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Loft Studios COVID-19 Procedures 

Inductions 
Upon their initial return to work, our employees undertake a COVID-19 induction 

session whereby our new workplace policies, procedures, and control measures are 

presented and discussed with our staff. 

Our Clients are provided with a variety of information, including this document, upon 

booking, and further guided through a COVID-19 specific induction upon arrival at 

Loft Studios. 

Entering the Premises 
Loft Studios Staff will arrive and enter the premises via the main Scrubs Lane gated 

entrance.  Clients will also report to the main entrance upon arrival, where reception 

staff will sign people in and inform the designated studio assistant of arrival.  The main 

reception will also be used for any general enquires, where a direct phone call will not 

suffice.  A 1.5m rope and post barrier will be in place within reception to maintain flow 

within the area.  There is also a separation screen in place at the reception desk. 

Each studio space has been designated individual access points throughout the 

premises.  The studio assistant will initially accompany all Clients to their studio, whilst 

providing information on the one-way system implemented, welfare facilities, and 

points of contact during their shoot.  Signage will be present throughout the building 

to assist both Staff and Clients in complying with the requirements and control 

measures implemented. 

Rental clients will be asked upon arrival to make their way to the warehouse shutter 

door entrance, where a 2m barriered waiting area is in place.  Rental equipment shall 

then be brought out to drivers and placed in a handover space, where drivers will 

then load equipment into their own vehicles.  The same procedure will also be used 

in reverse when rental equipment is being returned to the warehouse. 

Signing In / Out Procedure 
Clients will be expected to sign in via the Studios Main Reception area.  In addition to 

the sign-in sheet, a venue NHS Test and Trace QR code is in place for all staff and 

clients to use with the dedicated app. 

Where Clients and shoot participants leave the premises throughout the day, they 

must sign out at reception to ensure an accurate role call in the event of an 

emergency or evacuation of the premises. 

Office and Warehouse Staff 
Loft Studios are currently operating with a minimal team to maintain safe physical  

distancing until lockdown restrictions and control measures are relaxed.  Within the 

ground floor office, five fixed employee desks, each a minimum 2m distance apart, 

have been provided.  Reception will have a maximum of two employees working 
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alternate shifts. Before any changeover, a full disinfect of worksurfaces, computer 

accessories and furniture will take place. Where reasonably practicable, multiple 

occupancy offices will be well ventilated with windows open to allow fresh air 

circulation.  Individual workstation cleaning will be carried out by each employee 

throughout the day.  All staff will be provided with appropriate cleaning equipment, 

and will receive training in the use of and disposal of items.  Where specific chemicals 

require COSHH assessment, training elements will also include information and 

awareness to ensure employee safety. 

The use of radios amongst staff will be managed by allocating specific units to each 

employee, who will be responsible for the cleaning and maintenance of each device.  

Where possible, units will be charged in individual workstation desks.  Where this is not 

possible, thorough cleaning of the radio will be carried out before being returned to 

any shared charging dock.  Individual earpieces will be cleaned before and after use, 

and will be stored within a personal drawer when not in use. 

Loft Studios employees will not be allowed to come to work if they, or any members 

of their household, have any symptoms of COVID-19.  A specific pre-return to work 

medical assessment will be carried out by management and employees to identify 

any vulnerable persons, or vulnerable members of their personal household prior to 

re-introduction into the workplace. 

All staff will have access to appropriate PPE in accordance with the current 

Government guidelines.  Office and back of house staff will have access to surgical 

masks, reusable face covers, and disposable gloves.  Studio assistants will have the 

addition of FFP2 masks when working directly with clients.  Specific training and 

instruction will be provided for all staff to ensure the application (‘donning’), safe 

removal (‘doffing’), and disposal of all PPE is carried out safely. 

At this time, Studio Assistants will be required to wear a 3-ply clinical standard face 

mask when working within the studios and directly with Clients.  The additional use of 

minimum FFP2 masks will be used where shoots have a high number of staff onsite, 

and where there is the potential difficulties in maintaining the 2m social distancing for 

under the recommended 15 minutes timeframe. 

Loft Studios staff are voluntarily undergoing a bi-weekly COVID-19 test utilising the 

Rapid Community Testing facilities in place across London. 

Studios 
In order for Loft Studios to ensure the health and safety of its employees and clients, 

each shoot will be specifically assessed and tailored to our Client’s needs. 

At present, capacity for shoots will initially be limited in each studio space.  Where 

additional capacity requirements are necessary for shoots, meeting rooms will be 

used as holding spaces for shoot staff or talent.  Where Clients require larger site teams, 

a shoot specific risk assessment and control measures will be required. 

Sanitiser pumps will be readily available in each studio, and will also be available 

throughout communal areas. Studios 1-4 have access to hot running water for 
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washing hands.  However, as Studio 5 does not have access to mains plumbing 

facilities, a portable wash sink has been installed.  A deep clean and disinfect of 

studios will be carried out prior to Clients arrival and departure, and dedicated venue 

cleaners will periodically clean high frequency areas, such as door handles, handrails, 

and restroom facilities.  There will be a dedicated onsite cleaning team throughout 

the day.  Where reasonably practicable, studio users should make use of open 

windows to keep work areas well ventilated and to allow fresh air circulation. 

