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Purpose: The purpose/objective of thisdocumentisto detail action Gallagherhastaken/proposesto take to protect employeesand othersfrom contracting COVID-19. Thisdocument hasbeen developed with

reference to the UK Government’'s Working safely during COVID-19 in officesand contactcentresguidance foremployers, employeesand the self-employed 11May 2020, updated 06" January 2021 andisthe
principal COVID-19 RiskAssessment for Gallagherbusinesses in the United Kingdom, Isle of Man and ChannelIslesand the basisfortailored individual Gallagher office COVID -19 risk assessments.

Hazard: Contraction of Coronavirus COVID-19: an infectiousdisease caused by severe acute respiratory syndrome coronavirus2 (SARS-CoV-2).
The main symptomsof the virusare any one ora combination of: a high temperature; a new, continuouscough; and/ora lossor change to your sense of smell ortaste.
The transmission of COVID-19 isthought to occur mainly through contact with respiratory dropletsgenerated by coughing, sneezing or speaking, and through contact with contaminated surfaces.

Who might be harmed: How might people be harmed

Employees, employeeswithin the vulnerable Contraction of Coronavirus COVID-19 can be asymptomatic (no symptomsexhibited), orcan resultin mild, moderate or seriousillnessenough to require
categoriestheirfamily members/personswith whom hospital care, most often pneumonia. In a small proportion of these, the illnessmay be severe enough to lead to death through respiratory failure and/or
they reside orfor whom they care, contractorsor associated complications.

visitors

Assessed Risk: Riskis a combination of the likelihood of occurrence and severity of injury orillnessarising from the hazard. Each criteria isassigned a score of 1 to 5 based on the detail below. The two scores
are then multiplied andthe resultant number plotted on the matrix to determine the assessed risk.

Hazard Severity

Hazard Likelihood Severity Assessed Risk

Negligible slizht Woderate High | VeryHigh |

Likelihood of Occurrence
Wery Unlikely (A freak combination of factors required for an incident ta result)

Without controls Very Likely (5) Very High
Unlikely [A rare combination of factors required for an incident to result)

®)
. . , N | Passible [Could happen when additional factors are present but otherwise unlikely to occur)
With controls Possible (3) ngh (4) Medium (1 2) Likely (Mot certain to happen but an additional factar may result in an incident)

Wery Likely [Almost inevitable that an incident would result)

(LR SN [T R

Thisrisk assessment has been prepared with reference to existinglegislation, COVID-19 protocols, sector specific UK Government Guidance, GOV.UK, HSE and NHS websites.

ThisCOVID-19risk assessment will need to be maintained and periodically reviewed inline withchangesin businessactivitiesaswell asupdatesin UK Government Guidance.




Context

Further Actions
What more can you do?

Risk Controls

What are you doing now ?

Due by date

Assigned
to

Date
Complete

Who should go to work
Employersshould ensure
workplaces are safe whilstalso
enabling working from

home.

Where homeworking not
possible considerwho isneeded
in the office

Monitoring the wellbeing of staff
who are working from home

Monitoring of welfare, mental
and physical health and
personal security of home
workers

Working equipment for safe
home working

Employeeswere instructed to work from home upon Governmentimposed COVID-19
restrictions. Employeeswho can effectively workfrom home, to continue doing so.

Gallagher Officeshave been re-openingin accordance with a phased approach, risk
based plan and acknowledgement of individual employees personal circumstances.
Ourcurrent approach isthat only colleagueswho are willing and able to return to work
will do so. The decisionto return to the workplace ismade through meaningful
discussion between employeesand theirmanagers. Managersare required to engage
in an open conversationwith employeesabout returmning to the workplace before any
decision to return hasbeen made. Thisincludesa discussion of the timingand phasng
of any return and any risk mitigationsthat have beenimplemented. Gallagher
recognisesitis vital to engage with workersto ensure they feel safe retumingto work,
and thatno one should be forcedintoan unsafe workplace or worksituation which the
employeeisnot comfortable with. Approved return to office (RTO)guidancehasbeen
provided to Office Leads, who with support from HR determine employeesand shift
pattemnsforthe RTO in accordance with the guidance provided.

Gallagherhasnational and local programmesfor monitoring the wellbeing of
employeeswho are working from home ensuring they remain connected, and
supported.

Employees health and personal circumstancesand theirappetite and ability to return
to office are considered during individual discussions.

