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Inbound and
outbound deliveries

Everyone

Low

Revising drop off and collection points

Considering how deliveries could be reduced
Where possible, using the same pairs of people for
moving or transporting boxes or equipment where
more than one is needed

Meeting rooms

Everyone

Low

Staff instructed that meetings in enclosed spaces
such as conference and meeting rooms should only
be conducted is essential and kept as short as
possible

Avoiding transmission during meetings, for example
avoiding sharing pens and other objects

Providing hand sanitiser in meeting rooms

Holding meetings in well-ventilated rooms
whenever possible

For areas where regular meetings take place, using
floor signage to help people maintain social
distancing

Limiting the number of visitors able to attend a
meeting at any one time

Hentons Risk Assessment

May 2021




