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1 Introduction 

The UK is currently experiencing a public health emergency because of the COVID-19 pandemic.  It is 

critical that employers and employees take steps to keep everyone safe.   

This document summarises the practical actions Challenge Packaging has taken, based on government 

guidelines, to ensure that we can continue to work safely during this pandemic. 

To support this, a meeting was held on 29th July 2020, with the following heads of departments ( 

Martin Coppard-Operations Director, Peter Cartwright-Compliance Manager, Darren Carr-Logistics 

Manager, Mirza Kadric-Production Manager). This meeting was focused on measures taken so far, as 

well as any additional measure required to protect Challenge Packaging employees as far as 

reasonably practicable from both catching and contributing to the spread of the virus. 

Beyond this, the board of directors understands and is committed to the importance of working safely 

and supporting all employees and visitor’s health and wellbeing during the COVID-19 pandemic, as 

well as doing our utmost to ensure that we do not contribute to the continued spread of this virus. 
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2 Risk Assessment for Covid 19 

Objective I To reduce r isk of  COVID-19 to the lowest reasonably practicable level by taking 
preventative measures,  in order  o f prior i ty .  

Objective II To ensure the workplace remains  safe,  whi lst also enabl ing working from home and 
support ing cl inical ly extremely vulnerable individuals .  

As part of our duties and inline with our health and safety policy we have assessed the risks of COVID-

19 within the context of our business activities.  As an employer we have a legal responsibility to 

protect our employees and others from risks to their health and safety.  This means that we need to 

think about the hazards we face and do everything reasonably practicable to minimise risks, whilst 

recognising that the risk of COVID-19 cannot be completely eliminated.  

Attached to this document is a copy of our Risk Assessment, we have also displayed this document on 

notice boards for your perusal, as well as on our website. 

The risk assessment covers the following areas:  

• Ensuring both employees and visitors who feel unwell stay at home and do not attend the 

company premises.  

• Encouraging employees to increase hand washing and sanitation of surface cleaning. 

• Supporting alternative methods of working to reduce gatherings of people where possible 

(e.g working from home, virtual meetings). 

• When in the workplace making every reasonable effort to comply with the social distancing 

guidelines set out by the government (2 metres, or 1 metre with risk mitigation where 2 

metres is not viable). 

• Reducing the number of employees each person has contact with by using fixed teams or 

partnering (so each person works only with a few others). 

Specific steps that have been taken include 

• Maintaining a maximum of 20 operational (production) employees on site at any one time.  

• Planned phased return for employees in offices, ensuring they have access to hand 

sanitisers, cleaning materials 

• Encouraging (and physically marking) a safe working zone of 2 metres around workstations.  

• Maintaining communication with off-site employees on their working arrangements 

including their welfare, mental and physical health.  

Symptoms of coronavirus are: 

▪ A High temperature (38°C / 100°F) 

▪ A new and continuous cough 

▪ A loss of, or change to, your sense of smell or taste (anosmia) 
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Any employees that have any symptoms of COVID-19, however mild are required to self-isolate for at 

least 10 days from when the symptoms started.  Employees who have been tested positive for COVID-

19 are asked not to attend for at least 10 days from when the symptoms started. 

2.1 High Risk Individuals in the Workplace 

Objective II I To support  those who are at  a higher  r isk of  infection and/or  an adverse outcome i f  
infected.  

Covid-19 has been highlighted as a disease than can cause severe harm and death, with a higher risk 

presented to a diverse range of individuals from different backgrounds, ages, ethnicities as well as 

those with pre-existing health conditions. Higher risk groups identified by the UK government include 

those who: 

▪ are older males 

▪ have a high body mass index (BMI) 

▪ have health conditions such as diabetes 

▪ are from some Black, Asian or minority ethnicity (BAME) backgrounds 

▪ are clinically extremely vulnerable. 

Clinically extremely vulnerable people are those who have been specific underlying health conditions 

that make them extremely vulnerable to severe illness if they contract COVID-19. Members of this 

group will have received a letter telling them so, or will have been told this by their GP. A survey of all 

staff has been conducted by the company to identify personnel who are defined as clinically extremely 

vulnerable. Those individuals have been welcomed back to the workplace from 1st August with 

consideration having been made with regards to the work they are tasked with to ensure that they 

are able to maintain social distancing guidelines of 2 metres to ensure their continued safety. Where 

possible within the context of their role, this has been supported by remote working. 

