
 
 

Talk Back:  Working safely during Coronavirus (COVID-19) 
Our absolute priority is the health, safety, and wellbeing of you, our visitors and our staff. 

We have taken great care in creating and implementing measures and processes that follow guidance 
and advice from the Government and Market Research Society (MRS) whilst ensuring we deliver our 
aim of providing a first class space to enable first class research to take place. 

During these extraordinary and challenging times, we will need to work together with you in 
partnership to deliver a safe working environment.  

We have outlined our updated processes and additional measures below and would be more than 
happy to discuss them in more detail with you should you have any questions or queries. 

 

An overview of Talk Back Coronavirus (COVID-19) working practices 

We have summarised our approach of providing a safe working environment to you our visitors and 
our staff.  Talk Back coronavirus (COVID-19) working practices are based on the following 
foundations: 

 

 
Maintaining social distancing of 2 metres 

 

Regular hand washing / sanitising 

 

 
Minimising physical contact 

 

 

 
Adhering to a strict cleaning schedule 

 

 

Updating staff training in line with Government 
and Market Research Society guidance 
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A detailed guide to Talk Back Coronavirus (COVID-19) working 
practices  

You will probably find that Talk Back looks a little different from when you last visited a viewing studio!  
Indeed, the facility has undergone lots of changes to ensure it is an environment that everyone can 
confidently work safely in.  However, we hope the experience will feel the same with our staff 
delivering the same levels of care and attention as we strive to provide a first-class space to enable 
first class research to take place.  Here is a guide to the changes we have made throughout the 
facility and to the services we provide: 

 
Talk Back:  updated occupancy rates 

After calculating the size of studios and the social distancing guidance of 2 metres, the maximum 
number of people we can currently accommodate is: 

 Humber studio:  6 participants + 1 moderator in discussion room / 6 clients in viewing room 

 Tandem studio:  5 participants + 1 moderator in discussion room / 5 clients in viewing room 

 Penny Farthing studio:  5 participants + 2 moderator in discussion room  

We know from experience that on occasions there may be lots of clients who would like to attend the 
research sessions.  Whilst we are not able to increase the number of observers in a viewing room, we 
are able live stream to other rooms at the facility to safely accommodate additional observers.  
Alternatively, we are able to live stream groups to anywhere in the world via Zoom, Skype Meetings or 
Google Meet at no extra cost. For an additional cost, dedicated market research streaming platforms 
are available through “Stream Team” or Focus Vision – please contact for further details / costs.  

 
 
Talk Back: revised catering / refreshments offer 

After reviewing our food and drink provision to ensure minimal contact the following changes have 
been made: 

 Complimentary individual bottled water will be available to all visitors during their time at Talk 
Back and replace communal jugs of chilled tap water 

 All “help yourself” snacks and food items e.g. respondent sandwich platters, fruit, sweets etc. 
have been removed.  If refreshments are required, they will be provided on an individual basis 
and presented in a sterile condition 

 On site catering is currently not available but there are numerous takeaway options available 
in the local area which offer a contact free service 

 Takeaways ordered will be contact free and given to clients in the viewing room, unopened, 
by a member of staff wearing single use gloves 

 Projects requiring onsite food preparation will be assessed on a case by case basis with both 
Talk Back and the client undertaking the necessary risk / health and safety assessments 
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Talk Back: revised cleaning schedule 

After reviewing guidance and advice we have increased the frequency and intensity of cleaning rotas 
and will be: 

 Deep cleaning the facility before opening to the public on July 6th 2020 

 Cleaning rooms prior to visitor’s arrival including disinfecting door handles, light switches, 
chairs, tables, remote controls (for AC / TV etc), white boards, clip boards and fridge doors 

 Cleaning rooms in between research sessions including disinfecting of all the above items 

 Documented hourly cleaning schedule of communal, high touch surface areas including, but 
not limited to, doorknobs / handles, light switches, faucets / taps, tables and chairs 

 Hourly cleaning schedule of toilets with additional cleaning materials available so individuals 
can sanitise toilets before and after use  

 Stationary will be provided in sealed containers at the start of each session in the discussion / 
viewing rooms.  After use stationary will be quarantined and sterilised before being used 
again 

 In between sessions external windows in both the discussion / viewing rooms will be opened 
to increase air flow  

 
 
Talk Back: additional hygiene measures 

After reviewing guidance and advice we have included additional measures to ensure a hygienic and 
safe working environment.  These include: 

 Multiple bottles of hand sanitiser available in all rooms and communal areas 

 Multiple packs tissue boxes available in all rooms and communal areas 

 Multiple rubbish bins available in all rooms and communal areas 

 Antibacterial handwash available in all toilets 

 Single use hand towels available in all toilets 

 Removal of soft furnishing and non-wipeable accessories throughout the facility 

 Removal of magazines / reading materials throughout the facility 

A recent addition to the Talk Back discussion rooms are our new leather chairs.  As part of our 
coronavirus review, we have removed all fabric upholstered chairs because of the difficulty in cleaning 
and sanitising them.  These have been replaced with leather chairs which can be easily and 
effectively sanitised between use. 
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Talk Back:  social distancing measures 

After reviewing and guidance it is our policy to maintain where possible 2 metre social distancing.  In 
order to achieve this, we have: 

 Displayed signage throughout the facility to remind visitors of the social distancing policy 

 Installed 2 metre distancing floor markers throughout the communal areas within the facility 

 Configured the waiting area to allow 2 metres between participants and implemented a 
designated chair procedure 

 Configured the viewing rooms to allow 2 metres between clients / those observing the 
sessions 

 Configured the discussion rooms to allow 2 metres between moderator / participants 

During our Coronavirus review we identified areas where 2 metre distancing could be a challenge due 
to the configuration of the building and it not being possible to implement a one-way system.  In order 
to overcome these challenges, we have taken the following steps. 

