
 

 

Procedure for Confirmed/Presumed Covid-19 Cases in Clyde & Co Offices (Employees 

and Visitors) 

 

This guidance note applies to the following office(s) specifically: 

Office location(s): ALL UK OFFICES 

Applicable to: ALL UK OFFICES 

Approved by:  Crane Bowden 

Date issued: 11th September 2020 

This guidance is issued in relation to managing any potential suspected cases of 

Coronavirus (Covid-19) within the UK offices for the on-going period where 'covid-secure' 

measures are in place. 

 

1.           MANAGING A SUSPECTED CASE OF CORONAVIRUS (COVID-19) IN THE 
OFFICE – SAME DAY 

1.1         If an individual attends the office and becomes unwell during the day whilst working 
in the office they must immediately contact their line manager. They must also email 
HR via the HR Business Partners UK distribution list and add 'URGENT 
RESPONSE REQUIRED' in capitals in the subject title.  

1.2         The individual should put on a face covering; if they do not have their own, 
disposable ones are available from reception. The individual should call reception to 
request that they deliver a mask to the desk and make clear to reception staff that 
they are displaying symptoms.   

1.3         The individual should immediately move to one of the designated spaces or "covid 
isolation rooms", such as a meeting or first aid room and call the 111 NHS helpline. 

Office location Covid isolation room 
Aberdeen N/A (serviced office) – employee should leave the 

office immediately then follow same reporting process. 
Bristol Meeting room 

Edinburgh Broughton meeting room 
Glasgow Both meeting rooms on ground and 5 th floors 

Guildford IT training room (ground floor), first aid room (floor 2), 
plus wellbeing room 

London St Botolph 10th floor first aid room 
London Beaufort House New first aid room, 6th floor bank of 4 side  

Manchester Q2 (floors 1 & 2), Q3 (3rd floor), Q4.2 (4th floor) 
Newcastle Meeting room 

 

1.4        HR will phone the individual and ask the following set of questions: 

 What floors have you been on?  



 

 Who have you been in contact with? 

 Have you been in any meetings rooms? 
 Have you contacted 111? 

1.5 Unless advised otherwise, the individual should prepare to leave the office 
immediately and should go directly home and self-isolate in line with Government 
Guidance as well as requesting a covid19 test. 

1.6         When travelling home, public transport (including taxis) should be avoided unless 
there is no other alternative available. Preference should be given to  travelling via 
one of these methods: 

 the individual is collected from the office by a member of their household;  

 the individual is collected from the office by a friend or family member; 

 the individual drives, cycles or walks home, if that is how they travelled to 
the office that day and feel well enough to do so or they are able to.  

1.7 The HR representative will advise facilities and risk teams via email with the 
individual's name and details of the situation.  

1.8    Facilities should advise building management via phone and email.  

1.9 When someone first develops symptoms and orders a test, they will be encouraged 
to alert the people that they have had close contact with in the 48 hours before 
symptom onset. If any of those close contacts are co-workers, the person who has 
developed symptoms may ask Clyde & Co to alert co-workers. 

1.10 Clyde & Co will keep staff informed about suspected COVID-19 cases among their 
colleagues. However, the individual should not be named. 

1.11 HR will contact the individual in the next 24 hours to get an update of the results 
and if the individual will be off sick or self-isolating.  

1.12 For a suspected case, no other staff are required to work from home or 
isolate. Staff should take extra care in practising social distancing and good 
hand and respiratory hygiene. 

1.13 Any persons who were within close proximity of the individual or may have used 
any of the areas or touched any of the surfaces that the individual had been that 
day should monitor their health and observe any onset of symptoms as per 
government guidance. 

1.14       If the individual had handled any items, such as documents, that have been passed 
on to another person or sent out via mail or courier and are in transit or have been 
delivered, the line manager should contact the appropriate person via phone and 
email, where possible. 

1.15       HR to advise facilities to close off and restrict access to the workstation where the 
individual had been present. 

1.16      If the member of staff receives a negative test result, they are free to return to the 
office when they feel well enough to do so.  

1.17 Whilst waiting for test results, the individual must not return to the office within 10 
days of displaying symptoms.   



 

1.18 HR should update MyWorkLife.  

 

2.  IF THE MEMBER OF STAFF RECEIVES A NEGATIVE TEST RESULT, THEY 
ARE FREE TO RETURN TO THE OFFICE WHEN THEY FEEL WELL ENOUGH 
TO DO SO.  

 The individual should inform HR, provide a copy of the test result and then return to 
the office when they feel well enough to do so.  

 

3.  IF A MEMBER OF STAFF TESTS POSITIVE FOR CORONAVIRUS (COVID-19): 

3.1 The individual in question must self-isolate under government direction.  

3.2 Any member of staff who works in the same quadrant as the confirmed case is to 
work at home for 14 days from the date of their last contact with the person who has 
tested positive for COVID-19.  

3.3 The whole building or floor may not need to close, but this will be considered on an 
office by office basis. 

3.4 The quadrant where the individual works needs to undergo a deep clean. Until this 
is complete, no one else will work from that area. The facilities team should arrange 
for these areas to be deep cleaned and sanitised as soon as possible  and 
temporary signage should be placed to indicate out of use. 

3.5        Should the suspected case be confirmed via medical testing, then the appropriate 

contact tracing will be undertaken by the relevant Government body as specified in 

the Guidance. As required under specific Guidance, the firm will provide full details 

of persons who were working within the office on any specific day(s) alongside that 

specific individual ahead of their suspected case being confirmed as required. 