In cases where the company cannot provide protection to these individuals a furlough scheme has 

been implemented. 
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3 Equality in the Workplace 

Objective IV To make sure that nobody is  discriminated against  

Challenge Packaging is committed to ensuring that there is no discrimination, direct or indirect, or any 

kind present within our business. In keeping with this, the following steps have been taken during 

assessment and subsequent action related to Covid-19.  

• The company has closely followed HM Government published guidance regarding working 

safely during COVID-191. 

• The company has taken steps to ensure that no individuals have been discriminated against 

directly or indirectly and that everyone in the company is comfortable with the measures 

taken so far. This includes characteristics such as age, sex, disability, race or ethnicity.   

• As part of this review we have considered the responsibilities towards disabled workers and 

those who are new or expectant mothers. 

• We have maintained, and will continue to do so, an open and transparent policy towards the 

safety and welfare of employees 

 

  

 

1 (Department for Business, Energy & Industrial Strategy & Department for Digital, Culture, Media & Sport, 
2020) 
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4 Summary of Actions Taken 

Following completion of the company’s risk assessment, a wide number of actions have been taken 

across the business. The following section summarises these. 

4.1 Ventilation 

Objective V To use venti lat ion to mit igate the transmission r isk of COVID -19.  

The following steps have been taken:  

• Increased ventilation by keeping doors and windows open where possible in Factory, Office 

and Warehouse operations.   

• Desk fans provided as a means to improve air circulation (as long as windows are opened) to 

provide fresh air. 

4.2 Social Distancing 

Objective VI Ensuring employees maintain social  distancing guidel ines (2 metres or 1 metre with r isk 
mit igation where 2 metres is not viable ),  including arr iving at and departing from work.  

The following steps have been taken:  

• Staggered arrival and departure times in place to reduce crowding into and out of the 

workplace.  

• Adequate facilities for parking on site.  

• The use of more than one entry point into the workplace, which reduces congestion when 

attending and leaving work. 

• Hand sanitiser facilities supplied at each entry/exit point.   

• Contactless security device at office entry point.   

4.3 Moving around buildings and worksite.  

Objective VII To maintain social  distancing wherever  possible, whi le employee s travel  through the 
workplace.  

The following steps have been taken:  

• Reducing movement by discouraging non-essential visitors to the site. 

• Encouraged the use of radios and telephones to reduce the need for inter-department 

travel.  

• Fixed teams to create employee bubbles.  

• Spare office space used on different floors to reduce movement through corridors and 

washroom areas. 

• New Locker rooms created to minimise occupancy levels.   
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• Line marking on walkways throughout Production and warehouse to help employees to 

comply with social distancing guidelines.  

• Poster campaign and other visual reminders around the building to support continued 

compliance 

4.4 Workplaces and Workstations.  

Objective VII I To maintain social  distancing between individuals  when they are at  their workstations.  

The following steps have been taken:  

• Line marking on walkways throughout Production and warehouse to help employees to 

comply with social distancing guidelines. 

• Office layout reviewed to allow employees to work further apart from each other.  

• Consistent pairing of people during working hours.  

• Masks/face coverings enforced during two-person working, lifting or maintenance activities 

where a 2 metres distance is not viable. 

• Physical demarcation of safe working zones around workstations in operational areas 

4.5 Meetings.  

Objective IX To reduce transmissions due to face -to face meetings and maintain social  dis tancing in 
meetings.  

The following steps have been taken:  

• Remote communication used by phone or video conferencing to avoid in-person meetings 

where possible. 

• Only when absolutely necessary participants should physically attend meetings and only if 

they can maintain the social distancing guidelines of 2 metres. 

• Avoid transmission during meetings by not sharing pens, documents and other objects, such 

as computer mice and keyboards.  

• Hand sanitiser provided in all meeting room. 

  

4.6 Common Areas (Lockers Rooms, Restrooms, Canteens).  

Objective X To maintain social  distancing whi le using common areas .  

The following steps have been taken:  

• Staggered break times in place to reduce the pressure on welfare facilities and allow social 

distancing to be maintained. 

• Additional welfare spaces created by using other parts of the building 

• Seating and tables reconfigured to maintain spacing and reduce face-to-face interaction.  

• Employees are advised and encouraged to stay on-site during working hours.  



Working Safely During the Covid-19 Pandemic 
Revision: August 2020 

 
8 

• Hand sanitiser provided in all common areas. 