Where requested, Loft Studios can provide visual identifiers to aid Clients in 

maintaining physical distancing rules.  At the request the Client, floor markings or 

physical barriers can be incorporated into the studios to section off working areas. 

Each of the studios have general guest Wi-Fi access.  In addition to this, each studio 

has a fixed strong fibre Internet network of up to 500MB in place.  Loft Studios can 

arrange for streaming services to be provided, enabling team members to work 

remotely, whilst still being part of the shoot.  Where possible, the approach is 

encouraged by Loft Studios to ensure safety measures are met.  Where required, a 

desktop computer and accessories can be requested upon booking. 

Additional studio facilities, or Client equipment, including clothes steamers and hazers 

must not be used at this time. 

A comprehensive range of lighting, camera and computer equipment, for both stills 

and film, is available to rent in-house, minimising deliveries and general interference 

and possible cross-contamination from outside the studios.  Hired equipment will be 

prepared by the in-house team, and where possible, will be installed prior to the shoot 

day.  Equipment will be handled and installed using gloves, and will further be 

disinfected before any shoot.  Wherever possible, Loft Studios will offer a pre-light day, 

or allow for extended hours on the shoot day, to assist in a staggered set-up and team 

shift pattern. 

Expectations of Clients 
To submit a specific risk assessment before every shoot and make sure your team 

adheres to our policies, physical distancing and the government guidelines.  Loft 

Studios are working closely with Gallowglass Health and Safety to provide bespoke risk 

assessments and onset health and safety support should it be deemed necessary 

upon initial booking. 

Clients should be able to confirm that they have taken adequate measures to verify 

that all crew members and talent working onsite for the shoot do not arrive presenting 

with any COVID-19 symptoms. 

It is the Clients responsibility to provide team members with appropriate personal 

protective equipment (PPE) and hand sanitisers.  At present, Loft Studios are working 

closely with suppliers to provide PPE equipment available for purchase at the studio. 

It is recommended by Loft Studios that Clients have a dedicated COVID-19 Medic 

present for their hire period in the studios. 
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To aid Loft Studios in the successful implementation of site wide COVID-19 control 

measures, Clients are encouraged to travel by car or private hire car. 

One-Way System 
To aid with physical distancing rules and to ease the footfall and flow of people 

around the building, Loft Studios have implemented a one-way system.  Studio 1,2, 4 

and 5 have been allocated a specific entrance and exit, along with dedicated 

restroom facilities.  As Studio 3 only has one large access door the entrance and exit 

shall be the same.  To aid in identifying specified studio routes, signage has been 

provided and information will be provided to Clients during arrival and induction. The 

floorplans below provide an overview of the one-way system implemented 

throughout the premises.  
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GROUND FLOOR PLAN 
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FIRST FLOOR PLAN 
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Personal Hygiene Etiquette 
As recommended by Public Health England and the UK Government, Loft Studios will 

encourage the use of greater personal hygiene measures.  Expectations shall be 

communicated with staff members and Clients, and attention will be drawn to the 

NHS ‘Catch it, Bin it, Kill it’ campaign and the World Health Organisation Handwashing 

procedure (as demonstrated below).  Posters will be positioned around the premises 

to remind staff and visitors of personal hygiene expectations. 

Hand sanitiser will also be provided to all Staff and Clients throughout the premise and 

within toilet facilities. 

Welfare Facilities 
Each studio has been assigned specific restroom facilities. These facilities will be 

periodically cleaned and supplies of antibacterial handwash, hand rub and single-

use towels restocked regularly.  As Loft Studios are a eco conscious organisation, the 

decision has been made to continue with the use of reusable towels.  Towel bins will 

be emptied throughout the day on a period basis, and all items washed at the end 

of the day. 

Loft Studios will continue to provide drinking water and tea and coffee making 

facilities. Each studio will be provided with a kettle, and where practicable, 

individually wrapped teabags, coffee shots, and milk pods.  All studios now provide 

mugs and glasses which are held within a dedicated kitchen cupboard within the 

kitchenette areas.  A specific cleaning procedure for the use of these items will include 

collection and removal during breaks, or at the end of the day, dishwasher cleaning 

and transfer back to the studios in sealed plastic boxes. 

Where catering services are requested by Clients, pre-orders will be taken, and food 

freshly prepared and individually boxed in disposable packaging.  External deliveries 

are not encouraged at this time due to handling and transfer of delivery. 

Cleaning 
Loft Studios have implemented a strict cleaning regime throughout the premise.  

Communal areas, staircases, and high traffic areas, for example restrooms, will be 

periodically cleaned throughout the day by a dedicated cleaning team. 

Studios and any hired equipment will receive a deep clean and disinfect prior to 

Clients arrival, and again following their departure. 

