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	MANAGER: TREVOR ENGLAND
	OVERALL RISK RATING: 

(Delete as appropriate)           LOW / MEDIUM / HIGH

	NAME OF ASSESSOR: SIMON ASTON

	LOCATION:  THE CHARMANDEAN CENTRE

	WORK ACTIVITY OR PREMISES TO BE ASSESSED: 
RETURN AFTER LOCKDOWN COVID-19 Risk Assessment 

	ADDITIONAL PERSONS TO BE CONSIDERED:         
STAFF/PUBLIC

	KEY
S - Severity 1/2/3/4/5 -  1 = Trivial Outcome, 2 = Minor Outcome, 3 = Moderate Outcome, 4 = Major Outcome, 5 = Severe Outcome
L - Likelihood 1/2/3/4/5 - 1 = Rare, 2 = Unlikely, 3 = Possible, 4 = Likely, 5 = Very Likely
R - Risk (calculation) - Severity X Likelihood 2x3=6 etc. 
Risk Rating – 1 - 4 = Low, 5 - 12 = Medium, 15 - 25 = High      
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	  1
	Entry onto site and declaration









	Exposure to Staff or visitors from others due to:
1) Living with someone with a confirmed case of COVID-19.
2) Have come into close contact (within 2 metres for 15 minutes or more) with a confirmed case of COVID-19. 
3) Being advised by a public health agency that contact with a diagnosed case has occurred.

	Staff will at the start of each shift:
· Make a verbal declaration at the start of the morning/afternoon shift that they are feeling well.
· They will observe the latest Government Guidelines on social distancing whilst walking around their working area (at least 2 metres distance between each other)
· Wear face coverings when using public transport and in crowded and enclosed spaces where staff come into contact with people that they do not normally meet. 
· Confirm that they have not got a new continuous cough and or high temperature and have not experienced a loss or change to their sense of smell or taste 
· Reminded that if they feel unwell during the shift then they should inform their supervisor straight away.
· That they are not living with someone with a confirmed case of COVID-19.
· They have not come into close contact (within 2 meters for 15 minutes or more) with a confirmed case of COVID-19.
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	3
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	If staff or visitors are not feeling well, they should be asked to go home.
If during the course of the visit a visitor starts to feel unwell then they should be sent home. 
The Centre Manager should be informed if a member of staff or visitor goes home due to symptoms of COVID-19.
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	Attendance at the Charmandean Centre


	Suspected case of Covid-19 whilst at the centre could lead to infection of others such as staff and visitors


	If a member of staff/visitor develops a high temperature or suspected high temperature or a persistent cough while at work/centre, they should follow the centres procedures and: 
· Return home immediately  
· Avoid touching anything  
· Cough or sneeze into a tissue and put it in a bin, or if they do not have tissues, cough and sneeze into the crook of their elbow.
· If it is suspected that they may have COVID then they should be encouraged to book a Rapid lateral flow test even if they do not have all the identified symptoms.
· If necessary contact their GP immediately.
· They must then follow the guidance on self-isolation and not return to work until their period of self-isolation has been completed.

	3
	2
	6
	The Centre Manager should be informed if a member of staff or visitor goes home due to symptoms of COVID-19.
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	Presence on sight – hygiene 


	Possible transmission of COVID-19 due to poor hygiene or inadequate cleaning
	All staff and visitors to ensure that they:
· Continue following ongoing government guidance
· Follow good NHS hygiene measures at all times.
· At the start of each visit staff/visitors will wash their hands with soap and water or use the wall mounted hand foam sanitiser before entering the Centre.
· At the start and end of each session staff/visitors will wipe down equipment/desk tops and/or their work area with antibacterial wipes.
· Where applicable wear designated PPE such as masks and gloves etc. 
· Staff will work/sit at the same work area.  
· Staff/visitors to avoid close contact with each other and observe Government Guidelines on social distancing.
· Try to restrict their movement as far as possible around the Centre.
· Staff/visitors are reminded to cover their mouth and nose with a tissue or their sleeve when they cough or sneeze.
· Dispose of tissues or wipes in the bin and to immediately either wash or sanitise their hands afterwards.
· Paper towels to be supplied in the toilets that have been identified as having upward facing hand dryers which should be turned off.
· An enhanced cleaning regime organised by staff. With daily checks carried out and staff to report any defects.
· Soft furniture that is difficult to clean to be removed from use or fabric cleaner available. 
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	Wall mounted Hand foam sanitiser to be fitted in the Centre.

Antibacterial wipes provided in the Centre where required or identified.

Posters to be displayed reminding of Government Guidelines.

