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Introduction to the Purpose of the 
Document 
The purpose of this document is to describe in a logical sequence the plans for the activity 
and how it is to be carried out in a safe manner and without risks to health. It includes all 
the risks identified in the risk assessment and the measures needed to control those risks.  

This allows for clear communication and relevant discussion with stakeholders as to how the 
activity will be properly planned and resourced. 

In turn, this will assist to provide: 

• Information to employees about how the work should be done and the precautions to be 
taken 

• Stakeholders with information to assess the scope of works for the project and the 
proposed actions, with knowledge of other activities on-site and the specific risks. 

This operational plan is supported by a risk assessment - see appendix A. 

Information relating to the event is as outlined in emails and discussion with Number 8 Events 
Ltd (Number 8) and the client. 

This document does not include any areas, activities or processes which the author was not 
made aware of or where information was not provided during the preparation of, or 
subsequent communications prior to or post issue of this document. 
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Relevant Guidance 
General provisions and work practices are covered by the Health and Safety at Work Act of 1974 
(UK), whilst provisions relating to fire precautions are covered by The Regulatory Reform (Fire 
Safety) Order 2005.    

In producing this event documentation, guidance has also been drawn from the following 
publications; 

• Legislation as at: https://www.legislation.gov.uk/coronavirus  
• Guidance as at: https://www.gov.uk/coronavirus  

• The Management of Health and Safety at Work Regulations, Approved Code of 
Practice and Guidance, (1999) 
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Commercial Confidentiality 
This document remains the property of Number 8 Events Ltd at all times and must be returned 
on request.  

Copyright exists in all information included in this safety documentation resting with the 
original authors. 

Therefore, the recipient is only authorised to use it as follows: 

Clients may pass it on to stakeholders where the operational plan or risk assessment has an 
impact on their business or site. They may also pass it on to an enforcing authority with 
regulatory powers over the project, and to their clients’ internal health & safety department. 

Enforcing authorities and internal health & safety department’s must not pass it on or 
reproduce it to any third party (specifically including external consultants) outside the 
organisation represent by the recipient without our express written consent. 

In all other circumstances no part of this publication may be reproduced, stored in a 
retrieval system, or transmitted in any form or by any means, electronic, mechanical, 
photocopying, recording or otherwise, without the prior written permission of the authors.  

© Number 8 Events Ltd, 2021 

All other copyrights acknowledged. 

Neil Churms 

neil@number8events.com  

Number 8 Events Ltd 

0203 743 7292 
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Overview 
 

Project Details 

Name of project: Covid Surge Testing (Operation Eagle) 

Dates:  

Locations:  

Client (local authority):  

Project Director 
(Number 8): 

Wes Pierce 

Project Lead (Number 8:)  

Area Lead (Number 8): Area 1: 

 

Area 2: Area 3: Area 4: 

Logistics (Number 8):  

Overview: As part of proactive sequencing work, NHS Test and Trace has found evidence that 
the new variant of Covid-19 first identified in South Africa has been identified in a 
small number of localities across England.   

To swiftly respond to this, NHS Test and Trace is ramping up targeted 
testing (under Operation Eagle) in areas where the variant first discovered in South 
Africa has been found, to enable closer monitoring and work to suppress it.  

NHS Test and Trace is working in partnership with local authorities in targeting 
areas within specific postcode areas where this variant has been found that cannot 
be traced back to international travel.    

NHS Test and Trace are asking as many over 18’s as possible in these areas to get 
tested even if they do not have symptoms, so new cases can be identified and self 
isolate, thus reducing the current rate of infection. 

The target postcodes are: INSERT 

Number 8 has been contracted to carry out testing and manage the logistics 

Number 8 will be knocking on residents’ doors and delivering tests to residents. 
Test will be collected from residents and returned to INSERT LOCATION from 
where they will be sent off for analysis  

A team of 3x pairs will work one defined area at a time – for instance walking up a 
street to deliver test kits, before walking back down the street to collect them. 

At each property staff will note how many test kits have been delivered and how 
many have been collected. For any house number where a test kit is not delivered 
the reason why will be noted (e.g. not in/refused).    

Staff will travel to/from locations in a Number 8 vehicle with driver. The vehicle will 
be used for rest breaks, carrying stocks/spare equipment and the driver will 
periodically transfer completed test back to INSERT LOCATION. In some cases a 
driver from the local hub will collect samples from vehicles and drivers at their 
current location. 
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Insurance 
Number 8 Events Ltd holds the following insurance for the activities they are contracted to 
provide: 

Public Liability: £5 million 

Employers Liability: £10 million 

Certificates are contained within the appendix 
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Contacts 
 

 
Contacts   

 Local Authority   

Wes Pierce Number 8 Project 
Director 

wes@number8events.com 07795 098655 

 Project Lead   

 Area Lead   

 Area Lead   

 Area Lead   

 Area Lead   

 Driver   
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Organisational Chart 
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Testing Process 

OVERVIEW 
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DELIVERY 

 

 

COLLECTION 

 

 

STEP BY STEP PROCESS FOR DELIVERY OF HOME TESTING KITS 

N.B. The following is taken from the DHSC’s recommended procedures. 

