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IDENTIFY RISK FACTORS

The first step is to identify risk factors within your organisation, before taking appropriate action to mitigate 
those risks.

EMPLOYEES

         Symptomatic                             Exposure                            High risk groups                               Private travel    

BUSINESS

     Travel                                              Location

SERVICE USERS

                    Vunerable groups                                             Visitor density                                            Visitors and contractors

Dear All,

It is hard to believe how much and how dramatically the world has changed in the last few weeks.
In the blink of an eye, a virus that started on one side of the world has become a deadly pandemic 
with tragic consequences across the globe. We are living unprecedented times. 

Even with business continuity plans and effective management systems in place, dealing with the 
effect of the global COVID-19 crisis presents challenges for any business. There are a number of 
considerations to make, with risk factors affecting employees, business operations and service 
users.

As part of our commitment to support clients, and in line with our partnership approach to 
effective risk management, Bureau Veritas Middle East has prepared this document to guide you 
through some of the common risk factors to assess in such critical times.

Of course the situation is constantly changing. Any specific guidance or instruction from 
Governments is liable to change and you should check the relevant official websites for latest 
advice.

  Marcel Hochar
  Senior Vice President
  Bureau Veritas Middle East and Central Asia
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If you need any further support on any aspect of risk management, you can contact Bureau Veritas 
offices across the Middle East (www.middle-east.bureauveritas.com/) or if you are an existing 
Bureau Veritas client, your usual contacts are also available to answer any specific question.
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TAKING APPROPRIATE ACTION TO MITIGATE RISK

EMPLOYEES

Immediate actions:

• Identify employees who are particularly at risk from COVID-19. This includes the elderly, those with chronic 
conditions such as asthma, diabetes, and heart disease, and those who may have compromised or suppressed 
immune systems, for example people undergoing cancer treatment

• Ask your employees about any private travel arrangements. Make sure that you know when people are planning  
on travelling abroad, where to, and when they return

• Ensure that you implement simple and straightforward arrangements for employees to tell you if they, or 
somebody in their household, becomes symptomatic

• Remind employees of the importance of washing hands, not touching their faces and minimising contact with 
others. Official guidance from the WHO is available here

Things to be aware of:

Countries in the Gulf have taken unprecedented measures, so have others in the Middle East. There have been border 
closures, travel restrictions and lockdowns. Most of the countries have imposed curfews and many ordered suspension 
of all domestic flights, buses, taxis and train services  as part of efforts to contain the spread of coronavirus, and that 
more releases were expected.  Governments urged the public to stay at home unless absolutely necessary to get 
essential supplies, such as food and medicine, or perform essential jobs. 

We advise you to keep up to date following government advice changes communication. 

What should I be saying to employees?

Be conscious that this is a particularly challenging and anxious time both for your business, but also your employees 
and customers:
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• Be calm, and measured in your approach
• Communicate openly and honestly with your employees about your plans, and how they may impact them

https://who.int/emergencies/diseases/novel-coronavirus-2019/advice-for-public
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TAKING APPROPRIATE ACTION TO MITIGATE RISK

BUSINESS

Immediate actions:

• Identify whether some or all work can be carried out remotely

• Put in place simple and straightforward arrangements to make sure that those working at home can do so safely.  
A remote worker assessment tool is included at the end of this document

• Identify where closure of local services such as schools will deplete your available resources. Again, consider 
whether work can be done remotely at home, or whether work can be reallocated to facilitate employees with 
children working at home

• Prepare your employees so that you have up-to-date emergency contact details, and they can switch to home 
working overnight if the situation changes

• Where a physical presence in an office is required, consider whether a rota system can be utilised to keep groups 
of staff separate whilst ensuring continuity of service

• Minimise national travel where possible and use online conferencing facilities if it is an option

• Have in place arrangements to clean your workplace thoroughly if a symptomatic person is identified to have  
been present for any time.

