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The COVID-19 pandemic is an unprecedented situation that we 
are facing, but we are facing it together and now more than 
ever is a time to pull together and help each other. In our 120-
year history, we have faced many challenges, I’m tremendously 
proud of the work we’re doing here and around the world to 
respond to this latest challenge.  

Our customers have always been part of the OCS family 
and we are proud to be working with you to understand, 
support and advise on your evolving needs – from biohazard 
cleaning to increased security – so that we can play our part in 
supporting your business to work safely. 

As we have followed the evolving impact of coronavirus 
(COVID-19), we have reacted at speed to redefine our service 
delivery to enable us to continue to provide you with the our 
best practice guidance and ensure the service you receive 
is of the highest quality.  As we move towards a relaxation of 
lock down we are here to help you plan for your return to the 
workplace and this document outlines our thoughts, advice 
and guidance in this respect.

It is likely that COVID-19 will be a risk for us for the foreseeable 
future and we continue to monitor the latest advice from 
Government and Public Health England and keep our policies, 
practices and guidance updated throughout this period.

Bob Taylor
CEO UK, Ireland and Middle East

“An unprecedented situation”
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The COVID-19 outbreak has shone a spotlight across the entire facilities 
management (FM) industry. As an international leader in FM, OCS has 
developed measures to combat the virus in varied environments, such as 
the commercial offices, industrial or other public spaces.

Our strategies have been formulated from the outset of the outbreak. 
From the beginning, when enhanced cleaning practises were crucial to 
minimising the spread of infection, to ensuring buildings remained safe 
with reduced occupancy for a period and now looking ahead to the future 
– when buildings will begin to be reoccupied. We understand that the FM 
industry is at the epicentre of the ’new normal’ as we return to business as 
usual.  

The OCS safely back to work guide encompasses how we will fully support 
you during this period and beyond. There is no question that COVID-19 has 
provoked change in the way we work. The guide is split into three key areas 
to reassure your employees it is safe to come back to work. These are:

1. Preparing the workplace – making the changes required to buildings 
and facilities services to meet Government and Public Health England 
guidelines on social distancing and safety of employees

2. Preparing the workforce – making sure your employees and OCS 
colleagues are ready to return and embrace the new ways of working

3. Communications – providing reassurance to building users through 
regular communications of initiatives and actions being taken 

Our action plan has been developed with your employee's safety at the 
forefront of our thinking. It will be implemented prior to formal opening so 
that employees are comforted and assured that we are working in their best 
interests and with you, our customer. 

Unsurprisingly, uncertainty and anxiety have been major features of this 
global infection. As a result, mental, and emotional health has emerged as 
workplace issues to which employees and their employers are increasingly 
aware of.

By following the guidance in this plan, we hope that you will be able to not 
only provide a safe environment in which your employees can return to 
work, but also help protect their mental health through the reassurance they 
will receive from knowing you have looked at all aspects of their wellbeing.

Our recommendations have been provided in line with the clear and 
comprehensive guidance published by Public Health England (PHE) via GOV.
UK to help duty holders and inspection bodies manage social distancing in 
the workplace. 

https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/
staying-alert-and-safe-social-distancing

Introduction
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All business environments are critical to the economy of our country. 
Before organisations can reopen, they will need to ensure that they meet 
Government and Public Health England guidance on providing a safe 
environment for their employees to return to work.

Whilst we all understand that we will not be able to go back to how things 
were in the near future, it is important that organisations prepared their 
workplace not only for the initial reopening of the business but also in a way 
that protect employees and customers in the months ahead. 

OCS is focused on making sure that we provide you with the approach 
for your business that can support you with your requirements.  We have 
developed these guidelines to demonstrate how we will prepare and 
manage your workplace and implement actions to ensure we deliver a safe 
environment for all building users.

We encourage all our customers to continue enforcing the good personal 
hygiene guidance issued at the start of the pandemic to help prevent the 
continued spread of COVID-19.

Preventative measures you can take

Wash your hands 
with soap for at least 
20 seconds, or use 
an alcohol based 

sanitiser.

Cover your cough or 
sneeze with a tissue 

(or elbow).

Avoid close contact 
with other people

Routinely disinfect 
frequently touched 

objects or areas and 
keep surfaces clean.

Aviod touching your 
eyes, nose and 

mouth, especially with 
unwashed hands.