• Social distancing posters displaying maximum occupancy in common room areas. 

 

4.7 Accidents, security and other Incidents.  

Objective XI To prior i t ise safety  during incidents .   

In the event of an emergency, accident, the provision of first aid, fire or break-in, employees do not 

have to comply with social distancing guideline if it would otherwise be unsafe to do so. 

Employees involved in the provision of assistance to others should pay particular attention to 

sanitation measures immediately afterwards, including thoroughly washing of hands.  

The following steps have been taken: 

• Review of our incident and emergency procedures to ensure they reflect the social 

distancing principles as far as possible. 

• Risk assessment prepared to consider the safety of first aiders during the provision of first 

aid.  

4.8 Manage Site Visits (Customers and Contractors) 

Objective XII To minimise the number of  unnecessary visi ts to si te .   

The following steps have been taken:  

• All departments are encouraged minimise site visits and communicate where possible 

remotely.  

• Number of visitors limited to site to a maximum of 2 at any one time.   

• Cleaning services and contractor visits revised to reduce interaction and overlap between 

staff.   

• A record kept of all visitors attending site.   

• Visitors encouraged to use hand sanitisers, temperate taken and recorded, as well as 

completion of a health questionnaire before entering the premises. 

• All visitors are provided with clear guidance on social distancing and hygiene on arrival to 

site, via signage, visual aids and written and verbal communication.  

• Information informing visitors that they should be prepared to remove face coverings if ask 

to for the purpose of identification and site health & safety measures in place to ensure their 

safety. 

4.9 Keeping Workplace Clean: 

Objective XII I To keep the workplace clean to prevent transmission by touching contaminated sur faces.  
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The following steps have been taken:  

• Frequent cleaning by employees of work areas and equipment, including vehicle cabs. 

• Daily cleaning of objects and surfaces that are touched, including door handles, forklifts, 

printers.   

• Extra non-recycling bins for employees to dispose of single face coverings and disposable 

gloves. 

• Dishwashers installed in kitchen areas to provide deep clean facility for plates and cups. 

• Cleaners employed to provide daily cleaning to office areas, welfare facilities and communal 

spaces. 

4.10 Hygiene-handwashing, sanitation facilities and toilets: 

Objective XIV To help everyone keep good hygiene through the working day.    

The following steps have been taken:  

• The use of signs and posters in place to build awareness of 

o good handwashing techniques 

o the need to increase handwashing frequency 

o avoidance of touching faces 

o the need to cough or sneeze into a tissue which is disposed of safely, or into your 

arm if a tissue is not available.   

• Poster campaign as a regular reminder to maintain hygiene standards.   

• Enhanced cleaning for washrooms and recreational areas.  

• Hand Sanitisers in multiple locations throughout Office, Washrooms, Production and 

Logistics areas.  

• Hand drying facilities (paper towels or electrical dryers). 

• Automatic taps installed remove the need of touch points whilst washing hands.  

• Where appropriate doors left open to keep the facilities well ventilated and further reduce 

touch points 

4.11 Locker Rooms: 

Objective XV To minimise the r isk of transmission in locker  rooms.  

The following steps have been taken:  

• Enhanced cleaning once per day.   

• Poster campaign as a regular reminder to maintain social distancing with regular review to 

maintain awareness. 

• A plan to Relocate Logistics Lockers to 1st floor communal area located by Canteen and 

Washroom.   

• Limit the number of employees in locker rooms to a Maximum of 3 people at any one time. 
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4.12 Handling Goods, materials and onsite vehicles: 

Objective XVI To reduce transmission through contact with objects that come into the workplace and 
vehicles at  worksi te.   

The following steps have been taken:  

• Cleaning procedures in place for the parts of shared equipment, production machinery, 

tools, forklift trucks, pallet trucks and motor vehicles.   

• Equipment where possible allocated to the same individual. 

• Employees encouraged to increase handwashing, hand sanitiser and wipes available.  

• Poster campaign as a continuation of raising awareness the need of increase use of hand 

sanitising and washing hands. 

• Drivers fixed to delivery vehicles as much as possible 

4.13 Face coverings: 

Objective XVII To reduce transmission by wearing a face covering in an enclosed space to reduce the 
r isk of t ransi t ion and help to protect  individual of  those around them from COVID -19.  

There is growing evidence that wearing a face covering in an enclosed space helps protect individuals 

and those around them from COVID-19.  This is particularly relevant to individuals who may be carriers 

of the virus but are asymptomatic. 

