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Covid-19 Risk Assessment 
Syneos Health UK, London Bloomsbury Way 

 
 

Syneos Health takes its duty as an employer seriously, even more so in response to Covid-19. This document discusses the reasonable steps that 
Syneos Health is taking as an employer to protect our employees, and others, 
Whilst Syneos Health will make every endeavor to protect its employees during these uncertain times, we would like to remind our 
employees that they also have a responsibility to protect themselves and each other during these times. Employees should consider how their 
actions could impact themselves and others. 
 
We ask our employees to adhere to the recommendations contained within this Risk Assessment. Any employee whose consistent, 
deliberate actions contravene this Risk Assessment could be subject to disciplinary actions, aligned to the UK Disciplinary Policy. 
 
More information and checklists are contained in the UK Government Information guidelines – “Working Safely during Covid-19 and 
Contact Centres” - https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/offices-and-contact-centres 
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Hazard To Whom Control Measures in Place Further Action 

1. Individuals 
contract or 
transmit 
COVID-19 while 
working in the 
office.     

Employees 
 
All office Visitors including 
but not limited to: 

 Contractors 

 Suppliers 

 Other tenants 

 Commuters  

 Delivery drivers  

 Family members 

 Personal contacts. 
 
Please refer to the COVID-
19 Employee Scenario 
Process Flow.  
 
“Who is a Contact”, 
definitions of  
contact as per NHS Website 

 All employees visiting a Syneos Health office 

must book a desk through OfficeSpace  prior 
to travelling to the office. This must be 
completed for every visit to an office 
irrespective of whether the desk will actually be 
used (perhaps due to being in a meeting room 
all day). The planned office visit must be 
booked in the employees name, not by a 
colleague on their behalf and in their name. If 
there is no available desk to pre-book, 
employees are requested to liaise with the 
local CRES contact (listed on the office’s 
SyncUp site) to assess options before 

travelling to the office. 
 

 CRES relay the information to staff, visitors, 
suppliers and contractors regarding COVID-19 
control measures (and any changes to them). 
This will either be on the day of the visit or in 
advance where possible when approval is 
granted. 

 
 Examples of control measures include:  
 Maintain social distancing when accessing and 

using the office 
 Wearing a face mask or covering  
 Signage providing clear guidance about office-

specific COVID-19 protocols  
 Provision of hand sanitiser stations around the 

office and in Reception area 
 

Signage used within the office to provide guidance 
and reminders about the current applicable 
COVID-19 control measures 
 

 A Syneos Health UK track & trace system 
will be run alongside the Government’s 
programme.  

 All employees & visitors will be notified of 
their responsibility to notify HR/CRES if they 
subsequently test positive after being on-site 
within the office.  

 Once notified that a recent office visitor has 
tested COVID-19 positive, HR/CRES will 
liaise with the individual to identify potential 
contacts. 

 Potential contacts, who were on-site at same 
time as the diagnosed individual and who 
fulfill current Government definition of a 
contact, will be notified.  

 Both recently diagnosed individuals who 
have been in-office, plus potential contacts 
who may have been exposed will be advised 
about what actions and precautions are 
required. These will align with current 
Government guidance.  

 The programme is run confidentially to 
protect the identity of the person who tested 
COVID-19 positive as far as is possible.  

 

2. Local lock downs 
prevent staff from 

Employees and Visitors  Access to the office will be aligned with current 
Government guidance. At no point will the 

 

https://click.global.syneoshealth.com/?qs=913881b058b5f17aeefcd810bdabe3e7bad74242ea9ab63e3851e870c53f6fff69df246a13982c7a9a3f6e563cd6471e5f33ca46979d17ff
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Hazard To Whom Control Measures in Place Further Action 

accessing the 
office or 
conducting their 
business 

office be fully closed, so that employees who 
have a legitimate reason for being in the office 
can access and achieve business continuity. 

 If Government issues “work from home, where 
possible” guidance then the office access will 
be restricted to a limited capacity (e.g., 30 or 
50%). The restricted capacity will align with the 
level of risk and the level of other Government 
restrictions in place across England.  

 If Government places England in lockdown, the 
office will be placed in to “essential only” 
access status and 10% capacity. 

 If Government removes all guidance about 
working from home (WFH) versus the office, 
access will be designated as fully open and 
100% capacity.  

