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Coronavirus Briefing Note - Return to Work Risk Assessment Toolkit 
 

Introduction 
 
The aim of this briefing note is to provide a suggested risk assessment framework for 
employers to consider relating to employees who have not been able to come to work 
during the weeks of “lock-down” due to the coronavirus disease 2019 (COVID-19) 
pandemic, and who are now returning to the workplace.  This includes considering how 
people come to and from work, given the acknowledged challenge of public transport at 
this time, and how social distancing might be sustained in your organisations.  
 
This note is based on Health and Safety Executive (HSE) guidance on risk management, 
and on legislation including the Control of Substances Hazardous to Health Regulations 
(COSHH) 2002 at: https://www.hse.gov.uk/foi/internalops/ocs/200-299/273_20/#, as 
well as drawing on updated Government guidance, including that on working safely 
during the COVID-19 pandemic at: https://www.gov.uk/guidance/working-safely-during-
coronavirus-covid-19, and medical professional guidelines.  The Society of Occupational 
Medicine (SOM) have provided guidance at: https://www.som.org.uk/return-to-work/ 
 
The approach set out in this coronavirus briefing note considers the likelihood of COVID-
19 in the workplace, and the impact of this - on the workforce in general, and whether 
some employees may be especially vulnerable.   
 
The risk assessment template at the end of this brief brings together the likelihood and 
impact in a standard risk management format, in the context of COVID-19.   
 
We would emphasise that in undertaking a risk assessment that all relevant threats to 
health and the attendant risks should be considered; for example threats to health from 
home working.  This might include musculo-skeletal conditions from poor positioning at 
display screen equipment, and threats to mental health, and for some people, domestic 
violence.  All need to be considered so that a balance of risk may be assessed. 
 
The CIPD at: https://www.cipd.co.uk/knowledge/fundamentals/emp-
law/employees/workplace-guide-returning-after-coronavirus recommend three key tests 
before bringing people back to the workplace: 
 

• Is it essential? If people can continue to work from home they should do so. 
• Is it sufficiently safe? This is the main purpose of this coronavirus briefing note.   
• Is it mutually agreed?  There is a need for dialogue, as employees may well have 

concerns over returning.  We have found that the individual vulnerability risk 
assessments we have undertaken have been helpful in discussing concerns. 

 
A suggested risk assessment template is included at Appendix A to this briefing note, 
together with a completed example of a risk assessment at Appendix B.  The following 
infographic summarises the overall approach in this risk assessment tool: 
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Approach – workplace assessment to determine likelihood of infection 
 
As for all risk assessments, the hierarchy of controls provides a well tried approach to 
managing risk, as all employers are required to do in meeting health and safety at work 
legislation, and as set out in Health and Safety Executive (HSE) guidance on controlling 
risk in the workplace at: https://www.hse.gov.uk/risk/controlling-risks.htm#.   
 
The hierarchy of controls illustrated as follows: 

 
Controls to be put in place will be determined by risk assessment.  The following 
suggestions are drawn from the example of a risk assessment at Appendix B. 
 

Elimination.  Can we eliminate contact with the virus?   
 
For those extremely vulnerable, who have received a letter from the NHS, we 
advise staying at home until the Government advises shielding can be relaxed. 
 
Substitution of process.  Can the individual still work effectively from home?  
 
If yes, a recommendation is that this should still continue as substituting normal 
working by her working is a more effective control than social distancing or PPE.  
 
If no, then the administrative controls as follows need to be followed. 
 
Administrative Controls.  Can the recommended social distancing and hygiene 
measures still be practically followed at work?   
 
(1) Commuting to and from work.    
 
Employees should be encouraged to walk, cycle or drive their own car to work at 
this time, rather than using public transport. 
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(2) In the workplace.   
 
The 5 steps to working safely are at: https://www.gov.uk/guidance/working-
safely-during-coronavirus-covid-19/5-steps-to-working-safely.   
 
Desks and seating should be spaced at least 2 m apart.   
 
Wherever possible “hot desking” is not used, although if individuals are 
principally working from home then some desk sharing may be needed. Those 
leaving a shared deskspace should be required to clean them down afterwards. 
 
(3) Managing the requirement for face to face meetings.   
 
In principle, meeting using video technology should continue where feasible.   
 
We suggest that as a rule that appointments are booked for visitors, if this is 
feasible given the nature of the work done in your organisation.   
 
