
ADJUSTED LEVEL 3 PROTOCOLS (Jan 2021) 

We have maintained a full remote post-production service throughout the pandemic, the lockdown 
restrictions have now begun to be relaxed and we will soon be welcoming visitors back into TheWorkRoom
in addition to our remote service offering. 

As an employer and service provider we have a number of common law and statutory duties in relation to 
health and safety at work both for our staff and our visitors. This document has been prepared using the
Government’s latest advice and details the protocols we have put in place in order to provide a safe 
working environment for all. Given what we know about the Covid-19 virus; the dangers of infection and 
how easily it spreads, we have implemented strict protocols to ensure that everyone who visits 
TheWorkRoom, can do so with peace of mind. 

The Production community is understandably keen to get back to work, however it remains TheWorkRoom’s
view that whilst a risk of infection remains high, we should continue to do everything possible to work 
from home, or remote locations. Where that is not possible, our aim is to provide the safest possible 
environment for everyone who needs to visit TheWorkRoom.

What Have We Done: 
Covid-19 safety training has be undertaken by all TheWorkRoom’s staff before returning to the workplace.
This covers best practice in general principles, including safe use of PPE such as face coverings, hand-
washing, cleaning of surfaces, handling of equipment and disposal of waste and department-specific needs
including particular instances of close-proximity working. Before getting into the specifics, I would like to
emphasise the importance of consideration and patience. 

We understand that as hosts, we need to remain sensitive to everyone’s needs and behave sympathetically
at all times. We have a duty of care to everyone who works in our buildings, we must maintain a systematic
approach to safety, a heightened sense of vigilance and the highest standards of cleanliness at all times. 
 
General Precautions: 
Cleaning will be a constant, ongoing focus for everyone on site. The team will be responsible for a 
structured, regular process that seeks to maintain a safe environment at all times. Regardless, it falls to 
every individual to make sure they behave in such a way as to make TheWorkRoom as safe as possible for 
all users. Our Covid-19 cleaning regime will consist of… 
1) Our regular daily cleaning services
2) High frequency ‘contact cleaning’ 

Hygiene: 
Safety starts with personal hygiene. Please see below for best practice personal hygiene. 
• Regularly wash hands with soap and water for at least 20 seconds, or use hand sanitiser, including on 
entering and leaving the workplace, and before and after eating, using toilets and handling equipment. 
• Avoid touching eyes, nose, and mouth as much as possible
• Avoid physical contact with others (even fist/elbow ‘greeting’ bumps)
• Cough/sneeze into a tissue and immediately dispose of the tissue, then wash hands or use hand sanitiser 
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Keeping You In The Loop: 
We will make sure that all visitors arrive with an understanding of our protocols and what will be expected
of them while they are on site. To avoid unexpected arrivals, TheWorkRoom’s team will inform staff of the
names and arrival times of any visitors.
 
Entering And Exiting: 
Upon entering TheWorkRoom we insist all visitors use the anti-viral hand gel provided. Reception is a 
contact ‘hot spot’ and as such, deserves special attention. We must insist on no more than three visitors 
in reception at one time. Where possible (in accordance with security and fire regulations) internal doors 
will be propped open to avoid the need to touch handles etc. 

As an aside, the government has advised that ventilation is beneficial, so where possible (security allowing) 
windows, doors etc. may be left open to allow a circulation of fresh air. If you are cold or the noise is 
disturbing, please let our team know and they will address it. Our primary goal is to prevent an infected 
individual entering the building and spreading the virus to others. Temperature screening is one part of our
defence against contagion. We will be monitoring and recording the temperature of all team members 
when they report for work each day.

In addition to the above, TheWorkRoom’s staff will also be asked to declare daily whether
(1) they suspect they might be experiencing Covid-19 symptoms, other than a fever, or 
(2) have knowingly been exposed to an infected individual.