Suitable and sufficient workequipment hasbeen provided to employeeswho are
required to workfrom home during the COVID-19 pandemic. Home office equipment
with appropriate Chief Operating Officer approval will be provided, where required, for
employeesthat will not be returning to the office immediately orforthe nearterm.

All employeesworking from home have remote accessto secure work IT systems.

Working from home forall employeeswasinitially considered a temporary
arrangement andin line with HSE guidance display screen equipment (DSE) userand
workstation risk assessments were not undertaken.

Employeeswho are designated homeworkersare required to undertake an annual

DSE user and workstation self- Ongoing Facilities
DSE user self-assessment.

assessments will, where required, be Team
undertaken by employeeswho can

effectively workfrom home and will not be

returning to the office in theimmediate

term.



Context

Risk Controls

What are you doing now ?

Further Actions
What more can you do?

Due by date

Assigned
to

Date
Complete

Protecting People at Higher

Risk
Support formental healthand
wellbeing

Personsin the clinically
extremely vulnerable groups

Personsin the clinically
vulnerable groups

Gallagherwantsto ensure all employeesfeel supported intheir mental wellbeing and
know where to go for help. In addition to direct support from HR and managers, a suite
of resources is availableto employees. Thesuite includesa Colleague Assistance
Programme (CAP) provided by a third party offeringpersonal support,adviceand
counselling and a mental wellbeing app for mobile phoneswhich helpsemployeesto
preventand manage stress, anxiety and related conditions.

Employeeswho are within the clinically extremely vulnerable category will notinitially
be required to retumn to the office and are encouraged to continue to workfrom home.

Line managersdiscuss individual circumstance with employeeswho are in the
clinically extremely vulnerable group. Gallagher'spriority isforthe safety and wellbeing
of all itsemployees, and while the UK Government haspaused shielding, employees
who are in the clinically extremely vulnerable category are strongly encouraged not
return to the office and to continue to workfrom home.

Employeesare instructed to follow government guidance in respect of stepsto take if
they orsomeone in theirhouseholdhasCOVID-19 symptomsand they must stay at
home and not attend the officein line with self-isolation advice.

Managerswill discussthe optionsthat are available to employeeswho are clinically
vulnerable. Linksto national websitesproviding guidance on who are classed as
clinically vulnerable are provided through the Gallagher COVID-19 hub.

The safety and wellbeing of all Gallagheremployeesisa priority.

(a) For the time being, clinically vulnerable individuals, who are at higherrisk of severe
illness, are being strongly encouraged to continue to workfrom home, in linewith the
government guidance eitherin theircurrentrole orin an alternativerole.

(b) Employeeswho are clinically vulnerable and cannot workfrom home, are offered
the option of the safest available on-site roles, enabling them to maintain social
distancing guidelines(2m, or 1m with risk mitigationwhere 2m isnotviable,is
acceptable).

(c) Where social distancing cannot be maintained an assessment will be made asto
whetherthisinvolvesan acceptable level of risk.

(d) Specific dutiesof any person with protected characteristicswho are considered a
higherrisk group, including, forexample, expectant mothers, may be offered
suspension on full payif home working intheircurrent role isnot possible and suitable
alternativerolesbased athome cannotbe found.

(e) In terms of colleagueswho live with clinically extremely vulnerable individuals, while
they themselvesare not considered to be clinically vulnerable, they will only return to
the office if they are willingand ableto do so, in linewith ourapproach forall of our
colleagues.

Consideration should be given to the
optionsavailableto managerswho have
employeesin the clinically extremely
vulnerable category who cannot workfrom
home. Arrangementsmay include offering
the option of the safest available on-site
roles, enabling themto maintain social
distancing guidelines(2m, or 1m with risk
mitigation where 2misnotviable, is
acceptable). If social distancing cannot be
maintained an assessment should be
made of asto whetherthisinvolvesan
acceptablelevel of risk.

Ongoing

Line
Managers,
Office
Leadsand
Human
Resources



Context

Further Actions
What more can you do?

Risk Controls

What are you doing now ?

Due by date

Assigned
to

Date
Complete

Groups of people who are at
higher risk of infection and/or
an adv erse outcome if
infected.

People who need to self-
isolate

Permitting self-isolating staff to
work from home

Requirementsfor self-isolation
of staff

Ventilation

To use ventilationto mitigate the
transmission risk of COVID-19

Equality in the workplace

Understand and take into
accountthe particular
circumstances of those with
protected characteristics

Gallagherrecognizesthat some groupsof people may be at more riskof being
infected and/oran adverse outcome ifinfected.

