

Risk Assessment Title: [Insert Building Name] Risk Assessment for operation during COVID-19 
	TRA hall  being assessed
	

	TRA  responsible person/s
	

	Date Undertaken
	
	Date to be reviewed 9and resubmitted to LBS for review if changes made)*
	When there is a change in Government guidance  or when there is a change of circumstances or type of activity

	TRA committee members involved in RA development
	Name(s)
	Date:

	Council Officers  involved in RA development

	Name(s)

	Date: 



*Review must be undertaken if there is any reason to believe the risk assessment is no longer valid (e.g. change of legislation, staff, equipment, procedures etc that may introduce new risks) and in any case must be reviewed at least once every two years.
All risk assessments must be kept for a minimum of 3 years 
	This risk assessment should be read in conjunction with the following documents:

 

	Title
	Location
	Responsible Person

	
	
	

	Government Guidelines – Guidance for the safe use of community facilities
	https://www.gov.uk/government/publications/covid-19-guidance-for-the-safe-use-of-multi-purpose-community-facilities/covid-19-guidance-for-the-safe-use-of-multi-purpose-community-facilities
	

	
	
	


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	

	
	
	

	
	
	


	HAZARD DESCRIPTION
	PEOPLE AFFECTED
	HAZARD CONSEQUENCE
(Resulting harm)
	SUGGESTED CONTROLS 
	CONTROLS  TO BE IMPLEMENTED
	RESP

PERSON & ACTION DATE 
	


	Building Users arriving and leaving site 

	All users of the building 
	TRA coming into contact with a service user, member of the public or fellow volunteer who may be carrying the COVID-19 virus in connection with their visit 

	· Arrival and departure times should be staggered to ensure that there flow of people into and out of the building is spread out. 

· Consider the use of “In” and “out” locations within the building to avoid people coming into the building in the same way

· Hand sanitiser should be provided within entrance and exit points of the building

· Signage on good hand hygiene should be put in place at all entrance points
· Building entry systems/time and attendance systems that require skin contact are to be regularly cleaned.
· Security barriers may be left open to allow for social distancing and to reduce touch points where other mitigations such as security monitoring the entrance point are possible.

· Signage should be put in place informing building users of any control measure on the directional instructions within the building,

· Signage on social distancing measures should be put in place at all entrance points. 

· Where separate entrance and exit points are not possible the use of a one way system should be put in place. Directional signage will clearly indicate the system in place
· QR poster displayed and contact details of people attending obtained and kept securely for at least 21 days
	
	
	

	Movement of people around the site
(e.g. building users moving between different areas of the building )
	All users of the building 
	Contraction and Spread of COVID-19 as part of global pandemic

TRA coming into contact with a service user, member of the public or colleague who may be carrying the COVID-19 virus in connection with their work


	· The maximum (revised ) occupancy of the building must be determined to allow safe social distancing and movement around the building

· TRAs are not allowed to organise or hold informal or formal social groups, clubs and activities unless limited to 6 people following social distancing.  So they would not be permitted to hold a bingo session with any more than 6 people in attendance. Where there is a significant risk of people mixing and it will be difficult to maintain social distancing these should also not be held even with 6 people or fewer, this includes but is not limited to hobby clubs, book clubs etc.

· Occupancy should be monitored by the building responsible person in to ensure that the limit is not breached.

· Regular checks of the building should be undertaken to ensure all controls remain in place and are effective. 

· One way systems used around the building to help maintain social distancing

· Signage should be put in place in key locations to remind building users of the requirements. 

· Where there is more than one staircase in a building, separate staircases may be designated for upward and downward travel only and signage installed 

· In buildings with only one staircase a right of way system should be implemented

· All areas which have been deemed not suitable for occupation should be locked off and appropriate warning signage put in place

· In areas where it is likely that social distancing requirements cannot be met such as corridors additional controls such as face coverings or  one way systems  may be required


	· 
	
	

	Activities taking place (including Third Parties) 
	
	
	· Proposed activity is permitted within Government restrictions (ie a permitted activity)

· Controls are reflective of activity taking place 
	· 
	
	

	Use of Lifts (both passenger & goods)

(e.g. building users using lifts to access different floors in the building, transporting materials between floors, use for access etc.)
	All Builidng users
	COVID-19 as part of global pandemic

TRA coming into contact with a service user, member of the public or colleague who may be carrying the COVID-19 virus in connection with their work