• Knock on Door 

• Take a couple of steps back so you are standing away from the door when the resident 
answers  

• If there is no answer, then leave a” Whilst you were out card” and note this on the data 
collection form 

• Read the script, but remember to be warm and friendly and try to engage people, in order 
to get our key messages across. Don’t offer bland reassurance. Instead, give information, 
facts and explanations. 

• Remember to refer to our FAQ guide for any questions you are unsure about.  Also let us 
have details of additional questions you get so we can build the content of this FAQ going 
forward 

Script for Volunteers delivering home testing kits 
Good morning / afternoon / evening, we are from the COVID-19 Brent team.  
We are undertaking testing in your area by providing home testing kits.  
We are doing this so we can find any cases of the new variant and to help 
suppress it. 
These home testing kits are available for all in your household who are over 
the age of 18 even if they don’t have symptoms.  
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You will need to register the test at this online address https://www.test-for-
coronavirus.service.gov.uk/register-kit or by calling 119 quoting the barcode 
included inside the pack. Please keep the copy of the barcode as this is your 
route to get your test results if for any reason you do not receive them by 
phone or email, so it’s important to keep this. 
Do you have access to the internet or a phone in order to register the test? If 
not then we can collect the details for you and register these tests on your 
behalf. We can also collect the details of someone whom you wish to 
nominate to receive your test result on your behalf.  
There are instructions in the pack for you to undertake the tests yourself and 
we will collect them on our way back down in around 2 hours. 
You need to seal the bag which has the barcode on. 
The tests will be sent to the testing laboratory and you should be informed by 
NHS Test and Trace within 24hours via text, email or phone call of your test 
result. NHS Test and Trace will advise you on what to do next. However, it 
could be a couple of weeks before it is known if you have the new variant as 
this testing takes longer.  
If it is then found that you have the new variant, you will be contacted by 
someone from NHS Test and Trace.  There is no evidence to suggest the new 
variant is any more severe than others. 
Would you like any tests today? 
Thank you for your time. 

 

• If the resident agrees to take receipt of home test kits 

– Leave the tests at the door with the test instructions sheet 

– Note on the data collection form how many tests were delivered to the household 

– Thank them for their time and move on to the next house (sanitizing your hands after 
doing so) 

• If the resident refuses to take receipt of home test kits 

– Note the reason on the data collection form 

– Thank them for their time and move on to the next house (sanitizing your hands after 
doing so)  
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STEP BY STEP PROCESS TO COLLECTION OF HOME TESTING KITS 

N.B. The following is taken from the DHSC’s recommended procedures. 

• Knock on Door 

• Take a couple of steps back so you are standing away from the door when the resident 
answers  

• If there is no answer, then leave a” Whilst you were out card” and note this on the data 
collection form 

• If the resident answers use the following script.   

• As before remembering to be warm and friendly and try to engage people, in order to get 
our key messages across. Don’t offer bland reassurance. Instead, give information, facts 
and explanations.  

Script for Volunteers collecting home testing kits 
Good morning / afternoon / evening, we are from the COVID-19 team.  
We are now collecting completed home test kits delivered earlier today. 
Please can you leave the completed tests on the doorstep, and we will pick 
them up once you have stepped away from the doorstep. 
You will be informed of your result by NHS Test and Trace via Email, Text or 
phone call within 24 hours who will advise on what to do next.  
If you are subsequently found to have the new variant, then you will be 
contacted by someone from NHS Test and Trace however you need take no 
further action as self isolation advice is the same for all coronavirus variants. 
Thank you for your time. 

 
• Note on the data collection form how many completed tests were received from the 

household 

• Thank them for their time and move on to the next house (sanitizing your hands after 
doing so) 
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Roles & Responsibilities 
 

Project Director 

Number 8 

The project director is responsible for ensuring the project is properly planned and resourced. They will act as 
liaison between contractors and stakeholders. 

They will ensure that the staff have had sufficient training and resources to safely carry out their roles. 

 

Project Lead  

Number 8 

The project lead is responsible for operations in the given location.  They will determine priorities for the day 
and  Assign roles for each shift. They will coordinate test deliveries and locations from a central location and 
ensure all necessary materials are available.  

They will also be accountable for quality and risk management, by:  

• Carrying out frequent spot checks on quality of service and efficacy of control measures 

• Review staff training records, ensuring only those deemed competent go on to work in specific roles 

• Report back to the project director 

 

Area Lead 

Number 8 

The area lead will work in on-site in an area which is selected for testing. They will oversee the 3 teams of  2x 
testing staff and the driver. They will meet staff each day, carry out the planned testing and return to the central 
location and carry out a debrief with the project lead.  

