
Returning to the University Estate 2020

This package has been put in place as an interim measure, whilst we wait 
for Cardinus to make changes to their core course to bring it in to line with 
Scottish Government guidance and University of Edinburgh procedures.

It should be used to provide general guidance, and as an aid to individuals 
who are producing local induction information for their staff returning to 
University buildings, where the topics can be expanded to include relevant 
local information.
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Returning to the University estate 2020: back to work on University premises following the Coronavirus outbreak

Welcome to Returning to the University estate 2020. 

When the COVID-19 pandemic arrived and the UK went in to lockdown in March 2020 many University of Edinburgh staff had to adapt quickly to 

working from home. The suddenness of this change created many challenges, but by and large staff coped very well with these, perhaps hoping that 

the change in work pattern would be temporary.

The current lockdown restrictions are easing slowly, but the Scottish Government is taking a sensibly slow and cautious approach to this. However, 

some staff are slowly starting to return to University premises to work, and we therefore have to address any health and safety issues which may result 

from this.

This course is designed to help you to understand the measures that are being put in place to avoid the transmission of the virus which causes Covid-

19 as you travel to work, and when you arrive at your University workplace. You should also receive more specific guidance on how to safely access 

and navigate the buildings or workplaces you will be returning to from your School or Department before or on the day you return.

The University will follow all Scottish Government Regulations and guidance, and recognises that it has clear responsibilities for the health and safety 

of its staff whether they are work from home or on University premises. If you have any concerns then you should discuss these with your line manager 

or School (or local) Safety Adviser.

We appreciate that returning to the University estate may come to some staff sooner than others, and that some may adopt a “mixed” approach where 

they spend some time on University premises and the rest at home. If you will continue to spend some of your time working from home, then you 

should also complete the related course “Home Working 2020: setting up your home work area following the Coronavirus outbreak”, available through 

the Cardinus Hub. This will help you to address the health and safety issues associated with an extended period of home working.
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The University of Edinburgh does not currently recommend the wearing of face

coverings on its estate. However, it supports the Scottish Government’s public health 

measures (for example the mandatory wearing of face coverings on public transport), so if 

individuals wish to wear these in University buildings, then they should feel free to do so.
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See previous 

slide regarding 

face coverings
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People with certain health conditions -Those in the shielding category should 

not return to work at the moment, those in the higher risk category should contact 

their GP for advice and then discuss with their line manager.

● Those with caring responsibilities - If you have caring responsibilities for 

someone who is sick or elderly, or you have childcare commitments, then you 

should discuss with your line manager whether or not you should return to work
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• A loss of sense of taste or smell
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Bus, train or tram

If you travel by bus, train or tram it can be difficult to keep yourself physically distanced from others.

If you are queuing please try to maintain a 2 metre distance from people, wherever possible. Where 

it is not possible try to limit contact with others.

You should use contactless payment where you can but be mindful that your phone, credit card or 

other payment device may need cleaning. Studies suggest that the COVID-19 virus may persist on 

surfaces for a few hours or up to several days. While carriages and buses will be cleaned it does not 

mean they are sterile. Avoid touching your face and wash or sanitise your hands before and after 

touching any surface.
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Wearing a face covering if advised by the Scottish Government
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Wash hands with soap and water for at least 20 

seconds upon arrival and at regular intervals. Use 

hand sanitiser, available at all entrances, if wash 

hand basins are not readily available, followed by 

hand washing as soon as possible.

Washing your hands is the most effective method 

to avoid the spread of infection. It is important 

you wash your hands thoroughly, scrubbing all 

surfaces (the back of your hands, between 

fingers and under nails) for at least 20 seconds.

Sneeze into a disposable tissue and discard 

immediately, or sneeze into the crook of your 

elbow.



You will see an increase in cleaning staff who are working to keep you safe. Our 

Estates Department cleaning team is aware of our COVID-19 policies, and are 

working to ensure that all touch points in communal areas are kept clean to 

prevent any potential virus spread.

While the cleaning staff are responsible for keeping the workspace clean it is your 

responsibility to look after your workstation to help prevent the spread of infection.

You should pay particular attention to wiping down anything that is regularly 

touched such as phones, keyboards and mice. You should also consider wiping 

down the arms of your chair and your desk before you start work and at the end of 

each day. Sharing of equipment or hot desking is discouraged but if required, 

there must be a locally managed procedure for cleaning between users.

Some areas of the workplace have heavy use. Be mindful of the following, as they 

may be contaminated:

• Door handles

• Lift controls

• Handrails

• Security swipe points
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To help ensure physical distancing, we will be implementing a 

number of control measures, including one way systems, specific 

entrance and exit points, and consistent signage as well as 

changes to the internal layout of buildings, if appropriate. 

You may find that you need to use an alternative desk and you 

will be informed of this by your School or Department. Consider 

your, and your colleagues, access to desks and you may need to 

ask someone to step aside to safely reach your desk.

Returning to the University Estate 2020



Since lockdown started, we have become increasingly familiar with 

meetings being held online. While there is no substitute to meeting 

face-to-face you are encouraged to continue to use online tools.

If you do need to meet face-to-face it is important to consider the 

layout of your meeting room. Many will be small, enclosed spaces 

making it difficult to apply physical distancing guidance. The first 

person into a room should sit the furthest from the door, the next 

person should sit next to them (at a distance) and so on to avoid 

getting too close to each other. Take your own water bottle or 

refreshments to avoid crowding around drink stations.
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Lifts are typically small, confined spaces and it may be difficult to maintain a distance of 2 

metres from other people therefore their use should be encouraged only for those that 

require assistance between floors. 

