
  

 

Page 1 of 25  Draft Version 3.0 

 

 

 

 

 

 

 

 

GSA COVID-19 RETURN TO THE 
WORKPLACE GUIDANCE 
 

 

 

 

 

 

 

 

 

Draft Version Date  Revision number 
1.0 Aug 25th 0 
2.0 Aug 28th 1 
3.0 Sept 4th 2 
   
   

  



  

 

Page 2 of 25  Draft Version 3.0 

1 Scope:........................................................................................................................ 3 

2 A Risk Based Approach to Starting Work .................................................................... 3 

3 Reporting COVID 19 related issues ............................................................................. 3 

4 Control measures ....................................................................................................... 3 

5 COVID-19 Return to Workplace Risk Assessment – Part A ........................................... 4 

5.1 Part A - Hazards and risk relating to GSA building, facilities and premises ....................... 4 
5.1.1 Ventilation ........................................................................................................................................ 4 
5.1.2 Air conditioning................................................................................................................................. 4 
5.1.3 Recirculation in centralised building air handling units .................................................................... 5 
5.1.4 Hygiene and Welfare facilities .......................................................................................................... 5 
5.1.5 Kitchens ............................................................................................................................................ 6 
5.1.6 Risk of contracting COVID 19 on the premises. ................................................................................ 6 
5.1.7 Fire .................................................................................................................................................... 7 
5.1.8 Electrical Safety ................................................................................................................................. 8 
5.1.9 Water supply contamination ............................................................................................................ 9 
5.1.10 Student residences ....................................................................................................................... 9 

5.2 Part A - Hazards and risk relating to people .................................................................. 10 
5.2.1 Mental Health ................................................................................................................................. 10 
5.2.2 Risk of contracting COVID 19 relating to interactions with other people. ..................................... 11 
5.2.3 Face coverings, non clinical and non industrial face masks. ........................................................... 13 
5.2.4 Travelling to and from work ........................................................................................................... 14 
5.2.5 First Aid ........................................................................................................................................... 15 
5.2.6 Falling ill with COVID 19 in the work place ..................................................................................... 16 
5.2.7 Display Screen Equipment .............................................................................................................. 17 

6 COVID-19 Return to Workplace Risk Assessment – Part B ......................................... 17 

6.1 Part B - Hazards and risks relating to Schools and Department operations .................... 17 
6.1.1 Manual Handling ............................................................................................................................. 18 
6.1.2 Lone and Out of Hours (LOOH) Working ........................................................................................ 18 
6.1.3 Working at Height (WAH) ............................................................................................................... 19 
6.1.4 Substances Hazardous to Health .................................................................................................... 19 
6.1.5 Shared equipment .......................................................................................................................... 20 
6.1.6 Local Exhaust Ventilation (LEV) ....................................................................................................... 20 
6.1.7 Fieldwork, offsite work and overseas travel ................................................................................... 20 
6.1.8 Exhibitions....................................................................................................................................... 21 
6.1.9 External events ............................................................................................................................... 22 
6.1.10 Studios. ....................................................................................................................................... 23 

7 COVID 19 return to workplace risk assessment Part C Record of review and approval 24 

8 References ............................................................................................................... 25 

9 Appendix 1  COVID 19 Departmental staff and student return to the workplace safety 
induction checklist. ......................................................................................................... 25 
 
  



  

 

Page 3 of 25  Draft Version 3.0 

1 Scope: 
The purpose of this document is to provide information and guidance to: 

- All staff and students at GSA 
- Those conducting COVID 19 related risk assessments and facilitating and planning for the 

return to the workplace of staff, students and visitors.  This includes staff with Health and 
Safety and line management responsibilities.  

This document can be used as a general source of information for staff and students on COVID-19 
related matters and has been structured in a way that can be related directly to the COVID-19 Return 
to the Workplace Risk Assessment.  This document should be read whilst completing the GSA COVID 
19 Return to the Workplace Risk Assessment. 

This document will be kept under review by the Health and Safety Team to keep pace with the latest 
Scottish Government and HSE advice and legislation regarding COVID 19. 

2 A Risk Based Approach to Starting Work 
Core to GSA’S preparations and on-going due diligence is risk assessment.   

Senior officers at GSA will be responsible for ensuring that COVID-19 Return to the Workplace Risk 
Assessments are undertaken within their area of remit within the established timescales.   

The Institutional COVID 19 risk assessment aims to: 

• Identify what work activity or situations might cause transmission of the virus 

• Identify who could be at risk 

• Decide how likely it is that someone could be exposed 

• Act to remove the activity or situation, or if this isn’t possible, control the risk 

In addition, existing process and procedure risk assessments and standard operating procedures will 
require review by the Schools and Departments to ensure that these risk assessments take account of 
the COVID 19 restrictions.  The Health and Safety Team and / or GSA senior leadership will issue 
updates as and when these restrictions change. 

3 Reporting COVID 19 related issues 
Standard and established reporting routes should be utilised for the reporting of COVID-19 related 
issues, which are via the line manager (staff) or Programme Leader (students).  Senior staff will 
progress any issues raised by staff in their area through the appropriate means. 

4 Control measures 
The hierarchy or control as described in the COSHH regulations must be applied. This can be 
achieved by avoiding conducting the hazardous activity or situation where possible, and where this 
is not possible controlling the hazard with sufficient physical and management controls. To this end 
the following are recognised as generic control measures that both employers and employees can 
implement to help prevent the spread of the coronavirus causing the COVID 19 disease. 

Work from home were possible, minimize contact with others (for example physically distance 
currently 2m and arrange workplace groupings), avoid crowds, provide fresh air ventilation, wash 
your hands regularly, avoid sharing equipment, clean surfaces regularly and wear face coverings 
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when social distancing is not possible, when required by risk assessment or when instructed to do 
so. 

5 COVID-19 Return to Workplace Risk Assessment – Part A 
This part of the risk assessment refers to general arrangements relevant to all staff, students and 
visitors and deals with measures that have already been put in place at GSA but will require 
managers, supervisors, and tutors to continue to monitor the situation and report any deficiencies to 
the appropriate parties in Health and Safety or Estates.   

Part A is subdivided into hazards and risks arising from buildings, (including facilities and premises) 
and hazards and risks relating to people, the tasks they perform, their well-being, and vulnerability 
to COVID 19. 

The existing arrangements are outlined below and already recorded for you in the COVID 19 return 
to the Workplace Risk Assessment associated with this document.   

You cannot edit section A but you can use Section B (see later) to record any specific and confirmed 
deficiencies relating to section A and what you are doing about it. For example a failure of 
ventilation in a specific room should be reported immediately to the estates help desk you might 
then suggest temporary mitigating measures such as opening the windows or suspending operations 
in that area until the ventilation is restored. 

