Coronavirus (COVID-19) Secure Working Protocol for 
AHDB Events and external meetings post 24th February in England.
Updated 7 March 2022

Note 1: For the purposes of this protocol, contractors acting on behalf of AHDB, are considered to be an extension of the AHDB workforce and therefore the same guidance applies.

Note 2: Before each new event, current local and Government guidelines must be checked and followed, including any restrictions on cross border travel between the countries of the UK and events in other parts of the UK.

Note 3: This protocol relates to activity for post 24 February 2022and covers all activity including KE, conferences and trade shows. 

The knowledge and information provided by AHDB events & external meetings are an important part of levy payer engagement. This document outlines AHDB’s current approach to the provision of Events and external meetings after 24 February in England. For all events and external meetings, AHDB staff & contractors should: 

1. Consider the use of remote working tools, explore alternative options for levy payer engagement such as a virtual event/meeting
2. Consider their own risk profile regarding welfare/safeguarding requirements
3. Review and complete a risk assessment. A generic risk assessment is provided, but this must be reviewed and amended by the AHDB staff member to reflect the specific circumstances of the event/meeting. Contractors must complete their own risk assessment
4. Send the completed risk assessment to their line manager (or main AHDB contact for contractors) for approval and relevant coordinator for filing on the central SharePoint location for KE events or in the event folders for all other events. 
5. Record the event/meeting on CRM (AHDB staff only) – this is essential for tracking where staff & contractors have been (see Appendix 1 for a simple step by step guide on how to do this and ask your team CRM champion or buddy if unsure)

Background

All relevant information regarding Covid-19 can be found on the Government and NHS websites:

Coronavirus (COVID-19): guidance and support - GOV.UK (www.gov.uk)

Coronavirus (COVID-19) - NHS (www.nhs.uk)

It is important to practice prevention or mitigation measures:

1. Ensure (so far as is reasonably practicable) you, other  staff, contractors and event / meeting attendees do not come into contact with an infected person
2. People are expected to protect themselves and others through informed choice. Face coverings are no longer mandatory according to Government guidance, however AHDB recommend that you wear face coverings in crowded or enclosed spaces particularly if meeting with people you do not normally meet.  Please be respectful of others choices.
3. Prevent infection through contaminated surfaces, followed by touching of the mouth, nose, face or eyes 
4. Ensure regular effective hand washing / sanitising
5. Promote normal good hygiene and biosecurity
6. The use of well-ventilated areas used for events and external meetings, remember meeting outdoor is safest
7. All staff are encouraged to get vaccinated against Covid-19.
Standard Operating Procedures for AHDB Events & Meetings during the Coronavirus (COVID-19) outbreak
1. Before the event
Note that any pre-event/venue visit, event, or external meeting is subject to compliance with the AHDB Secure Working Protocol.

Contact the proposed venue/organiser/host for the event/meeting to confirm that the:

· Conditions are suitable
· Protocol is known
· Required mitigations have taken place 
· Pre-event risk assessment completed
· Protocol is made available to attendees on booking
Pre-event attendee communication

· Must state clearly that all attendees must register for the event/external meeting and have agreed to the disclaimer in advance. Anyone who turns up on the day without having done so will be politely asked to leave (regardless of group size) (KE events and conferences only)
· Its recommended that any documents associated with the event / external meeting will be sent via email or made available online to minimise handing anything out on the day, however paper handouts can be used where required.
· Ensure that attendees do not attend if they feel unwell or have COVID symptoms
· Encourage attendees to be fully vaccinated or take a test before attending. It is recommended that lateral flow tests  are taken by attendees and staff in advance of the event. Information on tests can be found at https://www.gov.uk/order-coronavirus-rapid-lateral-flow-tests
· Attendees can bring and wear their own face coverings and advise that they should avoid touching their face or face covering, as they could contaminate them with germs from their hands
· Ensure suitable footwear for disinfectant foot dips are worn for outdoor events or events on farm.
Venue
· External meetings or events will not be held at venues or host farms that:	
· Have had a confirmed or suspected case of COVID-19 in the last 10 days 
· Are shielding or self-isolating (for whatever reason)
· Are not able to provide clear risk assessments
· All protocols of the venue or organisers must be adhered to by staff and attendees.
· For KE/On farm events and conferences all attendees must be registered for tracking purposes.  Ensure delegates are being tracked by organisers for UK or international shows.
· Covid guidelines must be re-stated during the introduction at the start of the event (will be updated based on Government guidance) 
· It is preferable that travel, whilst at the venue, is walkable or attendees use their own cars.  However, if car sharing is essential, then windows should be opened, the air conditioning not used, and face coverings are recommended.  Prior to travel
· Staff, contractors, and attendees will wash hands with soap or hand sanitiser
Travel
· Overnight stays in hotels are permitted 
· When attending an evening event, if the journey home is over 1 hour, then it is recommended that staff stay overnight in a hotel rather than travel that evening.
· The standard AHDB driving policy on the number of hours driven in a day being limited to six hours is unaffected. It is recommended that where possible, AHDB staff and contractors do not travel together. If car sharing is essential, then windows should be opened, the air conditioning not used, and face coverings are recommended
· AHDB staff and contractors should avoid travelling with unnecessary equipment in their vehicle. 
Cancellation

