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Welcoming more 
colleagues back to the 

workplace
Colleague guide to our COVID secure 
office and depot spaces



Who will be in the building? 

• Our reception areas are already open to customers and visitors. 

Customers have been advised to arrange an appointment if they

need to need to speak to a different colleague 

• If you wish to work at the office you will need to book a desk 

using the new booking system prior to your arrival

• If you are popping in and not needing to use a desk, you do not 

need to book

• New risk assessments have been undertaken in line with updated 

COVID secure guidance and are reviewed regularly. Any changes 

will be communicated

• Your manager will be responsible for briefing you on the 

arrangements and the control measures identified in the relevant 

risk assessment in advance of you returning to the office.

From Monday 16 August 2021 we are welcoming more 

colleagues back to the office. Although things are a little 

different, with increased cleaning regime, one way systems 

and desk booking process we are excited to welcome you  

back to join colleagues who have been working in the  

office throughout.

Throughout the various lock-downs we limited capacity in our offices to 

25% original capacity. This was based on risk assessments arising from 

social distancing requirements.  While social distancing requirements 

have been reduced our capacity has been reset at 50% to recognise that 

COVID still exists and some colleagues have yet to be vaccinated. Your 

health and safety is our priority so we continue to have COVID secure 

arrangements in place.

Relaxing the restrictions increases the potential risk for the virus 

to spread and therefore we ask colleagues to be mindful of the 

requirements to maintain social distancing, wash hands and wear face 

coverings when moving around buildings. We continue to urge 

everyone to follow these rules and advocate for people to get 

vaccinated.

This guide sets out the measures you should follow to ensure the safety 

of you and your colleagues. It’s important you know this information, 

even if you work out in the field, in case you need to drop into a Beyond 

Housing building.
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1.   Once you’ve given the desk a good clean down with an antiseptic  
wipe you will see a USB-C plug on the end of the cable. This cable will 
power your laptop and connect your monitor, mouse and keyboard to 
your laptop

2.   Pop the USB-C cable into your laptop, on the left-hand side where you 
would normally plug your power cable in, shown in the image below

 

2.   Now select how you’d like your screen to look (PC screen only, Extend, 
duplicate or monitor only). This will update straight away so you can click 
between the options until you have found a preference

3.  The bar will close when you click anywhere else on the screen 

4.   If you would like to make changes to the resolution or switch the main 
screen for your device, then hit the windows key and type Display 

5.   An option called Display Settings will be visible, select this and a window 
like the image below will load 

6.   You can then change 
things such as monitor 
position, resolution, 
size for apps and text 
if required. 

 

1.   It might be that your laptop and monitor 
are showing the same screen, if you 
would like to change this then hit the 
windows key and P, a bar will appear on 
the right-hand side of your screen, this 
will look like the image to the right 

Setting up your laptop
In order to use the desk you’ve booked  
there are a few simple steps you will need to 
work through!

Set up

Display settings

Check the monitor is 
powered on and once you 
start up your laptop you 
should see the monitor 
spring to life!

As always, please follow the DSE procedures, such as monitors being at the 
correct height and your chair set up correctly, the procedure is available here.

Remember: As you are in the office, you do not need to log into VDI to access 
our network drives though you will need to login into www.office.com to be 
able to access Teams.

http://mypad/Interact/Pages/Content/Document.aspx?id=3606&SearchId=112382
http://www.office.com
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Break-out and kitchen areas
•      Please limit how many people are in the space at a time 

by following the social distancing marks on the floors

•     Cleaning materials will be provided for cleaning the 
kitchen before and after each use

•     There will be limited tables and chairs per break-out area 
to help ensure you can sit at a safe distance

•     Please use your own crockery and cutlery and take 
responsibility for cleaning them yourself, to prevent any 
cross contamination

•     Tea, coffee, milk and juice will continue to be provided, 
but you must wipe these down after use.