They are responsible for manging health and safety on-site according to the control measures outlined in this 
document. Issues will be raised with the area lead who will then escalate to the project lead, director or local 
authority/public health teams as required  

 

Testing Staff 

 

Testing staff will work in teams of two. One person will push the trolley containing test kits and hand these over 
to recipients. The other will knock on the door, lead communication with the property occupants and record 
data on the tablet. 

As required staff will explain the swabbing and collection process and provide assistance where required. 

 

Driver 
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The driver is responsible for transporting staff to/from location in the vehicle provided. 

They will carry out checks on vehicles and self each day. 

They will find a safe place to park nearby and arrange collections from their vehicle, or run completed tests back 
to the central location depending on the circumstances. 

The driver will ensure the vehicle is nearby where at all possible for rest breaks and shelter. 

 

Local Authority  

 

The local authority is responsible for providing Number 8 with a clear scope of works, guidance as disseminated 
from DHSC or PHE and committing time and money to the ongoing management of the project – as required for 
it to be properly resourced and managed. 
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COVID-19 - Policy 
Number 8 Events Ltd recognises its responsibilities under The Health and Safety at Work Act 
1974 - as per its existing health and safety policy. It also recognises that it is required to adhere 
to the current prohibitions, requirements or restrictions as issued at the time by the Secretary 
of State under the Coronavirus Act 2020 and subsequent regulations. 

Further guidance has been sought via the COVID Secure Guidelines. 

Number 8 Events Ltd recognises that the government allowing persons to work, does not 
necessarily mean the work can take place safely. 

In respect of the consideration and application of appropriate control measures to manage the 
potential impact of COVID-19 during this project, Number 8 Events Ltd considers this a 
management responsibility ranking equally with other management functions within the 
business. 

Accordingly, Number 8 Events Ltd will: 

• Nominate an individual to keep up to date with the latest restrictions, guidance and 
information as provided by the Secretary of State, Public Health England and other 
relevant authorities and agencies such as the World Health Organisation and National 
Health Service. 

– A situation report should be circulated among the project team periodically. This is 
vital to the risk assessment process, where an appreciation of specific information 
obtainable pre-event may be of value (transmission dynamics, future likely spread, 
clinical severity, treatment options and potential for prevention) 

• Carry out a COVID-19 risk assessment specific to the project which considers the 
information regarding risks obtained beforehand and how they may be mitigated. 

• Identify control measures required to mitigate the risks identified, specifically to:  

– Detect infected persons where possible and prevent them from attending the 
workplace 

– Determine suitable actions for responding to developing issues at the workplace 
relating to COVID-19 - treatment of suspected cases by first responders, isolation of 
persons etc 

– Reduce the spread of the virus 

– Disseminate relevant notices from the authorities if the circumstances change before, 
during or after the filming activity 

• Ensure staff are provided with instruction, information, training and supervision in respect 
of COVID-19 control measures  

• Identify clear roles and responsibilities within the project management team 

• Ensure there are feedback systems to ascertain the efficacy of control measures  
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• Promote consultation between stakeholders and review the suitability and efficacy of 
control measures at senior management level, periodically 

• Investigate accidents, incidents and adverse events and review the findings at senior 
management level 

• Ensure there are arrangements for communication with participants before, during and 
after the event 

• Ensure there is adequate medical cover and that first responders are aware of the latest 
guidance  

Wes Pierce 

Managing Director 

20.05.2020 

Number 8 Events Ltd 

N.B. This policy should be reviewed following a change in the restrictions by the Secretary of 
State, or findings resulting from project feedback/investigations. 
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COVID-19 – Protect & Detect 
N.B. In respect of COVID control measures, where staff are referred to this should be taken to 
mean all persons whether from Number 8 Events Ltd or a contractor.  Understandably, the local 
authority will be responsible for conveying certain key details to its employees or 
representatives where Number 8 Events Ltd does not have direct lines of communication.  

STAFF HEALTH SELF-ASSESSMENT 
• All staff will be required to carry out a health self-assessment according to the following 

criteria which will be provided via the staff briefing 

Can I go to work?  
(Self-assessment) 

1 
I am self-isolating according to 

government or NHS advice? 
NO. 

Next Question ↓ 
YES = DO NOT 
GO TO WORK 

2 
I have a high temperature/fever (+ 

37.8 °C)? 
NO. 

Next Question ↓ 
YES = DO NOT 
GO TO WORK 

3 
I have a new, continuous cough and/or 

find it difficult to breathe? 
NO. 