 Front reception desk:  installation of full length glass screen 

 Main corridor: signage is displayed along this area requesting visitors do not pass in the 
corridor. And, where possible, internal doors will remain open to reduce contact along this 
area. 

 Toilets:  occupancy signage displayed  

 

 

Talk Back’s partnership approach of working with moderators, recruiters, participants and 
staff 

We strongly believe that providing a safe working environment is a partnership between you, our 
visitors, and our staff so please ensure that you play your role in following the measures and 
processes outlined below. 

We kindly request that all visitors and staff to not enter Talk Back if they are feeling unwell or 
ill or display any COVID-19 symptoms.  In addition, please checking Government guidelines on 
COVID-19 symptoms and individual / household self-isolation. 

Whilst in the facility we kindly request all visitors and staff:  

 Wash / sanitise hands upon first entering the facility 
 Wear a face covering when entering the facility (masks or visors can be provided) and 

continue to wear face covering whenever not seated 
 Maintain social distancing of 2 metres 
 Regularly hand wash / sanitise  
 Minimise physical contact 
 Inform the management if they are feeling unwell or ill or displaying any COVID-19 symptoms 

After leaving Talk Back we request all visitors and staff to alert Talk Back if you become ill / test 
positive to COVID-19 within 48 hours of leaving the facility. 

Disposable face coverings are available for all visitors and staff to use in communal areas and areas 
where social distancing in not possible.  

We have outlined below guidance of how our key audiences can specifically assist us in providing a 
safe working environment. 
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Talk Back:  working with moderators / clients / recruiters 

We kindly request that moderators / clients / recruiters work with Talk Back by: 

 Strictly following the occupancy rates of the studios.  These will be communicated at the time 
of enquiry and booking.  It is imperative that we adhere to these maximum capacity numbers 
to ensure we maintain social distancing within the discussion / viewing room and across the 
facility as a whole 

 Arriving at least 30 minutes before the start of the first session.  This will allow us to explain 
our new measures and procedures and ensure the safety of you, all clients and participants 

 Checking in using the QR Code/NHS Track and Trace app. If you are not using the NHS app 
we will ask you for your name and contact phone number. Your details will be securely held 
on site and will only be used in the event of COVID-19 contact tracing and will be permanently 
destroyed after 21 days 

 Wearing a face covering when entering the facility (masks or visors can be provided) and 
continue to wear face covering whenever not seated in discussion room or observation room. 

 Considering the use of face masks or visors throughout the study (these can be provided at 
no cost) 

 Scheduling sessions so there is a at least a 30-minute gap between groups and a 15-minute 
gap between depths to allow time for the rooms to be disinfected, windows opened and fans 
used for ventilation. This also reduces the risk of participants crossing over. 

 Asking staff to make any adjustments to the room layout to ensure any changes are in line 
with our social distancing policy 

 Providing where possible incentives in the form of bank transfer rather than cash to minimise 
contact  

 Minimising the use of paper versions of forms and using digital forms completed in advance of 
the session 

 Undertaking additional participant screening as stated by the Market Research Society 

 Informing staff of any used stationary in between sessions 

 Informing staff if a contact free handover is preferred at the end of the session with signing 
documents scanned/emailed and remaining incentives returned by post 

 

 

 

 

 

 

 

 

 

Talk Back:  working with participants 
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We kindly request that participants work with Talk Back by: 

 Wearing a face covering when entering the facility (masks or visors can be provided) and 
continuing to wear face covering whenever not seated in discussion room. 

 Checking in using the QR Code/NHS Track and Trace app. If you are not using the NHS app 
we will ask you for your name and contact phone number. Your details will be securely held 
on site and will only be used in the event of COVID-19 contact tracing and will be permanently 
destroyed after 21 days 

 Not bringing friends / family with you as they will not be admitted into the building 

 Avoiding arriving too early as we may not be able to admit you into the building in order to 
maintain social distancing – please aim to arrive 10 minutes before the start time of your 
research session 

 Following instructions of where to sit in the reception area 

 Bringing your own pen  

Talk Back:  working with staff 

We kindly request that staff work with Talk Back by: 

 Completing a formal online COVID-19 training from Virtual College on the prevention of 
COVID-19 before returning to work 

 Attend all online / face to face safety briefings and training updates provided by senior staff at 
Talk Back / 3rd party providers 

 Wearing a face mask or visor in the facility unless eating or drinking 

 Wearing disposable gloves when serving food and cleaning 

 Storing all personal belongings in your dedicated storage area 

 

If you have any questions or queries please do not hesitate to contact Mike Harvey, Managing 
Director at Talk Back. 

Talk Back will continue to monitor Government and Market Research Society guidelines and advice 
and update this document as necessary.  

 

Dates of policy updates/ review 

Date: Review/ update details: 

23/09/20 
Upgraded reception screen. Updates to mask policy and addition of a final 
session end time 

24/09/20 
Replaced Talk Backs advanced Covid-19 contact spreadsheet with NHS 
Track and trace venue check in process   

03/03/21 

Policy reviewed in line with new MRS facility guidance changes taking effect 
29th March 21. Changes include: Removal of 10pm curfew time, addition 
requirement for ventilation between sessions 
   

  
  
  
  
 