5.1 Part A - Hazards and risk relating to GSA building, facilities and premises 
5.1.1 Ventilation 
Good ventilation can help reduce the risk of the spread of coronavirus.   

The requirement for employers to ensure an adequate supply of fresh air in the workplace has not 
changed. Adequate ventilation is subject to the environment and processes being conducted.  
However for most low pollution, low heat input and low odour areas a fresh air supply rate of around 
8 litres per second per person would be adequate for most needs.   

Ventilation can be improved by maintaining existing extract and supply systems, open windows and 
doors (unless fire doors) and using fans to prevent the accumulation of stagnant air.   

The risk of transmission through the use of ceiling and desk fans is extremely low providing there is 
good ventilation in the area it is being used, preferably provided by fresh air. 

Estates Department have maintained forced air ventilation during the shut down and where present 
it should be working optimally.   

Additionally windows have been checked and opened where possible. 

Estates will continue to monitor ventilation performance but building users should report concerns 
regarding ventilation supply and extract to their line manager of Programme Leader who will log a 
request on the Estates Help Desk 

5.1.2 Air conditioning 
The risk of air conditioning spreading coronaviru s (COVID-19) in the workplace is extremely low as 
long as there is an adequate supply of fresh air and ventilation. 

You can continue using most types of air conditioning system as normal. But, if the building uses a 
centralised ventilations system that removes and circulates air to different rooms it is recommended 
that employers turn off recirculation and use a fresh air supply. 

https://gsofa.sharepoint.com/sites/intranet/ProfessionalSupport/Estates/Pages/default.aspx
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Employers do not need to adjust air conditioning systems that mix some of the extracted air with 
fresh air and return it to the room as this increases the fresh air ventilation rate. Also, you do not 
need to adjust systems in individual rooms or portable units as these operate on 100% recirculation. 
You should still however maintain a good supply of fresh air ventilation in the room. 

5.1.3 Recirculation in centralised building air handling units 
Current CIBSE guidance recommends avoiding central recirculation during COVID 19 episodes to 
prevent the risk of airborne transmission and recirculation of airborne viral particles in the building. 
The current advice is to close recirculation dampers via the Building Management System or 
manually.  

5.1.4 Hygiene and Welfare facilities 
Estates have put in place the following in all buildings  

• All toilets supplied with hot/cold water, soap and hand towels, or driers. 

• All frequently touched areas of GSA buildings are subject to at least one clean per day by 
cleaning staff as recommended by the HSE.  This is in addition to periodic cleaning of 
frequently touched surfaces by users. 

• Signage will be in place reminding all persons on the premises to wash or sanitise their 
hands regularly and maintain social distancing. 

• Sanitising wipes and hand gels will be in place at key locations such as building entrances, 
photo-copier stations, communal areas, Welfare facilities to enable users to clean shared 
surfaces and equipment before and after use and to sanitise their hands. 

• Signage will be in place outside WC’s and kitchens advising of the maximum occupancy level 
and social distancing. 

• Existing cleaning frequency documents in communal areas will be updated in accordance 
with the normal cleaning procedures 

• The following table sets out the COVID 19 cleaning and hygiene regimes for GSA 

ACTIVITY FURTHER DETAIL 

Regular cleaning tasks Completed in line with normal service standards.  

Enhanced Cleaning  Electrostatic cleaning will be carried out on agreed designated areas 
prior to occupation. 

Frequent Touchpoints 

 

Completed regularly with sanitiser. Touch points include doors, exit 
buttons, access control barriers, push plates in corridors, access to 
shared areas, access to washroom facilities, door handles in shared 
areas, hand rails, control panels and light switches. 

Toilets 

 

Cleaned and replenished morning and afternoon. Washrooms will be 
closed whilst cleaning is taking place to ensure social distancing is 
maintained. 

Common Spaces 

 

Circulation areas will be cleaned on a regular basis and includes: - 

Passenger Lifts, Stairs and landings, Reception areas and corridors. 
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Hand Sanitiser Stations 

 

Wall mounted hand sanitiser stations are available at entrances, 
corridors and designated positions, these will be inspected daily and 
replenished as required. 

Kitchen/Tea prep areas Each of these areas will be supplied and replenished as required with 
Anti- bacterial wipes to allow for self-cleaning throughout the day for 
surfaces, microwaves and fridge handles for use by the building 
occupants. 

Hygiene Management 
Signage 

Signage implemented before the building is reopened and monitored 
as part of the cleaning checklist. 

Building Cleaning 
Monitoring 

This will re-commence when the buildings are re-opened. 

 

Estates and the cleaning teams will continue to monitor the availability of these facilities  but building 
users should also be proactive and report shortages in consumables and concerns regarding cleaning 
to their line manager or Programme Leader who will log a request on the Estates Help Desk 

5.1.5 Kitchens 
The current advice from the Scottish government to Universities and colleges is that small food 
preparation kitchens and catering can continue to operate but that face coverings must be worn in 
communal areas where social distancing of 2m cannot be guaranteed. 

You should also arrange for staggered work breaks where possible, make sure that there is clear 
signage for one way systems and social distancing, adherence to recommended occupancy levels, 
and continue to ensure that touch points are frequently wiped down.  

If staff and students are doing more than preparing food and drinks but are also seated and eating 
then they cannot wear a face covering while doing this and therefore must observe social distancing 
and good hygiene. 

The seating should be arranged to facilitate this. 

If the “kitchen” is a catering establishment selling food and drink then The Scot Gov guidance for 
Universities and colleges advises that they comply with the national guidance for indoor hospitality.  

5.1.6 Risk of contracting COVID 19 on the premises. 
Estates, in conjunction with contractors and building occupiers, have defined walking routes and 
social distancing measures within GSA buildings:  

• Building occupancy levels are reduced with staff and students working from home where 
possible. 

• A physical security presence will be in place in all main buildings and building occupancy will 
be monitored through the use of attendance registers (for students). 

• Senior staff will be responsible for limiting the numbers of staff attending on any given day 
in their area of responsibility to ensure that occupancy levels are not exceeded and social 
distancing can be maintained in offices, studios and workshops. 

https://gsofa.sharepoint.com/sites/intranet/ProfessionalSupport/Estates/Pages/default.aspx
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• Temperature checks will be carried out on those entering GSA premises by security staff.  
Anyone with an elevated temperature will be refused entry for that day.  

• One way systems in corridors and stairs where required. 

• Separation of foot traffic flows on stairs and in corridors where required. 