(4) Booking appointments with spacing to maintain social distancing.   
 
When administrative staff are booking face to face meetings on site, these should 
be spaced to limit the number of people waiting to attend such meeting. 
 
(5) Ensuring no person with symptoms comes to your workplace. 
 
We suggest people booking to come on site for meetings are asked  if they have 
symptoms of coronavirus in the 7 days leading up to their appointment, or if they 
are self isolating in the 14 days leading up to the appointment, or if they have 
had a test and are waiting for the result, to call to rearrange the appointment.  
 
You may consider using a screening questionnaire such as at Appendix C.  They 
could be asked to print out, and complete this and bring with them.   
 
Testing people for coronavirus before attending meetings is not recommended. 
 
Your employees should also self-isolate if they have symptoms, for 7 days, or for 
14 days if a family contact has symptoms, and arrange to be tested as soon as 
possible. We suggest a referral for a short occupational health consultation, and 
to have a call as soon as they receive their test result (positive or negative).  We 
suggest employees should not be permitted to return to the workplace until 
advised by occupational health they are well enough and it is safe to do so.  
 
(6) Procedure for all people arriving on site for meetings.   
 
We on arrival, visitors coming on site for a face to face meetings should be asked 
to use hand sanitiser made available at Reception, and then be asked screening 
questions such as contained in the questionnaire example at Appendix C.   
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If the visitor has a pre-booked appointment to come on site, and has not brought 
their completed questionnaire with them, the contents of the questionnaire can 
be read out and completed by reception staff, maintaining 2m distance.   
 
If any questions are answered “yes”, the reception or other staff member is 
advised to put on a surgical mask, apron and gloves, and ask the individual to pick 
up a surgical mask left at reception for this purpose (see PPE below).  The 
individual should be asked to leave the premises, and be advised to go home and 
not use public transport.  They should self isolate for 7 days and book a test as 
soon as possible.  A further appointment might be made 14 days later. 
 
Any surfaces the individual has touched while on site must be cleaned down. 
 
If the person coming to be assessed answers “no” to all questions, then they 
should take a seat in the waiting area, where seating should be spaced 2m apart. 
 
Measurement of temperature of those arriving for meetings is not recommended. 
 
(7) Cleaning of surfaces and equipment.   
 
Following each face to face meeting, all surfaces should be wiped down. 
 
Personal Protective Equipment (PPE).  Is PPE needed?   
 
PPE may be required where higher level controls have not reduced risk to as low 
as reasonably practicable (ALARP). For most workplaces, the PPE to be used will 
be dictated by the risk assessment for the work that is ordinarily undertaken by 
your organisation; e.g. in construction, it is dust that will be the main hazard.  
 
The Government have advised that PPE for protection against COVID-19 will not 
normally be of value outside work in health and social care.  We have however 
advised PPE is available for Reception staff to use if needed in the circumstances 
set out above, when an individual with symptoms arrives for a meeting. We can 
advise on PPE for workplaces outside health and social care on request. 

 
Re-integration into the workplace 
 
In addition to any update on training required to ensure that employees returning to the 
workplace can undertake their work safely and effectively, it will be essential that all 
employees are fully aware of the controls in place to reduce the risk of COVID-19 and 
are trained in these measures, particularly social distancing and hygiene at work. 
 
For those remaining working from home, continued contact from managers is important 
to support home working, and to promote the sense of belonging to the whole team. 
 
Regular contact with those shielding at home is especially important. 
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Risk assessment - individual vulnerability and impact of infection 
 
As set out in our briefing note on risk assessment, we can undertake an individual risk 
assessment on those who may be more vulnerable. The risk table is as follows: 
 

Description Level of risk of 
severe illness if 
contract COVID-
19  as compared 
to the general 

population 

Risk Mitigation the 
employer is advised to put 
in place, noting that the 
Government continue to 

advise home working 
where this is feasible 

Those under 70, who may have 
underlying health conditions, but do 
not have conditions defined in 
Government guidance that would 
make them more vulnerable group if 
they were to contract COVID-19.   

STANDARD 
(GREEN) 

Social distancing – the 
standard risk mitigation 
advised by the Government 
for the population, and 
workplace controls in place 
decided on risk assessment. 

Those considered to be more 
vulnerable to serious illness if they 
contract COVID-19.  These are people 
over 70, or those under 70 with the 
underlying health conditions listed.  
We will advise specifically on those 
who are pregnant, depending on the 
environment where they work.  

