT DOOR 

• Ask courier to stand back to a distance of 2 metres away from the front door if they 
have not done so already 

• Open the door and step back at least 2 metres from the door  

• Ask the courier to leave the parcel on the parcel table in the entrance hall 

• Do not allow the courier to come further into the building than is necessary to place the 
delivery on the table  

• Do not sign for the parcel 

• When the courier has left the building and is at least 2 metres away, disinfect the door 
bell 

• Close the front door  

• Store the parcel appropriately 

• Wash your hands after handling the delivery  

2. STOCK DELIVERY INTO WAREHOUSE  

• Wear disposable gloves  

• Maintain a 2 metre space between you and the delivery driver at all times – do not 
pass parcels from one person’s hands to another  

• Ask the driver to unload the stock to the warehouse shutter 

• Move the stock to a suitable storage area 

• Remove and dispose of the gloves in a bin 

• Wash your hands 

3. COLLECTIONS FROM THE FRONT DOOR  

• Ask courier to stand back to a distance of 2 metres away from the front door 

• Open the door and step back at least 2 metres from the door  

• Ask the courier to collect the parcel from the parcel table in the entrance hall 

• Do not allow the courier to come further into the building than is necessary to pick up 
the parcel from the table  

• When the courier has left the building and is at least 2 metres away, disinfect the 
doorbell 

• Close the front door  

• Wash your hands 

4. DAILY PARCELFORCE COLLECTIONS  

• Wear fresh disposable gloves 

• Maintain a 2 metre distance from the driver at all times  

• Parcels for dispatch should be placed in parcel cages / wheelie tubs 

• Open the shutter 

• Push the parcel cages / wheelie tubs to the yellow bar  

• Stand away from the driver while he loads his van – do ask the driver if they need help 
but please maintain a 2 metre space between you and the driver at all times 

• Once the driver has left, close the warehouse shutter 

• Wash your hands  
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Schedule 3 – Cleaning Checklists 

 

Contd … 
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CLEANING CHECKLIST: ENTRANCE HALL 

DISINFECT 

1. DOORBELL 

2. FRONT DOOR  

• HANDLES (INTERNAL & EXTERNAL) 

• DOORFRAME  

3. PARCEL SHELVES 
 

4. DOG GATE HANDLE AND GATE FRAME  
 

5. DOOR HANDLES TO 

• WAREHOUSE 

• PACKING ROOM 

• GROUND FLOOR WC 

• SHOWROOM OFFICE 

• PACKING ROOM  
 

CHECK 

5. FLOOR IS CLEAR  

6. HAND SANITISER FILL LEVEL
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CLEANING CHECKLIST: WAREHOUSE 

DISINFECT 

1. DOOR HANDLES 

• PACKING ROOM 

• ENTRANCE HALL 

• 2 X FIRE DOORS  

2. LIGHTSWITCHES 

3. SHUTTER CONTROL BUTTONS 

4. GARMENT STEAMER – ONLY WHEN COLD! 

5. WHEELIE TUB FRAME 

6. PARCEL CAGES  

CHECK 

7. CLEAR WALKWAYS 

8. RETURN ITEMS TO STORAGE LOACTIONS 

9. SWEEP-UP ANY DEBRIS 

10. HAND SANITISER FILL LEVEL 

11. BINS – EMPTY AS NECESSARY 
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CLEANING CHECKLIST: PACKING ROOM 

DISINFECT 

1. DOOR HANDLES 

• PACKING ROOM 

• ENTRANCE HALL 
 

2. LIGHTSWITCHES 

3. PACKING DESK 

4. RADIO 

5. SELLOTAPE DISPENSER 

6. PARCEL SCALES 

CHECK 

7. CLEAR FLOOR SPACE & WALKWAYS 

8. TIDY SHELVING  

9. CHECK HAND SANITISER FILL LEVEL 

10. BINS – EMPTY AS NECESSARY 
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CLEANING CHECKLIST: KITCHEN 

DISINFECT 

1. MICROWAVE 

2. FRIDGE DOOR  

3. KITCHEN CUPBOARDS 

4. KETTLE / ONE-CUP BOILER 

5. TOASTER 

6. TEA BAG / COFFEE JARS 

7. KITCHEN WORKTOP 

8. SINK BOWL, TAPS & DRAINER 

CHECK 

9. CHECK SOAP BOTTLE FILL LEVEL 

10. WORKTOP IS CLEAR 

11. BINS – EMPTY AS NECESSARY  
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CLEANING CHECKLIST: WC / CLOAKROOM 
 

DISINFECT 

1. DOOR HANDLES 

2. LIGHTSWITCHES 

3. SINK & TAPS 

4. FLUSH HANDLE ON WC 

5. ELECTRIC HAND DRY UNIT 

6. CUPBOARD TOPS AND DOORS 

CHECK 

7. CHECK HAND SANITISER FILL LEVEL 

8. BINS – EMPTY AS NECESSARY  
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CLEANING CHECKLIST: GROUND FLOOR OFFICE 
 

DISINFECT 

1. DOOR HANDLES 
 

2. LIGHTSWITCHES 

3. WINDOW OPENING HANDLES 

4. SHUTTER CONTROL BUTTONS   

CHECK 

5. FLOORS ARE CLEAR OF DEBRIS 

6. CHECK HAND SANITISER FILL LEVEL 

7. BINS – EMPTY AS NECESSARY 



Prepared for internal use by Charley Chau Limited 

CLEANING CHECKLIST: FIRST FLOOR OFFICE 
 

DISINFECT 

1. DOOR HANDLES 
 

2. DOG GATE HANDLE 

3. LIGHTSWITCHES 

4. WINDOW OPENING HANDLES 

5. PRINTERS 

6. TV & APPLE BOX 

7. REMOTE CONTROL UNITS 

8. SHREDDING MACHINE 

DESIGNATED DESKS 

9. INDIVIDUAL STAFF TO CLEAN DOWN THEIR OWN DESIGNATED DESK AND 

EQUIPMENT 

CHECK 

10. FLOORS ARE CLEAR OF DEBRIS 

11. CHECK HAND SANITISER FILL LEVEL 

12. BINS – EMPTY AS NECESSARY  

 