Offices will be maintained throughout the day by both the dedicated cleaning team 

and employees.  Individual workstation cleaning will be carried out by each 

employee during the day.  All staff will be provided with appropriate cleaning 

equipment, and will receive training in the use of and disposal of items.  Where specific 

chemicals require COSHH assessment, training will also include information and 

awareness elements to ensure employee safety.  Communal items, for example 

printer/scanner, must be wiped down after each individual use. 
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First Aid 
Loft Studios will continue to provide first aid treatment to all Clients.  Additional control 

measures have been implemented to include the use of personal protective 

equipment when treating both employees and shoot staff.  Clients will be provided 

with a contact number to alert Loft Studios of the need for first aid treatment.  This will 

be delivered in the Clients studio and not at reception. 

Where a Casualty shows signs, or suspected signs, of COVID-19 then they will not be 

treated by the First Aider and NHS 111 or 999 will be used. The exception to this is if 

there is a life-threatening medical emergency where CPR is required. 

Emergency Procedures and Evacuation 
In the event of a fire alarm, Staff and Clients are reminded to remain calm and follow 

the regular evacuation procedures as provided in the information pack upon 

booking.  Following guidance published by the National Fire Chiefs Council, 

evacuation takes precedent over physical distancing measures.  Staff and Clients are 

to exit the building immediately regardless of the guidance on physical distancing. 

The existing muster point for the venue will remain in use whilst smaller numbers of staff 

and Clients are onsite. However, when numbers increase reassessment will be 

necessary to ensure physical distancing measures can still be adhered to once away 

from the building. 

Studio Assistants 
As a regular service, a Studio Assistant will be assigned to each Client booking.  

However, assistants will not be based in individual studios, and will only be available 

on request.  Upon arrival a contact telephone number will be provided to Clients and 

phone or messaging communication will form any initial contact for queries or 

assistance. 

Assistants will also be required to support the cleaning of high traffic areas.  Specific 

PPE and cleaning materials shall be provided, along with training and instruction on 

application, use of, and safe disposal of all items. 

Personal Protective Equipment (PPE) 
Loft Studios will be providing appropriate PPE for all employees in accordance with 

the current Government guidelines.  Office and back of house staff will have access 

to surgical masks, reusable face covers, and disposable gloves.  Studio assistants will 

have the addition of FFP2 masks when working directly with Clients.  Specific training 

and instruction will be provided for all staff to ensure the application (‘donning’), 

removal (‘doffing’) and disposal of all PPE is carried out safely.  Loft Studios 

acknowledges the current conflicting research surrounding the effectiveness of 

masks.  However, the decision to provide these to employees is as a combined 

strategy approach with physical distancing, cleaning regimes, and personal hygiene 

measures. 
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Onsite Deliveries 
Loft Studios have created designated delivery zones for courier drop off and 

collection.  Couriers will be asked to check-in at reception and then directed to one 

of two drop off and pick locations onsite.  Studio assistants will then deliver packages 

directly to each studio, and place in a pre-arranged drop off zone. 

Offsite Deliveries 
Where Loft Studios staff are to deliver equipment offsite, specific control measures 

have been implemented. 

All drivers will be allocated individual vehicles for daily use.  Where work patterns or 

shifts are to be used, a full interior clean of the vehicle must be carried out between 

users.  Interior and exterior (doors, handles, windows etc.) cleaning shall be carried 

out by drivers on a daily basis before and after use.  The consumption of food shall be 

prohibited in all company vehicles, with adequate lunch breaks taken onsite at Loft 

Studios.  Hand rub will be provided to all drivers and stored within each vehicle.  Upon 

returning to Loft Studios premises drivers will be required to wash their hands. 

Where practicable, the use of single person deliveries will be used.  The loading and 

unloading of small or single items shall be carried out by Loft Studios warehouse staff 

(internal) and/or company drivers (external).  Upon arrival at delivery location, drivers 

will unload items to a specific, pre-arranged and outdoor location, where it will then 

be the responsibility of the Client to manage the further movement of items.  Any 

large, heavy, or misshapen items booked for rental will require a separate procedure 

to ensure any 2-person lifts are managed by Clients upon delivery. 

When couriers are used to deliver rental items to Clients, deliverables will be placed 

within the warehouse loading area in a metal cage.  Drivers will then be required to 

load the items into their own vehicle. 

Welfare facilities, in particular restrooms, must be made available to delivery staff 

where requested. 

Waste and Safe Disposal 
Additional waste facilities will be provided throughout Loft Studios.  These will be 

periodically emptied by either the studio assistants or dedicated cleaning team, whilst 

using gloves and a mask. 

All potentially contaminated waste will be collected and stored in a marked external 

bin.  All waste shall be double bagged and stored for 72hours before disposal in onsite 

commercial waste skip bins.  Weekly waste collection services will be provided by 

Veolia.  Where alternative requirements, as dictated by Veolia, are specified these 

will be adopted and internal procedure amended. 

Temperature Screening 
All persons attending Loft Studios will be screened using a hands free temperature 

device located in the main reception area. 
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Where a reading of 37.5oC or higher is registered the person will not be admitted into 

the premises.  A second screening may be taken 15-20 minutes later where the 

persons temperature is deemed a temporary occurrence due to their previous 

activities, for example unloading a vehicle or running to work. 