• Installation of screens at building reception and other key face to face interaction areas. 

• Social distancing signage installed at key points throughout GSA buildings 

• Hand sanitiser is available at main entrance areas and other areas within GSA buildings. 
Similar provisions have been made within Departmental areas. 

• Cleaning rotas have been refined and are focused on cleaning and sanitisation of surfaces 
and touch points in communal areas e.g. door handles, lift buttons, showers. 

• There is an increased provision of tissues, paper rolls, wipes, etc. to facilitate cleaning and 
sanitisation of surfaces and touch points by staff (before and after use). 

• Desks that are available for use have been clearly marked. 

• Posters reinforcing key messages, such as good hand hygiene, social distancing, stay home if 
COVID-19 symptoms appear, and protective behaviours, e.g. cough etiquette have been 
displayed. 

Estates and the cleaning teams will continue to monitor the availability of these provisions but 
managers and supervisors as well as other building users should also be proactive and report any 
deficiencies such as missing or insufficient signage or requests such as additional Perspex barriers via 
their line manager or Programme Leader who will log a request on the Estates Help Desk. 

5.1.7 Fire 
The GSA Fire Regulatory Officers (FROs) from the Health and Safety Team have conducted 
inspections of all GSA premises.  

FRCOs have confirmed the following:  

• Fire signage is in place. 

• Fire doors are in good condition and closed. 

• Firefighting equipment is in place and in test date. 

• The fire detection and alarm systems have been tested. 

• The Fire risk assessments for each building have been carried out and reviewed considering 
social distancing arrangements.  

Estates have confirmed the following: 

• That waste collections are commencing and that waste should not be allowed to 
accumulate. 

• Estates are managing portable appliance electrical testing which is recommencing in 
October. 

https://gsofa.sharepoint.com/sites/intranet/ProfessionalSupport/Estates/Pages/default.aspx
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Note that GSA’s fire prevention and control arrangements are part of the compulsory return to work 
induction for staff and students. This includes advice that social distancing is suspended during an 
evacuation.  The priority is preserving life and evacuating the building promptly 

A lot of work has been carried out on your behalf but building users must continue to monitor the 
following: 

Inform the GSA Fire Regulatory Officers via the Health and Safety Team with concerns regarding the 
adequacy of fire detection, alarm and prevention arrangements in your area 
Healthandsafety@gsa.ac.uk 

These include 

• Fire exits are clear in your area 

• Fire fighting equipment is in place and in test date.  

• That staff are properly fire trained and inducted  

• Fire Marshall coverage, taking into account staff absence during the COVID 19 outbreak, 
should be reviewed by each department.   

• Take into account persons requiring assistance during evacuation. 

• Fire marshal coverage can be shared between department to assist in maintaining cover 
during working hours 

• Numbers of fire marshals required (referred to in the fire Scotland Act as nominated 
competent persons) is scalable and dependent on the risk.  A table is available on the H&S 
intranet pages that provides you with the number of Fire Marshals required in all GSA 
premises determined by risk assessment carried out by the FRCOs. 

• Interim Fire Marshal training to help make up any shortfall in cover can be obtained via the 
Health and safety team by contacting Lynn Miller at l.miller@gsa.ac.uk. 

Contact your line manager or Programme Leader who will log a request on the Estates Help Desk if 
there are concerns regarding the following. 

• Waste collection 

• Social distance signage and indicators. 

• Electrical equipment is out of portable appliance test date. 

5.1.8 Electrical Safety 
Estates teams have maintained the buildings and any fixed electrical installations during the building 
closures.  However some portable electrical equipment (essentially anything with a plug) may be out 
of test date.  Portable electrical testing (PAT) is recommencing in September 2020.  

While testing recommences and catches up managers, supervisors, staff and students using 
electrical equipment should carry out routine checks on the condition of equipment and report any 
defective or PAT expired items to line managers or Programme Leaders who should escalate to the 
Estates help desk.  

Checks and actions should include: 

mailto:Healthandsafety@gsa.ac.uk
https://gsofa.sharepoint.com/sites/intranet/ProfessionalSupport/HS/Pages/default.aspx
https://gsofa.sharepoint.com/sites/intranet/ProfessionalSupport/Estates/Pages/default.aspx
https://gsofa.sharepoint.com/sites/intranet/ProfessionalSupport/Estates/Pages/default.aspx
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• PAT dates on all electrical appliances in use since lockdown  

• Plugs and cables 

• Remove defective equipment from use until repaired. 

• GSA equipment repairs should be arranged with a manager or supervisor 

• Contractors attending site to repair equipment must be supervised and adhere to GSA social 
distancing rules. 

• Personally owned defective equipment must be removed. and not used until a competent repair 
has taken place or it has been replaced. 

Students and staff bringing electrical equipment to GSA residences MUST declare this equipment 
to the residence management team and it MUST NOT be used until checked and declared 
compliant with UK electrical safety standards by a GSA appointed competent electrician 

5.1.9 Water supply contamination 
Water supplies left at the right temperature, for long periods without adequate flushing may 
become contaminated with micro-organisms, some of which are capable of causing disease in 
vulnerable people such as Legionella pneumophila 

Estates teams have ensured the following before staff, students or visitors return to GSA buildings: 

• Hot and cold water systems are checked for contamination  

• Hot and cold water systems are treated where appropriate.  

• That that all necessary risk assessments and controls are in place to prevent legionella growth.  

• That all hot and cold water systems, including water outlets, showers, water fountains, storage 
vessels are compliant with the legislation regarding Legionella control and are ready for staff and 
students to return to premises. 

5.1.10 Student residences 
Large numbers of students returning to residences from locations across the UK and from abroad 
may increase the risk of the spread of COVID 19 to staff and the wider community outside of GSA. 

GSA residence teams have carried out a huge body of work to make the accommodation ready for 
the return of students to GSA.  This includes: 

• Students attending from countries where a quarantine period is required will be instructed 
to isolate in their residence. 

• Risk assessments have been conducted by the residence manager which consider these 
controls and are under review with the Health and Safety Team. 

• Estates team has planned social distancing measures for all accommodation at GSA and 
appropriate signage, sanitisation supplies and hand sanitiser stations will be in place before 
students occupy the premises. 

• Fire precautions are up to date and in place. 

• 100% checks have been completed for all fixed electrical equipment in July 2020 
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• PAT takes place in September once the students have arrived. 