INCREASED 
(YELLOW) 

Social distancing, 
stringently applied (as 
specific to each workplace; 
review hierarchy of controls 
and consider if additional 
controls are needed in the 
workplace; we can advise 
depending on type of work) 

There will be some people the 
occupational health professional 
making the assessment considers 
highly vulnerable.  These may be 
those more severely affected by one 
of the conditions the Government 
advises makes that person more 
vulnerable, or those who have a 
combination of conditions that 
further increases their vulnerability.  
We will also consider other factors 
including ethnicity, age, and gender. 

HIGH 
(AMBER) 

Social distancing, 
stringently applied (as 
specific to the workplace, 
having reviewed the 
hierarchy of controls, and 
with additional controls in 
place for high risk people; 
such as non-public facing 
roles, or other controls we 
can  advise on, on a case by 
case basis, depending on 
the nature of their work) 

Those considered to be extremely 
vulnerable.   People with conditions 
set out in Government guidance on 
shielding.  Usually will have a letter 
from the NHS advising them of this. 

VERY HIGH 
(RED) 

Shielding (remaining at 
home) until end Jun 2020, 
or any longer period needed 
as advised by Government.  
Ongoing contact important. 

 
A suggested questionnaire for staff is at Appendix D.  We should be happy to arrange 
calls with clients to assist in planning for a safe return of all employees to their 
workplaces, and calls with individual staff members who may be more vulnerable due to 
health conditions, by calling 0118 207 6190 or via email at: admin@cordellhealth.co.uk. 
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Appendix A 
 
Risk assessment template – COVID-19 
 
Job task Hazard Risk Scores Score Mitigation Agreed action Comments 

  Likelihood 
(L) 

Impact 
(I) 

Multiply 
L x I 

   

 
 

       

 
 

       

 
 

       

 
 

       

 
 

       

 
The likelihood of an individual being infected with COVID-19 is determined by the level of circulating infection within the 
community, and the risk of exposure due to the nature of the individual’s work.   
 
Control measures aim to reduce the likelihood of exposure, and so are determined by the likelihood and impact for the 
workforce as a whole, and with additional, more stringent controls potentially being needed, depending on the 
vulnerability of individual employees.   
 
The scores for likelihood in the table that follows are based on the five levels of infection as described by the Government 
in their guidance on alert levels contained within the Government’s recovery strategy at: 
https://www.gov.uk/government/publications/our-plan-to-rebuild-the-uk-governments-covid-19-recovery-strategy/our-
plan-to-rebuild-the-uk-governments-covid-19-recovery-strategy 
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Likelihood grading and impact scores as follows are multiplied together for overall score: 
 

Likelihood Impact 

1 Rare Level 1.  COVID-19 is not 
known to be present in 
the UK 

1 STANDARD 
(GREEN) 

No greater vulnerability than 
the standard population.  
Determines the controls to be 
put in for the workforce  

2 Unlikely Level 2.  COVID-19 is 
present in the UK, but 
the number of cases and 
transmission is low 

2 INCREASED 
(YELLOW) 

More vulnerable; increased 
likelihood of a severe outcome.  
Determines whether additional 
controls needed for individuals. 

3 Possible Level 3.  A COVID-19 
epidemic is in general 
circulation 

3 HIGH (AMBER) More vulnerable; high likelihood 
of a severe outcome due to 
severity of condition, or a 
combination of conditions 
making the person vulnerable. 
Determines whether additional 
controls needed for individuals 

4 Likely A COVID-19 epidemic is 
in general circulation; 
transmission is high or 
rising exponentially 

4 VERY HIGH 
(RED) 

Extremely vulnerable: very high 
likelihood of a severe outcome 
including death.  Home working 
if feasible; will be shielding. 

5 Highly likely Level 5.  As Level 4 and 
there is a material risk of 
healthcare services 
being overwhelmed 

5  Level 5 impact level not 
routinely used in COVID-19 
individual vulnerability risk 
assessment. 
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Appendix B.   
 
