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Hazards Risk of COVID-19 infection from colleagues or infecting colleagues

What is the probability? Without taking risk mitigation: in line with UK infection risk. With taking risk mitigation: very low

Who might be harmed  
and how? All staff and those people they come into contact with.

What we have done to 
mitigate the risk

All staff who can are working from home. 
All access point permissions have been reviewed to ensure offices cannot be entered unless there is compelling need. 
For staff working in the office, there are the following regulations:
- Such circumstances are kept to an absolute minimum i.e. only those with a compelling reason to work in the office are permitted to do so 

after permission from the CEO and COO
- BigChange office risk policy document sets out office rules and is shared with all returning staff
- The office has been suitably prepared for limited re-occupation and the landlord engaged. These measures have been checked by the 

Office Manager.
- If anyone is displaying Covid-19 symptoms they are required to be tested (and to isolate for 14 days if positive) before returning to office
- Work stations must be minimum of 2 metres apart
- With hand sanitiser available
- Staff are made aware of the risks and safe working practices: no contact with colleagues.
- Daily Coronovirus checklist and risk assessments completed on JobWatch by those who are unable to work remotely
- Specific risk assessments for staff working on stock have been carried out
- Government guidance on working in offices is being followed and signage displayed
Questionnaires have been sent to check who needs to return to the office i.e. has a compelling reason. We have reviewed and supporting 
on any compelling needs.
A cleaning regime for an initial clean, and ongoing cleaning twice a week, has been put in place (including specific focus on high touch 
areas). The cleaners’ risk assessment has been reviewed.

How we are continuing to 
control the risk

Maintain controls.
Any person returning to the office is by exception only, with numbers strictly limited in accordance with “socially distanced” office capacity.
Continued daily JobWatch risk assessments by staff in office.
We will review permissions going forward, in line with how the situation evolves.
Guidance will continue to be provided for those returning to work in the office from 1/6/20.

Hazards Risk of infection from travelling and visiting customers/suppliers or infecting customers/suppliers

What is the probability? Without taking risk mitigation: in line with UK infection risk. With risk mitigation: low

Who might be harmed  
and how? All staff and the people they come into contact with when travelling and on visits.

What we have done to 
mitigate the risk

All staff who can are being asked to work from home in line with the government advice. This includes all salespeople. Remote webinars for 
sales, onboarding and account management have been implemented.
Where there is a compelling business need for customer visits (i.e. installation engineers), a Coronavirus checklist is completed daily on 
JobWatch.

How we are continuing to 
control the risk

Maintain controls. Review government guidance.
We have changed the onboarding offer to be remote only.
Support from senior management in customer engagement and explanation when face to face meetings requested.We continue to review 
“compelling needs” and ensure that the checklists are completed daily. 

Hazards Visitors coming into the office

What is the probability? Without risk mitigation: in line with UK infection risk. With risk mitigation: very low

Who might be harmed a 
nd how? Visitors and the people they come into contact with.

What we have done to 
mitigate the risk

Visitors and the people they come into contact with. Total ban on visitors to the office.
Contractors only with permission of COO.

How we are continuing to 
control the risk Maintain controls.

Hazards Engineers installing equipment on site becoming infected or passing on infection

What is the probability? Without risk mitigation: in line with UK infection risk. With risk mitigation: low

Who might be harmed  
and how? The people they come into contact with while travelling and on installation visits.

What we have done to 
mitigate the risk

Government guidance being followed. 
Checklist completed daily on JobWatch plus individual risk assessments as part of JobWatch job prior to starting work.

How we are continuing to 
control the risk Maintain controls.

Hazards Lone working: risk of undiscovered injury

What is the probability? Without risk mitigation: low With risk mitigation: very low

Who might be harmed  
and how? BigChange staff working alone in the office or carrying out regular manual handling when working alone at home.

What we have done to 
mitigate the risk

Lone working section in the revised H&S Policy.
Lone worker app has been used for affected staff, including panic button and “man down” functionality which detects lack of movement. 

How we are continuing to 
control the risk Maintain controls.

Hazards Poor mental health due to social isolation

What is the probability? Without risk mitigation: medium With risk mitigation: low to medium (to be confirmed by survey)

Who might be harmed  
and how? BigChange staff.

What we have done to 
mitigate the risk

Good mental health promotion has included:
- Webinars for staff focusing on promoting positive mental health
- Quizzes and online events for staff whether furloughed or not 
- Daily “Gmail” update during lockdown – keeping in touch with colleagues and advising on upcoming online social events
- Guidance on home working provided
- Emphasis on clear communications so staff are aware what is happening without having an email overload
- Planning work 7-10 days ahead with teams and updating this weekly
- Organising remote training sessions for staff 
- Issuing MIND website link for better mental health
- Lunchtime remote chats for teams
- Daily calls with team members to plan work and check on colleagues’ mental health where required
We have conducted a survey after several weeks of lockdown to check people’s wellbeing and effectiveness of contact strategies.  
HR following up with staff and managers and feedback shared.
Mentioned as a risk in the H&S Policy.
Staff encouraged to share concerns with HR or line manager.
Mental Health awareness campaigns.
34 days’ holiday a year.

How we are continuing to 
control the risk

Maintain controls. Mental awareness and management training planned.
Continue activities to support staff.

Hazards Use of Display Screen Equipment (DSE) at home: risk of CTS, RSI and shoulder/back strain

What is the probability? Without risk mitigation: medium With risk mitigation: low

Who might be harmed  
and how? BigChange staff.

What we have done to 
mitigate the risk

All staff have completed the DSE RA for their home work station.
Staff have ensured that their home work stations are appropriate for long-term working. 
- Chairs and desks provided where requested to avoid back problems
- Monitors provided to those who need them
Employer pays for eye tests for display screen equipment users.

How we are continuing to 
control the risk Maintain controls and check completion rates.

Hazards General home working risks including H&S and information security

What is the probability? Without risk mitigation: low With risk mitigation: very low

Who might be harmed  
and how? BigChange staff working from home. 

What we have done to 
mitigate the risk All staff working from home have been asked to complete the WFH checklist.

How we are continuing to 
control the risk Maintain controls.

Hazards Uncertainty on what company stance is on holidays, sickness and sick pay in current climate

What is the probability? Without risk mitigation: high With risk mitigation: low

Who might be harmed  
and how? BigChange staff.

What we have done to miti-
gate the risk

Clear communication has been maintained throughout lockdown and furlough periods to make sure staff understand all the measures being 
taken. Additional sick pay for COVID-19 communicated at start of lockdown.

How we are continuing to 
control the risk Maintain controls.

Hazards Staff affected by COVID-19 impacts on ability to carry out roles

What is the probability? Without risk mitigation: in line with UK risk With risk mitigation: low

Who might be harmed  
nd how? BigChange staff and their families who have been infected or affected, requiring shielding, self-isolation, sickness leave or hospitalisation.

What we have done to 
mitigate the risk

HR keeps a confidential log of those affected and informs the appropriate line manager so that work can be organised accordingly within 
the team. Key worker dependencies reduced through cross training (particularly stock and hardware).

How we are continuing to 
control the risk

Maintain controls.
Training and documentation.


