
Covid-19 Staff
Induction Guidance
During the Coronavirus pandemic the health and wellbeing of 
our students, visitors and workforce is our number one priority.

We can all help control the virus if we 
all stay alert and follow government 
guidance. We expect all staff to: 

• have worn face coverings on public transport 
when traveling to college

• limit contact with other people in the workplace

• maintain a social distance from others at all 
times – using the recommended 2 metres

• wash your hands / use hand sanitiser upon 
entering the building, regularly throughout the 
day and when requested

• not attend college or TTE if you or anyone in your 
household are showing Covid-19 symptoms 

• not attend college or TTE if you have tested 
positive for Covid-19 and or been advised to self-
isolate by the NHS or your doctor

The following guide explains what you should do 
when working in any of the college buildings or TTE. 
This information must be followed by staff and can 
be used as a daily checklist.

Entering the building
1. Everybody must follow entrance rules and may 

be required to queue to get in the building. 
Staff will be expected to assist in ensuring 
that students are following the 2 metres social 
distance outside the building

2. We expect everybody to wear a face covering 
entering the college premises and they should 
be kept on in public areas unless there is a 
reasonable excuse for removing it

3. Students coming into the building will have been 
given a location. If they arrive early they will be 
escorted to a holding area to sit in a socially 
distanced environment until class begins. You 
may need to collect students

4. On entry you must wash/sanitise your hands. 
Wash hands for at least 20 seconds. Hand 
sanitiser will be available in the entrances to 
buildings. Staff are asked to avoid gathering in 
groups in the college or TTE and to go to the work 
area as soon as possible

5. Public facing areas will be screened off for your 
protection

6. There will be designated directions of movement 
so please follow the systems in place in main 
areas and curriculum areas. Keep two metres 
distance from the people around you (where 
possible) and do not have conversations in areas 
and block routes



Further guidance can be found on 
our website at www.mbro.ac.uk
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In the building
1. Social distance in staff rooms and work areas / 

classrooms at all times. There should be sufficient 
hand soap or hand sanitiser available 

2. Classrooms will be set up to ensure social distancing 
and a designated staff area will be marked. Students 
who do not socially distance or follow the rules will 
be subject to the normal disciplinary process. As 
areas may change day to day, continue to check that 
controls remain relevant

3. Remember to wash hands often and before eating/
drinking

4. The smoking shelter will accommodate two persons 
maximum. If the designated smoking area is not 
available, then smoke away from the college or TTE 
buildings, not in pedestrian routes and over 20 metres 
from the building

5. In public areas staff and students should remain a 
minimum of 2 metres apart at all times. Areas are 
marked on the floor to assist with this

6. Avoid touching your face. Sneeze or cough 
hygienically. Cover your mouth and nose with a tissue 
or your elbow when coughing or sneezing. Bin the 
tissue and then sanitise your hands (Catch it, bin it, kill 
it). Follow social distancing rules in toilets and whilst 
washing hands. There may be a need to leave and 
re-enter a toilet area if busy

7. Those requiring First Aid can do so by calling security 
on 6969 or 3585 on the main site, or by following local 
guidance on other sites. First Aid staff have additional 
PPE for administering First Aid. If you suspect a person 
to be exhibiting Covid-19 symptoms call security who 
will inform the duty/incident manager. Anybody with 
Covid-19 symptoms whilst in college will be isolated 
until they can be safely returned home

8. Fire safety - Fire doors must not be wedged open, if a 
door is required to be kept open report to the service 
desk who will assess the associated risk

9. Lifts should only be used by those who can’t use 
the stairs or who are carrying large items. Staff 
authorisation to use lifts can come from HR or Student 
Services. Student authorisation to use lifts will come 
from Student Services or Security. Lifts will be cleaned 
more frequently

10. Students must remain in class groups and not 
mix with others unless 2 metres distancing can be 
maintained. Food can be eaten in designated areas. 
The ‘street’ will not be open as a social space

11. Staff using fridges to store their own food and drink 
should wash their hands before eating or drinking. 
Staff must not share food and drink with others

12. Staff/students must use the same keyboard in class 
and they must be cleaned at the end of the day’s 
lesson and before the next group attend that room. 
Normal cleaning spray can be used to wipe down 
keyboards and desks

13. Items/equipment used by students must be cleaned 
at the end of the days lesson and before the next 
group attend that room. Normal cleaning spray can 
be used to wipe down tools and equipment. Staff 
must familiarise themselves with whose responsibility 
it is to clean what areas and ensure they play their 
part in following this stringently

14. If your role requires close contact eg. security, support 
workers, first aid, you will be provided with and trained 
in the use of PPE. Should you wish to request PPE 
contact the health and safety team who will provide 
the equipment and any relevant training

Leaving the building
1. Fire Alarms - Evacuate as normal being mindful 

of 2 metre social distancing. To prevent a build-
up of people in the ‘street’ during a fire alarm 
leave by the external fire exits. You may be asked 
to disperse or move to another assembly point 
by a fire warden

2. Exit the building by the defined route

3. You should sanitise your hands as you leave

4. It is advised that you wash the clothes you have 
been wearing following your time in college or 
TTE

General information
1. See local posters and signage across the college 

and TTE buildings for further information

2. If you have any suggestions or concerns about 
your safety please contact the Main Reception 
or Health and Safety by emailing HS Incident 
Reporting: hs-incidentreporting@mbro.ac.uk 
Please report any concerns about inappropriate 
staff or student behaviour to your line manager. 
Follow the student disciplinary procedure where 
required