COVID-19 Testing 
All Loft employees attending the workplace undertake a bi-weekly COVID-19 test via 

the Community Asymptomatic Testing scheme. 

Loft Studios are currently working with a UKAS accredited testing supplier to provide 

Clients with onsite rapid testing services using lateral flow devices.    These additional 

services can be requested on a project by project basis. 

COVID-19 Suspected and Confirmed Cases 
Loft Studios has a specific internal protocol in place for the management of suspected 

or confirmed COVID-19 cases.  For the purposes of this protocol the definition of close 

contact is defined as a single or cumulative period of 15 minutes or more exposure 

time, under 2 metre distance, with or without a face mask.   

Employees are required to remain at home when they display symptoms of the virus, 

where they will then inform their line manager via telephone at the earliest available 

opportunity.  The employee will be required to book a COVID-19 PCR test via the 

official Gov.uk system.  Once the protocol is activated, Loft will carry out a process of 

internal contact tracing to alert any staff or Clients of the requirement to begin self-

isolating. 

Where employees have been working in close contact with a suspected or confirmed 

COVID-19 case for more than 15 minutes (single exposure or cumulative within a 24 

hour period) then they will be required to return home (or remain at home) to begin 

a period of self-isolation. 

Where a positive test result is returned then all close contacts will be asked to continue 

their self-isolation period for a minimum of 10 days.  Where any close contacts go on 

to develop symptoms or test positive then they must begin a further (new) self-isolation 

period for 10 days. 

This internal protocol will be carried out in conjunction with the NHS Test and 

Trace/Public Health England contact tracing system for confirmed COVID-19 cases. 
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Enforcement of COVID-

19 control measures 

Failing to share relevant 

information with staff. 

 

Failure to enforce the 

control measures in 

place 

 

Person not familiar with 

enforcement policy 

Increased potential 

exposure to Covid-19 

 

Increased potential 

spread of Covid-19 virus  

Loft Studios will review UK Gov website daily to ensure compliance with best practice during the COVID-19 

pandemic. 

 

Loft Studios will review their current H&S and Welfare procedures to ensure these are compliant with UK Gov best 

practice.  

 

Loft Studios will have suitable enforcement in place to ensure that all control measures are fully implemented.  

 

Loft Studios will ensure that all persons are given suitable and sufficient information about the control measures in 

place and the enforcement action that will be taken if these are breached.  

 

Loft Studios will take appropriate action if any of the control measures are breached.  

 

Sharing information 

with staff and clients 

(communication) 

Failing to share relevant 

information with persons 

 

Failing to share up-to-

date information from UK 

Gov in business non-

compliance   

Increased potential 

exposure to Covid-19  

 

Increased potential 

spread of Covid-19 virus 

Loft Studios will share updates with staff and clients to ensure that all persons attending the premises are provided 

with suitable, sufficient and up to date information specific to COVID-19 management in the workplace.   

 

Loft Studios will share information with suppliers, visitors, and delivery drivers to ensure that all persons attending 

Workplaces are provided with suitable and sufficient (up to date) information specific to COVID-19 management 

in the workplace. 

 

Loft Studios will use electronic methods supported by hard copy (where required) to share apposite information in 

a timely manner. 

 

Loft Studios have prepared a PowerPoint presentation for staff to inform them of the UK Gov best practice 

guidelines and internal procedures in place.  

 

Loft Studios should also have a prepared COVID-19 tool-box-talk and ensure all persons receive this talk.  

 

Loft Studios should prepare information signage for staff and clients moving around and using the premises. 

 

 

Use of technology to 

support COVID-19 

Management  

Failing to adopt 

technological 

adjustments to support 

compliance with UK Gov 

best practice guidance 

Increased potential 

exposure to Covid-19 

 

Increased potential 

spread of Covid-19 virus 

 

Loft Studios are keeping an internal Track and Trace database to satisfy venue requirements for any reporting of 

COVID-19 cases. 

 

Loft Studios have implemented the use of the NHS Test and Trace QR code reader within the reception area of the 

premise.  Staff and Clients are asked to scan the QR code upon entrance to the studios using the dedicated app. 
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Staff attending Loft 

Studios Premises 

 

Staff attending 

workplace causing virus 

spread when work can 

be carried out from 

home 

Increased potential 

exposure to Covid-19 

 

Increased potential 

spread of Covid-19 virus 

 

Where possible all staff will work from home as per current UK Gov guidance. 

 

Loft Studios shall undertake individual health assessment with each employee prior to employee attending the 

workplace. 

Only employees who have undertaken a health assessment will be allowed into the workplace.   

Prior to attending a workplace, staff must inform Loft Studios if they or any of their family (in the same household) 

have been infected by the virus.  

 

If the member of staff or family living in the same household have been infected, then they must provide medical 

evidence to show they are clear of the virus before attending a workplace.  