If a staff member answers ‘yes’ to either question or shows a temperature above 37.8 degrees they will be
asked to leave the building and return home, self-monitor their temperature and report any symptoms. 

Social Distancing: 
The simplest way of ensuring social distancing in our buildings is to limit the number of people inside them.
To that end, everyone who can work from home will be asked to continue doing so. As reception is probably
the single busiest part of any building, we must be extra vigilant. 

We will work as quickly as possible to clear reception and welcome you in. The quicker we can get visitors
from reception to their destination, the better. Reception is a relatively confined space, so we would ask
everyone to avoid the area when not entering or exiting the building. The wearing of face-coverings for 
staff and visitors is mandatory. 

Building Safety: 
Contagion can occur when an individual comes in contact with a surface that has the Covid-19 virus on it. 
The virus can survive for a considerable period on some surfaces and our risk assessment shows that visitors
and staff will potentially come into contact with numerous surfaces, handles, furnishings etc. during a visit 
to our facilities.

In addition to communicating the importance of regular hand-washing, we will keep ‘high traffic’ surfaces
as clean as possible. To this end, an ongoing, daily process of disinfecting surfaces will be undertaken. 
Door handles, alongside shared telephones, bannisters, handrails, keyboards, stationary, cutlery and 
crockery, door bells all carry risks for cross-contamination.
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We will also make sure paper towels are available for use in toilet facilities and bins will be emptied on 
each of the regular cleansing passes. Extra care will be taken with microphones – they carry a higher risk of
infection and they are difficult to clean without potential damage. Where possible, a microphone used for 
a voice-over or ADR recording will be used for one artist only then put aside for 72 hours. Headphones, pop
filters, script lecterns and any stands, stationary etc. that an artist may have touched will be fully cleaned
between use. All suites will have easy access to suitable wipes in order to keep shared items clean. The 
room will undergo a ‘deep clean’ each time a new production team occupy it. This includes table-tops, 
telephones, keyboards and soft furnishings. We will make it easy for everyone to observe the rules by 
ensuring hand-washing and incidental cleaning equipment is easily available.
 
Deliveries: 
All items delivered to TheWorkRoom will be taken to a designated safe area and cleaned with anti-viral 
wipes. Items such as technical equipment, will be cleaned by an trained technical. Clients and staff are 
requested not to have deliveries of personal online purchases sent to TheWorkRoom if at all possible.
 
Catering: 
We must cordially ask visitors to limit their requests for refreshments so as to minimise runner movement 
around the facility. We will modify this as soon as it is deemed safe to do so. Until further notice, we will
not buy, collect or serve food to staff or visitors. 

In Summary: 
It goes without saying that this is significant departure from our normal way of working so we will keep 
revising our thinking and improving our protocols. If you feel there is anything we have missed or spot any 
new risks that might arise in future, please contact us straight away.

• Anyone entering our premises will be screened and their details noted.
• If a person does not pass the screening test, they will not be allowed to enter.
• Mandatory hand washing upon arrival is required.
• Hand sanitisers with disposable wipes have been provided throughout the facility.
• Medical grade face masks will be compulsory. We will provide one for you if required.
• Staff will be limited to only those who are required.
• Social distancing measures will be implemented.
• Kindly limit the number of people attending sessions to essential staff only.
• Artists to wait in their vehicles or outside the studio until their scheduled recording time. 
• Unlimited virtual attendance of sessions is encouraged. ( Free )
• Artists will be limited to 1 artist per booth at a time.
• Our recording booths provide independent air conditioning systems isolating air exchange.
• Artists are encouraged to bring their own headphones, tablets, scripts & pop filters.
• Artists are encouraged to bring their own beverages and snacks.
• Studios, booths and equipment will be disinfected after every session and/or between artists.
• Catering will be limited to in-house.

Please contact Jenna directly on (078) 460-9928 regarding production requirements and bookings or 
Stephen on (072) 644-9626 should you have any concerns or special requirements.
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