Preparing your workplace
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Over the last 120 years, OCS has built a long and trusted history of cleaning 
expertise. Today we remain at the forefront of the industry and have 
senior representation and input into industry best practice across the main 
cleaning industry bodies, including:

 + Paul Thrupp - Chairman of the British Cleaning Council (BCC) from 2019 
– 2021 and continues to represent the Federation of Window Cleaners on 
the council

 + Yvonne Taylor - BICSc Council Member, Board Director of the Cleaning 
and Support Services association (CSSA) and Committee Member of the 
British Services Association (BSA)

Due to the COVID-19 pandemic, cleaning is now at the forefront of facilities 
management.

OCS has developed strategies to ensure we are responsive and provide the 
safest outcome for all. Changes are already being made and there is an 
increase in the expectation of cleaning and hygiene. Higher frequency of 
cleaning and the visibility of services, particularly in high-touch point and 
commonly used areas, will address this psychological impact of COVID-19, as 
well as protecting against the risk of infection.  

We have already adapted the current traditional cleaning practices we use 
to capture all guidance from Public Health England:

 + Disinfectant chemicals comply with EN1276 and or EN14476 standards
 + Technology and innovation through equipment has been rolled out 

across our business
 + The OCS suite of RAMS/SSOW and method statements have been 

reviewed or developed

Internal training programmes have been compiled to ensure our cleaning 
operatives are fully aware on any changes to process or procedures along 
with a suite of training modules covering infection control and bio-hazard 
training

Cleaning
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Recommendation Description Pre Post

Increase cleaning 
regimes

Cleaning regimes should be increased to make premises safe for occupation and maintain the 
level of cleanliness

○

Change cleaning 
delivery times

Cleaning regimes are often pushed to the beginning and end of the day, but cleaning needs 
to be continuous to maintain high standards of hygiene – and reassure returning employees 
and customers. Visible cleaning teams throughout the day provide a reassuring sign of a safe 
work environment and can focus their efforts on areas of high footfall and vehicles of spread.

○

Perform advanced 
disinfection of work 
place / high use areas.

Introduce and maintain advanced cleaning and disinfection regimes, disinfecting of high-
touch points and surfaces throughout the working day. Consider the use of  electrostatic 
cleaning.

○ ○

Review self-cleaning 
technology

Consider options for self-cleaning technology for high touch surfaces and applications such as 
tablets and screens

○ ○

Check all cleaning 
equipment

Check cleaning chemicals, approved disinfectant, PPE and mopping and cloth equipment 
adhere to and are disposed on in line with Public Health England guidance.

○ ○

Check stocks of 
consumables and 
cleaning materials

Ensure you have adequate stock of consumables and cleaning materials including toilet 
paper, tissues, waste bags, paper towels, cleaning chemicals, cloths, hand soap, alcohol-based 
hand sanitiser and wipes containing at least 60 percent alcohol, disinfectants, and disposable 
towels for employees to clean their work surfaces and also for all common areas

○ ○ 

Introduce ‘refuelling 
stations’

Provide refuelling stations for employees to have easy access to high usage consumables e.g. 
hand sanitiser, PPE, tissues to ensure they can maintain personal protection

○ ○

Review protocols 
and approach for 
disposal of potentially 
contaminated waste 

Develop new protocols for collecting and disposing of large quantities of potentially 
contaminated waste including tissues and PPE. Consider separate, non-touch receptacles for 
disposal of these items.

○ ○

Additional hand 
sanitising stations

Position additional hand sanitiser dispensers in high traffic common areas, such as outside 
toilets, receptions, lift lobbies, breakout and printing areas

○ ○

Check for spoiled food 
products

Remove and dispose of any spoiled products that may have been left prior to building closure. ○

Clean and disinfect 
high use areas such as 
washrooms, breakrooms 
and kitchenettes

Clean and disinfect all surfaces and appliances within the area including high touch areas 
(fixtures, light switches, appliance handles and buttons)  

○

Investigate innovative 
and technology led 
cleaning solutions

Some of the latest technology and innovation available to help provide reassurance to 
returning employees include fogging machines, UVD and UVC robots and robotic disinfectant 
machines. These items can then be used for routine deep cleans for ongoing peace of mind.

○ ○

Review cleaning of 
washroom ventilation 
systems

Cleaning and disinfecting ventilation grills and diffusers should be added to the daily cleaning 
regime where it is safe to do so. This will help prevent contaminants from entering the 
ventilation system duct work.