 The office’s current status will be 
communicated in writing to London-based 
employees.  

 Additionally, the office’s status will be clearly 
denoted on the office’s SyncUp page. 

3. Working from 
home 

Employees  All employees will be provided with a company 
laptop and access to VPN. This allows 
employees to connect to company systems 
and software, including collaboration tools. 

 Managers will be encouraged to regularly liaise 
with employees to ensure they are managing 
appropriately in cases of a prolonged WFH 
environment. Where applicable, a DSE 
assessment (requested via Line Manager, HR 
or CRES) will be completed and acted on 
where recommendations are made 

 

4. Business travel, 
offsite meetings 
and offsite 
workers (i.e., staff 

Employees  Employees will be encouraged to acquire and 
use personal protective equipment (PPE) in 
line with current Government guidance for use 
when visiting offsite locations as part of their 

 If attending an offsite location (e.g., medical 
site, client site, hotel), obtain COVID-19 
protocols in advance to be fully prepared. 
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Hazard To Whom Control Measures in Place Further Action 

who visit other 
premises as part 
of their 
professional 
role.) 

role. For example: face mask, alcohol-based 
sanitisers, diagnostic test kits.  

 
 Employees will be advised to follow current 

Government guidance on sanitisation and 
Covid mitigation practices. Additionally, to seek 
advice from our Legal/ department if any 
premise requires personal data that may 
impinge upon their right to confidentiality. 

 

 Where applicable, do not visit off site 
locations without making an appointment. 

 

5. Showing COVID-
19 symptoms –
whilst in the 
office 

Employees and Visitors  Staff experiencing COVID-19 symptoms will be 
required not to access the office, or travel for 
business purposes.  

 

 Anyone who starts experiencing COVID-19 
symptoms after they arrive in the office will be 
asked to leave immediately and follow 
Government guidance pertaining to isolation, 
testing and treatment protocols. 

 

The Syneos Health UK track & trace programme 
will be deployed as applicable if individual 
subsequently tests positive for COVID-19. 

6. Being exposed 
while getting to 
and from office, 
or to an offsite 
location, 
including use of 
public transport 

Employees  Employees will be encouraged to use own 
transport wherever possible.  

 
 In-country and international travel will be 

undertaken in accordance with applicable 
Government and/or jurisdictional guidance.  

 
 In times of greatest transmission risk, 

employees will minimise non-essential travel 
and consider remote/virtual options wherever 
possible.  

 
 Where public transport is a necessity, 

employees will be encouraged to acquire and 
use personal protective equipment (PPE) in 
line with current Government guidance to 
minimise their exposure risk. For example: 

 Follow the latest Government guidance and 
plan: 

Coronavirus (COVID-19): safer air travel for 
passengers - GOV.UK (www.gov.uk) 
 For current travel guidance please refer to 

global travel service provider BCD via 
SyncUP. 

 Any employee who is trapped abroad or 
required to quarantine, must inform HR and 
their line manager. 

 

https://www.gov.uk/guidance/coronavirus-covid-19-safer-air-travel-guidance-for-passengers?step-by-step-nav=8c0c7b83-5e0b-4bed-9121-1c394e2f96f3
https://www.gov.uk/guidance/coronavirus-covid-19-safer-air-travel-guidance-for-passengers?step-by-step-nav=8c0c7b83-5e0b-4bed-9121-1c394e2f96f3
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Hazard To Whom Control Measures in Place Further Action 

face mask, alcohol-based sanitisers, diagnostic 
test kits.  

 

7. Maintaining 
hygiene 

Employees and Visitors  Hand sanitisation stations will be placed 
throughout the office including at entry and exit 
points with adequate supplies of water, soap 
and hand towels at sinks. 

 

 Workstations will be cleaned at the end of the 
employee’s working day. 

 
 All rubbish will be removed from the centrally 

located rubbish bins located around the office 
and in the kitchen at least once per day. 

 
 Cleaning stations located around the office to 

encourage staff to wipe down equipment and 
meeting rooms after use. 

 

 CRES will be responsible for ensuring 
handwashing and sanitising facilities are 
stocked to enable employees to maintain 
hygiene in the workplace 

 Refer to clear desk policy. 

