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We all make a contribution towards our studios 
being happy and collaborative places to be. 

Now we must all take responsibility for them 
being safe as well. 

This brief guide sets out the steps we need
to take to minimise the risk of catching and

spreading coronavirus. It will be updated regularly 
to reflect current advice, and please let your office 

manager know if you think anything is missing.

The single most important thing you can do is
sanitise your hands as soon as you enter the

studio, and repeatedly sanitise and wash them 
throughout the day.

Working together safely    
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Hygiene and cleaning  

We have all developed good hygiene 
habits during lockdown and as we 
return to the studios, these habits are 
more critical than ever. 

We will be intensifying our studio 
cleaning, and ensuring our providers 
are following best practice guidance. 

We will also need to take more 
responsibility than before for cleaning 
up after ourselves, throughout the day. 

Hand sanitiser, tissues and antibacterial 
wipes will be provided in all common 
areas of the studio, including reception, 
kitchen, print rooms, meeting rooms, 
toilets and at the end of rows of desks. 

Please minimise the personal belongings 
you bring with you. Leave your coat in 
the car, or on the back of your chair. 

You will also help by keeping as many 
windows as you can. We need fresh 
air to circulate. We will only have air 
conditioning on where they draw fresh 
air into the space. Desk Fans can only be 
used where there is good ventilation.  

If you would like to wear a face 
covering, please do so. It is not 
mandatory for offices, however, under 
current Government guidance. 

* Sanitise or wash your hands as soon 
as you get in to work and whenever 
you return to the studio during the 
day. Continue to wash and sanitise 
frequently. It is especially important 
if you blow your nose, and before you 
eat or handle food.

* Cover your mouth and nose with 
a tissue before you cough or sneeze, 
then throw the tissue in a bin and 
wash your hands.

* Use paper towels (not an electric dryer) 
and dispose of them in a lidded bin. 

* Wipe down your desk, PC, 
keyboard, mouse and phone with the 
sanitiser provided on your return 
after lunch, and at the end of the day.   

* If you use communal catering 
equipment (crockery, cutlery and 
glasses etc), please handwash each 
item in hot soapy water straight after 
then put it in the dishwasher for a 
second clean at the end of the day.

* Where practical, please bring in and 
wash your own glass, mug, plate etc, 
and take them home.

https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
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Physical distancing 

You will need to maintain a 2 metre
distance from everyone while you are 
at work.

There will be reminders about this, 
including posters, but if one of us 
forgets from time to time, we need 
to feel comfortable about giving and 
receiving reminders.

We can readily accommodate a 2m 
distance in the revised layouts for all 
our studios, particularly as we are not 
expecting our full team to return to the 
studios on Day One. 

Some studios may need to operate a 
shift system in due course, but this 
will be determined not only by the 
restrictions imposed by Covid-safe 
occupancy levels, but also the increased 
risk from greater social mixing on a 
continual basis.

However, none of this should stop us 
from spending time and collaborating 
together. 

Being outside, for meetings, lunch or 
just to walk and talk is one of the safest 
and most enjoyable ways to do this.

* You will be allocated your own 
desk, situated a minimum 2m from 
another person/desk.

* During any one day, you must only 
use your designated workstation and 
equipment.

* Observe any one-way systems in 
place: there may be different entry 
and exit points, and other measures 
to manage movement and avoid 
congestion. 

* Respect any staggered start and 
finish times which are introduced.

* Use the kitchen area only one at a 
time.

* Eat lunch outside the studio, or at 
your desk if that is not possible.  

* Use the toilet facilities only one at a 
time.   
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Meetings 

Internal 

Collaboration is key to life at LDA. 
Lockdown has meant we’re actually 
doing more of it than ever before, and it 
is showing in our win rate. 

Virtual meetings continue to be our
safest option, and our first choice.

Technology has its limitations, of 
course, and we are all looking forward 
to working together around a table 
again. 

However, these meetings must stay 
low risk, so they must be as short as 
possible, with all participants adhering 
to physical distancing guidance, and 
wherever possible held in an open area 
within the studio, or outside. 

Using a meeting room is a last resort 
and it needs to be kept well ventilated 
and with no more people present than 
Covid-capacity of the room allows. 

External 

For the foreseeable future, most 
meetings should continue to be held 
virtually. It is safe, reduces our carbon 
footprint and is often a better use of 
time. 

So always consider whether a face-
to-face meeting or event is really 
necessary, and what is the smallest 
number who need to be present. 

If you are asked to attend a meeting 
or event, please take into account all 
the LDA Design guidance and ask the 
same questions, to satisfy yourself that 
the meeting is being hosted in a safe 
Covid-19 space and that adequate safety 
provisions are in place.

If you are concerned, please speak 
with the Project Director/Office 
Leader.
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Hosting a meeting or event 

* Book space in an open area or 
outdoors if at all possible. 

* Every participant needs to know in 
advance that we are a Covid-19 safe 
business and that visitors must follow 
our guidance. Supply them with our 
Visitor Guidance document with the 
invitation.

* Check we have contact details for all 
attendees (mobile number, email and 
address). It is highly likely that we do 
but ask for them if not. 

