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[bookmark: _Toc103080127]Editorial considerations
The new way of working in light of the COVID-19 pandemic, is likely to have an impact on scheduling, resources and time. Consideration of this should be part of the editorial process.
Your production risk assessment (RA) should include relevant COVID-19 controls (RA template on Safety Hub- RIS-1822). 
There is separate guidance for work in offices during the COVID-19 pandemic . The office risk assessment template can be found in Safety Hub (RIS-3191).
For safety advice contact your safety advisor.
[bookmark: _Toc73651181][bookmark: _Toc74304421]
[bookmark: _Toc40386066][bookmark: _Toc103080128]People
· Confirm the current health status (in relation to COVID-19) of everyone involved and put in place a procedure to regularly check that their health status hasn’t changed. You can use the COVID-19 Self-Declaration Form on MyRisks COVID page under ‘useful documents’. Where possible you should try to do this online.
Avoid filming / recording with anyone self-isolating unless this can be done remotely without compromising their health or isolation, or the health of the film crew. User generated content (UGC) would be the most appropriate and practical method of filming in this scenario. 
If someone develops symptoms whilst at work they should go home immediately and inform their line manager. The BBC procedure 'Responding to a COVID related incident in the workplace' should be followed for international staff. 

[bookmark: _Toc103080129]Higher Risk groups (in relation to COVID)
BBC guidance on considerations for those who are at higher risk from coronavirus can be found here. 

[bookmark: _Toc103080130]Contributors
For contributors, control measures to protect against COVID-19 should be put into place, as they are for staff members. Both staff and the contributors must be protected from the risk of catching COVID-19 and the BBC production must reduce the risk of spread of the virus as much as reasonably possible.
· Check the health status of the contributors. 
· If they are in a higher risk group, refer to the BBC guidance found above. A decision should be taken by senior management as to whether they are key to the content and are required onsite. If they are needed onsite, and are happy to be there,  additional controls may need to be implemented. The process must be explained to them in advance, and on arrival, to ensure they are happy and can follow it. 
· Communicate with the contributor that the production and location is ‘COVID-Secure’ (i.e. various measures have been put in place to reduce the risk of transmitting the virus to a very low level). Explain what they need to do/be aware of onsite and what the BBC production is doing to ensure their safety and the safety of others. 
· Consider their method of transport to attend the production, so as to ensure that they are not put at any additional risk as a result of the production activity. 
· Make sure the welfare of the contributor(s) is monitored onsite.

[bookmark: _Toc103080131]1.3 Visitors
Visitors may be permitted onsite provided if all health and safety measures and relevant risk assessments are followed. Senior manager approval may also be required. Speak to the relevant person or Safety Advisor in your department as there may be a cap on the number of visitors permitted. 
[bookmark: _Toc40386067]
[bookmark: _Toc103080132]Lateral Flow Tests
If they are readily available, it may be beneficial to introduce lateral flow testing. These tests will identify individuals who have Covid-19 but do not display symptoms. The use of LFTs (also known as rapid antigen tests) should be decided as part of the risk assessment process. 


[bookmark: _Toc103080133]Hygiene and Cleaning
Make arrangements to ensure people can practice good personal hygiene. It is recommended this is reiterated during the day. In terms of cleaning, BBC buildings will have cleaning arrangements in place but check with the area you are using if you are unsure. For non-BBC venues seek assurance in advance that suitable cleaning arrangements have been made in terms of COVID-19, before the crew arrive onsite e.g. deep clean, regular cleaning of touch points. If there aren’t any arrangements in place then this needs to be organised by the production.
· Wash hands more often than usual, for 20 seconds, using soap and warm water. 
· If soap and water are unavailable use hand sanitiser gel (at least 60% alcohol content). 
· Wash your hands before and after eating, drinking or smoking, and as soon as you get home. 
· Try to avoid touching your eyes, mouth or nose if you haven’t recently washed your hands.  
· If you cough or sneeze, cover your mouth with a tissue or your elbow (not your hands).  Dispose of the tissue straight away and wash your hands. 
· Specific roles/responsibilities to support in reinforcing key messages around hygiene and social distancing. Appropriate signs and messaging for key hygiene and distancing messages; e.g. in daily crew briefings.
· If localised cleaning is required please contact your Bureau Manager.
Provide adequate ventilation where people are in enclosed spaces. This can be natural ventilation (opening windows, doors and vents), mechanical ventilation (fans and ducts), or a combination of both. Speak to your safety advisor for support / advice. 
 