○ ○

Replace entrance door 
mats

Replace existing door mats with sanitised mats to reduce the risk of contaminants being 
carried into the building on footwear.

○

Provide employees with 
cleaning equipment

Consider providing employees with basic cleaning consumable to allow them to wipe down 
their desk and equipment throughout the day. This would be in addition to the regular 
cleaning regimes.

○ ○

Introduce UV light 
stations

Consider introducing central ultraviolet light stations where equipment such as phones, 
laptops and other personal belongings are disinfected with UV light. Employees can regularly 
disinfect high risk belongings that may harbour the virus, especially shared equipment

○ ○

Air purification Consider introducing an in room air purification system, to remove and destroy contaminated 
air particles and the continued circulation of clean safe air.

○ ○

Recommendation checklist

As you prepare to reopen and welcome employees and customers back to your business, we recommend 
thefollowing cleaning activities to provide a safe environment. We recommend whether they can be done before 
reopening any facilities (Pre) or after you have welcomed employees back to the workplace (Post). 

Cleaning
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Security

The current pandemic has reinforced the importance of the security industry 
in maintaining public order and keeping people, property and assets safe 
against both old and new threats. As we move forward in stages towards 
the ‘new normal’, the role that security plays will be crucial to the return to 
work. While traditional security activity will continue, the role will expand, 
contributing significantly to the associated “behavioural” aspects of the 
return for all concerned.

Security plays an essential role in mitigating the risks posed by future 
outbreaks, both through detection and by providing reassurance for 
returning employees and customers. Our security strategy has the capability 
to meet post-lockdown requirements integrating both manned guarding and 
technological perspectives. Our future solutions will continue to adapt in line 
with Public Health England and the devolved Governments’ guidelines and 
changes to social distancing. Any future technological deployment will be 
compliant with all legislative and industry guidelines. 

As we do return to the “new normal” overleaf are some of the innovations 
and solutions we are already managing for our clients. How may our 
solutions adapt to keep your workforce, customers, other stakeholders and 
the public safe?
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Recommendation Description Pre Post

Access Additional checks and screenings to supplement business as usual activity and to reflect any 
changes in work timings/building usage. Increased availability of sanitiser stations at main 
points of access/egress/reception.  

○ ○

Social Distancing Barriers, directional stickers or painted lines on floors to promote and manage social distancing 
in waiting areas, restaurants and other high footfall areas. Barriers can also be used to create 
safe traffic lanes throughout a building. 

○ ○

Thermographic CCTV Strategically placed thermographic CCTV can conduct thermal fever screening and detect 
possible COVID-19 cases at key points of access. This proactive system allows you to make 
instant decisions regarding access to employees, visitors and other stakeholders, reducing the 
risk and spread of infection. This will reassure the workforce at large, improving morale and 
productivity. 

○ ○

Body Temperature 
Detector and Sanitiser  

Our fever screening stations are self-contained and portable so set up is quick and effective. For 
use in access areas, they can be used as a first level screening test for accurately identifying 
individuals with an above normal body temperature. The system is available with a facial 
capture profile and a hand sanitiser dispenser which acts as a focal point with individuals being 
drawn to it as the culture of hand sanitisation increases.     

○ ○

Entrance Analysis 
System

An automated counting system capturing data on access/egress volumes to buildings or 
specific areas. This is particularly relevant where there are limitations on space/occupancy 
levels such as washroom areas where data can inform users on occupancy/space availability 
and promote social distancing measures.

○

Review use of clips and 
lanyards for access 
passes

Consider using disposable stickers for security passes rather than recycling lanyards and clips ○

Covid Radius Covid Radius provide employees with bracelet that continuously monitors the distance between 
your workforce. When two workers come too close to each other, they receive a warning signal, 
both visual and through vibration, to help reinforce social distancing.

○

Recommendation checklist

Security

As you prepare to reopen and welcome employees and customers back to your business, we recommend the 
following security activities to provide a safe environment. We recommend whether they can be done before 
reopening any facilities (Pre) or after you have welcomed employees back to the workplace (Post). 
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Catering

Coronavirus has had a disproportionate impact on the catering industry, 
with minimal notice of restaurant closures to reduce the spread of COVID-19. 
With the UK Government indicating that the Hospitality sector may be one 
of the last sectors to open for business, it’s important that we distinguish 
between the varying types of business in the Hospitality sector, with the 
UK Government using ‘Canteens’ to identify workplace restaurants in the 
advice they have issued. OCS has published full guidance titled ‘COVID-19 
- Operating a Catering Business’ which must be followed. This will be 
amended as required to meet with future Public Health England and 
Government guidelines and any changes to social distancing.

