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Since the onset of the Coronavirus, 
we have been working collaboratively 
with colleagues across the whole 
business and all brands to put in 
place measures to mitigate the              
risks associated with COVID-19. 

This has included creating comprehensive COVID-19 risk 

assessments for our office and warehouse locations. These 

original risk assessments created at the end of February have 

been under constant review and have evolved to keep pace 

with the changes in Government guidance and importantly the 

feedback that we have received from our colleagues.

Whilst we recognise that, no workplace can be completely risk 

free, the table below gives and overview of our assessment of 

the risks that we have identified across our business along with 

details of the measures we have put in place to mitigate them.                    

We have closely followed the guidance provided by HSE, UK 

Government and called upon the experience and knowledge of the 

people with front line experience within our business to ensure 

that all measures are both practical and effective.

To provide reassurance and to ensure that we are open and 

transparent everyone in the business will receive a full guidance 

pack, which they must read, understand and acknowledge before 

they are allowed to return to their normal place of work. This 

will only take place as and when the business determines that a 

particular location or business activity is capable of being carried 

out safely. We are taking a managed phased approach so that 

every department will be working on a rota basis; every colleague 

has also received a copy of the full, detailed risk assessment. 

Most importantly, as part of our continual consultation process 

and our collaborative approach, we have channels in place to 

ensure that feedback can be given easily and acted upon swiftly - 

we have created a new email address solely for collating feedback, 

which is COVIDfeedback@boohoo.com.
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This is a live document setting out our risk assessment methodology and the risks and control measures adopted across our business.  

Nothing in this document precludes competent risk assessors from identifying additional control measures for the particular location under 

consideration.  This document will be continually updated to ensure that we adhere to all the latest Government guidance.         

What are the 
hazards?

Who might 
be harmed?

What have we already done to control the risks? What further action do we need 
to take to control the risks?

Who needs 
to carry out 
the action?

When is     
the action 
needed by?

Contraction 
of COVID-19 
through contact 
with surfaces

All staff and   
visitors

• Staff only to return to their usual workplace where their role 
cannot reasonably be carried out from home

• Carefully planned who will return to office locations – only 
roles deemed critical for business and operational continuity 
will return before June. Majority of staff will continue to work 
from home for the coming weeks and possibly months.

• Introduced extensive nightly cleaning for every office location.
• Introduced a disinfection via fogging system, whereby every 

office in the group will be treated on rota basis.
• Introduced a completely clear desk policy, removing all 

screens, keyboards and storage to enable thorough cleaning.
• Increased the number of cleaning staff on site during working 

hours.
• Introduced hourly cleaning regimes for high touch areas.
• Removed all door key pads and replaced with swipe access to        

remove the need for contact and where safe to do so doors 
will be left open.

Continual monitoring of all measures and 
communications.

COVID-19 supervisors provided with tools 
to feedback any issues or concerns.

Continual monitoring of the COVID-19 email 
inbox.

Managers,         
Directors, 
H&S team and          
facilities team

Ongoing
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• Provided ample supplies of surface sanitiser, which will be 
available on request.

• Installed hand-sanitising stations at entrances and at 
strategic places across offices.

• Provided ample supplies of hand sanitiser for every employee 
with stock available on demand.

• Reiterated the importance of regular, thorough hand washing 
via posters and all internal communication channels.

• Created a comprehensive guidance document which every 
employee will receive before returning to their normal place 
of work and a tracking system to ensure that everyone 
returning has received, read and understood the guidance.

• We are introducing COVID-19 supervisors who will ensure 
supplies are available at all times, that systems are being 
followed and to answer any questions or concerns.

• Closed refreshment areas and vending machines.
• Introduced single use cups, coffee, sugar and milk sachets, 

removed kettles, and multi-use refreshments.
• Provided clear and consistent guidance on symptoms and 

processes to respond to any suspected cases, which includes 
deep cleaning of effected areas and contact tracing.  This 
has been shared frequently across all internal communication 
channels.

• Suspended hot desking and implemented a single user desk 
policy so that desks cannot be shared. 
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• Will be providing keyboards and wireless mice to all those 
that require to use them . These items are only to be used 
by the person they are provided to and cannot be shared. A 
dedicated space will be provided to store these items when 
not in use.Stationery will not be permitted to be shared.

• Provided PPE for studio teams (visors, masks and gloves).
• Liaised with third party providers, such as cleaning services 

to ensure that their teams are equipped with the PPE they 
require.

• Models will do their own make up or be shot from the neck 
down so we do not require hairdressing and make-up artists.

• Provided clear guidance and materials for all photography 
equipment to be cleaned between shoots.