[bookmark: _Toc73651194][bookmark: _Toc74304434][bookmark: _Toc40386068][bookmark: _Toc103080134]Social Distancing (Work patterns and 2m separation)
Social distancing is an effective measure to limit the spread of Covid-19. If individuals avoid coming within 2m of each other, the likelihood of droplets being passed from an infected person to a non-infected person is significantly reduced. 
The decision to introduce or remove the requirement to social distance should be taken on a risk based approach, depending on the activity being undertaken, health condition of those involved and local government guidance. Some of our international bureaux are still operating with social distancing measures in place, please contact your IB manager or Safety Advisor if you’d like to review this. 
To successfully implement social distancing consider the following:
· Reduce the amount of people in a space to as small a number as possible
· Alter start times, breaks etc to limit people congregating at entrances, breakout spaces etc. 
· Mark out workstations of positions that can be used with social distancing in place
· Implement one way systems in busy areas like corridors where social distancing may be challenging.

[bookmark: _Toc103080135]Close contact 
A contact is a person who has been close to someone who has tested positive for COVID-19. You can be a contact any time from 2 days before the person who tested positive developed their symptoms (or, if they did not have any symptoms, from 2 days before the date their positive test was taken), and up to 10 days after, as this is when they can pass the infection on to others.

A close contact can be: 
· anyone who lives in the same household as another person who has COVID-19 symptoms or has tested positive for COVID-19
· anyone who has had any of the following types of contact with someone who has tested positive for COVID-19:
· face-to-face contact including being coughed on or having a face-to-face conversation within one metre
· been within one metre for one minute or longer without face-to-face contact
· been within 2 metres of someone for more than 15 minutes (either as a one-off contact, or added up together over one day)
· A person may also be a close contact if they have travelled in the same vehicle or plane as a person who has tested positive for COVID-19.
If you have been identified as a close contact you can follow the Close Contacts Guidance - Outside of the UK or contact your Safety Advisor for further guidance. 

[bookmark: _Toc103080136]Hair and Make-up 
There are different arrangements in place for hair and make-up services across the BBC. The decision to return to ‘normal’ operations should be taken following an assessment of the risk. 
As hair and make-up are close contact services, anybody who uses the service would be a close contact in the event that the artist tests positive for Covid-19. The impact of a close contact notification will differ based local guidance on isolation and further testing. Please contact your Safety Advisor for further guidance if needed. 
To reduce the risk of infection the following mitigations could be considered when planning this activity:
· Ask the individual to do as much of their own hair and make-up as possible. With the artist adding finishing touches. 
· Implement a split pairing system where two artists work on different sets of people. This will avoid one artist impacting the entire operation. 
· Artist to wear a visor or goggles and a face covering during the activity.
· Implement a strict cleaning regime, whereby stations and equipment are wiped down between individuals. Gowns and towels to be washed between uses. 
· Keep records of who has used hair and make-up services for 21 days, to enable management to identify close contacts in the event of a positive case. 

[bookmark: _Toc40386070][bookmark: _Toc103080137]Travel and Working on Location
Restrictions on both local and international travel are being reduced across the globe, however it is important to check government guidance before you travel. Please see the following links for guidance:  
· BBC Covid-19 Guidance for News Deployments
· National Travel Health Network and Centre (NaTHNaC) guidance
· BBC PTK Country Pages
· Sphere Travel Risk COVID-19 
· FCDO Travel Advice 

Some mitigation measures that could be considered include:
· Limiting the number of people deployed
· Prioritising outdoor filming/recording
· Increasing ventilation by opening windows/doors in indoor locations/ vehicles
· Having a detailed plan to ensure shooting is as efficient as possible 
· Checking on the health status of staff, contractors and contributors prior to travel
· If visiting a venue, ask in advance what covid measures you’ll be required to follow whilst you are there
· Ensure equipment and surfaces are cleaned regularly
· Prioritise a boom or fixed mic over handheld or lapel mics

BBC Safety have produced a very useful ‘International Travel Checklist’ on myRisks. 