Next Question ↓ 
YES = DO NOT 
GO TO WORK 

4 I have a loss of sense of taste or smell? 
NO. 

 I CAN GO TO WORK 
YES = DO NOT 
GO TO WORK 

 
• This will be provided to all persons and they will be asked to carry out the self-assessment 

before they leave home to travel to work. This will be undertaken via an online form 
https://number8events.com/covid/  

• LFT TESTS TWICE WEEKLY? 

• All persons will also be provided advice relating to safe travel to/from the site as detailed 
on subsequent pages 

• Contact details and shift patterns will be held on file for at least 21 days 

CLINICALLY OR EXTREMELY CLINICALLY VULNERABLE STAFF 
• Clinically extremely vulnerable people will not be asked to work on-site given latest 

guidance 

• While there will no longer be a need for clinically vulnerable people to shield: 
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– Where possible those who are clinically vulnerable will be reassigned to the safest 
possible roles – for instance a clerical role opposed to door-to-door work. Number 8 
Events Ltd will take time to explain the rationale for this based on the increased 
health risks. Those who are in protected groups should limit social interaction where 
possible and be especially vigilant in terms of practicing good hygiene 

– Number 8 Events Ltd will enquire as to whether any staff are in protected groups or 
live with others in protected groups. Where this is the case Number 8 Events Ltd will 
discuss any personal circumstances with each staff member to ensure the work 
environment is safe or risks are otherwise reduced 

COVID TRAVEL (PLANNING) 
• Staff will be advised to use private motor vehicles where possible 

• Where staff need to use public transport, they will be advised to avoid peak travel times 
where possible 

• Staff will be advised to ensure they have alcohol hand rub and a face covering. Face 
coverings are mandatory on public transport 

COVID TRAVEL (DURING) 
• Staff advised to wash their hands regularly (or use alcohol hand rub) and stay at least two 

metres away from others 

• Staff advised to use a face covering on public transport or in enclosed spaces 

• Staff advised to contact Number 8 (or their line manager) if they feel unwell or are unable 
to travel for any reason 

• Staff advised to comply with instructions from local authorities  

COVID TRAVEL (AFTER) 
• Staff will be briefed that if they develop a new continuous cough and/or high temperature 

and/or a loss of sense of smell or taste they should stay at home (self-isolate) and try to 
book a test. This means avoiding close contact with other people. 

• Inform Number 8. 
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FIRST AID 
• A first aider will be identified within each team of 7ppl and a first aid kit will be held on the 

vehicle. 

– First aiders will be briefed on the latest guidance for first responders: 
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-
coronavirus.htm  
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Covid-19 - Social Distancing  

DOOR-TO-DOOR TESTING 
• Social distancing must be practiced at all times except when absolutely unavoidable. In 

such instances 1m plus social distancing may take place where 2m is not possible. Where 
this is the case: 

– The work task should involve as few people as possible 

– The work task should be planned to take the minimum amount of time 

– The staff should work side-to-side or back-to-back, not face-to-face wherever possible 

• Recognising that property occupants may not be wearing a face covering, staff wil wear 
face visors/shield when working door-to-door. This is to offer them enhanced protection 
from persons not wearing a face covering 

• Staff will wear face coverings at all times – as provided. Face covering may be removed to 
consume food/drink though social distancing at 2m must be practiced 

• As far as possible staff will work in fixed teams so that if the disease does spread it is only 
among the same group of people. This is not likely to be possible all of the time due to the 
scale of the operation and the use of agency staff 

• Where test kits are passed between staff and property occupants this will take place at 
arm’s length 

• In a genuine emergency (evacuations etc) social distancing will become a secondary 
consideration until at the assembly point or via dispersal 

N.B. See pages 14-16 for further detail 

VEHICLES 
• Vehicles have been selected based on their size – being suitable for 8 people to occupy 

whilst maintaining social distancing 

• Windows will be kept partially open wherever possible to aid with ventilation though may 
need to be temporarily closed for security, or depending on the weather conditions 

• PPE as listed under Hygiene, having been donned at the central location will be worn while 
in vehicles 

ACCIDENTAL CONTACT: 
• In order to avoid direct or close contact with others, staff will be advised to take extra care 

to check areas ahead of moving through them – particularly in houses of multiple 
occupancy, blocks of flats or other properties with shared access 
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• Staff will be advised to check entry points and corridors for others prior to leaving. If 
another person of group enters the corridor at the same time staff will ensure that they do 
not cross paths (i.e. staff, or the other person must retrace their steps to outside or a 
vestibule within the building to allow others to pass at a safe distance) 

CENTRAL LOCATION 
• The activity will be based out of existing lateral flow testing sites with appropriate control 

measures and enforcement in place 
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Covid-19 - Hygiene 

HYGIENE AT DOORSTEP 
• Staff will wear the following PPE 

– Disposable apron – changed at break times or once contaminated/spoiled 

– Face covering – changed at break times or once contaminated/spoiled 

– Face visor/shield – cleaner at break times or once contaminated/spoiled 

– Nitrile gloves – changed at break times or after any contact with a property occupant 

• Where test kits are passed between staff and property occupants this will take place at 
arm’s length 

• Any items contaminated by someone who is not a member of staff (accidentally or 
otherwise) will be disinfected using either anti-viral wipes or spray with disposable towel 

• Waste will be placed in a bag clearly marked offensive waste 

N.B. See pages 14-16 for further detail 

PREMISES HYGIENE (CENTRAL LOCATION) 
• The activity will be based out of existing lateral flow testing sites with appropriate cleaning 

regimes in place. 