• Whilst visitors are being discouraged, we have provided clear 
guidance to colleagues to instruct visitors and a health 
questionnaire for any visitor that must be completed before 
permission to attend a site is granted.

• Introduced a new system for handling and distributing mail, 
closed the post room and prohibited the acceptance of 
personal mail.

• Internal communications to be disseminated electronically.  
Where hard copy documents are to be shared this will be 
done by scanning and emailing them wherever practicable.   
Where not practicable, such as signing documents, all safety 
measures will be taken..

• Created a dedicated COVID-19 email address for colleagues to 
report any concerns, so that swift action can be taken.
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Contraction 
of COVID-19 
through 
contact with 
other people

All staff • Staff only to return to their usual workplace where their role 
cannot reasonably be carried out from home

• Carefully planned who will return to office locations – only 
roles deemed critical for business and operational continuity 
will return before June. Majority of staff will continue to work 
from home for the coming weeks and possibly months.

• Provided clear guidance to everyone on the symptoms of 
COVID-19 and strict guidance to follow should anyone begin to 
experience symptoms.

• Provided strict guidance on self-isolation and paid staff their 
full pay to stay at home to remove any financial concern.

• Surveyed every office location to create seating and 
signage plans to continually remind everyone of the 2m rule 
throughout and outside the buildings, this includes smoking 
areas.

• Guidance has been provided on the use of lifts: to be avoided 
and this is not possible then only person is permitted to use 
a lift at any one time. 

• Added wall and floor markings outside buildings to clearly 
indicate 2m distancing

• To ensure that rules are followed effectively, we have provided 
training to facilities and security teams 

• Accelerated planned building works to create additional space 
and refitted areas where potential congestion is identified.

• Removed or moved furniture to ensure that every desk is at 
least 2m from the next one.

Continual monitoring of systems, 
processes and behaviours.

Continual review of the guidance to 
ensure that all measures are in line with 
current expectations and rules. 

Managers, 
Directors, 
H&S team and 
facilities team

Ongoing
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• Provided clear signage on desks that cannot be used to 
ensure that they are not used.

• Created new exit routes to avoid colleagues using the same 
doors to enter and exit any site.

• Introduced comprehensive signage across all sites to reinforce 
the 2m distancing rule.

• Where practicable introduced one way systems. Where one-
way systems cannot be implemented due to the nature of 
the building (Victorian staircases for example) clear signage 
will be in place to reiterate the 2m rule

• Closed refreshment areas and replaced these with subsidised 
outside catering where we can manage timings and create a 
clear one-way system.

• Introduced a rota system to reduce staff numbers in each 
department on any given day. These rotas will be fixed to 
minimise the potential extent of any transmission.

• Created flexible start times to reduce any possibility of 
congestion and the need for staff to travel at peak times

• Introduced a lead by example culture for senior team so staff 
do not feel compelled to be present in the office.

• Removed booking systems for meeting rooms and reiterated 
the importance of continuing to use platforms like Zoom and 
TEAMS

• Cancelled all events that involved bringing large groups of 
people together
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Wellbeing All staff

• Postponed all face to face training where social distancing 
cannot be maintained.

• Installed Perspex screens to protect reception and security 
staff

• Provided clear guidance on the new one in one out system for 
rest rooms

• Subject to the ability to source supplies of masks and gloves, 
these will be available to everyone on demand.  Secured 
supplies of masks and gloves that will be available to everyone 
on demand.

• Creation of a dedicated COVID-19 email address for colleagues 
to report any concerns, so that swift action can be taken.

Promotion of positive wellbeing of staff during these challenging 
times is critical and has included: 
• Daily communication via boohoo Family channel to promote 

inclusion and combat feelings of loneliness and isolation.
• Provision of tips and guidance on how to maintain good 

mental wellbeing from industry experts.
• Provision of weekly online yoga and fitness sessions to 

promote healthy lifestyles
• Frequent communication that enables of our teams to feel 

connected to colleagues: rate your pet, best home working 
set up, best lockdown meals

• Reminded colleagues that they have access to free counselling 
and support through our membership of the Retail Trust.

Continual engagement with colleagues to 
understand what they need.

Review of engagement levels with 
communication.

Monthly plans for communication shared 
across the business for feedback and 
ideas

Corporate 
communications 
team

Ongoing
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• Frequent communication from CEO to provide updates on 
actions, plans and to convey how proud he is of everyone.

• Encouragement to stay connected via virtual team lunch 
breaks and after works drinks and quizzes.

• Circulation of on-line learning to prevent any negative feelings 
about career development.

• Engaged colleagues on what communication they want so 
plans can be adapted to suit their needs.

• Clear communication of support channels, both internal and 
external.