In the main Temple the number of chairs with arms to be restricted.
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	Working environment
	Staff or visitors might get infected due to poor hygiene or direct contact with an individual with COVID-19
	· A copy of the risk assessment to be available. 
· Visitors will not be permitted to wander around the centre site.
· Communicate to visitors that are required to pick up or drop off a personal at the Centre then they stay in a safe area away from any entrance or exit.
· Staff/Visitors to be constantly reminded regarding good hygiene practices and social distancing.
· Perspex screens to be erected at key areas where there is face to face interaction with visitors ie Receptions, Bar areas, etc
· Signage placed around the centre reminding visitors of social distancing.
· One-way system to be identified for movement around the centre and where required ie procession in and out of the main Temple and in the Robing room.
· Visitors told to walk on the left through entrances, corridors etc. and markings have been put out in certain areas to ensure this is followed
· Pinch Points where gathering of staff and visitors identified such as lifts, toilets, smoking areas etc. to be signed and 2m lines taped out. 
· Toilets, where it is identified that the men’s urinals are too close together then every other urinal should be taped over so that social distancing can be observed.
· Visitors to only attend the Centre for prearranged functions. Once they have finished their function to vacate the Centre to avoid excessive build-up of personal. 
· Numbers in function rooms to be reduced to ensure that social distancing is observed.
· Wherever possible doors and windows should be opened to promote good ventilation.
· Offices and function rooms to be organised so tables or chairs are not facing face to face where possible
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	2m lines or physical barriers placed out at pinch points where required. 

Lift to be marked and signage put up for maximum capacity of 2 at any one time to maintain social distancing – priority given to mobility impaired visitors.  
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	Staff Office
	Possible transmission of COVID-19 from staff working in close proximity to each other in a shared office space
	In order to keep the risk of COVID-19 to a minimum, managers should ensure that: 
· Office area is large enough and arranged in such a way that Government guidelines can be followed (for example staff are >2m distance from each other) 
· Desks arranged so staff are using back-to-back or side-to-side working (i.e. not facing each other)
· Any furniture that is not being used should be either placed neatly out of the way or removed.
· Wherever possible doors and windows to workspaces should be opened to promote good ventilation. 
· Appropriate resources available within the office. NB. Sharing of equipment or stationery should be avoided wherever possible if not then shared materials should be cleaned between users (photocopiers etc.).
· Staff to operate an empty desk policy so that workstations can be cleaned effectively.
· Separate Office Risk assessment completed 
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	Risk Assessments to be completed by the manager prior to staff returning to shared office spaces and circulated to relevant staff and Health & Safety Director. 

Staff to be made aware that an empty desk policy is in place
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	Emergency











	Due to restricted centre operations staff and visitors may not be aware of safety procedures and may be injured in the event of an emergency such as a fire. 
	· Staff and visitors to familiarise themselves with the centres site evacuation procedure.
· In case of fire or fire alarm activation, everyone to use their nearest available exit route, even if a one-way system has been developed for day-to-day attendance
· If the recommended social distancing in corridors and assembly points is not achievable, staff should manage this to ensure the greatest separation available is utilised
· Staff and visitors to be aware of the location of the Assembly Point.
· Staff/supervisors/secretaries to ensure that they have a register of all their visitors/members to use as a roll call if an evacuation occurs – all individuals entering the Centre must sign in and sheets will be collected by a member of the estates team in the event of an emergency.
· Staff and visitors to familiarise themselves with the centre’s First Aid procedure.
· In the small number of cases where fire doors have been propped open in order to aid natural ventilation (as a control measure for COVID-19) these must be closed by staff as they exit the room – any doors propped open must be observed by staff at all times and should be closed upon exiting the room. 
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	Staff to ensure that they know the evacuation process and procedure.

Staff to read centres First Aid advice for COVID-19 
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	Contractors, members of the public, deliveries etc. coming onto Charmandean property
	Risk to staff/visitors of contamination from external persons coming into the Centre
	· Wherever possible bringing unauthorised external people into the Centre is to be avoided. 
· Staff to ensure that wherever possible only are only allowed into the Centre via a pre-arranged appointment.
· All individuals coming into the Centre are reminded of current social distancing guidelines and good hygiene practices.
· Only authorised personnel allowed access into the Centre.
· Controlled delivery system with staff informed when there is a delivery.
· All contractors/visitors coming onto site are by prior appointment and met at reception by a member of staff and escorted during their time at the Centre. – the usual sign in and induction procedures to be followed for all visitors.
· 
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	Staff/visitors dealing with heightened anxiety or poor mental health 
	Staff/visitors could be anxious about returning to work/the Centre, this could cause work related stress or poor mental health exacerbating any mental health condition
	· Referral to Occupational Health via HR for staff
· Employee assistance programme in place information available via HR
· Training will be carried out so staff and visitors are aware of the additional safety procedures that have been put in place to control the risk.
· Staff and visitor’s handout completed “Stay Safe at the Charmandean”
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	Pregnant, BAME (Black, Asian, minority ethnic groups) or vulnerable staff/visitors
	Staff/visitors considered high risk or who were shielding.
Higher risk of infection if they have underlying health conditions e.g. diabetes or obesity