 By opening workplace restaurants at an early stage as the workforce 
return, we will ensure that employees eat in a controlled environment, rather 
than venturing outside of their workplace to find food outlets, reducing the 
potential transmission points. There is no evidence that COVID-19 is spread 
by food, however changes in operation will be required to ensure the return 
to work is safe for all workplace restaurants. We anticipate catering facilities 
in closed workplaces with no public access will be allowed to operate if 
social distancing can be enforced.
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Recommendation checklist 

As you prepare to reopen and welcome employees and customers back to your business, we will implement/
recommend safe working practices to include the following activities providing critical reassurance and confidence 
at this sensitive time. These recommendations can be done before reopening any facilities (Pre) or after you have 
welcomed employees back to the workplace (Post).

Recommendation Description Pre Post

Facility maintenance and 
pre-open compliance

Check that pest control measures are in place and that there are no signs of pests in traps. Follow all 
legionella practices for all water using devices and taps to include ice machines.

○ ○

Asset condition Check all fridges and freezers for signs of any failures during lockdown and ensure they are operating 
at the correct temperature. Check that all gas appliances are off before turning on the gas and check 
pilot lights are operating. Ensure pressure vessel testing (PVT) certificates are valid, and do not use 
machines that have out of date PVT certificates

○

Cleanliness and hygiene Clean and sanitise all work surfaces, clean all utensils and check for excessive dust build up in 
extraction systems. Check and remove as appropriate out of date food from stores, fridges, freezers, 
displays and vending machines

○

Catering staff Not all staff will be required as lockdown eases and we will match staff numbers to meet anticipated 
building usage, expected customer numbers and sales. Normal food safety practices as contained 
in the OCS Food Hygiene Manual will still apply, however the need for regular hand washing will be 
communicated. Social distancing will be managed carefully through modified start/finish times during 
preparation and service and the use of signage/floor marking as appropriate.

○

Kitchen operation Ensuring sufficient supply of chemicals and cleaning agents are available and that each hand 
washing station is stocked, and sanitiser is available.

○ ○

Menu choice We will review and reduce the menu choice to reflect anticipated building usage and likely customer 
demand. This will include the removal of self-help options to reduce chances of infection spread via 
utensils. Additionally, we will discuss with customers how the hospitality menu will change, to meet 
guidelines on shared utensils, and the number of people in meetings. Food waste volumes will be 
monitored closely to support agile menu adjustments.   

○ ○

Takeaway service OCS can also provide takeaway only services, including packed lunches where we operate. 
Additionally, our customers can access our supply network to provide sandwiches at locations where 
there is no catering provision.

○ ○

Restaurant logistics Restaurant logistics will be critical and may incorporate different solutions for specific agreement and 
implementation as appropriate:

 + Adjust seating/tables to achieve social distancing requirements or consideration of acrylic dividers 
to create individual booths.

 + One-way system marked by floor roundels and access to safely manage footfall flow.
 + Acrylic dividers if social distancing cannot be maintained at point of sale and implementation of 

card payments only.
 + Stagger breaktimes to manage customer flow and maintain social distancing.
 + Ensure that tables and chairs are cleaned between each customer and sanitation signs used to 

identify tables that have been sanitised.
 + Remove all communal sauce bottles and dispense sachets and cutlery at the till by the cashier. 
 + Consider introduction of ‘click and collect’ and take away or delivery points for customers. 

○ ○

Catering
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Buildings may have been shut down and reopened with little warning and 
preparation. It is important that during this process both the HSE guidelines 
and the industry best practice documents, such as SFG 30, are followed. This 
not only ensures you have a safe and stable environment to return to but will 
prevent unnecessary costs and premature plant failure. 

All building mechanical and electrical systems must be thoroughly inspected 
for any damage or issues caused by the vacancy.  The HSE issued guidelines 
that shutdowns caused by the pandemic were not a valid reason for not 
completing statutory inspection on all building systems. We can provide all 
the engineering services required to ensure you meet statutory obligations 
during these unprecedented times.  