• Estates and contractors have ensured that all residences are compliant with the control of 
Legionella regulations  

• Cleaning of all residential premises is in progress and will be complete by the 5th of Sept 
2020 

• Students well-being is supported via the student support services and locally via the ResLife 
team 

• The ResLife team and the residences manager are trained first aiders 

Residences Management will continue to liaise with Estates teams and with the Health and Safety 
Team in order to support the safe occupation of the buildings and review this risk assessment and 
other relevant assessments as the occupancy moves forward to ensure that they remain relevant 
and control measures are effective.  

5.2 Part A - Hazards and risk relating to people 
5.2.1 Mental Health 
It is recognised that the COVID 19 isolation and social distancing circumstances can contribute to 
mental health issues among staff and students including the following: 

• Increased anxieties among staff or students due to a return to the work place after an 
extended absence. 

• Feelings of isolation as a result of staff working from home. 

• Stress-related illnesses related to less regulated working hours when working from home. 

• Stress and anxieties related to management of workloads. 

To help reduce the levels of anxiety and stress experienced by staff the GSA has ensured that the 
following measures are in place: 

• Regular communication between managers and their staff individually and / or in groups, as 
well as GSA-wide communication channels / updates. 

• Senior staff provided with a Line Manager Toolkit to assist with planning a return to the 
workplace for staff (available here), including identifying any staff vulnerabilities. 

• Staff and students returning to work are offered a one-to-one return to the workplace 
meeting with their line manager to inform them about new workplace controls implemented 
to reduce the risk of exposure to COVID-19 and to establish any individual circumstances 
that may require additional support. 

• A template Departmental level COVID 19 induction check list is available from the Health and 
Safety Team intranet pages 

• Line managers and student tutors are aware of their roles and responsibilities under the 
GSA’s management of work-related stress processes and carry these out. 

• Student tutors will discuss stress and mental wellbeing with students during induction. 

• Online resource Silvercloud is available to support staff wellbeing. 

https://gsofa.sharepoint.com/sites/intranet/ProfessionalSupport/HR/Pages/safe-campus-.aspx
https://gsofa.sharepoint.com/sites/intranet/ProfessionalSupport/HS/Pages/Health-and-Safety-Policies-and-Procedures.aspx
https://gsofa.sharepoint.com/sites/intranet/ProfessionalSupport/HS/Pages/COVID-19-Off-Campus-Mental-Health-and-Wellbeing-for-Students.aspx
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• Employee Assistance Programme, Occupational Health provision and Togetherall (formerly 
Big White Wall) is in place to support staff and student wellbeing. 

• Line managers are aware of how changes to working arrangements may cause additional 
work-related stress and affect their employees’ mental health and wellbeing and where to 
source support.  

• Managers hold regular informal discussions with their team and consider ways to reduce the 
causes of stress.  

• Workload issues or support needs are escalated to line managers. 

• Staff who are in vulnerable groups themselves or caring for others are encouraged to 
contact their line manager to discuss the support they may need. 

• Staff are aware of supportive mechanisms available to them (e.g. Mental Health First Aiders, 
Occupational Health referrals, etc.) through line managers. 

Despite these controls already being in place the risk assessment requires managers, supervisors and 
tutors to: 

• Continue to look for the signs of mental health issues in those that they are responsible for.  

• Utilise the HR guidance issued to determine the appropriate course of action. 

• Take action to help those affected. 

• Contact HR (for staff) or Student Support (for students) for further advice. 

• Review guidance on homeworking. 

• Remain in contact with staff during homeworking, especially those shielding during 
lockdown. 

• Encourage staff to actively exercise and take regular breaks form home working activities. 

• Encourage staff to discuss their concerns. 

5.2.2 Risk of contracting COVID 19 relating to interactions with other people. 
Staff entering into GSA premises may be at increased risk of contracting COVID 19 due to increased 
interactions with other people and contact with multiple shared surfaces. 

Additionally, the risk of contracting COVID 19 is increased for certain people.  These include the 
following. 

• Those identified clinically as extremely vulnerable and vulnerable to infection;  

• Those within whom the disease can manifest with greater severity, for example, due to 
levels of general fitness, certain health conditions and ethnicity. 

Staff with these conditions will need to discuss their specific circumstances with their line managers 
and working options explored to protect these groups with Human Resources. 

GSA has put in place guidance for staff and students who may be in vulnerable groups, or who may 
be shielding which can be viewed on the GSA Human Resources intranet pages. More general 
guidance is available on the Safe Campus and Health and Safety Intranet pages. 
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Guidance includes: 

• Staff and students who can, are requested to work remotely, subject to discussions with 
their manager or tutor.   

• Staff or students who are clinically vulnerable should remain at home subject to discussions 
with their managers or tutors. 

• A specific individual risk assessment which is undertaken for those who have a self-declared 
health condition, which could increase their risk profile. For students, this will be flagged 
during general induction and to be pursued through engagement with Personal Tutor 

• Local induction training has been developed and is provided to ensure staff and students are 
trained on the new COVID 19 procedures/arrangements before commencing work. This 
includes entry/exit points, welfare provision within the building, and other key COVID-19 
considerations 

• Staff activities are segregated, where possible, to promote 2 metres distance. 

• Staff have been advised to hold virtual meetings. 

• Office space is arranged to maintain a minimum of 2 metres between each worker, 
wherever possible.  

• Staff and students should not move between buildings. 

• Non-essential business-related travel is on hold. 

• The use of face coverings will be considered in line with the hierarchy of controls and follow 
the current Scot Gov advice as well as the HSE.  This is currently: 

• Apply social distancing  

• Reduce the number of people in the work area 

• high standards of hand hygiene 

• increasing surface washing 

• assigning and keeping people to shift teams 

• using screens and barriers to separate people from each other 

Tasks requiring closer social contact such as footing ladders, lifting or first aid have been or are in the 
process of being risk assessed to:   

• Reduce the need for to work closely together (within the current social distancing 
recommendation) so far as is reasonably practicable 

• Ensure appropriate equipment is available to limit the spread of COVID 19 e.g. face 
coverings, sanitisation products. 

• Make available adequate space to carry out the task to allow for social distancing 
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Despite these measures being in place it is going to be the responsibility of everyone to implement 
the COVID 19 restrictions and Line managers and supervisors to make sure their staff understand 
them.  Manager, supervisors and tutors should: 

• Ensure that existing risk assessments are up to date and include the restrictions and controls 
required to prevent the spread of COVID 19. 

• Ensure that staff and students working from home have completed a Display Screen Equipment 
risk assessment.  Advice and guidance can be found on the Health and Safety Department Staff 
intranet pages.   

• For students the DSE assessment should be raised during induction.  Those with special needs 
may need additional support which should be discussed with their Tutor. 

• Ensure social distancing is maintained.  