	· Staff/visitors living with someone who had been shielding should decide if it is advisable for them to come into the Centre in line with government guidelines
· Staff/visitors who fall under BAME communities and were identified by their GP as needing shielding, or have underlying health issues should assess if it is advisable for them to come into the Centre.
· If staff/visitors fall under BAME community or are potentially vulnerable but have not been identified as ‘high risk’ PPE will be available at all times when in the building even if not mandatory 
· Limiting duration of close interaction
· Maintain social distancing where possible or provide additional risk mitigation such as (PPE, screens etc.)
· Avoiding public transport/rush hour through adjustments to working hours
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	All staff and visitors need to be made aware of potentially vulnerable individuals, why they are identified as a higher risk and that extra precautions need to be made for them whilst at the Charmandean.
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	NHS Test and Trace
	Possible transmission of COVID-19 through direct contact
	The Charmandean is committed to complying with the NHS Test and Trace process. Individuals who are contacted under the NHS Test and Trace to say that they have been in contact with a person who has COVID-19 must:
· Follow advice given to them by the NHS and self-isolate immediately
· Staff and visitors must contact the Centre manager immediately.
· Individual who takes the call should ensure that they take all relevant information and ask any required follow up questions and report onto the relevant person as required
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	PCR Tests 
	Staff may need to get tested for COVID-19
	There are 2 main tests:
· PCR tests- mainly for staff with symptoms, these are sent to a lab for testing
· Rapid lateral flow tests- only for staff who do not have symptoms, these are completed at their home address

	2
	2
	4
	
	
	

	12
	Ventilation 
	Staff/visitors may catch the virus due to stagnation of contaminated air due to insufficient ventilation 
	· Ventilation has been assessed to ensure that there is sufficient air movement and regular air changes in line with government guidelines and the CIBSE COVID-19 Ventilation Guidance.
· For rooms with mechanical ventilation via Air Handling systems:
· The system should be operating at all times whilst persons are present. Systems should be started prior to room occupancy to allow for a suitable change in air.
· Mechanical ventilation systems throughout the Charmandean Centre are air handling systems (not air conditioning units) and so do not recirculate used air, ensuring that fresh air is taken in from outside and air within a room is extracted out. 
· For rooms with natural ventilation only:
· Windows should be used more than normal to ensure that a room gets sufficient airflow, as long as the windows are safe to open. 
· Windows should be opened 15 minutes prior to the room being occupied. 
· Opening higher level windows is recommended in the first instance as this will reduce cold draughts. Both high- and low-level windows can be used when deemed necessary - during winter this is less likely as the flow rate of natural air is higher than in summer.
· Cross ventilation of airflow in rooms is preferred but many rooms throughout the site do not have windows on both sides, in this case single sided ventilation is sufficient unless the room is of considerable size. If single sided ventilation is used in a large room, then fans should be used to enhance air disturbance and hence reduce the risk of stagnant air.
· Cross ventilation where air travels from one occupied room into another should be avoided where possible by keeping internal doors closed. 
· Due to the articular design and age of the building, the ceilings in the main congregational areas are very high together with the windows being constructed of metal and are around 50 plus years old. The Centre suffers from a constant air movement which helps with the ventilation and air circulation. 
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	Links to key government guidance
· Coronavirus Covid-19
· Stay at home: guidance for households with possible coronavirus (Covid-19) infection
· Staying alert and safe (social distancing)
· Staying at home and away from others (social distancing)
· Covid-19: guidance on shielding and protecting people defined on medical grounds as extremely vulnerable
· Safe working in education, childcare and children’s social care settings, including the use of personal protective equipment (PPE)
· What parents and carers need to know about schools and other education settings during the coronavirus outbreak
· Covid-19: guidance on supporting children and young people’s mental health and wellbeing
· Covid-19: cleaning in non-healthcare settings
· COVID-19: guidance for first responders
· Coronavirus (Covid-19): safer travel guidance for passengers
· Handwashing advice is at https://youtu.be/bQCP7waTRWU

This is not an extensive list and there are other guidance notes that have been circulated. There is also a continuous stream of new information being circulated by the Government and local authorities.
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