8. Proximity to 
others 

Employees and Visitors  Whenever social distancing is recommended 
as a means of infection control by the 
Government the following measures will be 
implemented as applicable:  
o Distance between available employee 

workstations adjusted to meet the 
designated requirements by adjusting 
occupancy levels and closing desks to meet 
social distancing requirements. 

o Capacity limits in meeting rooms to allow 
sufficient space between individuals when 
seated 

o Signage deployed as visual reminders 
about the distancing requirements 

o Perspex screening placed around 
Reception desk 

o Employees reminded to avoid sharing desks 
and equipment. If sharing is required, 
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Hazard To Whom Control Measures in Place Further Action 

thoroughly clean items between uses 
wherever possible. 

o Cleaning wipes provided for use with high 
touch locations e.g., printers, photocopiers, 
coffee machines 

 

9. Visitors Visitors 
 

 

 

 

 Employees will be provided guidance on how 
to organise and prepare their visitors in 
advance of their visit.  

 As far as is possible, these will be aligned with 
the COVID-19 protocols in place for 
Employees. 

 Certain designated Visitors will be required to 
complete the Visitor log and provide contact 
information in case they need to be informed of 
potential COVID-19 contact 

The Reception team will provide support with 
determining current access expectations (e.g., 
COVID-19 testing status, masks, accessible 
areas, distancing etc.) for visitors. 

10. Meeting rooms – 
cleanliness and 
meeting attendee 
numbers 

Employees and Visitors  Employees will be required to use the online 
booking system to pre-book a meeting room to 
ensure usage is tracked  

 
 When social distancing is required, meeting 

room capacity limits will be adjusted (reduced) 
to support distancing between participants. 
Signage will be used to convey the 
recommended capacity limit per meeting room. 

 

 Cleaning equipment will be provided in each 
meeting room (e.g., sanitiser and paper towels) 
so that equipment and touch points can be 
cleaned before and/or after use. 
 

 “Please Clean Me” Discs have also been 
placed in meeting rooms so that our onsite 
cleaners can easily identify if a room has been 
used and requires cleaning  

 Cleaning equipment provided by CRES 
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Hazard To Whom Control Measures in Place Further Action 

11. Use of 
kitchen/breakout 
areas 

Employees and Visitors  COVID-19 safe protocols will be implemented 
and maintained in line with current 
Government guidance. In addition to the 
measures noted in section 1, the following may 
be implemented in times of high risk: 
o Removal of ability to use high touch 

equipment e.g., cutlery, crockery, fridges, 
microwaves 
 

 Cleaning supplies (e.g., hand soap, kitchen 
spray, kitchen roll, hand sanitiser) will be 
provided in the kitchen area for use by 
Employees and Visitors. 

 

 

12. Transmission via 
door handles 

Employees and Visitors  Purehold door handles will be installed on the 
“pull” side of each door in to the Syneos Health 
employee areas.   
 

 The Purehold PULL has a silver ion 
antibacterial coating that kills 99.9% of 
bacteria by working immediately to kills any 
microbes deposited onto the surface by 
users. 

 

13. Transmission in 
response to 
emergencies 
and/or providing 
first aid support 

Employees and Visitors  First aid kits will be equipped with suitable PPE 
e.g., gloves, aprons, and face covering for 
resuscitation purposes 

 
 In an emergency, (for example, an accident or 

fire), people will not be required to observe any 
COVID-19 distancing requirements if to do so 
would create a greater safety risk.  
 

 People involved in the provision of assistance 
to others will be reminded to pay particular 
attention to health & safety precautions 
immediately afterwards, e.g., washing hands, 
taking lateral flow test (if required). 

 Review fire marshals to ensure available 
each day. Will be allocated by CRES and 
recorded in a log. 
 

 CRES will check all First Aid Kits are fully 
equipped. Face Shields to be provided to all 
First Aiders to use if required when dealing 
with a first aid issue. 

14. Deliveries Employees and Visitors 
 

 All parcels are delivered to the security office in 
London. During high-risk periods (e.g., 

 Only CRES are permitted to collect parcels 
from the building security office. 
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Hazard To Whom Control Measures in Place Further Action 

Government lock down) CRES team will only 
collect parcels once a day at a time determined 
by the security team. Parcels will then be 
bought up to the 4th floor and recipients will be 
advised by email that they can come and 
collect their parcel from the reception area. 
The post/package drop off point will be located 
to the right of the reception desk. 