[bookmark: _Toc103080138]Mental Health and Well-being
There are a number of considerations regarding the mental health of all those returning to production, including contributors:
· People may experience anxiety on return to production. Be vigilant for signs that anyone is not coping.
· Ensuring that practical processes and arrangements are clearly communicated to all, with opportunities to ask questions and raise any concerns can help to reduce anxieties. 
· Ensure regular individual check-ins with team members to identify any individual concerns.
· Signpost to the BBC health and wellbeing support, including the Employee Assistance Programme, as needed.
· Consider the nature of the content that production teams are working on – identify any risks to psychological safety and put appropriate control measures in place. See Work Related Mental Health guidance on myRisks. 
· Organise trauma briefings for teams if working with potentially traumatic content – contact your safety adviser for details. 
· Ensure the psychological safety and mental health of contributors is protected. Refer to the BBC Safety guidance and Editorial Policy Guidance on Working with vulnerable contributors or contributors at risk of vulnerability. 

[bookmark: _Toc40386072][bookmark: _Toc103080139]Working in Studios & Galleries
Technical areas such as Studios and Galleries are often small, busy spaces. In order to prevent the spread of Covid-19 the below mitigations should be considered:
· Hand washing encouraged before entering, hand sanitiser should also provided
· Clean down all touchpoints at the end of each shift
· Ensure that ventilation systems are turned on and functional
· Limit the number of people working in the area and utilise all the available space
· Plan access and deliveries so that you do not have large numbers of crew / contractors arriving or working at the same time
· TV monitors can be used to aid in make-up and costume checks
· Ask presenters, guests etc to self mic if possible to reduce contact

[bookmark: _Toc40386074][bookmark: _Toc103080140]Equipment, Technical Kit and Vehicles
It is good practice to regularly wipe down touch points and equipment within your workspace/on location (e.g. with alcohol based sanitising wipes), for example:
· faders, hardware controllers
· mice, keyboards, touchscreens, 
· door handles, shared surfaces
· mobile phones & payment cards
· vehicles – door handles (outer and inner), window controls, door pocket, seatbelt and clip, seat adjustment controls, steering wheel, horn, controls stalks, gear stick, central controls, keys/power button.
Where possible people should have dedicated work equipment.
Keep non-work critical items in the workspace to a minimum.
Wipe down relevant areas at the beginning and end of a shift/work session, or if space/equipment is passed between users. Personal equipment (headsets, mics, radios etc.) should be cleaned and disinfected before issue and then each day.
Where radio mics are required establish a protocol for cleaning prior to issue and on return along with instructions on how the presenter/contributor can fit the mic themselves.
Remote editing should be employed to help reduce numbers and avoid social contact.


[bookmark: _16BFace_Coverings][bookmark: _Toc40386078][bookmark: _Toc103080141]11 Face Coverings
In the context of the coronavirus (COVID-19) outbreak, a face covering is something which  covers the nose and mouth. You can buy reusable or single-use face coverings. You may also use a scarf, bandana, religious garment or hand-made cloth covering but these must securely fit round the side of the face. Face coverings are not classed as PPE (personal protective equipment). 
A face covering is not the same as a face mask, such as the surgical masks or respirators used by health and care workers. Similarly, face coverings are not the same as the PPE used to manage risks like dust and spray in an industrial context. 
Face coverings are instead largely intended to protect others, not the wearer, against the spread of infection because they cover the nose and mouth, which are the main confirmed sources of transmission of virus that causes coronavirus infection (COVID-19).
There are some places where wearing a face covering is required by law. 

[bookmark: _Toc62140842][bookmark: _Toc62204302][bookmark: _Toc47729808][bookmark: _Toc40386079][bookmark: _Toc103080142]12 Gloves
Gloves are not effective in preventing the coronavirus infection and can present a false sense of safety owing to the fact that gloves can carry the virus and can be transferred to surfaces, skin, etc. Regularly washing bare hands offers more protection against catching COVID-19 than wearing gloves.
If you are required to wear gloves by your local government, ensure they are changed regularly and removed before touching your eyes, nose or mouth and before eating, drinking or smoking. 
Note. Wearing gloves for cleaning will help protect the skin from drying out as a result of the cleaning products.
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