Consideration isgivenand suitable and sufficient arangementsimplemented to
ensure the wellbeing of higher-riskgroupswhich include those who:

e areoldermales

e have a high body massindex (BMI)

e have health conditionssuch as diabetes

e are from some Black, Asian or minority ethnicity (BAME) backgrounds

Priorto any decision to return to the workplace, managersare required to engage in an
open conversation with all employeesand give them an opportunity to raise any
concems, such as being part of a higher-riskgroup. Ourcurrent approach isthat
colleaguesonly return to the officeif they are willing and ableto do so.

Employeeswho need to self-isolate will be instructed to follow government guidance,
remain athome and where possible workfrom home.

Employeesare instructed to report suspected or confirmed casesof COVID-19 to their
Line Manageror HR immediately, in line withcommunicated HR procedures.
Employeeswith symptoms, living with someone who hassymptoms, in a support
bubble with someone who hassymptomsorwho have been advised to self-isolateas
part of the government’stest and trace service are required to self-isolate and not to
attend the office.

Arrangementsare in placeto ensure an adequate fresh airsupply isprovided to all
areas of each facility which include:

¢ Increasing the existing ventilationrate by adjustingthe fan speed

e Operating the ventilation system when there are peoplein the building

e Monitoring and managing filtersin accordance to manufacturerinstructions

e Keeping doorsand windowsopen if possible

¢ Using fans (where available)to improve air circulation, provided there isgood
ventilation

The Gallagher Equal Opportunities Policy published on the Gallagherintranetis
availableto all Gallagheremployees. The Company iscommitted to promoting equality
forall employeesand aimsto create a working environment in which all individualsare
able to make best use of their skills, free from discriminationorharassment, and in
which all decisionsare based on merit.

A key objective of thispolicy isto provide a working environment in which people feel
comfortable and confident and that they are treated withrespect and dignity.

The Gallagher Equal Opportunities Policy specifically detailsand addressesprotection
from unlawful discrimination of employeeswith protected characteristics.



Context

Risk Controls

What are you doing now ?

Further Actions
What more can you do?

Due by date

Assigned
to

Date
Complete

Involving and communicating

appropriately with workers
who hav e protected
characteristics

Measures oradjustments
required to take account of
dutiesunderthe equalities
legislation.

Making reasonable
adjustments to avoid disabled
workers being putat a
disadvantage

Assessing the health and
safety risks for new or
expectant mothers.

Making sure measures
introduced do not have an
unj ustifiable negativeimpact
on some groups compared to
others

Social distancing at work

Maintenance of 2m social
distancing

Employeesare encouraged to raise and discussany concernsthey have regarding the
return to office with theirmanagerwho will discuss how best Gallagher can support the
employeeand theirfamily during the COVID-19 pandemic. Return to office at thistime
ison avoluntary basis.

Priorto any decision to return to the workplace, managersare required to engage in an
open conversation with all employeesand give them an opportunity to raise any
concemns, such as having a protected characteristic which meansthey are part of a
higher-riskgroup. Ourcurrentapproach isthat colleaguesonly return to the office if
they are willingand ableto do so.

Gallagher monitorsthe physical featuresof itspremisesto consider whetherthey place
disabled workers, job applicants, or service users at a substantial disadvantage
compared to other staff. Where reasonable, stepswill be taken to improve accessfor
disabled staff and service users.

Work activitiesof any employee who isa new orexpectant mother are reviewed upon
first notification of their pregnancy orupon theirreturn to workfollowing maternity
leave, to identify the hazardsand assess the risks which could affect employeeswho
are pregnant, have given birth withinthe previous 12 monthsorare breastfeeding.
Risk assessments are undertaken and reviewed asrequired.

Employeesare encouraged to raise and discussany concernsthey have regarding the
return to office with theirmanagerwho will discuss how best Gallagher can support the
employeeand theirfamily during the COVID-19 pandemic. Return to office at thistime
ison avoluntary basis.

Social distancing of at least two metres (one metre with mitigation) between personsis
established and maintained at all timesthroughout the building including toiletsand
kitchen facilities.

The numberof personsin Gallagher premisesat any one time isbased on maximum
permitted occupancy (MPO) set by the Gallagher guidelineswhich require social
distancing of at least two metres, one metre with riskmitigationswhere 2m isnot
viable.