PERSONAL & RESPIRATORY HYGIENE 

At start of shift 
• All staff will be required to wash their hands on arrival at the central location using hot 

water and anti-viral soap. 

• Alcohol hand rub is also available at premises entry points  

• PPE will be provided: 

– Disposable apron  

– Face covering  

– Face visor/shield 

– Nitrile gloves  
 
During shift 
• PPE will be refreshed as outlined under ‘Hygiene at the doorstep’ 

• Hands should be washed frequently with warm water and soap, for at least 20 seconds. All 
staff will be instructed to wash their hands every hour even if using gloves, as well as: 
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– Before and after handling food/drink, crockery, cutlery and glassware etc 

– After blowing nose, sneezing or coughing 

– Accidental contamination 

• Staff will be advised not to touch their face without washing their hands before and 
afterwards, or replacing gloves before and afterwards 

• Staff will be instructed to wear face coverings at all times 

• Face visors/shields will be worn when working near persons who may not be wearing a 
face covering – i.e. member of the public/property occupants 

• Break times using the vehicle or any other space will be staggered to ensure social 
distancing can be practiced 

 
At end of shift 
• All items to be disinfected and returned to storage 

• Waste taken to central location waste collection points (for offensive waste) 

• Staff should provide any comments/feedback to the area lead or project lead 

• Staff will be advised wash their hands and ensure they have a face covering for use on the 
journey home 

VENTILATION & AIR QUALITY 
• The work areas are predominantly outdoors with some access to HMO’s or blocks of flats 

etc for limited periods of time 

• The vehicle windows will be kept partially open where possible 

WASTE DISPOSAL 
• Waste will be placed in a bag clearly marked as offensive waste. 

• Waste taken to central location waste collection points (for offensive waste) 
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Covid-19 - Response Plan 

CONTACT TRACING 
• All staff will sign in to work each day. 

• Information will be made available to public health authorities (PHE/NHS Test and Trace) as 
and when requested 

EMERGENCY EVACUATIONS 
• During an emergency evacuation social distancing will become a secondary consideration 

UNWELL STAFF 
• The first aider among the team will be notified 

– If emergency treatment is required 999 will be dialled otherwise the person will be 
advised to travel home safely – i.e. while socially distancing to prevent the spread of 
the disease 

– The first aider should be aware of the latest guidance for first responders: 
https://www.hse.gov.uk/coronavirus/first-aid-and-medicals/first-aid-certificate-
coronavirus.htm  

– At all times, unless receiving emergency treatment, they should remain at least 2 
metres from other people. They should avoid touching people, surfaces and objects 
and be advised to cover their mouth and nose with a disposable tissue when they 
cough or sneeze and put the tissue in a bag or pocket then throw the tissue in the 
bin. If they do not have any tissues available, they should cough and sneeze into the 
crook of their elbow. 

• If they need to go to the bathroom whilst waiting for medical assistance, they should use a 
separate bathroom (if available). The person dealing with the issue should notify the 
cleaning team afterwards them so effective cleaning and disinfection can take place 

• A COVID Report Form will be completed to record as much detail as possible to be passed 
onto contact tracers if required, and ascertain who may have been in contact with the 
individual 

– If it is understood that others have been in close contact they will be asked to return 
to their home and self-isolate according to the guidelines 

– Further action might be required in consultation with NHS Test and Trace and other 
local/public health authorities. Depending on the circumstances and the length of 
time that has elapsed, this could include arranging for people to be tested, asking 
them to take extra care with social distancing and/or – in some circumstances – 
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asking them to self-isolate. NHS Test and Trace or the local PHE office will provide the 
necessary public health support and guidance 

N.B. Where others are required to assist the unwell person, communication should take 
place at a distance of at least 2m, or through closed doors/windows. 

CLEANING OF SPACES FOLLOWING SUSPECTED OR CONFIRMED CASES 
OF COVID-19 
• Coronavirus symptoms are similar to a flu-like illness and include cough, fever, or 

shortness of breath. Once symptomatic, all surfaces that the person has come into contact 
with must be cleaned including: 

– all surfaces and objects which are visibly contaminated with body fluids 

– all potentially contaminated high-contact areas such as toilets, door handles, 
telephones 

• Public areas where a symptomatic individual has passed through and spent minimal time 
in (such as corridors) but which are not visibly contaminated with body fluids do not need 
to be specially cleaned and disinfected. 