 During medium to low-risk periods, the 
post/package collection will take place twice a 
day from the security office. The post drop-off 
point will be the franking machine in the 
reception kitchen area. Additionally, delivery 
personnel will be permitted to use toilets, upon 
request.  

 In both scenarios, employees will be requested 
to collect their post/packages from the drop-off 
point.  

 Gloves will be available in Reception for 
individuals that wish to use them when 
collecting business packages. 

15. Clinically 
extremely 
vulnerable or 
Pregnant 

Employees  Individuals who are clinically extremely 
vulnerable will be given an option to self-
identify with HR. Suitable arrangement will be 
made for these individuals in line with their 
level/type of vulnerability and the current 
Government COVID-19 guidance.  

 

 If clinically vulnerable employees need to come 
into the office, they (or their line manager) will 
work with local HR to ensure a safe working 
environment is provided. For example, by 
assigning a hot office, staggering their visiting 
time. Adjustments will be advised on a case-
by-case basis. 

https://www.nhs.uk/conditions/coronavirus-covid-
19/people-at-higher-risk/whos-at-higher-risk-
from-
coronavirus/#:~:text=People%20at%20moderate
%20risk%20(,(such%20as%20hepatitis) 
 
 For pregnant individuals, the normal 

maternity risk assessment would apply. 
There is no specific Covid Risk assessment, 
however notification of higher risk Category 
form can also capture any issues. 

 Local HR will support vulnerable employees 
defined herein, to include underlying  
health conditions, shielding those 

https://www.nhs.uk/conditions/coronavirus-covid-19/people-at-higher-risk/whos-at-higher-risk-from-coronavirus/#:~:text=People%20at%20moderate%20risk%20(,(such%20as%20hepatitis)
https://www.nhs.uk/conditions/coronavirus-covid-19/people-at-higher-risk/whos-at-higher-risk-from-coronavirus/#:~:text=People%20at%20moderate%20risk%20(,(such%20as%20hepatitis)
https://www.nhs.uk/conditions/coronavirus-covid-19/people-at-higher-risk/whos-at-higher-risk-from-coronavirus/#:~:text=People%20at%20moderate%20risk%20(,(such%20as%20hepatitis)
https://www.nhs.uk/conditions/coronavirus-covid-19/people-at-higher-risk/whos-at-higher-risk-from-coronavirus/#:~:text=People%20at%20moderate%20risk%20(,(such%20as%20hepatitis)
https://www.nhs.uk/conditions/coronavirus-covid-19/people-at-higher-risk/whos-at-higher-risk-from-coronavirus/#:~:text=People%20at%20moderate%20risk%20(,(such%20as%20hepatitis)
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with health conditions, pregnancy, disability, 
and any other medical definitions not defined 
herein. 

16. Office Cleaning Employees  
Cleaning personnel 
 

 Supplies will be available in communal areas 
so that high volume contact areas can be 
cleaned throughout the day regularly 
 

 Employees will be asked to clear their 
workstation at the end of each shift and use a 
disc (provided by CRES) to identify to the 
Cleaners that it should be cleaned.  

 
 Cleaners will clean all workstations that have 

been used (identified using discs provided).  
 

 The cleaning schedule will be reviewed 
regularly with the cleaning company and 
aligned with volume of office usage and 
COVID-19 best practices. 

 
 Refer to cleaning contractor’s risk 

assessment for further guidance. 

17. Mental health and 
wellbeing 
affected through 
isolation or 
anxiety about 
coronavirus 

Employees  HR will continue to share information and 
advice with workers about mental health and 
wellbeing to include our Employee Assistance 
Program (EAP) and specific Coronavirus 
stress related issues. 

 
 Manager/HR will review and consider an 

occupational health referral if severe stress 
and anxiety issues are identified. 

 
 Ensure employees receive regular 

communications and updates regarding the 
office status and usage guidelines. 

 

 Ensure employees have access to information 
provided by MIND 
 

 https://www.mind.org.uk/information-
support/coronavirus/coronavirus-and-your-
wellbeing/ 

 

 

https://www.mind.org.uk/information-support/coronavirus/coronavirus-and-your-wellbeing/
https://www.mind.org.uk/information-support/coronavirus/coronavirus-and-your-wellbeing/
https://www.mind.org.uk/information-support/coronavirus/coronavirus-and-your-wellbeing/
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