• Ensure arrangements are in place to protect staff carrying out tasks where social distancing 
cannot be maintained. For example, limiting close contact to less than 15 minutes, face masks, 
face shields, and other equipment subject to specific risk assessment. 

• Review access and occupation numbers to common area/rooms. 

• Stagger starting and finishing times to reduce overcrowding in work areas, studios, entrances, 
exits etc, 

• Stagger arrangements for lunch to avoid overcrowding social areas. 

Report to Estates any concerns regarding the provision of: 

• Social distancing and segregation signage 

• Surface sanitisation wipes 

• Hand sanitiser 

• General cleaning issues 

5.2.3 Face coverings, non clinical and non industrial face masks. 
Face coverings and non clinical or non industrial face masks are not classed as personal protective 
equipment (PPE) as they: 

• Are generally not manufactured to a recognised standard and not CE marked 

• Do not provide a proven level of protection to the user for work risks such as dust and spray 

• Not face fit tested to the user. 

Where risk assessment requires the use of a face mask for your work or study task these must still 
be worn and take priority over a face covering. 

GSA is following the Scottish Governments advice on the use of face coverings in the higher 
education setting.  This is currently set out in detail in a document on the Scot Gov web pages  

The GSA anticipates that face coverings will not generally be necessary in the studio or other 
learning and teaching environments given the greater scope for physical distancing, and the impact 
on learning and teaching face coverings can have.   

https://gsofa.sharepoint.com/sites/intranet/ProfessionalSupport/HS/Pages/Health-and-Safety-Policies-and-Procedures.aspx
https://www.gov.scot/publications/coronavirus-covid-19-universities-colleges-and-student-accommodation-providers/
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However this is subject to a risk assessment appropriate to the specific circumstances and as long as 
physical distancing is maintained.  

Face coverings should be worn indoors wherever 2m distance cannot be guaranteed. This includes 
where people are interacting face-to-face at less than 2m for a sustained period (about 15 minutes 
or more) or for any amount of time where there is close contact within 1m.  

Face coverings should also be worn in the following circumstances (except where someone is 
exempt from wearing a covering):  

• where people are moving about in corridors and indoor communal areas (including toilets) 
as well as other areas of campus where 2m physical distancing cannot be guaranteed  

• in line with the current arrangements for public transport, where adults and young people 
aged 5 and over are travelling on public and dedicated GSA and university transport   

• in corridors and indoor communal areas in student accommodation. This includes toilets, 
common rooms and laundry rooms.  

Face coverings should be worn in some parts of student accommodation where 2m distance from 
people from another household cannot be guaranteed. This includes corridors and some shared 
facilities such as laundries and common rooms. It does not include kitchens and bathrooms shared 
by multiple households, where other mitigations including 2m physical distancing and enhanced 
cleaning and personal hygiene measures should be in place. 

5.2.4 Travelling to and from work 
Staff and students travelling to and from the work place may be at an increased risk of contracting or 
transmitting COVID 19 because of: 

• Increased contact with others 

• Social distancing may be difficult to maintain 

• Increased contact with multiple shared surfaces 

GSA have put in place the following guidance: 

• Only staff conducting work considered to be essential and that cannot be conducted from 
home are allowed on site, and the on-site work must have been pre-arranged with the line 
manager.  Every circumstance is different and it is the responsibility of senior managers to 
conduct a risk assessment and decide whether staff and students are permitted into the 
buildings to carry out work related tasks and to balance this against occupancy levels and the 
difficulty of maintaining adequate social distancing and other control measures related to 
COVID 19. 

• Staff have been encouraged to use personal methods of transport where possible, e.g. 
private car, cycling, walking to work, etc.  Additional car parking provision has been put in 
place for staff who need to travel by car, although this will be available on a first-come first-
served basis. 

• If use of public transport is unavoidable, staff and students have been advised to avoid peak 
times and to adhere to social distancing rules where possible.  Staff can discuss working 
arrangements that observe these measures with their line manager at the return to the 
workplace meeting. 
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• All staff and students have been advised to follow the COVID 19 restrictions when travelling 
on public transport such as the wearing of face coverings. 

• Work outside of GSA premises referred to as offsite work or fieldwork must be risk assessed 
in accordance with GSA policy and guidance available on the Health and Safety team intranet 
pages.  This must be approved by staff managers and student tutors before it takes place 
and restrictions on travel taken into consideration.  See section in Part B on field work. 

5.2.5 First Aid 
The Health and Safety Team are monitoring first aid cover and have provided additional guidance for 
first aid at work (FAW) during the COVID 19 outbreak available on the intranet pages. As well as 
additional PPE and access to funded first aid qualification and a refresher programme.  

The Health and Safety Team have advised existing first aiders regarding requalification’s that might 
have lapsed during the COVID 19 related movement restrictions. 

Managers and first aiders should ensure the following: 

• First aid arrangements are part of the staff return to work safety induction.   

• First aid cover is adequate.   

• There are no hard and fast rules on exact numbers. It will depend on the circumstances of 
your workplace.  The table below provides a general guide on how many appointed persons 
or first aiders you might need. The numbers given are suggestions only. You should assess 
your first-aid needs in the light of your particular circumstances.  

• In broad terms at GSA the minimum requirement is one FAW person per 100 persons in office 
space.  One FAW person per 50 persons in workshops, and studios.  Off-site and fieldwork 
work requires additional assessment.   

From your risk assessment, 
what degree of hazard is 
associated with your work 
activities? 

How many staff or students 
in the workplace? 

Minimum type and number 
of first aid staff required 

Low-hazard, eg offices, 
shops, libraries 

Fewer than 25 At least one appointed 
person 

25–50 At least one first-aider 
trained in EFAW 

More than 50 

At least one first-aider 
trained in FAW for every 
100 employed (or part 
thereof 

Higher-hazard, e.g. 
workshops, work with 
dangerous machinery or 
sharp instruments, work 
with hazardous materials. 

Fewer than 5 At least one appointed 
person 

5 - 50 At least one first-aider 
trained in EFAW or FAW 
depending on the type of 
injuries that might occur 

More than 50 At least one first-aider 
trained in FAW for every 50 
employed (or part thereof) 

 

https://gsofa.sharepoint.com/sites/Intranet/ProfessionalSupport/HS/Pages/default.aspx
https://gsofa.sharepoint.com/sites/Intranet/ProfessionalSupport/HS/Pages/default.aspx
https://gsofa.sharepoint.com/sites/intranet/ProfessionalSupport/HS/Pages/First-Aiders-List.aspx
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• If after assessment it is determined that additional first aid cover is required please contact 
the Health and Safety Team via Lynn at l.miller@gsa.ac.uk with the names of staff wishing to 
be trained and instruction on how to access training will be provided.   