• If a person becomes ill in a shared space, these should be cleaned using disposable cloths 
and a disinfectant, according to current recommended workplace legislation and practice. 
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Counter Terrorism 
For any incident that requires an immediate police response – dial 999.  

To report any suspicious activity that does not require an immediate response, contact the Anti- 
Terrorist Hotline – 0800 789 321.  

OVERVIEW 

Terrorism is the use or threat of action designed to influence any international government 
organisation or to intimidate the public.  It must also be for the purpose of advancing a political, 
religious, racial or ideological cause. 

The nature of all crises (including terrorist attacks) is that they are unpredictable, confusion 
surrounds the scene, events escalate, and information can be conflicting.  

The following is intended to act as a framework for preventing, recognising and responding to 
terrorism which the on-site staff be encounter. 

THREAT LEVEL 

The current threat level issued by MI5 is indicated below in bold. 
• Low - an attack is highly unlikely 

• Moderate - an attack is possible but not likely 

• Substantial - an attack is likely 

• Severe - an attack is highly likely 
• Critical - an attack is highly likely in the near future 

AWARENESS  
• Management and supervisors staff from Number 8 Events Ltd will have undertaken the 

Action Counters Terrorism E-Learning course. This is a free course which takes 
approximately 60 minutes to complete and covers: 

1. Introduction to terrorism 

2. Identifying security vulnerabilities 

3. Identifying and responding to suspicious behaviour 

4. Identifying and dealing with suspicious items 

5. Responding to bomb threats 

6. Responding to firearms or weapons attacks 
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ON-SITE 

The following protocols will be briefed to staff and implemented on-site: 

Scan: 
• See 

– Staff understand how to identify suspicious behaviour (hostile reconnaissance) 

• Check 

– Staff will investigate what isn’t typical (i.e. items out of place) 

• Notify 

– Procedures are in place for communicating effectively with venue management and 
police.  

DDD: 
• Deny 

– This activity is relatively low risk. It is not public, and information is provided outside 
of the project team 

• Detect 

– Access is controlled by the venue 

– Staff and participants are generally clearly identifiable 

– CCTV TBC 

• Deter 

– Staff understand how to respond to suspicious behaviour as per the e-learning 
course 

SUSPICIOUS ITEMS 

4 C’s: 

If an item is found unattended the 4 C’s (encompassing the HOT protocol) will be referred to 
when determining if it is suspicious and the required subsequent actions. 

• Confirm – When items are found/identified the staff member will carry out ‘baggage/item 
reconciliation’ and ask anyone nearby if it might belong to them. If nobody claims the bag 
or item, they will carry out the HOT protocol to inform judgement prior. 

– Hidden – has the item been deliberately concealed or hidden from view 

– Obviously suspicious – can wires, liquids or batteries be seen 

– Typical – is it out of place 

• Clear area – where items are confirmed as HOT, the project team will evacuate all persons 
to the bomb evacuation point (BEP) at least 500m away. The BEP should be out of sight, 
protected/sheltered and away from glass. Phones and radios should be kept at least 15m 
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away from the object. Though the BEP should be identified in advance, others according to 
the safety zones below may be identified at the time if necessary: 

– 100m safe zone required for bag sized objects 

– 200m safe zone for wheelie bin/car sized objects 

– 400m safe zone required for lorry sixed objects 

• Communicate - inform management and/or the emergency services. 

• Control access – Prevent access to the site where possible 

FIREARMS & WEAPONS ATTACK 

In the event of a weapons or firearms attach the Run, Hide, Tell protocol will be followed by 
staff, who will endeavour to influence others as they move to a place of safety. 

In the event of an attack in the local area, Number 8 Events Ltd will endeavour to identify a 
nearby safe and secure the premises and hold all persons in place (away from windows and 
doors) until such a time as the local authorities advise that there is no longer a threat.  

 

 

Full briefing video is available at: https://www.youtube.com/watch?v=QUCW_mk35Xc   
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Safety Management 

PLANNING 

The project team will effectively coordinate and plan work activities, establishing high standards 
of health and safety based on the findings of the risk assessment. 

• A risk assessment and operational place has been carried out by a competent persons 

• The organisational structure has been agreed between stakeholders 

• Clear roles and responsibilities are defined, ensuring those responsible for safety matters 
are competent or have access to competent advice 

• See ‘Safety Monitoring’ for details of how health and safety performance will be reviewed 

SAFETY MONITORING 

When health and safety performance is reviewed judgements are made about its adequacy and 
decisions will be made about how and when to rectify problems. Feedback obtained and 
subsequent reviews will focus on both successes and failures. 