Our Engineering teams work on the principles of minimising contact 
between individuals and relies on good management of hygiene whilst on 
your premises. 

With appropriate social distancing measures in place, it is possible to carry 
out most maintenance and testing activities effectively. Depending on the 
specific conditions on site the following processes should be put in place to 
allow engineers to access site and complete work safely:

 + A named local contact to ensure our engineers can find the right person 
effectively

 + Masks to worn at all times whilst on the site 
 + Area disinfected pre and post works
 + An isolated area for the engineer to work, change into their PPE and store 

equipment
 + Hand washing facilities made available

All our engineers will conduct a risk assessment before beginning work and 
have been issued with the appropriate PPE to ensure their safety whilst 
completing any works in line with the latest government guidelines. Our 
engineers also have key worker status to help perform the critical repairs 
and maintenance on your facility. 

Building mechanical and 
electrical systems
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Recommendation Description Pre Post

Check and disinfect water 
systems for Legionella

With water systems potentially left unused during the lockdown there is increased risk of legionella 
colonisation and legionellosis when the building is reopened. A full check and disinfection in accordance 
with paragraphs 2.126 2.137 of HSG274 Part 2 The control of legionella bacteria in hot and cold water; and 
PD 855468:2015 Published Document Guide to the flushing and disinfection of services supplying water 
for domestic use within buildings, should be undertaken.

○

Sterilise drinking water 
coolers

All drinking water coolers should be sterilised and recommissioned in line with the manufacturer's 
guidelines.

○

Flush and test water 
storage tanks

It is vital that the system is flushed on reoccupation and tested to ensure that there is no trace of the 
biocide in the system and provide reassurance the system is safe.

○

Testing of emergency 
lighting

If electrical systems have been isolated or access was not available during building closure consideration 
should be given to whether the emergency batteries may have drained down and require a complete 
charge. Damage may have been caused if left uncharged for a prolonged period.

○

Testing of fire 
extinguishers

If servicing of fire extinguishers was not undertaken during building closure, they should be serviced to 
British Standard 5306 Part 3 before the building is reoccupied to remain legally compliant.

○

Perform an Uninterrupted 
Power Supply (UPS) health 
check

Without regular check-ups, a UPS’s performance can easily become compromised, increasing the 
likelihood of failure and downtime. These systems will have been heavily relied on during the lockdown 
period and will continue to do so during a phased return to normal working practices. You should 
undertake a health check of the UPS to ensure they are running at peak performance and optimum 
efficiency. 

○

Retrofit monitoring of UPS 
systems

By linking these systems to our 24/7 control centre we can provide early warning of power failures and 
cooling system shutdowns and react quickly to them, reducing the consequences of power failure to 
critical assets. 

○

Check HVAC and 
Airconditioning settings

Wherever possible spaces should be well ventilated using natural sources of ventilation such as opening 
windows to increase the volumes of fresh air entering the facility. Where this is not possible then the 
amount of recirculated air should be reduced so that a minimum of 75% of the air is fresh filtered air.

○

HVAC and Airconditioning 
operating times

Consider extending the operational times of the system so the building is ventilated at the start of the 
day before employees enter and at the end of the day when they leave, to maximise the dilution rates in 
the building. REHVA has published guidance that ventilation systems should be programmed to run 24/7 
to maximise the air dilution.

○

Upgrade HVAC and 
Airconditioning filters

Consider upgrading HEPA (high-efficiency particulate air) filters to maximise the reduction in droplet 
recirculation. High-efficiency air filters can be installed in exiting HVAC systems, filtering out more 
biological pollutants and particulate matter carried by the airstream, preventing them from entering or 
recirculating back into the room.

○ ○

Retrofit industrial air 
cleaners

Consider using air cleaners for a fast and easy retrofit solution in cases of sub-standard ventilation 
systems for improvement in air filtration rates. Particles can be removed from the air, but air cleaners 
must have at least HEPA filter efficiency.

○ ○

Duct cleaning Virus particles will not deposit easily in ventilation ducts and will normally be carried away by the airflow. 
If the system is shut down for a prolonged time, then a full duct sterilisation should be considered to 
ensure contaminants are not re-introduced into the system.

○

Check washroom 
ventilation systems

Check washroom ventilation and extraction systems are extracting the correct volumes of air and are 
maximising the air change rate within the rooms. This helps remove airborne contaminants from what is 
an optimal warm and humid environment for growth.