• Update first aid lists you may need to include first aid staff from other floors and nearby 
buildings to provide cover 

• COVID 19 guide for first aiders is available from the Health and Safety team intranet pages  

• In accordance with this guidance additional PPE has been provided to all locations with a first 
aider in the form of a grab bag containing additional equipment related to protecting the first 
aider from COVID 19.   

• Information has been circulated regarding collecting these grab bags from the GSA senior 
Janitor but requests for additional equipment can be sent to the Health and Safety Team via 
Lynn l.miller@gsa.ac.uk 

Note:  Rescue breathes are currently advised against by the resuscitation council UK 

• Ensure returning staff, and  contractors are properly inducted. 

• First aid equipment checked, complete and in date. 

• Locate an isolated space available for first aid treatment of suspected COVID 19 cases to help 
reduce spread of the disease. An office would do. First Aiders are not expected to carry out 
any additional treatment for the symptoms of COVID 19 other than to either summon 
emergency responders if the person is experiencing life threatening symptoms or if they do 
not require immediate emergency help to send them home following the Scottish 
Government advice regarding travel and arranging for a COVID 19 test.  Reference the COVID 
19 first aid guide above. 

• Collect the COVID 19 additional first aid PPE from the post room if it has not been sent to them. 

• First aid risk assessment in place and up to date. 

• Contact the Health and Safety Team if additional first aid provision is required 

5.2.6 Falling ill with COVID 19 in the work place 
• The GSA have developed a Pandemic response procedure flow chart which includes a 

response to staff and students falling ill or reporting illness to managers.  This is available on 
the Staff Intranet. 

• COVID 19 guide for first aiders is available from the Health and Safety Team intranet.  Refer 
to the first aid section. 

• If an employee becomes unwell with coronavirus symptoms at work.  The person should 
leave work to self-isolate straight away and, if possible, wear a face covering on route and 
avoid public transport.  Direct staff and students to  www.nhsinform.scot or, if they cannot 
get online, call 0800 028 2816, to arrange to get tested. 

• Staff should inform their line manager who will inform HR of their illness 

In the event that COVID 19 illness is reported line managers and supervisors should:  

• Ensure that the incident is reported on the accident and incident reports system. 

mailto:l.miller@gsa.ac.uk
https://gsofa.sharepoint.com/sites/intranet/ProfessionalSupport/HS/Pages/First-Aiders-List.aspx
https://www.nhsinform.scot/illnesses-and-conditions/infections-and-poisoning/coronavirus-covid-19/test-trace-and-isolate/coronavirus-covid-19-testing
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• Escalate the incident to the Health and Safety team and to their line management by email 
or phone call.  

• Line managers should also contact the CLO for their area to arrange for areas contacted by 
the ill member of staff to be cleaned.  If necessary quarantine areas and items used by the 
member of staff such residential rooms, books and desks.  

5.2.7 Display Screen Equipment  
During the COVID 19 restrictions more staff and students are working from home.  Work Related 
Upper Limb Disorders (WRULD) may develop as a result of: 

• Inappropriate workstation layout or lack of awareness resulting in poor posture being 
adopted when using DSE 

• Working for prolonged periods without change of posture or sufficient breaks. 

Guidance and risk assessment templates are available on the Health and Safety Team Intranet pages. 

• Where desktops, laptops and notebooks are used as a significant part of day-to-day work, a 
Display Screen Equipment self-assessment must be carried out. This applies equally to 
working from home and to working on GSA premises 

• Work should be planned to include regular breaks from the computer. 

• Hot desking is not permitted during the COVID 19 pandemic. 

• Online training is available for various software applications where required. 

Managers, supervisors and tutors should  

• ensure that DSE users carry out self-assessments when working at home. 
• Review home working guidance and review DSE assessments to include the homeworking 

set up where required. 

Guidance and advice can be found on the Health and Safety team intranet pages and by contacting 
the safety team on healthandsafety@gsa.ac.uk  

6 COVID-19 Return to Workplace Risk Assessment – Part B 
6.1 Part B - Hazards and risks relating to Schools and Department operations 
This section requires more input from the person in management control of the activity and / or 
premises upon which it is conducted.  This part is for Schools and Departments to define the return 
to work approach that best fits their operational needs. General aspects that may apply are 
discussed below and already written into the risk assessment to assist those conducting the further 
assessment.  Schools and Departments should add additional scenarios and delete or add controls 
as applicable to their own operations.  

Please contact the Health and Safety Team at healthandsafety@gsa.ac.uk for assistance if required. 

If you require extended face to face help via a zoom call or phone call then please book one of our 
workshops via Lynn Miller l.miller@GSA.ac.uk  

https://gsofa.sharepoint.com/sites/intranet/ProfessionalSupport/HS/Pages/Health-and-Safety-Policies-and-Procedures.aspx
https://gsofa.sharepoint.com/sites/intranet/ProfessionalSupport/HS/Pages/default.aspx
mailto:healthandsafety@gsa.ac.uk
mailto:healthandsafety@gsa.ac.uk
mailto:l.miller@GSA.ac.uk
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6.1.1 Manual Handling 
Manual handling lifting that may originally have been assessed as requiring two persons might be 
attempted by one person because of COVID 19 risking back pain and work related upper body 
disorder (WRULD) 

Two person lifting and transport operations may force operatives to disregard the social distancing 
requirements. 

Managers and supervisors must ensure that the following is in place: 

• Update existing manual handling risk assessments and training to take account of the current 
COVID 19 social distancing rules 

• Eliminate the problem by ordering multiple packs of lighter goods. 

• Provide appropriate PPE identified by the risk assessment such as face coverings, face shields 
and limit the time of reduced distancing to a maximum of 15 minutes. 

• Suitable lifting and moving aids such as a trolley should be provided to assist the transport of 
heavy items and reduce the need for two people to be in close contact for long periods. 

6.1.2 Lone and Out of Hours (LOOH) Working 
Due to the reduced occupancy of GSA premises there is an increased likelihood that those who have 
had to return to the GSA office or campus work environment may find themselves working alone.  
The risks include:  

• Unable to promptly summon emergency assistance in the event of serious injury, sudden illness 
or personal threat. 

The GSA has existing guidance on LOOH on the staff intranet.  

• LOOH work should be minimised or avoided where feasible.  

• If unavoidable, conduct a LOOH Risk Assessment  

• Conduct specific LOOH Risk Assessment in circumstances where any potential risks are 
increased (e.g. expectant mothers, persons with mobility issues or medical conditions). 