Mitigating actionsinclude:

= Furtherincreasing the frequency of hand washing and surface cleaning

= Keeping the activity time involved asshort as possible

= Using screens or barriers to separate people fromeach other

= Using back-to-back orside-to-side working (ratherthan face to-face) whenever
possible

= Reducing the number of people each person hascontact with by using ‘fixed teams
(cohorts) or partnering’ (so each person works with only a few others)

The Facilities Team maintain, refresh and renew all signage and safe distancing
measures as and when required.

Monitor, review andrevise social
distancing in line with Government
guidelines.

Ongoing

Facilities
Team



Context

Risk Controls Further Actions

What are you doing now ? What more can you do?

Due by date

Assigned
to

Date
Complete

Mitigating actionswhere social

distancing of 2m cannot be
achieved

Coming to work and leaving
work

Staggered arrival and departure
times

Additional Parking, bicycle racks
and otherfacilities

Limitingcongestion at entrances
and exits

Markingsto encourage social
distancing andone way travel

Handwashing and Sanitising
stations

Replacingtouch based
security/access systems,
turnstiles/ barrierswith
contactlessmeansof
access/egress

Information and guidance to
employeeson travelling to and
from work.

The Gallagherreturn to workmodel isbased on 2 metre social distancing.
Where social distancing guidelinesin relation to a particular activity orarea cannot be
followed infull, consideration isgiven to redesigning the activity orarea to maintaina
2m distance or 1m with risk mitigationswhere 2m isnot viable.
Mitigating actionsinclude:

e Encouragingan increased frequency of hand washingand surface cleaning

e Using screens or barriersto separate people from each other where appropriate

e Using back-to-back or side-to-side working (ratherthan face to-face) whenever

possible

e Reducing the number of people each person hascontact with by using ‘fixed teams
or partnering’ (so each person works with only a few others)

Consideration isto be givento
implementation of suitable shift pattemsto
allow staggered arrival and departure
timesfordesignated teamsorgroupsof
employees.

Where practicable, additional parking, bicycle racksand otherfacilitieswill be
provided.

Arrangementsto limitcongestion at entrancesand exitsinclude:

¢ Introduction of a queuing system with 2m spacing markers

e Where practicable,designated separate entrancesand exits

e Teamsand cohortsinformed of specific arrival times

e Entry and exit signage displayed

One-way systems are in place where possible and space permits, Corridorshave been

signed to show direction of travel orkeep right signage. Keep yourdistance markings
arein place.

Handwashing and sanitising stationsprovided. Sanitiserdispenserand appropriate
signage to be placed adjacent ornearto

touch points.

Itis notreasonable in termsof time andfinancial cost.to replacetouch based security =~ Considerand where practicable implement
systems, however, where possible, main entranceswith little orno contact will be one-way systems foraccess and egress of
used. buildings.

Employeeswho are unable to travel to worksafely will be required to continue working
from home.

Employeesretuming to officesare requested to follow guidance issued by UK
Government and relevant transport companiesin relationto measuresand precautions
to take when travelling to and from work.

Priorto
office
opening and
ongoing
thereafter

Priorto
office
opening

Priorto
office re-
opening

Office
Leads

Facilities
Team

Facilities
Team



Context Risk Controls Further Actions Due by date  Assigned Date

What are you doing now ? What more can you do? to Complete

Mov ing around buildings and Employeesare requested to take necessary precautionsto minimise physical
worksites interactionswith othersduring the working day. Non-essential tripswithinbuildingsare

Reducing movement by discouraged, managed locally by office Leads.

discouraging non-essential trips
within or between different areas
of buildings

One-way systems are in place where possible and space permits, Corridorshave been

One way flow through buildings . : ’ ) ! o -
signed to show direction of travel orkeep right. ‘Keep yourdistance’ markingsare in

place.

Reducing joband equipment Numberswithin the office are reduced. Desks and equipment are allocated to

rotation individual employeesand not shared. Teamsand cohortsallocated to specific areas
fortheirsole use.

Managing Lift use Guidelinesregardinglift use have beendeveloped and will be applied asappropriate Guidelinesforusing lifts, specific to Priorto re- Facilities
on an office-by-office basis. premises: opening Team

e  Where possible avoid and use stairs

e Maximise distance between
occupants(e.g. 4 comers) and face
away from each other. Taped
squaresin liftsmay be used to avoid
overcrowding

e Reduce lift occupancy levelsand
display appropriate signagefor
revised maximum occupancy

e Wash handsand sanitize after
touching any shared surfaces, call
buttons, floor buttonsetc.