○

Check exhaust ventilation 
system in washrooms

Exhaust ventilation systems of toilets should always be left on 24/7, and relatively negative pressure must 
be maintained in the room air to help avoid faecal-oral transmission.

○ 

Avoid dried out drains and 
traps

Dried-out drains in floors and other sanitary devices allows contaminants to be picked up by exhaust 
ventilation fans and disseminated in the air. By regularly adding water as part of the cleaning and 
maintenance you eliminate this transmission route and prevent smells from the drainage system from 
entering the building. It also helps to limit pest ingress into the building.

○

Review your use of lifts Due to the social distancing guidelines the use of lifts needs to be reviewed and made as safe as 
possible. Following a usage review, door opening cycles can be adjusted to allow for air changes to occur 
on each use or revolution to remove airborne contaminants.

○

Recommendation checklist

As you prepare to reopen and welcome employees and customers back to your business, we recommend the 
following technical services activities to provide a safe environment. We recommend whether they can be done 
before reopening any facilities (Pre) or after you have welcomed employees back to the workplace (Post).

Building mechanical and 
electrical systems
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With the guidance on social distancing likely to be with us for a considerable 
time, consideration should be given to how that is going to be implemented 
and enforced in the workplace. OCS has the experience and expertise of 
managing buildings and can take this and support you in providing a safe 
and welcoming environment for your employees and customers on their 
return to the workplace.

Space planning solutions should be put in place to reduce transmission of 
COVID-19 among people at work through social distancing. The solutions 
may differ depending on how many people are expected to return to work 
and the layout of a building. All this needs to be considered before bringing 
the workforce back.

OCS can utilise years of space planning experience and the latest design 
software to help optimise your workspace and ensure the maximum 
utilisation rates are achieved, to ensure the best productivity levels are 
reached.

It is recommended that if you reduce the number of employee coming back, 
that you do not place remaining staff in smaller areas to save running costs 
as this will be counterproductive and increase the transmission risk to your 
staff. The advice from REHVA and CIBSE is to use as much space as you 
have available to maximise the social distancing measures.

General workplace
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Recommendation checklist 

Reduce the number of touch points

In addition to providing increased cleaning, sanitising gel or disinfectant wipes there are several precautions that 
should be taken to reduce and, in some cases, remove the touchpoints

Recommendation Description Pre Post

Install movement sensors 
/ voice activated controls 
to activate lights

Remove high touch point items such as light switches by moving to a more automated system. ○

Remove shared 
equipment

Limit the amount of shared equipment available such as phones, pens and touch screen technology 
to prevent transmission of contaminants.

○ ○

Upgrade controls for TVs 
and projectors

Consider voice controls for AV equipment where possible or provide wipes to clean remote controls 
between use

○

Reduce the use of 
printers

Reducing the number of printers available can discourage their use and provide easier cleaning 
of those still in use. Encourage employees to use digital channels such as emails and electronic 
documents instead of printed copies.

○ ○

Limit access to supplies 
storage

Secure your supplies storage (pens, pads, stationery etc) and designate specific personnel to manage 
stock and distribute items.

○ ○

Install automatic door 
openers

One of the most touched surfaces in the workplace are doors. Consider retro fitting automatic 
openers using IR sensor technology (a good solution for main entrance doors) or foot operated 
devices which are ideal for any non-latching door.

○

Prevent contaminants coming into the workplace

Consider the following precautions to manage contaminants that may enter the workplace

Recommendation Description Pre Post

Review your deliveries 
process

Deliveries have a high risk of bringing contaminants into the workplace. Consider designating one 
location for any deliveries and disinfect them centrally before moving onwards within the building. 
Delivery management and disinfection should be done by specific employees only. For longer-term 
planning, consider shortwave UV light sterilising rooms / booths. All personnel handling mail and 
parcels must wear PPE and be trained in the proper use and disposal of items.

○ ○

Introduce a quarantine / 
isolation room

Designate a specific room or area so that anyone displaying or experiencing symptoms of an illness 
can be isolated whilst at work.

○ ○

Review and change 
storage facilities

Consider adding places for employees to store and secure their own items separately from others i.e., 
individual coat hooks rather than coat closets used by the group. You may also consider providing 
impervious clothing covers such as dry-cleaning bags for employees to cover / contain their own 
coats.