	· Where lifts are available they should only be used if absolutely necessary. 
· Only one person should occupy a lift at any time. 
· Hand sanitiser will be provided close to lifts, e.g. in lift lobbies. 
· Priority use should be given to people with disabilities. 
· Additional cleaning of touch points such as control panels , buttons and hand rails should be undertaken regularly throughout the day
	· 
	
	

	Contractors accessing site to carry out inspections or repairs

(e.g. contractors or repairs operatives attending to carry out urgent repairs to the building or carry out statutory inspections etc.)
	All building users
	COVID-19 as part of global pandemic

Contractors coming into contact with a service user, member of the public or colleague who may be carrying the COVID-19 virus in connection with their work


	· All work must be appropriately planned before it takes place

· Where possible all non-essential work should take place where the building will be empty or outside main usage periods 

· Contractors risk assessments and method statements should be reviewed to ensure they contain controls to manage COVID-19

· Contractors must be briefed in advance of their arrival on site of the control measure in place to manage COVID-19

· Contractors must be reminded of the need for 2 metres social distancing and good hand hygiene practices before, during and after they have undertaken work.

· Where work is taking place whilst the site is occupied by volunteers or users  appropriate barriers should be put in place to isolate the works and maintain social distancing.

· If social distancing cannot be maintained, then discussion with Public Health should take place and consideration be given to deferring the work activity

· Contact details should be shared so communication can be maintained on site, allowing safe social distancing

· Arrangements should be made for notification of when works are complete

· Emergency arrangements must be established as part of the work planning 

· If items need to be handed over to or by the contractor to staff this must be done in a contactless fashion.

· All items returned/ received must be wiped down with sanitising wipes

· All areas which will have frequently been touched as a result of the work should be cleaned with standard cleaning products.
	· 
	
	

	Storage of Hand Sanitiser

(e.g. storing quantities of hand sanitiser for use within the building) 


	All building users
	Fire within the building

Associated injury’s related to fire
	· COSHH assessment to be carried out for hand sanitiser? 
· Suitable flammable storage to be put in place for bulk supplies of sanitiser which need to be stored on site 

· Quantities of sanitiser stored should be limited to what is required for operation where possible.

· No more than 50 litres of flammable liquids may be stored on site in a cabinet at any one time. 

· Emergency plans should be updated where a new store is being put in place to inform the emergency services in the event of a fire within the building 
	· 
	
	


	Emergency Arrangements for the building
e.g. fire alarm activation, gas leak, bomb threats, provision of first aid etc

	HAZARD DESCRIPTION
	PEOPLE AFFECTED
	HAZARD CONSEQUENCE
(Resulting harm)
	WHAT CONTROLS ARE IN PLACE NOW
	S
	L
	RR
	WHAT ADDITONAL CONTROLS ARE REQUIRED 
	RESP

PERSON & ACTION DATE 
	R

R

R


	Emergency situations/ evacuations

(e.g. Not enough TRA members  to respond to fire alarm activation, gas leak, bomb threats, changes to building hindering evacuations.)
Type of activities taking Place


	All building users

TRA Committee, Hirers and members of the public 


	Failure to manage an emergency situation.

COVID-19 as part of global pandemic

TRAcoming into contact with a service user, member of the public or fellow volunteer who may be carrying the COVID-19 virus in connection with the activity 
Failure to manage an emergency situation.

COVID-19 as part of global pandemic

TRAcoming into contact with a service user, member of the public or fellow volunteer who may be carrying the COVID-19 virus in connection with the activity 

	· All emergency arrangements should be reviewed in line with changes to the building 

· TRA volunteers and members of the public using the building need to be briefed on any new emergency arrangements

· Sufficient fire marshals need to be in place to manage emergency situations

· Social distancing does not need to be maintained during an emergency evacuation. 

· Social distancing should be followed where possible at any external assembly points

· Personal Emergency Evacuation Plans (PEEP’s)for individuals need to be reviewed in light of any changes made to the building and evacuation arrangements

· Any directional arrangements for the building to enable social distancing must not impact on the ability to evacuate
compliance with Government restrictions of prohibited activities and events

counter measures take into account the nature of the event and people using the hall 

	
	
	
	· 
	
	

	First Aid Arrangements

(e.g. insufficient first aiders, spread of COVID-19 whilst carrying out first aid etc.)

	All building users
	Individuals not receiving adequate first aid treatment resulting in death or injury.
COVID-19 as part of global pandemic

staff coming into contact with a service user, member of the public or colleague who may be carrying the COVID-19 virus in connection with their work


	· All first aid arrangements should be reviewed in line with changes to capacity levels and cover within the building
· Alternative cover should be sought where current levels are not sufficient 

· Provision of first aid may be shared with other sites which are in close proximity and where the other sites first aid cover is not compromised
· Surgical masks should be placed into first aid kits and should be used by both the first aider and injured person where possible. 