3.6 As per the NHS Test and Trace guidance Clyde & Co should keep staff informed 

about COVID-19 cases among their colleagues. However, the individual should not 

be named. If a co-worker is at risk because of close contact with the positive case, 

then they will be notified to self-isolate by the NHS Test and Trace service. 

3.7        If necessary, where a confirmed case may have been contracted within the 

workplace, we will assess the requirements for reporting under RIDDOR and report 

to the enforcing authority as appropriate. 

3.8 Once a deep clean and sanitisation has been completed, the area can reopen.  

 

4.  IF THERE IS MORE THAN ONE CASE OF COVID-19 IN A WORKPLACE, Clyde 

& Co will contact our local health protection team, found here 

https://www.gov.uk/health-protection-team, to report the suspected outbreak. 

 

https://www.gov.uk/health-protection-team


 

5. IF THE LOCAL PHE HEALTH PROTECTION TEAM DECLARES AN 

OUTBREAK, Clyde & Co should record details of symptomatic staff and assist with 

identifying contacts. To enable this all employment records will be up to date. 

 

6.  MANAGING A SUSPECTED CASE OF CORONAVIRUS (COVID-19) IN THE 

OFFICE – PREVIOUS DAY 

6.1         If an individual who attended the office within the last 72 hours has become unwell 
they must immediately follow the same procedure of reporting as section 1 of this 
document. 

6.2         The individual should stay home and self-isolate in line with Government Guidance 
as well as requesting a symptoms test. 

6.3 All other processes follow section 1 of this document. 

 

7.  EXTERNAL VISITORS OR SUPPLIERS 

7.1 If somebody visits our office and has interacted with a member of staff who then 

displays symptoms or is confirmed testing positive for covid-19. I 

7.2 If you are contacted by an external visitor, for example client, suppliers etc who 

have come into contact with a Clyde & Co employee and subsequently tested 

positive for Covid19, please contact HR.  

 

8. CLEANING SUPPLIERS – CONFIRMED DEEP CLEAN RESPONSE (IN THE 

INCIDENT OF A POSITIVE TEST RESULT) 

8.1 Upon instruction, they will mobilise a fogging team to come in next working day or –

where possible – the same evening. 

8.2 This will conduct an immediate Risk Assessment, select the appropriate PPE, send 

in the fogging team (normally 2 operatives) and use Zoono, an extremely effective 

and safe cleaning product, throughout. 

8.3 Given that the surfaces should be relatively clean, the chemical would bond itself to 

clean surfaces and kill any trace of the virus, plus kill the virus if  it lands on that 

surface again up to 30 days after spraying. 

8.4 For PC’s and telephones they will spray the chemical onto a microfibre cloth and 

apply accordingly to avoid wetting keyboards and screens. 

8.5 Normal cleaning teams would resume later that evening where possible so that the 

offices are ready for the next working day. If the fogging finishes very late, the 

cleaning teams would need to resume the day after, but they would try to get in for 

the next morning at the very least, to empty bins. 

 

9.  GENERAL  



 

8.1  For awareness, there will be signage regarding Covid-19 symptoms in the office 

8.2  If an employee lives with someone diagnosed with or who has presumptive Covid-

19 symptoms, they should self-quarantine.  

 

 

 

 



 

APPENDIX 1  

SUSPECTED CASE CHECKLIST 

Date/time checklist completed: 

By who: 

Name of person and base office:   

Date and times of office access:   

Desk allocated: (Floor/desk number)   

What areas did they access when they were 
in the office: 

  

When did the person become unwell/notice 
any symptoms: 

Date: 

Time: 

Who did they report this to:   

What specific symptoms are they reporting:   

Was the person in the office or at home? 

If in the office, how did they travel home? 

  

Is the person now self-isolating and aware of 
the current guidance on this?  

  

Has the person requested a symptoms test?   

Names of other persons who may have been 
in close contact i.e. working on same floor, 
used same meeting room etc. 

  

  

Task Actioned: Date/time action complete: 

If the person was in the office, were they 
quarantined and asked to wear a face 
covering? 

Yes/No Date/Time: 

By who: 

Has the desk and immediately affected 
areas been quarantined? 

Yes/No Date/Time: 

By who: 

Has the desk been deep cleaned? Yes/No Date/Time: 

By who: 



 

Have the toilets, OSCs, tea points, etc all 
been deep cleaned and sanitised? 

Yes/No Date/Time: 

By who: 

Have all cleaning items used to sanitise 
the affected area been disposed of via our 
clinical waste disposal policy? 

Yes/No Date/Time: 

By who: 

Have the facilities and risk teams been 
emailed details? 

Yes/No Date/Time: 

By who: 

Have the other persons who have been in 
close contact been informed of the 
suspected case and requirements to 
monitor symptoms and/or self-isolate, if 
necessary? 

Yes/No Date/Time: 

By who: 

To who: 

Have you informed building management? Yes/No Date/Time: 

By who: 

To who: 

Has the symptoms test been requested? Yes/No Date:  

What was the result of the symptoms test? Positive/Negative Date: 

If positive, have you notified Facilities 
Management including H&S? 

Yes/No Date/Time: 

By who: 

To who: 

If positive, have you provided all of the 
relevant details of persons who are at risk 
for contact tracing?  

Yes/No Date/Time: 

By who: 

To who: 

Have any other actions been taken? Yes/No Details of action(s): 

  

Date/Time: 

By who: 

 