· In the event of a localised lockdown affecting the venue, the event/external meeting will be cancelled (Government website should be checked for latest information)
· In the event of a localised lockdown / self-isolation affecting the AHDB staff member and/or contractor, the event/external meeting will be cancelled unless an alternative member of staff and/or contractor can be sourced in time (Government website should be checked for latest information)
AHDB staff and contractors cannot and must not run or attend event if:
· They have specifically agreed with their employer they should continue to work from home, e.g., if they are required to isolate for any reason. (if unsure please contact your line manager)
· They are feeling unwell, have test positive for Covid-19 or are required to self-isolate.
· They are required to self-isolate by NHS Test and Trace 
· They live in an area which is subject to lockdown (Government website should be checked for latest information)
Please note, the self isolation guidance has changed:
· The self-isolation advice for people with coronavirus (COVID-19) has changed. It is now possible to end self-isolation after 5 full days if you have 2 negative LFD tests taken on consecutive days. The first LFD test should not be taken before the fifth day after your symptoms started (or the day your test was taken if you did not have symptoms). The self-isolation period remains 10 full days for those without negative results from 2 LFD tests taken a day apart.  Further information can be found here: Self-isolation for those with COVID-19 can end after 5 full days following 2 negative LFD tests - GOV.UK (www.gov.uk)

Additional staff / contractor requirements 

When conducting a pre-event visit and at the event/external meeting itself, staff and contractors need to take: 
· Hand sanitiser 
· Extra soap & anti-bacterial wipes
· Extra paper towels to dry hands
· Disposable gloves
· Antihistamine (where required) to reduce the symptoms of hay fever – and thus touching the nose and mouth
· Disposable bags

2. During the event
· Staff, contractors and attendees advised to follow the NHS advice on prevention (below):
· Wash your hands with soap and water often – do this for at least 20 seconds
· Use hand sanitiser gel if soap and water are not available
· Wash your hands as soon as you get home
· Cover your mouth and nose with a tissue or your sleeve (not your hands) when you cough or sneeze
· Put used tissues in the bin immediately and wash your hands afterwards
· Avoid touching your ears, nose or mouth.
· Do not attend an event if you have specifically agreed with your employer you should continue to work from home or if you or anyone in your household are showing signs of Covid-19
Hygiene
· Dynamic risk assessment completed
· Contactless registration desk or administration point and minimisepaperwork (including publications, handouts, and packs etc.) 
· Minimise touch points and ensure hand sanitiser and cleaning supplies are provided in touchpoint areas
· Event facilitator will tick off attendees on arrival using a printed attendee list that only that one person will handle. No entry for anyone not on list
· All attendees sanitise hands on arrival
· Minimise contact with staff and attendees (i.e. shaking hands) to avoid possible transmission.
· Staff are advised to avoid touching their face, but if they to need to do this, they must wash their hands and thoroughly sanitise before and after.
· AHDB staff, contractors and other attendees are encouraged to wear face coverings if they wish when running / attending external meetings even when outside but it is not mandatory.  Please be respectful of others decisions surrounding social distancing and face coverings.
· When removed, face coverings should be placed in a plastic bag rather than put onto surfaces where they may be a potential source of contamination.