 

Prior to coming into the workplace, staff must inform Loft Studios if they have been in self isolation.   

 

Staff must provide evidence to detail they are free from the infection of the virus. 

 

Minimum number of staff are permitted at the workplace, staff capacity will meet minimum operational needs. 

 

Loft Studios staff undertake a voluntary COVID-19 test on a bi-weekly basis utilising the community testing centres 

available. 

 

Staff travelling to and 

from Loft Studios 

Premises 

Staff attending 

workplace causing virus 

spread when work can 

be carried out from 

home 

 

 

Increased potential 

exposure to Covid-19  

 

Increased potential 

spread of Covid-19 virus 

 

Where possible all staff will work from home as per current UK Government guidance.  

 

Loft Studios shall share UK Gov updates with staff to ensure that all staff traveling to workplaces are provided with 

suitable and sufficient (up to date) information specific to COVID-19 management in the workplace. 

 

Loft Studios should arrange for staff to travel by walking or cycling, where practicable.  Car journeys are to be either 

as a sole driver, or where prior arrangements are made, a two-person car share is allowed.  Where a car share is to 

be used, the passenger will be required to sit in the back seat on the opposite side of the vehicle to the driver, and 

must ensure that: 

 

• Staff establish physical distancing when travelling in the car.  

• Ensure that the windows are open. 

• Ensure that the car is cleaned before and after use. 

• Any other measures required by updates from Gov guidelines. 

 

Where staff have to use public transport then they must ensure that they wear PPE and maintain the physical 

distancing as prescribed in the Gov guidelines. 
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Temperature 

Assessments 

Failing to adopt 

temperature monitoring 

resulting in failure to 

identify staff with higher 

temperatures who could 

be infected with COVID-

19 

Increased potential 

exposure to Covid-19  

 

Increased potential 

spread of Covid-19 virus 

 

Failure to identify staff 

with higher temperatures 

who could be infected 

with COVID-19 

 

Loft Studios will consider and review relevant technological support to ensure that staff are protected as far as 

reasonably practicable from COVID-19 in the workplace. 

 

Temperature checks will be carried out upon any persons entering the premises. 

 

Where a recorded temperature is higher than 37.5oC then the individual will be denied entry.  Where the person’s 

activities prior to entering the premises is suspected to have raised their temperature then a second reding may be 

taken 15-20 after the first one. 

Temperature monitoring should be carried out by a competent person. 

 

All temperature monitoring equipment, where applicable, must be calibrated to UKAS or equivalent standard, and 

a certificate held with the equipment.  All temperature equipment must be checked before use.  

 

 

Testing - COVID-19 Failing to ensure staff 

showing symptoms of 

infection have been 

advised to follow UK Gov 

guidance  

Increased potential 

exposure to Covid-19 

 

Increased potential 

spread of Covid-19 virus 

 

Failure to identify staff 

who could be infected 

with COVID-19 

 

 

Loft Studios is continually reviewing UK Gov best practice specific to COVID-19 virus testing.  

 

Loft Studios is also aware that the business has a duty to subject staff to a medical assessment to ascertain their 

COVID-19 status in accordance  with current guidance.  

 

Loft Studios staff are undergoing voluntary COVID-19 testing on a bi-weekly basis via the community testing facilities 

in place.  

 

Testing - Antigen Failing to ensure staff 

who have been infected 

by the virus have been 

advised to follow UK Gov 

guidance  

Increased potential 

exposure to Covid-19 

 

Increased potential 

spread of Covid-19 virus 

 

Failure to identify staff 

who could be infected 

with COVID-19 

 

Loft Studios are continually reviewing UK Government best practice specific to COVID-19 antigen testing.  

 

Loft Studios are working with a UKAS accredited testing provider to offer Client’s rapid onsite testing facilities using 

lateral flow tests. 
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Clinically vulnerable 

persons 

Failing to ensure staff 

who have defined core 

clinical morbidities have 

been advised to follow 

UK Gov guidance  

Increased potential 

exposure to Covid-19 

 

Increased potential 

spread of Covid-19 virus 

 

Failure to identify staff 

who could be infected 

with COVID-19 

 

Loft Studios is aware of the UK Gov guidance on those persons defined clinically vulnerable (core morbidities). 

  

Loft Studios will assess all staff to ensure that defined core morbidities are recognised and where required, action 

taken to support these staff. 

 

Loft Studios defines clinical vulnerabilities in accordance with UK Gov best practice. 
 

Loft Studios will ensure that vulnerable persons work from home. Where these persons have to come into the 

workplace then the areas they are working in will be strictly controlled, and a specific COVID-19 risk assessment 

carried out prior to them arriving at the workplace.  

 

Loft Studios will make reasonable checks with all external persons coming into the workplace to ensure they are not 

included in the vulnerable groups. If it is established that external person are include in the vulnerable group, then a 

specific risk assessment should be carried out prior to them arriving at the workplace. 