○

General workplace
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Facilitate social distancing guidelines

Social distancing guidelines are going to remain in place for some time. Within the workplace these may prove to 
be a challenge in some instances. The following recommendations will help your employees and customer support 
maintaining social distancing

Recommendation Description Pre Post

Reduce your building 
occupancy

Consideration should be made to reduce building occupancy upon re-opening. Options include:

 + Allowing employees to continue to work from home if possible
 + Introduce shift patterns of work
 + Limiting the number of people in each part of the workplace I.e. meeting room occupancies 

reduced from previous limits

○ ○

Provide signage to assist 
with social distancing 
guidelines

Consider how to sign post your employees and customers to adhere to social distancing guidelines. 
Options include:

 + Mark out workplace flow – provide a clear designated flow route around the workplace to 
minimise traffic and ensure safe distances are maintained

 + Install floor markers in high foot fall areas or where queues are formed to maintain recommended 
distancing.

 + Install wall signs or posters to remind people of social distancing

○ ○

General workplace
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Controlling the workplace

We can provide guidance on how to modify the way the building operates and what should be considered to 
support ongoing safety and precautionary measures. Measures could include:

Recommendation Description Pre Post

Reduce the number of 
entrances to the building

Where possible reduce the number of entrances to the building and direct occupants and users to 
use monitored and protected routes

○

Provide glass / plastic 
screens on reception

Help protect receptionists, employees and customers by providing them screen protection ○

Remove and rearrange 
furniture

Consider removing excess or unrequired furniture such as chairs, desks, statues etc. to minimise the 
number of touchpoints. In break out areas also consider rearranging or removing furniture to help 
enforce social distancing.

○

Review visitor registration 
process

Consider looking at alternative solutions to registering guest such as a virtual concierge or touchless 
registration system via mobile phone to reduce direct interaction between receptionists and visitors. 

○

Provide visitors with PPE Have stock of PPE ready to provide to visitors on arrival. A ‘Virus Aid’ box with PPE included could be 
given upon signing in at reception so visitors adhere to guidelines.

○

Provide front line facilities 
personnel with training 
on how to safely interact 
with building users

All facilities personnel should be given training on how to safely interact with building users and 
guests.

○

Introduce a strict clean 
desk policy

Putting in place a strict clean desk policy allows for a more thorough and effective clean whilst 
reducing the number of touchpoints and items that could become contaminated.

Provide employees with 
their own personal desk

Consider providing employees with their own desk instead of providing hot desks. This will help 
reduce contamination from multiple people using the same space.

○

Review workplace desk 
spacing

Thought should be given to how to adhere to social distancing guidelines for the desk layout in the 
building. Options include:

 + Increase spaces between the desks
 + Add clear panels between the desks
 + Only use alternative desks or remove / disable those desks or chairs altogether.

○

Use of meeting rooms 
and shared space

 + Meeting rooms should be decommissioned where they are too small to maintain adequate social 
distancing.

 +  Capacity of meeting rooms should be reduced by removing furniture such as tables or chairs.
 + Calculate the new maximum capacity of each meeting room and clearly communicate this via 

signage.

○

Use of lifts in the building Where possible encourage building users to use stairs instead of lifts. For individuals and buildings 
where this is not possible implement:

 + Social distancing queue management for waiting passengers
 + lift attendants to manage flow and discourage over-crowding of lift carriages
 + Floor stickers to indicate where passengers should stand
 + Instructional signage displayed on safety protocols for lift usage including max number of people 

and safe distance requirements. 

○

General workplace
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The lessons from countries, like China, that are already welcoming 
workers and customers back are clear: rebuilding employee and customer 
confidence is critical – especially with potential for further shutdowns on a 
local or national scale. 

Developing a plan to mitigate fears and concerns is a top priority. People are 
worried about their personal health and the health of those they care about. 
It’s critical to understand the impact the pandemic has had on individuals 
and their personal circumstances. 

The facilities management industry is one of the primary levers to address 
this confidence issue and help reassure and entice people back.

We will not underestimate this impact or how we can support our customers 
in providing a safe and reassuring environment for their employees and 
customers to return to. 

In addition to preparing the workplace for people to return, it is equally 
important that your workforce is prepared as well. Taking our expertise 
and knowledge of the facilities industry we have put forward some 
recommendations to help you prepare your employees for coming back to 
work. 

We would also like to share with you some of what we are doing with our 
colleagues at OCS to ensure they are prepared to come back to work for 
you and support you on your journey into the ‘new normal’ over the coming 
months.