If you do have to use a lift, there are a few things you can do to avoid the risk of 

transmission:

Avoid touching lift control buttons with your bare fingers. Use the end of a pencil, or 

something similar. If you do need to use your bare finger make sure you wash your hands 

thoroughly as soon as possible, or use a sanitiser.

• Avoid speaking. COVID-19 can be spread through water droplets in the air.

• Stand with your back to the person you are travelling with.

• If you need to sneeze or cough, make sure you use a tissue, your sleeve or your 

elbow. Do not sneeze into your hand.
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Where there is more than 

one stairway connecting 

floors, stairways may be 

designated as an ‘up route’ 

or a ‘down route’ to prevent 

face-to-face interaction of 

persons, and to ensure 2m 

distancing is maintained.  

Like lifts, stairways can be 

restricted spaces so be 

mindful of physical 

distancing. For your safety it 

is important you use the 

handrail, but ensure that 

you wash or sanitise your 

hands afterwards.



Maintain good hand and respiratory hygiene and physical distancing of 2 m at all times.

Maintain your workstation hygiene so the cleaning team can focus on communal areas.

Physical distancing should be maintained in all activities; this includes meetings, moving 

about the building and using the stairs and lifts.

If you have any concerns please raise them with your manager.
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During the return-to-work process we may have fewer employees in the workplace, and fire 

stewards and first-aiders may be a little further away than normal.

Your safety and wellbeing is our biggest concern. We will always have enough safety 

resources to protect you from harm, however, now would be a good time to remind you of 

some key safety messages.

In an emergency there may not be time to consult the fire notices. Therefore, you should 

always learn your emergency procedures and your escape routes in advance.

Familiarise yourself with more than one route of escape in case your normal route is blocked 

by fire. Make use of any training provided and read the fire notices in each room.



You may first become aware of a fire by smelling smoke, seeing flames or even hearing it. In the event 

of a fire you must:

1. Raise the alarm. Do you know where the fire alarm points are in your workplace?

2. If needed, the Emergency Services should be notified as soon as possible by calling 

University Security on 2222.

3. Head for the nearest fire exit. This will be clearly marked for you.

If safe to do so, and you have been trained, use a fire extinguisher or fire blanket.

During an emergency it may not be possible to observe physical distancing rules and your priority 

should be your safety. At assembly points try to minimise contact with others and don't touch your face 

if you have come into contact with handrails or other surfaces. Wash or sanitise your hands as soon as 

possible.
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Leave by the most direct (nearest) route, 

one-way systems are suspended in an 

emergency evacuation. It does not have to 

be a 'fire exit'. Normal exits can be used if 

they are not cut off by flames.

Do not wait or return for your belongings. It 

may appear safe, but fire and smoke can 

spread rapidly. 

Don't use lifts unless these lifts are 

specially designed for evacuation 

purposes and you have received 

instructions from a fire steward. 

Close doors and windows behind 

you (if possible and safe to do so) 

as each room is evacuated. This 

helps stop the spread of smoke 

and fire.

If you are in a smoke-filled area get 

down as low as possible. The air 

will be cleaner and cooler nearest 

the floor.

If you are trapped, get close to a 

window where you can shout for 

help.

Once outside go to your assembly 

point and report to the person in 

charge. Try to avoid contact with 

others as much as possible.

Always gather away from the building 

and do not obstruct the fire services.

Do not re-enter the building until 

told to do so by someone who has 

been designated with that 

responsibility.
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Here are a few common hazards you need to recognise and report if you notice 

them around you.

• Badly stored items could fall and injure you if not secured.

• Wet floors/spilled liquids could cause you to slip and hurt yourself.

• Obstructions on or near stairs, escalators, doorways and emergency 

routes could put you at risk of falling.

• Fire doors, which are wedged open.

• Inadequate or faulty lighting makes it hard for you to see any hazards.

Think about your immediate working area. A lack of space may affect evacuation 

in the event of fire, create tripping hazards and make you adopt an 

uncomfortable posture (which can lead to health problems). So keep your 

working area tidy!

Anything in your workplace that could cause an accident should immediately be 

addressed or notified to your manager.



Additional training and information is available to our first-aiders, should the need arise 

during this pandemic. Physical distancing should be observed unless there is a pressing 

need to approach the casualty.

• Wear gloves or cover your hands when dealing with open wounds.

• Cover cuts and grazes on your hands with waterproof dressing

• Dispose of all waste safely.

• Do not touch a wound with your bare hand.

• Do not touch any part of a dressing that will come into contact with a wound

If you have to provide assistance to someone who is unconscious or having trouble 

breathing phone the Emergency Services (9) 999 and follow their advice. Follow this up with 

a call to University Security to inform them of the situation and ensure a report is submitted 

online at https://www.accidents.is.ed.ac.uk/
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Don't forget, if you begin to feel ill at work with COVID-19 symptoms you should go 

home immediately. Inform your manager as well as following the Scottish 

Government guidance at NHS Inform at: 

https://www.nhsinform.scot/self-help-guides/self-help-guide-coronavirus-covid-19.

As we continue to open up our workplaces it is inevitable our guidance will 

change. Please follow any signs or guidance we publish; it will keep you, and your 

colleagues, safe.

Returning to the University Estate 2020

https://www.nhsinform.scot/self-help-guides/self-help-guide-coronavirus-covid-19


Be sure to familiarise yourself with more than one route of escape in 

case your normal route is blocked by fire.

In the event of a fire you must head for the nearest and safest fire exit.

You should immediately address or notify your line manager of 

anything that could cause an accident.

If you feel ill with COVID-19 symptoms, go home immediately.
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