· All first aiders should be briefed on the changes to guidance around carrying out first aid and CPR.

· All items used for first aid should be disposed of in accordance with clinical guidelines 

· First aid rooms should be cleaned after use even where there are no physical signs of contamination.
	
	
	
	· 
	
	

	Individual falling ill with suspected COVID-19 whilst on site
(e.g. a member of the public becoming unwell with the symptoms of COVID-19 whilst accessing the site)
	All building users
	COVID-19 as part of global pandemic

contact with a service user, member of the public or colleague who may be carrying the COVID-19 virus in connection with their work


	· A record is securely kept of contact details of people attending events in line with government guidelines

· If an individual becomes unwell within the facility wherever possible they are to be isolated away from other users a minimum of 2 meter distance, and preferably in a separate area/room with separate bathroom facilities if possible.  

·  HSE are to be informed immediately and employee sent home. 

· Consider additional support required to individual and others.

· The room the individual was waiting in before leaving the building should be deep cleaned
· Areas the person will have used within the building should undergo additional cleaning

· Where it is believed the individual may have come into contact with numerous areas within the building it may be necessary to evacuate the building and temporarily close the site until additional cleaning can take place. 
· Identify as far as possible potential persons who may also be affected and follow procedure for test and trace
· All first aid supplies and items should be placed into an individual bin bag and then double bagged. The waste should then be stored securely on site in a locked area for 72 hours before being disposed of in the regular external waste bin.
· Covid-19 cases are not to attend work until the isolation process is complete and they are discharged as appropriate.
	
	
	
	· 
	
	


	Use of office space and workstations
e.g. staff work areas such as desks , touchdown areas,  Meeting rooms

	HAZARD DESCRIPTION
	PEOPLE AFFECTED
	HAZARD CONSEQUENCE
(Resulting harm)
	WHAT CONTROLS ARE IN PLACE NOW
	S
	L
	RR
	WHAT ADDITONAL CONTROLS ARE REQUIRED 
	RESP

PERSON & ACTION DATE 
	R

R

R


	Committee Members members using work stations 

(e.g. members of staff using desk space, touchdown areas etc.)
	All staff using office space
	COVID-19 as part of global pandemic

staff coming into contact with a service user, member of the public or colleague who may be carrying the COVID-19 virus in connection with their work


	· All workstations should be set out to maintain 2 meters social distance where possible. 
· Where this is not possible additional controls will be required, e.g. screens, face coverings etc.  

· a minimum distance of 2m must be maintained at all times

· Desk set up has been configured so that staff have their backs to corridors and walkways and spaced out so that staff are never sat directly in front of, behind or next to other members of staff. Work equipment may have to be removed or relocated to ensure social distancing is maintained. 

· Hot desking should be suspended with staff looking to spend their working day at the same desk where possible

· A system for identifying which desks are in use should be put in place. 

· Teams should work within their own designated areas where possible

· All desks should be cleaned at the end of the day
· All personal items should be removed from desks at the end of each day to facilitate cleaning.

· Cleaning wipes should be available to allow staff to clean items throughout the day where required
	
	
	
	· 
	
	

	Staff using Meeting Rooms

(e.g. members of staff hosting meetings whilst on site, not including those with visitors and members of the public)
	Staff carrying out internal meetings
	COVID-19 as part of global pandemic

staff coming into contact with a service user, member of the public or colleague who may be carrying the COVID-19 virus in connection with their work


	· Where possible all meetings should be undertaken virtually using platforms such as Microsoft Teams, Zoom or by phone if appropriate.
· All meeting rooms should be set up to follow social distancing guidelines

· Rooms should be well ventilated / windows opened to allow fresh air circulation 

· Additional hand sanitiser stations should be put in place within meeting rooms 

· All meeting rooms where social distancing is not possible should be taken out of use and locked off where possible.

· Maximum occupancy signage should be put in place on each meeting room to avoid overcrowding. 

· Shared resources such as board marker pens, and keyboards should be removed from meeting rooms.

· Where keyboards and remote controls are required to facilitate meetings these should only be used by a single person for the meeting and wiped down and cleaned after use.
	