 

Staff living with 

clinically vulnerable 

persons 

Failing to ensure staff 

who are living and 

supporting a person or 

persons subject to 14 

quarantine have been 

advised to follow UK Gov 

guidance 

 

Potential to spread virus 

 

Increased potential 

exposure to Covid-19  

 

Increased potential 

spread of Covid-19 virus 

 

failure to identify staff 

living with or supporting 

persons subject to 10 

days quarantine 

requirements who could 

be infected with COVID-

19 

 

Loft Studios will request that all staff complete a pre-return to work medical assessment to establish if they are living 

with persons subject to 14-day (or other) quarantine, and the ascertain the implications of this to the staff member.  

 

Loft Studios are clear in their duties under the UK Gov COVID-19 guidance published.  

 

Staff living with any persons subject to 10-day (or other quarantine will be advised to work from home. 

 

Loft Studios will carry out a specific risk assessment for staff living with vulnerable persons. 

Physical  distancing in 

the workplace 

Failing to define 

procedures for the use of 

shared spaces 

 

Breach of COVID-19 

regulations 

Increased potential 

exposure to Covid-19  

 

Increased potential 

spread of Covid-19 virus 

 

Loft Studios have adopted the UK Gov best practice guidance including the requirement for physical distancing in 

the workplace - 2 metres.  

  

Loft Studios have prepared a PowerPoint presentation for staff to inform them of the UK Gov best practice guidelines, 

including the requirement for physical distancing. 

 

Loft Studios have prepared a COVID-19 tool-box-talk which gives clear guidance and instruction on the business 

arrangements to minimise risk from COVID-19. 
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Loft Studios has prepared information signage for staff which gives clear guidance and instruction on the 

arrangements to minimise risk from COVID-19. 

 

Loft Staff working in Client’s studio space must maintain physical distancing - 2 metres.  

 

Loft Studios shall take reasonable steps to ensure that staff follow the physical distancing guidance.  

 

Loft Studios shall take steps to review work schedules including start & finish times/shift patterns, to reduce number of 

workers on site at any one time.  

 

Loft Studios shall redesign processes to ensure physical distancing in place. 

Loft Studios shall establish the capacity of the area to accommodate the 2-metre physical distancing. Once 

established strict entrance and exit procedures shall be put in place to prevent the area from overcapacity.  

All staff must be informed of the capacity for each area.  

 

Physical  distancing in 

shared spaces 

 

• Reception 

• Landings 

• Stairwells   

Failing to define 

procedures for the use of 

shared spaces 

 

Breach of COVID-19 

regulations 

Increased potential 

exposure to Covid-19  

 

Increased potential 

spread of Covid-19 virus 

 

Loft Studios has engaged with senior management to establish clear protocols for the use of: 

•  Shared space. 

•  Landings. 

•  Stairwells.  

 

Loft Studios have adopted the UK Gov best practice guidance including the requirement for physical distancing in 

the workplace – 2 metres (6 feet).  

 

Loft Studios have prepared a PowerPoint presentation for staff to inform staff of the UK Gov best practice guidelines, 

including the requirement for physical distancing.  

 

Loft Studios have prepared a specific COVID-19 tool-box-talk. 

 

Loft Studios have prepared COVID-19 specific signage for staff and Clients and display in all areas. The signage must 

contain the latest guidance and have clear information.  

 

All signage used must accommodate languages other than English, where applicable. 

 

Staff working in Client premises must follow the guidance set by the Loft Studios and the premises. 

 

Loft Studios must ensure that all staff have been briefed on the COVID-19 arrangements for working in Client’s offices. 

 



 

 

Subject Hazard 
What Might 

Happen? 
Controls Measures and Further Precautions to Reduce Risk 

 

18 | P a g e  

 

Fire Emergencies & 

Evacuation subject to 

physical  distancing 

Confusion relating to 

physical  distancing  

delayed response to fire 

alarm 

 

Increased potential 

exposure to Covid-19 

 

Evacuation procedures take precedence over UK Gov physical distancing requirements. 

 

Staff will evacuate the building immediately regardless of the guidelines on physical distancing. 

Staff will wear a face mask or face covering during emergency evacuation of the building.  

 

Loft Studios will ensure that there is suitable and sufficient PPE available to staff for the purpose of emergency 

evacuation. 

 

Loft Studios has engaged senior management to establish clear protocols for Evacuation emergencies. 

 

Loft Studios have prepared a PowerPoint presentation for staff to inform staff of the UK Gov best practice guidelines, 

including the requirement for physical distancing during emergency evacuation.  

 

Loft Studios have prepared a COVID-19 tool-box-talk for staff and visitors including the expectations of physical 

distancing during emergency evacuation.  

 

Loft Studios has prepared information signage for staff defining emergency procedures, including the expectations 

for physical distancing during emergency evacuation. 

 

Capacity of studios 

and offices spaces 

Failing to define 

procedures for the use of 

protective screens  

 

Failing to provide 

protective screens  

 

Breach of COVID-19 

regulations 

 

Increased potential 

exposure to Covid-19  

 

Increased potential 

spread of Covid-19 virus 

 

Loft Studios will review its internal guidance and best practice to ensure compliance with both Regulatory Reform 

Fire Safety Order 2005 and UK Gov COVID-19 best practice.  

