
RISK ASSESSMENT 
COVID-19

OFFICE
■   Clients, members of the public should only come to the 

offices is absolutely essential otherwise we must carry 
out all main work via telephone, email or DocuSign.  
Client, tenant or buyer ID checks should be carried out 
using Veriphy in the first instance.  Emailed copies of 
passports are acceptable for the time being if a Veriphy 
check has also been completed.

■   Hand sanitizer gel has been provided to each member 
of staff (as well as placed on the oval sign up desk, key 
room, kitchens and bathrooms) and should be used 
each time you enter the office or wash your hands with 
anti-bacterial soap for at least 20 seconds.

■   Comply with social distancing rules where possible if 
not possible the use of PPE should be implemented.

■   Relevant signage has been installed to direct the public 
what to do when entering the office.

■   All desks, computer devices should be sanitized at the 
end of each day.

■   Paper towel dispensers have been installed in both 
kitchen areas and the cloakrooms.  

■   Only one person can use the key room at any one time.  
Keys need to be sprayed with antibacterial spray and 
wiped after each use.

■   Kitchen areas need to be kept clean and tidy and 
dishwashers set at the end of each day.

■   Company cars to have a hand sanitizer gel, PPE and anti-
bacterial wipes placed in and used after each and every 
journey.

■   Cars are not to be used to transport clients or members 
of the public and can only be used by one member of 
staff i.e. no passengers.

■   When filling the cars with fuel gloves and masks are to 
be used throughout the filling and payment process

■   The use of the air conditioning units is strictly banned 
until HEPA filters are fitted.

■   The sharing of desks / hot desking is strictly prohibited 
for the time being.

■   Where the space does not allow social distancing only 
one person to be in that area at any one time i.e. kitchen 
to rear of main office etc.

■   When making a hot or cold drink gloves are to be worn 
when touching communal items such as the kettle, tea 
caddy, mugs etc.  

■   Anyone placing items in the fridges has a duty of care to 
make sure those items are sanitized using appropriate 
methods prior.

■   Internal doors should be left open and self closing doors 
should be propped open to minimise the need to touch 
handles etc.

■   Staff should avoid the use of public transport to get to 
and from the office.

■   Where possible working from home is still the best 
course of action unless you are required to attend the 
office.  Try to organise visits to the office to maximise 
your productivity when there i.e. group together tasks 
that require office attendance.

■   All internal and external doors and handles should be 



disinfected at regular intervals throughout the day.

■   Any delivery to the office should be disinfected prior to 
use or opening.

■   Do not accepted delivers that are being handed over, 
open the side door and ask the delivery person to place 
on the ground whilst maintaining a 2 meter distance.

■   Anyone using the shower room is required to sanitize 
all surfaces immediately after each use.  Any towel used 
should be taken home that day and a fresh clean one 
brough in for the next time.

VIEWINGS  
■   All viewings should be by appointment only and accompanied 

with a relevant qualified member of staff and only take place 
with related members of the same household 

■   We are to meet prospective buyers, tenants at the 
property.  

■   Check that the person requesting a viewing has no 
symptoms before confirming the appointment and 
advise the occupier accordingly and vice versa

■   The use of virtual tours is highly recommended in the 
first instance and only show properties applicants have 
a strong desire to view first hand.

■   Only greet viewings verbally do not shake hands 
and stay at least 2 meters apart in accordance with 
Government and PHE guidelines.

■   The use of hand sanitizer or washing hands in line with 
guidance is essential prior to and immediately after any 
viewing.

Uninhabited properties – permissible using social 
distancing.  Where practical the agent should attend 
the property at least 10 minutes prior to the viewing to 
make sure all doors are open so there is no need for a 
prospective tenant / buyer to touch anything within the 
property.  Best practise would be to open up the property 
allow the viewer access unaccompanied and talk to the 
viewer on the pavement outside the property once the 
viewing has been completed whilst maintaining social 
distancing.  Once finished head back in to the property 
to make sure it is full secured and sanitized using 
antibacterial cloths or fit for purpose cleaning agents.

Inhabited (occupied and unoccupied) – where a property 
is occupied we need to check to see if the occupants are 
happy for viewings to take place, under no circumstances 
can viewings take place where the occupant is clinically 
vulnerable or shielding at home.  Organise for the 
occupants to vacate at least 15 minutes prior to the 
allotted viewing time and then follow the above guidance 
for Uninhabited properties above.  Where there are 
personal possessions on display, we must accompany the 
applicant/s around the property to minimise any potential 
issues.  If that is the case PPE must be used and social 
distancing rules strictly applied where practical.    

Trades people – only essential repairs are to be carried 
out until further notice and restrictions eased further.  
Where these are to take place, the tenants must be 
consulted in the first instance and advised that the trades 
person attending is free of symptoms or COVID 19.  Full 
use of PPE should be strictly adhered to when the tenants 
can’t leave the property whilst works are carried out.

Surveyors – should follow the procedure for occupied 
properties and only be allowed in if free of COVID 19 
symptoms or infection and have full PPE when visiting a 
property or colleting keys and comparable evidence from 
Kerr and Co.

VALUATIONS
■   Where possible ask for a video tour and provide an 

online valuation in the first instance offering a home 
visit once restrictions are further eased.

■   If attending a property then full use of PPE is required as 
is hand sanitizer gel / hand washing on entry and exit of 
the property.

■   Check the person requesting a valuation does not 
have any symptoms or suffering from COVID 19 before 
committing to a date and time and offer them the 
same information about the person carrying out the 
valuation.
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