	
	
	· 
	
	


	Reception and public facing areas
e.g., reception desks, public seating areas, counters 

	HAZARD DESCRIPTION
	PEOPLE AFFECTED
	HAZARD CONSEQUENCE
(Resulting harm)
	WHAT CONTROLS ARE IN PLACE NOW
	S
	L
	RR
	WHAT ADDITONAL CONTROLS ARE REQUIRED 
	RESP

PERSON & ACTION DATE 
	R

R

R


	Members of the public and visitors accessing buildings for appointments or to access a service
(e.g. using reception desks, sitting in waiting areas, queuing to make an appointment etc.) 
	All Building users
	COVID-19 as part of global pandemic

staff coming into contact with a service user, member of the public or colleague who may be carrying the COVID-19 virus in connection with their work


	· Where possible services should operate an appointment only system to reduce the number of people visiting reception and to control the number of people in the building at any one time.
· All visitors should be reminded not to attend their appointment if they have symptoms of the virus or are feeling unwell.

· The maximum safe occupancy of a reception area should be determined to stop overcrowding

· Where face to face appointments are required a limit on the number of individuals who can attend should be put in place
· All visitors must sign in when attending any building 

· Where not already in place screens should be installed at reception areas to protect staff

· Markings should be placed on the floor to indicate the 2 meter social distancing rule where queues are likely to form

· All seating within reception areas should be spaced to enable 2 meter social distancing where possible. 

· Touchpoints within the reception should be regular cleaned and wiped down
· Any welfare facilities within public facing areas should be managed in accordance with controls set out for staff toilets.
	
	
	
	· 
	
	

	Use of public facing meeting rooms

(e.g. Use of interview rooms interviewing service users, contact rooms etc.)
	All Building users
	COVID-19 as part of global pandemic

staff coming into contact with a service user, member of the public or colleague who may be carrying the COVID-19 virus in connection with their work


	· All meeting rooms should be set up to follow social distancing guidelines

· Additional hand sanitiser stations should be put in place within meeting rooms 

· Maximum occupancy signage should be put in place on each meeting room to avoid overcrowding. 

· Screens may need to be used where not in place for interview rooms where the 2 meter social distance cannot be maintained.
· Seats may need to be removed to limit occupancy of the meeting room.

· If more than one room is available meetings should be scheduled alternately between the rooms to allow for cleaning to take place.
· The consumption of food and drink should be prohibited during meetings
	
	
	
	· 
	
	


	Welfare facilities
e.g. Driving for work, driving to sites to carry out work, travelling between inspections etc.  

	HAZARD DESCRIPTION
	PEOPLE AFFECTED
	HAZARD CONSEQUENCE
(Resulting harm)
	WHAT CONTROLS ARE IN PLACE NOW
	S
	L
	RR
	WHAT ADDITONAL CONTROLS ARE REQUIRED 
	RESP

PERSON & ACTION DATE 
	R

R

R


	Use of Communal kitchen areas and seating areas

(e.g. building users accessing kitchen areas to prepare an heat food seating areas to consume food, food storage areas e.tc)
	All building users
	COVID-19 as part of global pandemic

staff coming into contact with a service user, member of the public or colleague who may be carrying the COVID-19 virus in connection with their work


	· Break times are to be staggered to reduce congestion and contact times.

· Dining and rest areas should be reconfigured to allow for appropriate social distancing of 2 meters where possible. 

· Appliances such as microwaves should be spaced within the area to allow social distancing. Where this is not possible appliances should be relocated to an alternative safe location or removed.

· Signage should be put in place to indicate the maximum occupancy of any area.  

· Workers are to bring in prepared / wrapped food (preferably from home).

· Workers are to place their own waste into waste bins provided.

· Frequently clean surfaces that are touched regularly, using standard cleaning products e.g. kettles, refrigerators, microwaves.

· Signage to be put in place to remind staff that crockery, eating utensils, cups etc. are not shared. 

· Alternative outdoor seating areas may be used where identified and where social distancing can be maintained. 

	
	
	
	· 
	
	

	Use of Toilet & Shower facilities
(e.g. the use of staff and public facing toilets within the building)
	All building users
	COVID-19 as part of global pandemic

staff coming into contact with a service user, member of the public or colleague who may be carrying the COVID-19 virus in connection with their work


	· Restrictions are to be in place to limit the number of people using toilet facilities at any one time.  