 

Where required, Loft Studios will review the office fire risk assessment to capture changes in office occupancy. 

 

Evacuation procedures will be reviewed and modified where required.   

 

Loft Studios will review policies and procedures regularly to ensure compliance with key H&S regulations and 

guidance. 

 

Each individual Studio and Office space has been assigned a new capacity calculation based on a 2m2 area per 

person.  Studio capacities will be made available upon inquiry/booking and Clients are expected to respect these 

maximum calculations.  Where required, Loft Studios are able to provide additional breakout spaces to 

accommodate larger shoots and increased capacities. 

 

 



 

 

Subject Hazard 
What Might 

Happen? 
Controls Measures and Further Precautions to Reduce Risk 

 

19 | P a g e  

 

Protective screens in 

the workplace 

Failing to define 

procedures for the use of 

protective screens  

 

Failing to provide 

protective screens  

 

Breach of COVID-19 

regulations. 

 

Increased potential 

exposure to Covid-19  

 

Increased potential 

spread of Covid-19 virus 

 

Loft Studios will evaluate workspaces / desktops in accordance with the requirements set out in the UK Gov COVID-

19 best practice guidance published.  

 

A protective screen is in place at the Reception desk. 

 

Where required, additional safety equipment will be installed following evaluation and a product specific risk 

assessment. 

All cleaning must be carried out on a regular basis.  

Cleaning must only be carried out using disposable gloves, aprons etc.  

 

Cleaning should be carried out using disposable cloth, tissue etc.  

 

All cleaning products must be used in accordance with a COSHH assessment and in compliance with the guidance 

detailed in the Hazard Data Sheet.  

 

All cleaning products must be a type that cleans COVID -19.  

 

Training in changes to workplace procedure will be provide for all staff. 

Staff seating position in 

the workplace 

Failing to define 

procedures for the 

positioning of staff 

seating  

 

Failing to review staff 

seating arrangements 

and capacity  

 

Breach of COVID-19 

regulations 

 

Increased potential 

exposure to Covid-19  

 

Increased potential 

spread of Covid-19 virus 

 

Loft Studios will evaluate workspaces / desktops in accordance  with the requirements set out in the UK Gov COVID-

19 best practice guidance.  

 

Where required, additional safety equipment will be installed following an evaluation and product specific risk 

assessment.  

 

All seating position shall be 2 metres apart or have physical screens between each seating. 

 

The route leading to the seating area shall allow the 2-metre distance to be maintained. Where this cannot be 

achieved then physical screens should be used.  

 

Training in changes to workplace procedures will be provided for all staff upon their return to work and as and when 

required. 

 

Hand washing and 

hand sanitising 

(best practice) 

Failing to initiate hand 

washing/ hand sanitising 

best practice 

 

Increased potential 

exposure to Covid-19  

 

Increased potential 

spread of Covid-19 virus 

Loft Studios will evaluate current handwashing/sanitising facilities in accordance with the requirements set out in the 

UK Gov COVID-19 best practice guidance.  

 

Where required, additional handwashing facilities will be identified following an evaluation and product specific risk 

assessment.  
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Failing to provide 

suitable hand washing/ 

sanitising facilities  

 

Breach of COVID-19 

regulations 

 All hand washing stations will have signage to show how hands should be washed to minimise the risk of spread. 

Where necessary, signage should be in other languages.  

 

Suitable, sufficient, and appropriate antibacterial handwash will be provided to staff and for any persons visiting the 

premises.  

 

Training in changes to workplace procedures will be provided for all staff. 

 

Hand sanitiser stations have been strategically positioned throughout the premises for use by all persons whilst on 

site. 

 

Loft Studios will ensure that any hand sanitisers used by staff and clients are suitable to kill COVID-19 and suitable for 

all types of skin. 

 

 

 

PPE: Face coverings 

and masks 

Failing to define 

procedures for the 

appropriate use of face 

masks in confined public 

spaces 

 

Failing to provide 

sufficient and 

appropriate for staff PPE 

 

Failing to provide 

sufficient and 

appropriate training in 

the use of PPE for staff 

 

Breach of COVID-19 

regulations 

 

 

 

Increased potential 

exposure to Covid-19  

 

Increased potential 

spread of Covid-19  

 

Loft Studios will ensure that a suitable and sufficient stock of appropriate masks are held in stock for all staff, where 

this item is required. 

 

Loft Studios will ensure that all staff are trained on the appropriate use of masks. 

 

Loft Studios will ensure there are enough clinical waste receptacles for used masks. 

 

Loft Studios will be providing face coverings and surgical masks for back of house staff, and additional minimum 

standard FFP2 masks for any staff interacting or directly in contact with Clients for more than the recommended 15 

minute timeframe (including cumulative time within any 24hours period). 

 

All masks being used must cover at a minimum nose and mouth. 
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PPE:  Gloves 

 

Failing to regularly review 

procedures for the 

appropriate use surgical 

gloves (should this 

become a requirement)  

Increased potential 

exposure to Covid-19  

 

Increased potential 

spread of Covid-19 virus 

 

 

Loft Studios will ensure that a suitable and sufficient stock of appropriate gloves are held in stock for all staff where 

this item is required. 