Managing lift use fordisabled Employeesinstructed to use stairs instead of lifts.
users

Regulating hightraffic areas Provide door wedgesforinternal (non-fire  Priorto re- Facilities
and non-external) doorsto minimise touch  opening Team
pointsin the office.

Workplaces and workstations  ‘Hot desking’is prohibited in all Gallagher offices.

‘Hot desking’ or multiple use of
workstations



Context

Date
Complete

Revision of layoutsand
processes to allow social
distancing

Meetings
Replacingin-person meetings
with remote working tools

Reducing meeting numbersto
ensure 2m separation
throughout

Eliminating/reducing sharing of
pens, remotes, “clickers’,
touchscreensor otherobjects

Provision of hand sanitiser

Markingsto ensure 2m social
distancing

Common Areas

Arrangementsto ensure
consistency across common
areas/reception etc.

Screens

Risk Controls Further Actions Due by date  Assigned
What are you doing now ? What more can you do? to
Maximum permitted occupancy hasbeen established ranging from 25% to 75% of Facilitiesto contact each Office Lead to Priorto re- Facilities
maximum possible occupancy, priorto office reopening, orfollowingreopeningandin  discuss agree and implement opening Team
accordance with individual office characteristicsand current COVID-19 guidance. arrangementsformanaging, desklayout.

Seating ispre-allocated. Each deskspace will be used solely by one employee with no
employeesfacing any otheremployee on the same bankof desks.

Minimum distance between colleaguesis2 metreswhen seated.

Installation of screensisconsidered for officeswhere social distancing of 2 metres
cannot be achieved, orwhere the number of employeesrequired and returning to
office isgreaterthan the revised maximum permitted occupancy.

Employeeshave been instructed to conduct virtual meetingsvia
telephone/WebEx/Jabberwhere possible.

Where remote meetingsare not possible and all attendeesagree, the in-person
meeting must adhere to social distancing measures, seating separationand reduced
meeting room capacity.

A robust regime implemented to ensure that all shared itemse.g. pens, remotes,
“clickers’, touchscreensorotherobjectsare removed and availableuponrequestonly.
When used, itemsare required to be sanitised before return to reception/Office Lead.

Sanitisersand wipesplaced in all meeting rooms.

Occupancy of meetingroomsrestricted to ensure 2 metre social distancing. Signs
displayed on entrance doorsdetailing maximum occupancy forall rromswithin each
building. Smaller meetingroomsto be single occupancy.

Arrangementsintroduced to workwith landlords, othertenantsand/or security
companiesto ensure consistency with Gallagher standardsacross common
areas/receptions. Monitored by Office Lead, managed and maintained by the Facilities
Team.

Where necessary protective screensareto  Priortore- Facilities
be installed to protect front of house opening Team
employeeswhere 2 metressocial

distancing cannot be maintained.



Context

Further Actions
What more can you do?

Risk Controls

What are you doing now ?

Due by date

Assigned
to

Date
Complete

Reconfiguring canteen/break
room seating for social
distancing

Encouraging staff to remainon-
site and, maintaining social
distancing while off-site

Storage of personal itemsand
clothingin personal storage
spaces

Accidents, Security and other
incidents

Revision of evacuation/
lockdown plansand procedures

Revision of businesscontinuity
and critical incident plansand
procedures

Arrangementsfororderly
emergency evacuation over
social distancing

Training, sanitationand PPE for
security, first aidersand others
providing aid/assistance

Refreshment areasremain accessible but numbersusing restricted with floormarkings
and signage to maintain social distancing.

Two-metre floormarkingsare in place around refreshment and hot drinksand water
points.

Employeeshave been requested not to make roundsof drinksfor colleaguesand to
take food and drinksprepared or heated incommunal kitchensfor theirown use to
theirdesks for consumption.

Employeesare requested to wash cutlery and crockery and put it away after use.

Employeeshave been encouraged to bring intheirown food anddrinksfor
consumption at their desks.

Employeesare encouraged to follow the latest local and government guidance which
includesremainingin the office and where thisisnot possible, to maintain good social
distanceswhile off site to minimise exposure to people outside theirworkand home
‘bubbles.

Employeesare encouraged to store personal itemsand clothing in personal storage
spaces, lockers orcabinets.

Proceduresdeveloped, implemented and operational forthe de-occupation of the
workplace in the event that government orlocal restrictionsare re-imposed. Initiated
through Gold Team and communicated to Office Lead following Government and
Gallagher Guidelines.