Health and hygiene
•      You will be required to clean your workstations prior to 

and following use each day, with sanitiser and blue roll 
supplied on the cleaning carts in each area

•      All cleaning materials provided, including blue roll and wet 
wipes, must stay in the same place you find them to help 
us maintain a hygienic working environment. If materials 
are needed outside of the office, please speak to your line 
manager to arrange this

•       Cleaning services will take place up to three times per 
day, with tasks including sanitising doors, furniture and 
common areas and emptying waste bins

•       Wet wipes will be available on each printer, shredder and 
franking machine for you to clean the machine before use

•     Alcohol gel sanitisers will be provided throughout  
the buildings.

Meeting rooms
•     Meeting rooms will have signage on the doors to  

advise the safe maximum number of colleagues who 
can be in the room at a time in order to maintain 1 metre 
social distancing

•     Meetings should be held in an open environment  
where possible

•    Zoom or Teams can still be used for large meetings

•     If you are using Zoom or Teams in the open office space 
please be considerate of others and wear headphones, 
this also helps prevent feedback within the meeting.

We will be operating a clear desk policy. Please take all your 
belongings with you when you leave so it’s nice and tidy for the 
next person who uses the desk.

Moving around the building
•     Please stay alert for other colleagues’ movements as you 

move around the building and take precautions to stay 1 
metre away from each other

•     Particular care should be taken at entrance and exit doors 
and when going around corners

•     At Ennis Square in Redcar, there will be one entrance and 
one exit door. The rear door near the service centre should 
only be used to enter the building, and you should only exit 
through the rear main reception doors. There will be one-
way staircases in Ennis Square, the two outer staircases 
will be for going upstairs and the central staircase will be 
for coming downstairs only, to avoid close contact with 
colleagues travelling in the other direction. Signage is in 
place to make this clear.
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Working in a customer’s home
•      Appropriate PPE will be provided to colleagues working  

directly with customers in their home.  This equipment will be in 
line with government guidelines and our own risk assessments

•     No work should be carried out in a household which is 
isolating because a family member has symptoms, unless it is 
to remedy a direct risk to the safety of the household

•     Prior arrangements will continue to be made with customers 
classed as vulnerable to avoid any face to face contact. 
When working in a customer’s home, you should maintain 
good hygiene and cover your nose and mouth if coughing or 
sneezing, disposing of single use tissues

•     Clean any surfaces or objects you have touched using the 
cleaning products we will provide you with.

•     Maintain social distance as far as you possibly can during your visit

•     Customers will be contacted prior to any visit to discuss  
how the work will be carried out to minimise risk to you and to 
the household.

Here for you

•      Your mental health and wellbeing are important to us 
and we will continue to offer support to you. Our 24 hour 
colleague support service can be accessed by calling 
0800 107 6585 and quoting scheme number 73006.

Travel
•     Where the sharing of vehicles cannot be avoided, we will 

ensure an appropriate fleet management approach and a 
regular and enhanced cleaning plan is in place

•     You should clean the vehicle between journeys, using the 
cleaning products we provide you with. Make sure you 
clear door handles, steering wheel and other areas that 
colleagues may touch

•     If you need to travel with another colleague in the vehicle, 
please contact your line manager who will provide you 
with an appropriate risk assessment.

Lateral flow testing
•     To help keep you, colleagues and customers safe, we have 

introduced self-testing before coming into the office, if you are:

  -  Regularly in the office to work or to pick up/drop things off 
 - We ask you to do asymptomatic tests twice per week

  -  Popping in (you normally work from home) - We ask you to 
do an asymptomatic test before you come into the office.

Reporting results - You do not need to confirm your results to 
your manager unless it is positive. If your result is positive you 
must report it to the official testing report service, you must 
not attend any office and must self-isolate in line with the 
Government guidance.

Fire and first aid arrangements

•     There will be one first aider in each occupied building at all 
times and one fire warden per floor 

•     In the event of a fire alarm, all normal routes to fire exit 
doors should be used and you should leave the building in 
a controlled and orderly way.
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