• Where a risk assessment determines that the lone work activity is high risk such as working 
at height, working with toxic chemicals, band saws, circular saws, chain saws this is not 
permitted. 

• Supervisor /management contacts must be updated and available to lone workers.  

• Liaise with other managers on site or local fire marshals for contact and monitoring between 
floors. 

• Use of digital meetings and mobile phones to minimize lone work and check on staff carrying 
out low risk work. 

Supervisors MUST be local and able to assist or advise in a reasonable time.  Reasonable time is 
minutes not hours. 
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6.1.3 Working at Height (WAH) 
An increased likelihood of lone working may increase the risk of falls from height and the 
consequences of any fall due to: 

• No one available to foot the ladder 

• No one available to supervise the operation 

• Emergency help may be difficult to obtain and summon 

• There is also the associated difficulty in social distancing for those footing ladders. 

The GSA has existing guidance for working at height on the staff intranet pages. 

• Plan work, study or exhibition space to avoid the need to WAH unless absolutely necessary. 

• Review RA to include social distancing when setting up work at height. E.g. where the risk 
assessment requires a person to foot the ladder it may be necessary to provide face coverings, 
face shields and limit the time of the reduced distancing to less than 15 minutes. 

6.1.4 Substances Hazardous to Health 
Guidance and risk assessment templates for working with substances hazardous to health already 
exists on the Health and Safety team intranet pages 

COSHH risk assessment should already be in place.  However Managers, supervisors and tutors 
should do the following: 

• Update existing RAs and SOPs to reflect COVID 19 restrictions such as limited waste 
collection times, transport difficulties, and supervision. 

• Where the identified hazard cannot be avoided or replaced it MUST be controlled at source 
where reasonably practical e.g. using local exhaust ventilation.  Refer to appendix 2 for 
details on LEV restarting 

• All mechanical controls must be in test and service date before being used.  

• If mechanical controls are out of test date the work MUST BE suspended until the controls 
are tested and serviced 

• Face fit testing must be carried out for all respiratory protective equipment required by risk 
assessment.   

• Emergency procedures may need review taking into account reduced occupancy due to the 
COVID 19 restrictions. 

• Review the supervision arrangements for inexperienced and untrained students 

The H&S team can support you with risk assessment. healthandsafety@gsa.ac.uk . 

Note If respiratory Protective Equipment was required to be worn for the task before the GSA 
closure and if face shape has changed or facial hair is present after the COVID lock down then a face 
fit retest must be carried out before work can commence.  

Facial hair renders most disposable RPE ineffective. 

https://gsofa.sharepoint.com/sites/intranet/ProfessionalSupport/HS/Pages/Health-and-Safety-Policies-and-Procedures.aspx
mailto:healthandsafety@gsa.ac.uk
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6.1.5 Shared equipment 
Many tasks throughout GSA require shared equipment which may increase the risk of exposure to 
COVID 19 including:  

• Computer keyboards 

• Touch screens 

• hearing defence 

• Face shields 

• Eye protection 

• Protective gloves 

• Work shop equipment drills. Lathes etc 

• Desk spaces 

Managers, supervisors and tutors should ensure that: 

• Staff and students are provided with personal equipment so far as is practical 

• Where this is not possible protocols must be put in place to adequately decontaminate 
shared equipment between users, e.g. by the use of sanitising wipes, sprays. 

• Where sanitising products are used follow the manufacturer’s instructions for the required 
contact times. 

• Shared equipment may be quarantined for 72 hours.  This is an effective means of reducing 
contamination from the virus causing COVID 19 

• Risk assessments for tasks requiring PPE must be updated to take into account the COVID 19 
restrictions.  

• Students must be trained in the correct use of any PPE. 

• Monitor and supervise activities where equipment is shared to ensure that good hygiene 
practices are followed 

6.1.6 Local Exhaust Ventilation (LEV) 
Where LEV is required it is a necessary to undertake a thorough examination and test of each system 
at a minimum frequency of every 14 months, in order to comply with the law.   

The HSE expects organisations to make all reasonable efforts to ensure that their LEV systems have 
their thorough examination and test carried out.  

The HSE is not issuing exemptions or relaxation of these requirements.  

The health and safety team have prepared a short guide to restarting LEV after the COVOD related 
closure of the GSA and is available on the Health and Safety Intranet pages. 

6.1.7 Fieldwork, offsite work and overseas travel 
There is potential for an increase in the risk of spread, or of personal infection risk, when travelling 
due to: 
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• Contact with greater numbers of people. 

• Infection risk level may be higher (or lower) in other areas of the UK and overseas locations. 

• Health services support available to the traveller may be more/less good overseas.  

• Costs may be involved in accessing overseas medical support.  

• Other additional costs may be incurred if infected overseas, such as repatriation costs or 
quarantine on return to the UK. 

Only necessary work-related travel should be undertaken, including fieldwork 

GSA guidance and risk assessment documents on international travel, and on UK fieldwork are 
available on the Health and Safety Team intranet pages. 

• Managers, Tutors and Supervisors should assess whether any proposed staff or student UK 
travel is necessary/appropriate.  

• If using public transport, ensure that physical distancing can be achieved. Note that the use 
of face coverings on public transport and in shops is currently mandatory. 

• If using private transport, assess whether physical distancing can be maintained if there is 
more than one traveller. This will not normally be possible within a private car 

• Any national rules on travel must be followed 

• If international travel is considered essential consult the Foreign and Commonwealth Office  
and local advice in relation to the safety of the destination and identify whether the 
proposed destination is a country to which travel is permitted.  

• Document a case demonstrating that the travel is essential. 

• Discuss the trip with line manager/supervisor/tutor to obtain agreement in principle. 

• A Field work (offsite) risk assessment must be conducted that takes into account the current 
COVID 19 restrictions including any quarantine requirements if returning from oversees.   

• Managers, supervisors, and tutors must review all proposals to conduct offsite or 
“fieldwork” and follow the GSA guidance available on the Health and Safety Team Intranet 
pages. 

• The Health and Safety Team are available to help review and advise on fieldwork activities 
healthandsafety@gsa.ac.uk 

6.1.8 Exhibitions 
Currently the GSA is not permitting exhibitions where the public are invited onto GSA premises.  
Virtual exhibitions are permitted. 

The advice below is likely to apply when the rules begin to relax. 