Business continuity and crisismanagement plansare maintained, monitored, reviewed
and revised. The planscan be activated asand when required.

Employeesinformedthatinthe event of evacuation, prompt and orderly evacuation will
take precedence oversocial distancing.

PPE comprising, nitrile glovesand KN95 face masks provided to each officeand
readily available for use by first aidersor theirnominated responsible persons.

Office Leadsof those office which have re-opened have nominated and published (on
an office guidance poster) the responsible personswho will, inthe absence of
nominated andtrained employeesand in the event of an incident take on first aid and
fire warden duties. Local training hasbeen provided.

Where there are no first aiders, employeeswill be nominated asappointed persons
who will inform emergency services.



Context

Risk Controls

What are you doing now ?

Further Actions
What more can you do?

Assigned Date
to Complete

Due by date

Managing your customers,
visitors and contractors
Encouragingmeetings/ visitsvia
remote working

Providing guidance to visitorson
social distancing, hygiene, and
othermeasures

Limiting visitornumbers

Schedulingessential
services/contractors to minimise
or eliminate overlap

Visitorrecords

Visitors: Providing and
Explaining av ailable guidance
Providing clearvisual guidance
to ensure compliance by visitors
of new measures

Providing trainingin the new
measures to staff

Ensuring visitorsand customers
are clearon one way systems
and entry and exit procedures

Jointapproach withlandlords
and othersite users on one way
systems and entry/exit
procedures

Cleaning — Before Re-opening
Service oradjustment of
ventilation and air conditioning
systems

Employeeshave been instructed to conduct virtual meetings.

Office specific arrangementsfor visitor meetingshave been established. Arrangements
include:

e Social distancing measureswhich must be adhered to.
e Seating separation.
e Reduced capacity in meetingrooms.
Arrangementsfor visitorshave been determined by Gallagher Gold Teamand UK

ExCo initially trialledin London prior to potentially beingintroduced at other branches.
Atthe currenttime, only London are receiving non-Gallagher visitors.

Essential services and maintenance undertaken by contractors scheduled by Facilities
Team to eliminate orminimise overlap andreduce thenumberson the premisesat any
onetime.

Visitor's detailsare obtained priorto the meeting by the host and stored on the
Condeco system with the visitor's agreementobviatingthe need to physically sign in.
Visitors detailswill be held foratleast 21 days.

Visual guidance ispresent for visitorsand clearly communicated to all employees.

Employeeshave been provided with guidance on the measuresrequired to be taken
when acting ashosts for visitors.

No visitorsor customers are allowed at thistime.

Contractorsare fully briefed and controlled through UK FM contractsdirected locally by
facilitiesstaff, reception staff and office leads.

In respect of leased premises, discussions have been held with landlordsand/or their
managing agentsand other tenants/occupiersand a joint approachagreed and
implemented.

Heating, ventilation and air-conditioning system cleaning and maintenanceisin place
to address additional risks arising through COVID-19 and lockdown. Managed through
the national suppliersand landlord’sagents.

Discuss visitor protocolsmeasureswith
landlordsand othersite users and agree a
jointapproach (if necessary) priorto
officesre-opening.

Priorto Facilities
visitors to Team
Gallagher

officesbeing

permitted

10



Context

Cleaningand where required
deep cleaningand sanitisation

Cleaning — Workspaces

Cleaning of work
areas/equipmentbetweenuses

Cleaningof regularly touched
objectsand surfacesand
disposal arrangements

Disposal measures forincreased
and potentially contaminated
cleaningrelated waste

Clearing workspaces and
removing waste and belongings
between shifts

Managing high touch items

Deep cleaning and sterilising
following a COVID-19 exposure

Hygiene

Encouraging good handwashing
technique, increased
handwashing frequency,
personal hygiene and tissue
disposal

Further Actions
What more can you do?

Risk Controls

What are you doing now ?

Workplaces to be cleaned priorto re-occupationand inline with scheduled cleaning.

Implementation of a new cleaning regime specification. Ensure that thisincludesall
non-centralised service providersforall new acquisitions.

Additional deskcleaning
Sanitiserdisinfectant misting
Increased cleaning on touch points— every clean

Workplace and equipment cleaning schedulesare in place for cleaning at the end of
each day to ensure the office issafe foroccupation and use the following day.
Employeesinstructed to wipe down and sanitise surfacesand food /drinkpreparation
equipment before and afteruse.