* Visitors must wash their hands on 
entering the studio.  

* Check there are hand sanitisers 
and tissues at reception and on the 
meeting table. 

In the meeting room 

* A C-19 poster will be displayed 
advising on physical distancing and 
respiratory hygiene and how the 
space is to be cleaned between uses.

* Open windows and doors whenever 
possible to make sure the space is well 
ventilated. 

* Those attending should clean down 
surfaces in the meeting room, before 
and after use. Cleaning products, 
tissues and hand sanitiser will be 
available in each meeting room

After the meeting or event 

* Retain the names and contact 
details of all participants for at least 
one month. This will help public 
health authorities trace people who 
may have been exposed to Covid-19 if 
one or more participants become ill.

* If someone is subsequently 
isolated with suspected Covid-19, 
then the Office Manager must let all 
participants know. 
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Travel   

Lockdown has forced us to rethink 
how we approach travel. Not only has 
it benefited our carbon footprint but it 
has given us and our families the gift of 
time. We do not want to fully revert to 
life before lockdown. 

Please walk or cycle whenever possible, 
and avoid using public transport at 
peak times. 

You are advised to minimise the 
number of people outside your 
household, or support bubble with 
whom you share a car, whether for 
your commute or any other trip. If 
you have no option but to travel with 
someone else in the car, you must 
mitigate the risks through following 
this car sharing guidance.   

Travelling abroad on business

The guidance around foreign travel 
is likely to change over the coming 
months. 

We will continue to agree foreign 
travel on a case by case basis so that 
we can assess risk, quarantine times, 
client and project need, current 
guidance and insurance. 

Holidays abroad

We’ve seen rapid changes to 
quarantine restrictions over the 
summer. You will need to let us know 
if you are quarantined on your return 
from holiday and you should not go to 
the studio for any reason. 

As we now have more flexibility to 
work from home it shouldn’t be a 
problem but do bear in mind if you are 
booked to do a site visit or an external 
meeting.

Pool cars

If you are using a pool car, clean down 
surfaces within the car before and after 
use. Cleaning products, tissues and hand 
sanitiser will be provided in the car.

Site visits 

Please see guidance here

https://www.gov.uk/guidance/travel-advice-novel-coronavirus
https://www.gov.uk/guidance/coronavirus-covid-19-safer-travel-guidance-for-passengers
https://ican.lda-design.co.uk/__files/renditiondirect/2756823/Site%20visit%20guidance%20for%20covid%2019%20pandemic.pdf
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Symptoms of coronavirus  

If you have symptoms of coronavirus
you must immediately self-isolate for 
at least 10 days and arrange to have a 
test. Advise your Office Manager at the 
earliest opportunity.

The Office Manager/Leader will 
tell your studio colleagues there is 
a potential case of coronavirus so 
that everyone can be more alert to 
symptoms, but only people who become 
symptomatic need to self-isolate. 

The Practice Manager has oversight to 
ensure cases are managed in line with 
risk assessment and practices agreed by 
the ODT.  

If distancing rules have been followed, 
the chance of potential plume 
transmission will be very low, and with 
assiduous hand hygiene, the likelihood 
of picking up the infection from a 
surface is lower still. 

The transmission chain can be broken 
straight away. 

If colleagues are determined to have 
been in ‘close contact’, their names and 
details may be given by the affected 
individual to the NHS Track and Trace 
service. 

This team may then be in contact with 
employees to advise whether they 
should go into self-isolation.     

https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/nhs-test-and-trace-if-youve-been-in-contact-with-a-person-who-has-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/nhs-test-and-trace-if-youve-been-in-contact-with-a-person-who-has-coronavirus/
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Self-isolation guidance  

If you have symptoms of coronavirus, 
however mild, OR you have received 
a positive coronavirus test result, you 
should immediately self-isolate at home 
for at least 10 days from when your 
symptoms started. You must not come 
into the studio.

Do not go to a GP surgery, pharmacy or 
hospital. 

You should arrange to have a test to 
see if you have coronavirus. Consider 
alerting the people that you have had 
close contact within the last 48 hours to 
let them know you have symptoms. 

If your test result is positive, you will 
be asked to log into the NHS Test and 
Trace service website and provide 
information about recent contacts. 

After 10 days, or longer, if you still have 
symptoms other than cough or loss of 
sense of smell/taste, you must continue 
to self-isolate until you feel better. 

You need not continue to self-isolate 
if your only symptoms are a cough or 
loss of sense of smell/taste, as these 
symptoms can last for several weeks 
after the infection has gone. 

You must self-isolate at home for 14 
days from the date of your last contact 
with a person who has tested positive 
for coronavirus, even if you do not have 
any symptoms.

Useful links

Site visit guidance

Test and trace

Risk assessments (available once finalised)

Guidance for studio visitors

https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/
https://ican.lda-design.co.uk/__files/renditiondirect/2756823/Site%20visit%20guidance%20for%20covid%2019%20pandemic.pdf
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/nhs-test-and-trace-if-youve-been-in-contact-with-a-person-who-has-coronavirus/
https://ican.lda-design.co.uk/DMS/view_document.aspx?ID=2765493&Latest=true
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