Venue facilities
At AHDB events/external meetings, we provide certain facilities for the attendees. The below must be adhered to during the COVID-19 outbreak:

· Toilets
· Toilets to have hot running water for hand washing facility wherever possible and be provided with soap and paper towels and suitable bins
· Sanitising stations (if not running water, then a table with hand gel) outside toilets as well as inside
· Anti-bacterial wipes to be provided and used on toilet door handles and then disposed of in suitable bins and toilets to be flushed after each use
· Catering
· Staff, contractors, and attendees may wish to bring their own food and drink
· Catering facilities may be provided that adhere to Government Covid guidelines, this will be monitored on a case-by-case basis
· Bottled water may be provided if deemed necessary for attendee welfare
Registration
· Event facilitator will check people off on a list or provide a self scan function as they arrive so there is no sharing of pens
· CPD information will be collected online/over the phone at registration so that points can be allocated after the event/external meeting
Presentations
· If a presentation is being used, this must be supplied electronically before the event
· The AHDB member of staff or appointed AV supplier will operate all equipment for slides, presentations etc. 
· If multiple speakers need to use the computer to update slides etc, it should be cleaned and sanitised between uses.
· A microphone should be used to avoid shouting, we recommend they are not shared, however if it is necessary to share then the microphone should be sanitised between uses.
· No one else should shout, or raise their voice
· Open Q&A sessions will be managed within the boundaries of the advice above.
Feedback Survey
· Surveys will be sent electronically after the event/external meeting unless a mobile phone system such as Poll Everywhere can be used on the day
On leaving the event/external meeting:
· Staff, contractors, and attendees to wash hands with soap or hand sanitiser
· Follow all marked out routes that venue/organiser allocate if implemented
· AHDB staff to continue to wear clean clothes/AHDB uniform for each day of an event, with all equipment and boots disinfected between any outdoor visits; contractors and attendees will be advised to do the same
At the end of the day:
· Staff and contractors to wipe down car handles and other high-risk surfaces within the vehicle 
· Staff and contractors will change their clothing and wash hands immediately upon re-entering their home

3. Post event
· Ask all staff, contractors, farm hosts and event/ external meeting attendees to let us know immediately if they, or anyone they come into contact with, shows signs of the illness or tests positive within 48 hours of the event
· AHDB staff must record the event / external meeting on CRM – this is essential for tracking where staff & contractors have been (see Appendix 1 for a simple step-by-step guide on how to do this and ask your team CRM champion or buddy if unsure).




Appendix 1 - Step by step guide for AHDB staff to record events / external meetings on CRM
Before you get started
Ensure that the Levy Payer (and Contractor or any other attendees, if relevant) who were present at the visit are setup in the CRM, so they can be linked to the Task. If you are unsure about how to add new Contacts into the CRM, please refer to the CRM How-To guide. 
Please note that if you have only had a 1-2-1 visit, you will not need to add any connections, as you will be adding the Activity to the Contact record, so the CRM will record your action of adding the meeting. 
However, if you are adding the meeting on behalf of a colleague, then you will need to ensure that your colleague is added as a connection to the meeting, so we can accurately trace who attended. 
Adding the meeting
1. Navigate to the Contact with whom you had the meeting, Click on ‘Related’ alternatively the three dot (…) a drop down will appear with the option to select ‘Activities’. This will then take you to a new page which shows all previous activities with a contact.

2. Click ‘ + New Activity’ a drop down will appear, select ‘Task’. Please note this will open in a new window.
 
3. Use the subject line of ‘Group meeting CV19 August* 21’ – it is imperative that you follow this exact format, so that the meeting is accurately recorded and can be reported on. *Please note that the month is interchangeable depending on the calendar month of the meeting.
  
4. Populate the description with a top-level overview of what happened during the meeting. Please ensure that you only include information that is relevant. All information can be seen across the organisation and in the event of a SAR (Subject Access Request), this will be provided to the Contact.
  
5. Once the description has been populated click ‘Save and Close’ at the bottom right - hand corner of the screen. If you attended the meeting and are adding this interaction into the CRM yourself, then please proceed to step 11. 
  
6. The Subject Line of your task for example, ‘Group meeting CV19 August* 21’ will appear in the box of task’s associated with the contact –Select the task which will then open a new window. Click on ‘Related’ and select ‘Connections’.  

7. Once you have selected ‘Connections’, click ‘Connect’ (which will open up in a new window) and use the search functionality to search for your Contact in the ‘name’ box.
  
8. When the ‘Lookup Record’ appears, Click ‘All records’ this will then advise you of how many records are associated with your named search. If you click on the amount of records you can then filter it down to ‘contact’.
  
9. Once the correct Contact has been added click ‘Save & Close’. At this point the window will close and take you back to the Task. 

10. Repeat as necessary until all relevant Contacts and Accounts are added. 

11. Select ‘Mark Complete’ – this will ensure the meeting is saved to the record. 
[bookmark: _Adding_meetings_into]You will then be navigated back to the Activities section, to get back to the contact record select Summary. 
Always please ‘Save’ when updating a contact record.
*Please note that the month is interchangeable depending on the calendar month of the meeting.