 

Loft Studios will ensure that all staff are trained on the appropriate use and safe disposal of gloves.  

 

The gloves must be suitable to prevent the spread of COVID-19 and be disposable.  

 

Persons wearing gloves must change them on a regular basis.  

 

Gloves must be removed without touching the outside areas and be taken off inside out.  

 

Gloves must only be single use.  

Loft Studios will ensure there are enough clinical waste receptacles for used PPE. 

 

Loft Studios will ensure that a suitable, competent clinical waste contractor is procured to manage clinical waste.  

First Aid Failing to provide first aid 

trained staff with 

suitable, sufficient, and 

enough appropriate PPE 

for the purpose of 

delivering first aid to 

colleague 

Increased potential 

exposure to Covid-19  

 

Increased potential 

spread of Covid-19 virus 

 

Loft Studios will review first aid procedures in accordance  with the UK Gov best practice guidelines. 

 

Changes to procedure will be communicated to first aid providers. 

 

Loft Studios will provide suitable, sufficient, and enough appropriate PPE for the purpose of delivering first aid. 

 

Loft Studios will ensure there are enough clinical waste receptacles for used PPE. 

 

Loft Studios will ensure that a suitable, competent clinical waste contractor is procured to manage clinical waste i.e. 

used PPE. 

 

General cleaning of 

workplace 

Failing to define 

procedures for the 

adequate cleaning of 

workspaces 

 

Failing to provide 

sufficient resource to 

ensure adequate 

cleaning of workspace 

 

Increased potential 

exposure to Covid-19  

 

Increased potential 

spread of Covid-19 virus 

 

Loft Studios will review its current cleaning contact in accordance with UK Gov COVID-19 best practice guidelines. 

 

Where required, and following a risk assessment, additional cleaning resources will be procured. 

 

Where required, and following a risk assessment, cleaning products and their use will be provided 

Loft Studios will ensure that a suitable, competent clinical waste contractor is procured to manage clinical waste i.e. 

used PPE. 

 

Studio Assistants are also responsible for hourly cleaning of high traffic areas and touch points within their dedicated 

Studio space once occupied by a Client. 
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Cleaning of workplace 

worksurfaces / 

desktops 

Failing to define 

procedures for the 

adequate cleaning of 

worksurfaces  

  

Failing to provide 

sufficient resource to 

ensure adequate 

cleaning of workplace  

 

Increased potential 

exposure to Covid-19  

 

Increased potential 

spread of Covid-19 virus 

 

Loft Studios will review its current cleaning contact in accordance with UK Gov COVID-19 best practice guidelines. 

 

Where required, and following a risk assessment, additional cleaning resources will be procured 

 

Where required, and following a risk assessment, cleaning products and their use will be provided by Loft Studios. 

Loft Studios will ensure that a suitable waste facilities are in place throughout the studios for used PPE and associated 

rubbish. 

Cleaning of staff 

clothing 

Failing to define 

minimum procedures in 

accordance  with UK 

Gov best practice 

 

Exposure to Covid-19  

 

Spread of Covid-19 virus 

Loft Studios will review its current cleaning contact in accordance  with UK Gov COVID-19 best practice guidelines. 

 

Loft Studios will clean warehouse rental staff and studio assistants uniform in-house with existing facilities. 

 

 

Ventilation of 

workplaces  

 

Failing to define 

minimum procedures in 

accordance  with UK 

Gov best practice  

 

Potential breach of 

COVID-19 regulation 

 

Increased potential 

exposure to Covid-19  

 

Increased potential 

spread of Covid-19 virus 

Loft Studios will review its current cleaning contact in accordance  with UK Gov COVID-19 best practice guidelines 

published. 

 

Loft Studios have installed air purifiers in their offices, and where practicable (weather permitting) endeavour to keep 

all none fire doors and windows open during working hours. 

RIDDOR 2013 

Regulation and best 

practice 

Failing to define 

minimum procedures in 

accordance with UK 

Gov guidance 

 

Potential breach RIDDOR 

2013 Regulation 

failure to report a case 

of staff infection as 

defined under regulation 

7, Schedule 2 – Section 

10  

Loft Studios will review its internal guidance and best practice to ensure compliance with both RIDDOR 2013 

Regulation and UK Gov COVID-19 best practice.  

 

Loft Studios will review policies and procedure regularly to ensure compliance with key H&S regulations and 

guidance. 

 

Loft Studios management must ensure that all RIDDOR reportable COVID-19 incidents are reported within the time 

frames as defined in the regulations and guidance. 

 

Loft Studios management must report under RIDDOR if: 

• an unintended incident at work has led to someone’s possible or actual exposure to COVID- 19. 

• a worker has been diagnosed as having COVID 19 and there is reasonable evidence that it was caused by exposure at work. 

• a worker dies as a result of occupational exposure to COVID-19. 

 