Public exhibitions may involve public gatherings of considerable numbers and a risk of harm to the 
public from COVID 19 due to the associated difficulties in complying with current Scottish 
government legislation and guidance. See below 

https://gsofa.sharepoint.com/sites/intranet/ProfessionalSupport/HS/Pages/Health-and-Safety-Policies-and-Procedures.aspx
https://gsofa.sharepoint.com/sites/intranet/ProfessionalSupport/HS/Pages/default.aspx
https://gsofa.sharepoint.com/sites/intranet/ProfessionalSupport/HS/Pages/default.aspx
mailto:healthandsafety@gsa.ac.uk
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Museums, galleries and heritage attractions are able to open as long as they follow the 
specific museum, galleries and heritage sector guidance.   

• A risk assessment must be in place for every installation designed for public exhibition, and the 
risks of harm it possesses in setting it up and to the wider public once established. This might 
include hazards considered above such as lifting, receiving or collecting work, common touch 
points and visitor installation interactions, WAH, slips trips and falls, COSHH, fire and electrical 
hazards. 

• Where the exhibition is part of a larger display of multiple exhibits the exhibition must also be 
considered as a whole and be assessed by the exhibition organizers. This may include power 
supplies, emergency controls, installations, lifting operations, WAH, sharing equipment. 

• The risk assessment must consider the COVID 19 restrictions in place at the time of the 
exhibition such as social distancing, building occupancy, outside gatherings restrictions, 
supervision, visitor density, fire evacuation, security and face covering policies at the time. 

• It may be necessary to ticket the event and keep a register of attendees to assist with contact 
tracing. 

• If the event is outdoors consider application for a temporary suspension of public access rights 
to facilitate restricting public attendance numbers. 

• Provision of added security, first aid, hygiene and welfare facilities 

• Security for outdoor events might include fencing and gates to restrict access. 

Managers, supervisors and tutors should ensure that: 

• Risk assessments must be up to date and kept under review immediately before and 
dynamically during the event. 

• Health and Safety Team must be involved in the planning of all GSA managed exhibitions 

• Health and Safety Team must review and approve all risk assessments for public exhibitions. 

Currently no visitors are allowed onto GSA premises to view exhibitions but this is subject to change 
and line managers should keep this under review and pass on information from Senior Leadership  
Group meetings to staff where relevant. 

6.1.9 External events 
The current GSA position is that external events and offsite work is discouraged but where this is 
unavoidable it MUST be covered by a suitable and sufficient risk assessment that takes into account 
current COVID 19 restrictions, GSA policy and your hosts institutions (where applicable) own 
processes and procedures regarding COVID 19 

External events are likely to involve travel and associated increased exposure to COVID 19 as 
previously discussed under field work and travel sections above. There may also be increased 
concerns regarding transport of hazardous materials and personal security risks to consider.  

Please refer to the section above on travel and to the GSA guidance on planning field work including 
working on premises controlled by other organisations. 

Managers, supervisors and tutors should consider: 

https://www.gov.scot/publications/coronavirus-covid-19-guidance-for-museums-galleries-and-heritage-attractions/
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• A risk assessment must be in place for every external event and the risks of harm it 
possesses in setting it up and to the wider public and any host organization once established. 
This might include hazards considered above such as travel, lifting, WAH, slips trips and falls, 
COSHH, fire and electrical hazards. 

• Additional risks are assessed, include what emergency response is available at the external 
events location 

• Adequate supervision is at the external event? 

• Those responsible for students must consider the experience, competency and maturity of 
the student taking part in the external event and what levels of supervision is required. This 
must be recorded and forms part of the risk assessment. 

• Transporting components of the exhibit or project that might fall under the transport of 
dangerous goods regulations such as flammable materials, chemicals, compressed gases, 
biological agents. 

• Personal security of the student at the external event.  

• What are the local rules regarding COVID 19 

• Is a local site induction carried out and will any training or PPE be provided by the host.  

• If the public are invited how are the provisions for contact tracing implemented? 

• Safety Team must be involved in the planning of all GSA external events 

• Health and Safety Team must review all risk assessments for external events. 

• Supervisors must maintain contact with students engaged in external events and a 
documented emergency action plan must be in place to include illness, hospitalisation, 
accidents, repatriation. 

• Students must make supervisors aware of any changes to the agreed activity or emergency 
plan 

6.1.10 Studios. 
Studios may bring together large numbers of students from different social groups increasing the 
risk of transmission of COVID 19 through  

• Contaminated surfaces causing infection by COVID 19 
• Inadequate social distancing leading to increased risk of infection from expired droplets. 
• Use of shared equipment 

The person in charge of the studio space and / or the students and staff within the studio should 
consider the following control measures. 

• There are adequate stocks of disinfectant fluids and surface wipes available to students so 
that surfaces in work areas can be wiped down before and after use. 

• Students must be adequately supervised to ensure that social distancing is maintained in 
accordance with current government guidance. 
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• Adequate signage and social distancing markings must be in place, particularly at pinch 
points such as entrances, exits, and narrow corridors 

• Seating areas must be clearly marked to maintain spacing and social distancing. 

• Avoid sharing equipment, see previous section above. 

• Avoid sharing PPE, see previous section above. 

• One way systems in place for foot traffic. 

• Those using shared work stations must sanitise them with the provided wipes and sanitising 
agents before and after use. 

Managers, supervisors and tutors should: 

• Contact the CLO for the area if additional surface decontamination equipment and disinfectants 
are required. 

• Contact the CLO for the area for additional signage and social distancing markings if required 

• Those in management control of students and or staff in studios should ensure that students 
have their own equipment and PPE so far as is reasonably practical to reduce sharing. 

• Equipment and PPE should be stored in such a manner to prevent cross contamination and 
transmission of the virus that causes COVID 19. E.g. personal lockers. 

•  Contact Health and Safety for assistance and advice with risk assessment and implementing 
controls healthandsafety@gsa.ac.uk 

7 COVID 19 return to workplace risk assessment Part C Record of review 
and approval 

This section allows for the recording and identification of those parties providing review and / or 
approval for the COVID 19 return to the workplace controls that have been put in place by the 
School, Department, studio, workshop or other area of The GSA and relates to the tasks undertaken 
in that area. Please type your name and position where prompted and enter a tick in the 
confirmation box.  We do not require a pen and ink signature or hard copy. 

Once completed please return to the Health and Safety Team via Lynn at l.miller@gsa.ac.uk for 
review and recording by the H&S team.   

The signature is to confirm that checks have been made locally to ensure that the controls identified 
in the risk assessment are in place.  If there is any concern over the controls this should be entered 
in the corrective action column of the risk assessment.    

Once submitted to the Health and Safety Team you will be contacted directly if there are any 
questions or revisions.  

The Safety Team will keep you up to date of any changes to the Scottish Governments advice 
regarding COVID 19 controls.   

 

mailto:healthandsafety@gsa.ac.uk
mailto:l.miller@gsa.ac.uk
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