• Ensure that deputies exist for key roles, with visibility of work required and projects in hand

• Ensure regular and accurate communication about business contingency arrangements

SERVICE USERS

Immediate actions:

• Identify whether some or all of your clients, customers and service users are from vulnerable groups. Consider 
whether special arrangements can be put in place to serve vulnerable groups separately

• Consider whether the numbers of visitors to your site need to be reduced

• In some circumstances it will appropriate to question visitors about their travel and symptoms before admitting  
to your site

• Put in place facilities for visitors to wash their hands at entry to your premises, and when moving through  
your premises

• Communicate regularly and clearly with your service users about your business continuity arrangements,  
and update them as things change
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WORKING TOGETHER TO KEEP MOVING SAFELY

As the situation evolves, consider the likelihood that there will be some disruption to your business, and some 
problems gaining access to third party sites. 

Think about how that time can be used to benefit your business in the longer term. Downtime can also provide 
opportunities, for example: 

• Improving the competency of your employees by taking the opportunity to drive competence through training  
and development

• Considering how your existing service and product offering can be improved and investing time in development

• Identifying cost savings in your business through utilisation of new technology to facilitate remote working, which 
could help realise ongoing savings if applied going forward

• Consider how your existing service offering can be delivered remotely or out of hours to mitigate risk

• Familiarise yourself with government schemes available to assist with costs of furloughed employees, before 
deciding upon more drastic courses of action
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REMOTE WORKING - HINTS AND TIPS

We have prepared some tips and guidance below, which can be shared with all staff to help maintain productivity and 
wellbeing amongst remote workers.

• It is a good idea to mimic a working day; develop a morning routine, get dressed into and out of your normal work 
clothes, and agree (and stick to) work time boundaries

• Some people like to have a routine to start and end the day – a simple exercise, for example, in the absence  
of commuting

• Take time to prepare your working environment - declutter your desk, try to work from the same area every day 
and ensure you have adequate lighting

• HSE’s display screen equipment assessment to protect yourself from health risks

• Consider risks from trailing wires – homes are not purpose-designed like an office 

• Remember to keep active

• Eat well and regularly. Stay hydrated

• If employees are required on site, agree the rota of which team member will be in on which day (within the  
latest guidelines)

• Take regular breaks as you would at work so that your day does not become monotonous; keep your mid active by 
changing thoughts

• Don’t be afraid to put on the radio for some background noise – it can seem very quiet if you are used to a busy 
office

• Make sure you socialise with colleagues, either via messaging apps, video software or phone calls, and have 
regular communication with your line manager

• If you feel unwell, be honest – for your sake and for those around you

In addition, we have included a helpful template overleaf, to help ensure the occupational health and safety of  
remote workers. 
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REMOTE WORKER SELF ASSESSMENT CHECKLIST

Company name
Employee name
Date

WORKING ENVIRONMENT YES/NO
Is the room suitable for work and free from external distractions?

Is there adequate lighting?

Is the desk surface free from glare?

Is there sufficient space below the desk to sit under it?

Is there sufficient space above the desk to position all of users’ work equipment?

Can the temperature in the room be controlled so as to be comfortable?

SCREEN YES/NO
Is the screen free from glare?

Is the user sat directly infront of the monitor?

Is the user sat with their eye line slightly below the top of the screen?

KEYBOARD AND MOUSE YES/NO
Are the keyboard and mouse seperate to the screen?

Can the keyboard be positioned central to the user, between user and screen?

Are the users’ elbows bent to around 90° when typing?

Is the mouse moving and scrolling freely without over sensitivity?

Can the user reach the mouse freely without need to stretch?

TELEPHONE YES/NO
Is there a headset or other appliance to avoid the need to hold mobile phones for long periods?

FURNITURE YES/NO
Is the chair adjustable in height and stable?

Does users’ chair provide lumber support?

Are users’ feet flat on the floor or footrest when seated?

Other comments

Manager comments
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Bureau Veritas – your compliance partner
We serve clients in all industries. The common thread? Innovation, combined with technical 

expertise and a commitment to service.

To find out how our Testing, Inspection and Certification (TIC) services can help to improve 
performance across your business, contact us today. 
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   Bureau Veritas Middle East 
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