Risk assessment example –workforce risk assessment – COVID-19 
 

Job task Hazard Risk Scores Score Mitigation Agreed action Comments 

  Likelihood (L) Impact (I) Multiply L 
x I 

   

Travel 
to/from work 

COVID-19 3 1 3 Travel in own 
vehicle, or if 
travel on public 
transport 
necessary travel 
out of rush hour 

Those at increased 
and high risk should 
not use public 
transport  

Increased 
likelihood if 
social distancing 
cannot be 
achieved; 
increased 
(increased 
impact if at 
increased (6/20) 
or high (9/20) 
risk 

Travel 
to/from work 

Accidents 2 2 4 Usual precautions 
for safe travel   

  

Travel 
to/from work 

Stress 2 1 3 Ensuring plenty of 
time for travel 
and travel 
demands are not 
excessive 

Line managers 
should ensure staff 
workload takes into 
consideration travel 
time 

 

Reception 
staff 

COVID-19 3 1 3 Admin 
- maintain 2m 
distance 
PPE 
- 2 x surgical mask 
available, one for 
themselves, and 
one for visitor 
who answers 
“yes” to any 
question on 
Appendix C 

Those at individual 
high risk not to be 
undertaking 
reception work; by 
preference not to 
deploy staff at 
increased risk 
without agreement 
of staff member and 
consideration of 
measures in place 
for their safety 
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Meetings on 
site 

COVID-19 3 1 3 Admin 
- space 
appointments 

- symptom 

questionnaire for 
those coming on 
site  
- maintain 2m 
distance 
- cleaning surfaces 
after meeting 
 

  

Meetings on 
site 

Stress 2 1 2 Appropriate 
spacing of 
meetings and 
identifying those 
particularly 
stressful  
 

Appointment 
spacing  
 

 

 
The likelihood of an individual being infected with COVID-19 is determined by the level of circulating infection within the community, and the risk of 
exposure due to the nature of the individual’s work.   
 
Control measures aim to reduce the likelihood of exposure, and so are determined by the likelihood and impact for the workforce as a whole, and 
with additional, more stringent controls potentially being needed, depending on the vulnerability of individual employees.   
 
The scores for likelihood in the table that follows are based on the five levels of infection as described by the Government in their guidance on alert 
levels contained within the Government’s recovery strategy at: https://www.gov.uk/government/publications/our-plan-to-rebuild-the-uk-
governments-covid-19-recovery-strategy/our-plan-to-rebuild-the-uk-governments-covid-19-recovery-strategy 
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Likelihood grading and impact scores as follows are multiplied together for overall score: 
 

Likelihood Impact 

1 Rare Level 1.  COVID-19 is not 
known to be present in the 
UK 

1 STANDARD 
(GREEN) 

No greater vulnerability than the 
standard population.  Determines the 
controls to be put in for the workforce  

2 Unlikely Level 2.  COVID-19 is present 
in the UK, but the number of 
cases and transmission is low 

2 INCREASED 
(YELLOW) 

More vulnerable; increased likelihood 
of a severe outcome.  Determines 
whether additional controls needed 
for individuals. 

3 Possible Level 3.  A COVID-19 
epidemic is in general 
circulation 

3 HIGH (AMBER) More vulnerable; high likelihood of a 
severe outcome due to severity of 
condition, or a combination of 
conditions making the person 
vulnerable. Determines whether 
additional controls needed for 
individuals 

4 Likely A COVID-19 epidemic is in 
general circulation; 
transmission is high or rising 
exponentially 

4 VERY HIGH (RED) Extremely vulnerable: very high 
likelihood of a severe outcome 
including death.  Home working if 
feasible; will be shielding. 

5 Highly likely Level 5.  As Level 4 and there 
is a material risk of 
healthcare services being 
overwhelmed 

5  Level 5 impact level not routinely 
used in COVID-19 individual 
vulnerability risk assessment. 
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Appendix C 
 
Questionnaire for visitors attending on site meetings – COVID-19 
 
Company name/site location to 
be visited 
 
 

 

Name of person attending: 
 
  

 

Organisation the visitor is 
representing 
 

 

Date of appointment on site: 
 

 

Have you or anyone in your 
household have coronavirus in 
the last 14 days? 

 
 Yes     No 

Remarks:  

Do you have a new, continuous 
cough that has developed in the 
last 7 days? 

 
 Yes     No 

Remarks:  

Do you feel as if you have had a 
high temperature in the last 7 
days? 

 
 Yes     No 

Remarks:  

Have you lost your sense of smell 
or taste (anosmia) in the last 7 
days? 

 
 Yes     No 

Remarks:  

Does anyone in your household 
have a new, continuous cough, a 
high temperature, or loss of 
sense of smell or taste (anosmia) 
over the last 14 days? 