Employeesprovided with the meansto sanitise theirown IT and otherequipmentin
theirworkspace.

Implementation of a new cleaning regime by national suppliers.
Employeesprovided with the meansto sanitise theirown IT and otherequipmentin
theirworkspace.

Used wipesare placed in normal waste which isdouble bagged, sealedand left for72
hours before removal from the premises.

Specially designated and signed waste binsprovided in all officesfor, specified
contaminated waste includingused PPE.

Cleanersand staff are to be encouraged to use the binsfor specified waste items.
Waste is double bagged, sealedand left for 72 hoursbefore removal fromthe
premises.

Acleardesk policyisin place.Employeesare instructed to cleartheir workspace,
remove waste and personal belongingswhen they finish workfor the day.

Frequent cleaning of high-touch pointsadded to cleaning specification. Handwashing
and sanitising stationsto be placed adjacent ornearto touch points.

Increased cleaning frequency of high-touchitemsand shared office equipment to be
arranged.

Deep cleaning and sterilizing procedureshave beendeveloped and will be
implemented shoulda COVID-19 exposure occur.

Employeesare encouraged to adopt enhanced personal hygiene routines.

Due by date

Assigned
to

Date
Complete

11



Context

Further Actions
What more can you do?

Risk Controls

What are you doing now ?

Due by date

Assigned Date
to Complete

Providing remindersto staff
about personal hygiene

Provision of sanitisersin multiple
locationsand washrooms

Ensure social distancing is
possible in toilets

Providing more, suitable, waste
facilitiesand increased waste
collection

Providing hand drying facilities

Changing rooms and showers
Clearuse and cleaningguidance

Enhanced cleaningof all
changing and shower facilities

Signage isdisplayed encouraging good handwashingtechnique, includingthe needto
increase handwashing frequency, avoid touching the face, coughing orsneezinginto
the crook of the elbow ortissues and theirsafe disposal.

Hand sanitiserdispensers are installed at high-touch pointsthroughoutthe office.

Clearguidance providedto employeesto ensure social distancingin toiletsand
shower rooms.

Additional waste receptaclesincluding contamination waste binshave been provided.

Papertowelsare provided in addition to electrichand dryers.

Clearuse and cleaningguidance for showerand changing facilitieshasbeen provided.
The effectivenessof the measures introduced are managed, monitored and
maintained by the Office Lead and Facilitiesteam.

Appropriate signage isdisplayed.

Revised cleaningregime inplace for showerand changing facilitiesdetails
incorporated in updated cleaning specification.

Handling goods, merchandise = Procedureshave been introducedforhandlinggoodsand merchandise entering the Furtherconsiderationneedsto be givento  Priorto Facilities
and other materials, and office. Employeesare required to wear glovesand face maskswhen handling items the potential transmission of COVID-19 office re- Team
onsite vehicles entering the office. through the handling of deliveriesto the opening
Cleaning proceduresfor goods office. Forexample: quarantining and/or
and merchandise entering site sanitising of delivereditems.
Increased handwashing for Detailed instructions, includingincreased handwashing/sanitisinghasbeen given be Detailed instructions, includingincreased Priorto Facilities
workers handling goodsfrom provided to employeeshandlinggoodsfrom outside. Gloves, masks and sanitisers handwashing/sanitisingto be provided to office re- Team
outside provided. reception staff handlinggoodsfrom opening

outside.
Restricted non-business Instructionsto be provided to employees Priorto Facilities
deliveries discouraging personal non-business office re- Team

deliveries (takeaway food/onlinedeliveries  opening
etc.).

Unless a situation where the riskof COVID-19 transmission is very high, the role of
masks and glovesin providing additional protectionisextremely limited. An
assessment of need hasbeen undertaken with glovesand N95 face masks obtained
and available foruse asrequired.

Personal Protective
Equipment (PPE)

Assessment of need

Gallagherwill support employeeschoosing to use a face covering.
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Context

Sufficient quantities

PPE. RPE and Face coverings
associated hygiene practices

Shift patterns and working
groups
Fixed teamsor shift groups

Eliminating direct contact with
objects/ materialsthat move
through the workplace

Maintaining records of shift
workers to assist the Testand
Trace service

Outbreaks in the workplace
Plan

Contacting PHE, retaining
records of staff and assisting
with identifying contacts

Further Actions
What more can you do?

Risk Controls

What are you doing now ?

Sufficient quantities of glovesand KN95 masks for emergency use are held in each
office.