A face covering can be very simple and must be worn in enclosed spaces where social distancing is not 

possible. A face covering is not an item of PPE and must not be used instead of respiratory PPE (e.g. 

dust masks, face masks with filters) that have been specified in safe working instructions. 

Surgical style, disposable face masks have been made available to all staff. Correctly worn, these will 

cover the user’s mouth and nose, providing extra protection to those around you, when working in 

close proximity of other employees less than 2 metres.  

Face coverings are not a replacement for the other ways of managing risk, including minimising time 

spent in contact, using fixed teams and partnering for close-up work, and increasing hand and surface 

washing. 

The following steps have been taken:  

• Disposal face coverings available to all employees.   

• Instructed employees to: 

o wear facing coverings where social distancing of 2 metres or more cannot be 

achieved. 
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o Wash your hands thoroughly with soap and water for 20 seconds or use hand 

sanitiser before putting a face covering on, and before and after removing it.  

o when wearing a face covering, avoid touching your face of face covering, as you 

could contaminate either with germs from your hands.  

o Change face coverings if they become damp or have been touched.  

o Change face coverings and dispose of after each activity in a dedicated waste bin 

(not recycle bin).  

• Poster campaign as a continuation of raising awareness of the need to increase use of face 

coverings in enclosed areas. 

Employees are reminded to be aware that the wearing of a face covering may inhibit communication 

with people and should not be worn when verbal communication is essential for safety reasons.     

4.14 Shift Pattens and outbreaks: 

Objective XVIII To change the way work is organised to create dist inct groups and reduce the number of 
contact  each employee has  and provide guidance in the event of  a COVID -19 outbreak in 
the workplace.   

The following steps have been taken:  

• As far as possible, employees are split into teams and shift groups, the fixed teams and shifts 

so that where contact in unavoidable, it happens between the same people.   

• All records are kept of employees shift patterns and visitors to the site to assist the test and 

trace service in case of an outbreak of COVID-19, to help contain clusters or outbreaks. 

• Our risk assessment has an up to date plan in case there is a COVID-19 outbreak.  The plan 

nominates a Single Point Of Contact (SPOC) where possible who would lead on contacting 

local Public Health teams.  

 

4.15 Work related Travel 

Objective XIX To avoid unnecessary work t ravel  and keep employees safe when they do need to travel 
between locations.   

The following steps have been taken:  

• Travel has been limited for all external Business managers. Where possible remote Zoom or 

Team meetings have where possible replaced face to face meetings.  

• External sales people have been instructed to proactively communicate with customers to 

establish safe working methods if they are required to attend customer sites. 

• Employees instructed to use face coverings if using public transport to visit customers. 

• Disposable Face coverings and hand sanitisers issued to all mobile employees.    
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4.16 Delivery drivers 

Objective XX To help employees del ivering to customers premises to maintain social  distancing and 
hygiene practises.  

• Drivers issued with disposable face coverings, disposal gloves and hand sanitiser to maintain 

hygiene standards whilst carrying out their work. 

• Proof of delivery is sent to customers electronically and drivers have been given permission 

to sign for goods on behalf of the customer to avoid physical exchange of documentation 

during delivery..   

4.17  Communication and Training: 

Objective XXI To make sure al l  employees are kept up to date with how safety measures are being 
implemented or  updated .   

The following steps have been taken:  

• Ongoing engagement with employees to communicate any unforeseen impacts of changes 

to working environments.   

• Email communication to all employees raising the awareness and focus on the important of 

mental health at these times of uncertainty, offering support and guidance.   

• Visual displays, email, telephone, and radio communications employed to minimise face-to-

face communications.     

4.18  Inbound and Outbound goods: 

Objective XXII To maintain social  distancing and avoid surface transmission when goods enter and 
leave the si te .    

The following steps have been taken:  

• Drop off and collection points in place including procedures, signing and markings.  

• In the main single workers load and unload vehicles.   

• Same pairing of employees used for loads where more than one is needed. 

• Visiting drivers have access to welfare facilities if required.  

• Drivers are encouraged to stay in their vehicles where it does not compromise their safety 

and exiting safe working practice. 

• Visiting drivers are required to open/close vehicles and curtains to minimise touch points 

and to ensure safety of the load 
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For further information and detail on the content enclosed in this document, please consider the 

following Appendices. 

5.1 Covid-19 Risk Assessments 