 
 Yes     No 

Remarks:  

Do you feel unwell with other 
potential symptoms of COVID-19 
(e.g. muscle pain, fatigue)? 

 
 Yes     No 

Remarks:  

 
If you do develop symptoms of coronavirus in the 7 days leading up to your appointment on site 
with us, or if you are self isolating in the 14 days leading up to the appointment, or if you have 
had a test and are waiting for the result, please call us to rearrange the appointment. 
 

Signed: 
 

 

Date completed: 
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Appendix D 
 
Example employee questionnaire for on site working – COVID-19. 

 
Company/on-site location: 
 
 

 

Nature of work to be done: 
 
 

 

Name of employee: 
 
  

 

Are you aged over 70?  
 Yes     No 

 

Remarks:  

Are you pregnant? 
 

 
 Yes     No 

 

Remarks:  

Do you have any of the conditions 
listed overleaf considered to make 
you more vulnerable1? 

 
 Yes     No 

Remarks:  

Do you have any of the conditions 
listed overleaf considered to make 
you extremely vulnerable2? 

 
 Yes     No 

Remarks:  

Do you have any concerns over 
members of your household who 
have conditions that may make 
them more vulnerable, or 
extremely vulnerable to COVID-19 
if they were infected? 

 
 Yes     No 

Remarks:  

Any other comments?  
 Yes     No 

 

Remarks:  

 

Date completed: 
 

 

Name of Manager: 
 

 

Date sent to Manager: 
 

 

 
  

 
1 Government guidance on social distancing and clinically vulnerable people at 
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing  
 
2 Government guidance on protecting the most vulnerable and shielding at: 
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 
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People who may be clinically vulnerable, or clinically extremely 
vulnerable, if they become infected with COVID-19 
 
Those considered to be clinically vulnerable, and so at a higher risk of severe illness from 
coronavirus, as set out in Government guidance at: 
https://www.gov.uk/government/publications/staying-alert-and-safe-social-distancing/staying-
alert-and-safe-social-distancing#clinically-vulnerable-people 
 

• aged 70 or older (regardless of medical conditions) 
• under 70 with an underlying health condition listed below (that is, anyone instructed to 

get a flu jab each year on medical grounds): 
• chronic (long-term) mild to moderate respiratory diseases, such as asthma, chronic 

obstructive pulmonary disease (COPD), emphysema or bronchitis 
• chronic heart disease, such as heart failure 
• chronic kidney disease 
• chronic liver disease, such as hepatitis 
• chronic neurological conditions, such as Parkinson’s disease, motor neurone disease, 

multiple sclerosis (MS), or cerebral palsy 
• diabetes 
• a weakened immune system as the result of certain conditions, treatments like 

chemotherapy, or medicines such as steroid tablets 
• being seriously overweight (a body mass index (BMI) of 40 or above) 
• pregnant women (the Royal College of Obstetricians and Gynaecologist have clarified this 

is vulnerability to the mother once over 28 weeks into pregnancy) 
 
Those considered to be clinically extremely vulnerable, and who are strongly advised to stay at 
home at all times and avoid any face-to-face contact to protect themselves, for as long as the 
Government advises this is needed (at least until 30 Jun 2020), as set out in Government 
guidance at: 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#who-is-clinically-extremely-vulnerable 
 

1. Solid organ transplant recipients. 
2. Specific cancers: 

• people with cancer who are undergoing active chemotherapy 
• people with lung cancer who are undergoing radical radiotherapy 
• people with cancers of the blood or bone marrow such as leukaemia, lymphoma or 

myeloma who are at any stage of treatment 
• people having immunotherapy or other continuing antibody treatments for cancer 
• people having other targeted cancer treatments which can affect the immune 

system, such as protein kinase inhibitors or PARP inhibitors 
• people who have had bone marrow or stem cell transplants in the last 6 months, 

or who are still taking immunosuppression drugs 
3. Severe respiratory conditions including all cystic fibrosis, severe asthma and severe 

chronic obstructive pulmonary (COPD). 
4. Rare diseases that significantly increase the risk of infections (such as severe combined 

immunodeficiency (SCID), homozygous sickle cell). 
5. Immunosuppression therapies sufficient to significantly increase risk of infection. 
6. Women who are pregnant with significant heart disease, congenital or acquired. 
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