· Additional locks may be required on toilet doors to limit capacity where only one occupant can be accommodated at a time.
· Posters on hand hygiene should be placed within all toilets if not already available
· Staff should avoid taking personal items into toilet areas(e.g. phones, stationary etc. )
· Enhanced cleaning should take place within toilet & shower areas
· A booking system may be required to control access to shower facilities and ensure that social distancing and cleaning can take place.
· Personal items should not be kept within changing rooms and should be removed 
	
	
	
	· 
	
	


	Delivery & Collection points
e.g.  Post rooms, stores, collection points

	HAZARD DESCRIPTION
	PEOPLE AFFECTED
	HAZARD CONSEQUENCE
(Resulting harm)
	WHAT CONTROLS ARE IN PLACE NOW
	S
	L
	RR
	WHAT ADDITONAL CONTROLS ARE REQUIRED 
	RESP

PERSON & ACTION DATE 
	R

R

R


	Collection and drop of items to the building 

(e.g. staff accessing post rooms service users collecting items such as money or books from a reception area, staff collecting or returning supplies to depots, stores or workshops etc.) 
	Staff receiving, distributing items
Building users collecting or dropping off items
	COVID-19 as part of global pandemic

staff coming into contact with a service user, member of the public or colleague who may be carrying the COVID-19 virus in connection with their work


	· The premises where the packages are being assembled and collected from should be set up in a way that allows staff, volunteers and members of the public to maintain a 2-metre distance from others.

· Ensure that packages are small enough loads so that a single person would be able to handle, particularly packages being handed out to frail vulnerable service users

· All drop off/collection points must be set up to ensure that social distancing can take place. 

· Floors should be marked to indicate the appropriate social distancing measures required

· Signage should be put in place to instruct those collecting/dropping o of the social distancing protocols and the collection process. 

· Handing over the goods should be contactless. 

· A designated set down areas should be set up for objects to be placed. 

· Whilst either the recipient or the deliverer are placing items into the set down area the other should stand back and maintain the safe 2 metre distance

· Both the recipient and the deliverer of the goods should ensure good hand hygiene processes are followed before and after the exchange.

· At locations where items are being dropped off, if a number of exchanges are taking place in quick succession the individual receiving items are advised to use hand sanitiser between exchanges.
	
	
	
	· 
	
	

	Deliveries to the building 

(e.g. post deliveries, regular scheduled deliveries of supplies to the building etc.) 
	Staff receiving, distributing items

Delivery drivers attending site to drop off or collect items.
	COVID-19 as part of global pandemic

staff coming into contact with a service user, member of the public or colleague who may be carrying the COVID-19 virus in connection with their work


	· Those carrying out regular scheduled deliveries or collections to site should be briefed on any changes to operating procedures before arrival.
· Where possible deliveries should be scheduled outside time of maximum occupancy
· All items are to be unloaded ensuring social distancing measures are kept, 
· Where possible delivery drivers should remain in their cabs whilst items are loaded/unloaded

· Where items are of size or weight which cannot be unloaded by a single person, mechanical lifting will be necessary
· Where team lifting is deemed necessary but require the 2m distance to be breached additional mitigations will be required

· Staff should follow local safe operating procedure and risk assessments for manual handling

· Any mechanical aids or trolleys used to unload or move items should be cleaned after use. 
· Where items need to be transported to other areas within the building for storage the movement of such items should take place during periods of low occupancy.
	
	
	
	· 
	
	


	The following training is needed: (e.g. dealing with violence and aggression, asbestos awareness...) 
	For whom (e.g. for which individual or groups of people)
	By when (date)

	
	
	Immediate

	
	
	

	
	
	

	
	
	


I have received, read and understood this risk assessment form:
The Manager and employee should sign and date the form below on each review and the employee(s) should have a copy.

	
	
	TRA RESPONSIBLE PERSON (1)
	
	DATE
	
	TRA RESPONSIBLE PERSON (2)
	
	DATE

	PRINT
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HOW TO CREATE A QR POSTER FOR YOUR VENUE
Venue guide


Create your QR poster


To register, enter your contact details 
including your name and email address.


The website will send a verification 
code to your email address. You will 
need to verify that your email address 
is valid. 


Enter the verification code that was 
sent to your email address into the 
website form. This will allow you to 
continue with registration.


Next, enter your venue name and 
address and click continue. You can 
now add the contact details of the 
person responsible for the venue if 
that is not you. This will ensure that 
they can download the venue’s QR 
poster.


You need to confirm your details are 
correct and then click “Accept and 
generate the poster”. Once your details 
have been submitted, you will receive 
an email with the QR poster. This poster 
is unique to your venue.


Download and print a copy of the 
poster. You will need to print copies to 
display for every entrance in your 
venue. If you have more than one 
venue, you will need a different QR 
poster for each. Please repeat all the 
steps for each location.


Display your poster in a visible and safe 
position at the venue to make sure it 
cannot be easily removed. Visitors will 
then be able to scan the poster to 
check-in.


Go to: 
gov.uk/create-coronavirus-qr-poster
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