• Operational, tactical and strategic level management levels have been defined. Whilst these 
managers will converse daily, a weekly meeting will take place where issues can be raised 
or progress updated on issues previously raised 

• Absence records will be reviewed periodically 

• Communications from health authorities or enforcing authorities will be reviewed 

• Changes to current regulations or guidance during the life cycle of the project will result in 
systems and processes being reviewed – with competent advice sought as required 

Accidents and Incidents: 

The reason for investigating accidents is to positively affect the corporate memory and bring 
about positive changes so as to prevent them from reoccurring. 

• All accidents and incidents to be reported  

• Number 8 will carry out a formal investigation to establish the immediate, underlying & 
root cause. The findings will be reviewed at senior/board level 

• The findings of the investigation will be passed on to relevant people within the project so 
appropriate action can be taken to avoid a recurrence  

• The Health and Safety Executive (HSE) will be informed of any reportable incidents (as 
defined under RIDDOR 2013) 

• Competent advice will be sought as and when required 
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• Bulletins and memos will be issued following incidents and near misses to positively affect 
the corporate memory – allowing others to learn from past mistakes, or benefit from 
new/improved systems and processes 

Communication: 

Effective communication is essential to achieve good health and safety standards. The following 
takes into account staff competence and the size/scale of the project. 

• Staff are briefed in advance of their shift at which point short term risks/considerations can 
be addressed 

• Written information is provided to staff ahead of each shift 

• Written information is provided to staff at the start of each shift alongside a verbal briefing 
from the area lead 

• Staff attend a training session - attendance and completion is recorded 

• Contact details are held by all times by all parties 

• Two-way communication is encouraged  

N.B. Number 8 will find out if additional support is needed for those whose first language it not 
English 

Consultation with staff: 

Number 8 has a duty to consult with staff on health and safety matters – as laid out in the Safety 
Representatives and Safety Committees Regulations 1977 and the Health and Safety 
(Consultation with Employees) Regulations 1996. 

Number 8 asks for input from staff to find out their concerns and their insights, these teams 
are often highly experienced and can have valuable input to the project.  This also fosters a 
sense of ownership.   

• Staff will be invited to submit complaints, ideas and feedback following each shift 

• Following the review of information obtained, the project management team will meet (in 
person or virtually depending on the circumstances) with stakeholders regularly to provide 
updates and determine what action may be required 

STAFF RECRUITMENT & COMPETENCE 

Recruitment: 

TBC 

Competence: 

For the purposes of this project a competent person will possess practical and theoretical 
knowledge as well as sufficient experience (i.e. past work of a similar style/nature). 
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Whilst staff are selected based on their existing skills and experience, training is key to the 
delivery of the project, giving the staff all the tools and knowledge to execute to the highest of 
standards.  

TRAINING TBC, IE: 

• Health and Safety 

• Covid Compliance 

• Conflict resolution 

• DHSC procedures for testing 
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Specifics 

ELECTRICITY 
• Portable equipment shall be covered by current PAT test where appropriate.  

• Tablets (iPad etc), will be returned to the central location for charging at the end of each 
shift 

HOUSE KEEPING 
• The PM is responsible for ensuring that the venue is kept in a clean and tidy state. 

• The need for good housekeeping will be briefed to the staff and contractors during their 
on-site briefing. 

• ‘See it, sort it’ will be promoted 

LANGUAGE BARRIER 
• Staff will use Google Translate on smartphones to aid with communication 

LONE WORKING 

There will be no lone working during this activity - staff will work in pairs. 

The area lead will oversee the work activities of each pair of staff and check in with them 
approximately every 30-60 minutes 

Staff will be clearly identifiable by official ID and branded uniform 

Violence 
• Staff training will cover conflict resolution 

• Staff will be advised not to carry valuables – watches, rings, expensive phones etc. 

• Work will only be carried out in daylight hours or in well-lit spaces 

• Staff will be briefed to avoid obvious signs of danger – suspected criminal activity, civil 
unrest etc 

• Each pair of staff, area lead and driver will be supplied with a personal alarm 

First Aid: 

• Number 8 will brief staff to carry a fully charged phone with them at all times – for dialling 
999 

• Number 8 will provide a two-way radio for each pair of staff (is this a cellular radio?) 

• At least one first aider will be within each area team  
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• A fully stocked first aid kit will be held on the vehicle  

• Number 8 will ensure staff have a smartphone with a map app to identify nearest accident 
and emergency department from any location 

MANUAL HANDLING 
• Staff have been instructed in the correct methods of manual handling, and the use of PPE 

where required 

• Manual Handling Regulations to be adhered to when moving and positioning components 

• Work activity has been designed to ensure that materials are stored close to the 
designated destination to reduce the distance required for manual handling 

• Weights of objects identified prior to arrival on-site 

• Items over 20kg should be considered a two-man lift (depending on shape/size/complexity 
of the item) 

• The following diagram serves as a useful guide in terms of weights and positioning: 

 

PRINCIPLES OF SAFE LIFTING PRACTICE 

Before you start 

• Think about the job 

• Does it need carrying or can a trolley or other equipment be used instead 

• Think about what you are going to do before you do it 

• Where is the load going 
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• Does it need more than one person to lift it safely 

• Is there enough room 

• How can you avoid having to twist when lifting or putting the load down 

Think about you 

• Are you dressed for the job? Tight clothing can restrict movement, high heels are never 
suitable 

• Do you have a health problem that might make you vulnerable to injury 

• If you are not sure of how heavy a load is, test it out before you try to lift it. Gently rock the 
load to test the weight and its distribution. 