Replacement suppliescan be ordered from the Facilities Service Desk:
uk facilities@ajg.com

Employeeschoosing to wear a face coveringare reminded of good hygiene practices

which includes:

e Washing yourhandsthoroughly with soap and waterfor 20 secondsorusing hand
sanitiserbefore putting a face covering on, before taking it off and afterremoving
it.

e When wearing a face covering, avoid touching face orface covering, asyou could

contaminate them with germsfrom yourhands.

Change yourface covering ifit becomesdamp orif you have touchedit.
Continue to wash yourhandsregularly.

Change and wash yourface covering daily.

If the material iswashable,wash in line with manufacturersinstructions.

Ifitis not washable, dispose of it carefully in your usual waste.

Practice social distancingwherever possible.

Where employeesare splitintoteamsor shift groups, these are fixed so that where
contactisunavoidable itisrestricted to said teams/groups.

Each employee isprovided with their own personal workequipmentremoving the need
to pass between employees. Drop off pointsfordocumentshave beenestablished to
eliminate direct contact.

Office Leadshave been instructed to maintain recordsof employee attendance for 21
days to assist with NHS Testand Trace requestsfordata to help contain clustersor
outbreaks.

A plan hasbeen developedto deal with a COVID-19 outbreak. The plan nominatesthe
Head of FacilitiesManagement asthe single point of contact(SPOC)who will lead on
contacting local Public Health teams. The Business Continuity Manageristhe
nominated deputy inthe event thatthe Head of FacilitiesManagerisnot available.

The plan hasarrangementsfor:

e Contacting PHE teamswhere there ismore than one case of COVID-19 associated
with a Gallagherworkplace; and,

e Recording detailsof symptomatic staff and assistance given in identifying contacts
where the PHE health protection team declare an outbreakof COVID-19.
Employment recordsare maintained up to date.

Due by date

Assigned
to

Date
Complete
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Context

Further Actions
What more can you do?

Risk Controls

What are you doing now ?

Due by date

Assigned Date
to Complete

Work-related travel - cars,
accommodation and visits
Walk or cycle, use public
transport ordrive

Eliminating/minimising non-
essential travel

Minimising the number of people
travelling togetherin anyone
vehicle,

Workers required to stay away
from home overnight

Communications and Training
— Returning to work

Clear, consistentand regular
communication with staff

Communicationwith and training
of workers priorto returning to
site

Communications and Training
— Ongoing communications
and signage

Engagingwith workersand
worker representatives

The importance of mental health
attimesof uncertainty

Employeesreturning to workare encouraged to walkor cycle to work and when thisis
not possible use public transport ordrive.

Employeesare reminded of the mandatory requirement for wearing face coverings
when using public transport,

When using cars, employeesare remindedto minimise the number of people outside
of theirhousehold orsupport ‘bubble’ travellingtogetherin one vehicle, using fixed
travel partners, increasing ventilation and avoidingsitting face to face.

Employeesare advised to checklocal and national guidance on public transport.

Non-essential travel isprohibited.

There isregular communication from UK leadershipreiterating employeesadhere to
Company and Government travel guidelines.

An authorisation procedure for essential client or prospect meetingswhich cannot be

undertaken remotely hasbeen developed and implemented, with eachemployee’s
request separately considered.

Unless social distancing can be maintained employeesare not permitted to travelin
the same vehicle.

With the easing of restrictionsand the re-opening of hotelsovemightstaysmay be
permitted where requiredin conjunction with the authorised client or prospect visit.

Where employeesare requiredto stay
away from theirhome forthe purposesof
work the stay should be centrally logged
and checks made to ensure any overnight
accommodation meetssocial distancing
guidelines.

Regular communication from UK leadership regarding the easing of restrictionsand
gradual return to work.

Relevant posters/signage i.e. personal hygiene, social distancing andimportance of

hand washing will be placed inkey areasin all premisesby the FacilitiesTeam priorto
re-occupation.

New and revised working arrangementsare communicated to employeesthrough the
Gallagherintranet COVID-19 colleague information pages, senior management,
management, and office lead briefings, intranetand COVID-19 intranet site.

Line managers regularengagement withemployeesisintended to monitorand
understand any unforeseen impactsof changesto working environments.

Gallagherhave national andlocal programmesfor monitoring the wellbeing of
employees. Additional help, support and guidanceisavailable throughthe Gallagher
coronavirusintranet-site.

Ongoing

Office
Leads/
Line
managers
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