Preparing the workforce
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Your employees and customers

Virtual tours

Virtual tours or video walk throughs of the office can provide instructions 
and insights into what to expect when people return to the workplace and 
can be distributed to the workforce prior to reopening. This can be displayed 
on TV monitors upon entry into the building acting as a daily reminder, but 
also help inform visitors of the guidance and processes in place.

Essential care packages

We can provide you with an Essential Care Package that can be given to 
each employee on their return to help protect against contracting COVID-19.  
Each pack contains:

 + A welcome back letter
 + Disinfectant wipes
 + Hand sanitiser
 + Disinfectant spray
 + Gloves
 + Face masks

The ‘Welcome back letter’ is bespoke to each customer and contains details 
of what measures have been taken to provide a safe working environment 
at your company.

New Roles and Responsibilities

To fulfil new obligations and tasks, we may need to redefine the roles and 
responsibilities of our existing colleagues or recruit for new and different 
skillsets. We recommend that there are Hygiene Champions introduced to 
help ensure compliance to the social distancing guidelines and restrictions 
in place in the workplace.
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OCS colleagues

The services that OCS provide you would not be possible without our teams 
of dedicated colleagues across all our services. Throughout the duration of 
the lockdown we have been preparing ourselves to support our customers 
as the Country begins to lift the restrictions we have become familiar with.

We would like to share with you some of the initiatives and activities we 
have been doing to prepare ourselves to support your business.

IMPACT training

OCS understands the importance of training our teams to ensure they 
deliver exceptional service. This is done through our IWFM award winning 
training programme, IMPACT, which includes a dedicated infection control 
module. This is based on infection prevention guidelines from Public Health 
England and is complimented by our bio-hazard training programme on the 
OCS learning academy.

We offer and IMPACT training programme for Cleaning, Security and 
Catering. These programmes are mandatory for all our OCS operational 
teams and our Operations Directors are responsible and accountable for 
ensuring the training is completed.

Training and communicating workplace changes

Prior to reopening we will ensure that all our operatives receive training 
on any changes to their usual regimes and work practices. It will also be 
important that they are aware of any changes made to your workplace and 
the social distancing guidelines and restrictions that you put in place.

Mental wellbeing

The COVID-19 pandemic has not only provided a significant risk to our 
physical health but also our mental wellbeing. At OCS we take mental 
wellbeing seriously and provide all our employees access to our Employee 
Assistance Programme. The confidential telephoning counselling service 
operates 24 hours a day, 365 days a year and is manned by professional and 
experienced counsellors to support any worries our colleagues may have 
about the pandemic. In addition, we are providing a wellbeing guide which 
is being remotely delivered to our teams which covers stress, anxiety, worry 
and how we can combat those feelings.

mpact
cleaning     training programme

mpact
security       training programme

mpact
catering      training programme
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To provide complete and ongoing reassurance to your employees and 
customers that you are providing a safe environment in which to work or 
visit, regular, ongoing communications about the measures being taken 
should be provided.

As outlined in this guide, there will be a lot of changes that employees and 
visitors will need to be aware of. 

Provide facilities information in your internal communications

As you prepare to reopen, you will have an internal communications plan 
already in place to help reassure your employees about the safety of the 
facilities. OCS recommend that we feed into your internal communications 
programme information about what initiatives have been taken in the 
building to support providing that safe environment.

Online surveys

We would recommend introducing online surveys to help understand how 
any changes made are working and see if there is any other problems or 
issues that we can support and solve. This will allow us to ensure we are 
meeting the needs of yourself and your employees and customers therefore 
providing reassurance that everything is being done to provide a safe 
environment.

Install cleaning display dashboards

Cleaning display dashboards can be installed throughout communal areas 
within the workplace showing latest cleaning performance, rotas and 
cleaning operative locations. This will give both visibility and reassurance to 
employees that areas are being regularly cleaned to new higher standards

Communications
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My checklist
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Contact information

For more information on any of the recommendations included 
in this guide please contact your OCS manager.

Alternatively contact the Helpdesk team  
on 0844 846 7608 or enquiries@ocs.co.uk

OCS Group UK Limited
Tilgate Forest Business Park, Brighton Road, Crawley, West Sussex. RH11 9BP 

www.ocs.com/uk

Registered in England, No: 3056469
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