• Work out where and how to take a rest if moving a heavy load over a long distance. 

• Are there any sharp edges? If so, then you may need to wear gloves to protect yourself 

• If load is bulky, look at ways in which to break it down. 

Lifting Technique 

• Place your feet apart to make a stable base for lifting 

• Placing one leg forward in front of the other will help improve balance and control 

• If you have to reach out to the load, try sliding it towards you before attempting to lift 

• If lifting from a low height, bend your knees NOT your back 

• Stand correctly, keeping your back straight and your chin tucked in. 

• Keep your shoulders level and facing the same direction as your hips  

• Lift smoothly, avoiding jerking movements 

• Lift your head first – your back then straightens automatically 

• Grip the load with your palms, rather than just your fingers – if you need to change your 
grip rest the load first 

• Keep your arms close to your body to help support the load 

• Do not allow the load to obstruct your view – seek assistance if it is too large 

Moving the load 

• When carrying keep the load as close to the body as possible 

• Keep the heaviest side of the load closest to your body 

• When pulling or pushing use your body weight to move the load – if possible, let the 
momentum of the load do some of the work e.g. when pushing trolleys 

• When pulling keep your back straight and your arms as close to your body centre line as 
possible 

• Avoid twisting your body when turning  
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PPE 
• See COVID sections for COVID PPE. 

• Staff and contractors to be briefed to ensure that they are wearing suitable footwear. 
Where lifting is involved this will require safety shoes or boots. 

• Class 2 high visibility tabards will be worn at all times 

SLIPS, TRIPS AND FALLS 
• All crew are to be briefed on ensuring good housekeeping, preventing items causing trip 

hazards to others and hazard spotting 

• The area lead must ensure that lighting is of adequate illumination in and around the area 
to enable staff to work safely, otherwise the work will be rescheduled 

STAFF WELFARE FACILITIES 
• Welfare stops pre-identified (retailers offering takeaway food, public loos etc) 

• Option to take breaks within the vehicle (for shelter and access to personal items) 

• Option to return to central location 

• Staff will receive breaks within the schedule.  

– 20 mins every 6 hours for over 18’s 

– All staff should be afforded 11 hours continuous rest within a 24-hr period 

– Number 8 Events Ltd to make reasonable checks regarding staff working hours against 
the reference period 

• Staff advised to wash hands before and after eating 

VEHICLES 
• Vehicles will be provided a parking exemption, so they are not liable to pay for parking 

• Drivers will be briefed to only park in safe areas 

• Driver hours not expected to exceed 10hrs p/day. Frequency and intensity will be low  

• Driver to carry out a daily checklist for the vehicles and self at the start of each shift – see 
appendix 

WEATHER 

Adverse weather has the potential to impact staff welfare in terms of their exposure to it, or 
their safety while driving. It may also affect the condition of the test kits. 

• Staff will be provided with cold weather upper clothing 
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• Staff will be advised to wear suitable undergarments, lower clothing and footwear 

• Umbrellas will be kept on the vehicles 

• Rest breaks may take place in the vehicles  

• A small stock of handwarmers will be provided 

• Staff will be provided with up to date information where there are weather warnings in 
place – if such circumstances advise against travel in the locations due to be visited 

– The project lead will determine if the activity should take place 

• Trolleys will be fitted with waterproof covers 

WORKING TIME 
• Shifts are TBC 

• Work will not exceed 13-hours in a 24-hour period. Shifts are planned on the basis of 8 
hours days 

• Number 8 will not ask staff to work more than 48 hours p/week on average and will check 
against the reference period of 17 weeks where this is in question – i.e. as a result of 
exceeding 48hrs on some occasions 
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Appendix A: Risk Assessment 
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Appendix B: Staff Background Briefing 
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Appendix C: Staff Daily Briefing 
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Appendix D: PPE Guidance  
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Appendix E: Staff FAQ’s 
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Appendix F: Test Instructions for 
Recipients  
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Appendix G: Form for residents without 
phone or internet 
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Appendix H: None Delivery Leaflet 
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Appendix I: Accident/Incident Report 
Form 
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Appendix J: Covid Report Form 
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Appendix K: Daily Vehicle & Driver 
Checklist 
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