
	​Task / Activity Covered by the assessment
	Risk Assessments for Council Buildings
	National COVID-19 Alert Tool
	Likelihood (L)
	X
	Impact (I)



	
	
	1


	Almost Impossible 
	1
	Insignificant (minor injury, no time off)

	Workplace
	PORTSLADE TOWN HALL 
	2
	Unlikely
	2
	Minor (non-permanent injury, up to 7 days off)

	Date of Assessment
	20.12.2021
	3 
	Possible
	3
	Moderate (injury causing more than 7 days off)

	Person Completing 
	S. Gumbrell
	Manager
	Mike Bayton
	4 Current Level
	Likely
	4
	Major ((death or serious injury)

	Staff involved in assessment
	BHCC Staff / Contractors / Visitors
	5
	Almost Certain 
	5
	Catastrophic (multiple deaths)

	Assessment reviewed when National Coronavirus Alert Level Changes
	Low 

=1-3
	Moderate 
= 4-7
	Significant 

= 8-14
	High 

= 15-25


How to use this Risk Assessment (RA):
· This RA is used to mitigate the risk from COVID-19 and covers WORKPLACE FACTORS in a Corporate Building.  This RA should be used alongside any other risk assessment for the task being undertaken.

· To calculate Risk Rating (R):  assess the likelihood (L) of a member of staff/others contracting COVID-19 taking into account the control measures that will be in place against the most likely impact (I) of contracting COVID-19 might have L x I = R 
· This risk assessment includes the national COVID - 19 alert tool (in the table above) as a guide/ baseline on the likelihood of infection without control measures in place. By introducing control measures the risk in the workplace should be no higher than the current Alert level and where possible the risk will be reduced to below the current level. The national level is based on the COVID-19's reproduction (R) number, a scientific measure of how fast the virus is spreading and as R reduces, the alert level will be lowered by the Government. 
· The risk assessment must be reviewed whenever the national Coronavirus alert level changes. 

Key Principles:

Government guidance stipulates that from 13th December 2021 – Office Workers who can, should now work from home.
This RA must be adapted to reflect the risks within your service and consider local arrangements and procedures for managing health and safety. Discuss and engage with your staff where new working procedures/ practices are required.
	WORKPLACE FACTORS – Applies to all workplaces

	What are the significant, foreseeable, hazards?

(the dangers that can cause harm)
	Who is at Risk?
	National COVID-19 Alert Level
	Control Measures 

(What control measures will be in place/ introduced)
	Risk Rating

(L = Likelihood X I = Impact)

	
	
	
	
	L
	I
	R

	1.


	Transmission of COVID-19 through close contact or proximity to others

· Practical tips

· Access and egress

· Movement within the building/ workplace


	Staff / Visitors /

Contractors


	
	There are some practical things we can all do to reduce the risk of catching or spreading coronavirus:

· Take lateral flow tests (LFT) regularly, especially when mixing with other households, before attending the workplace or if you will be in an enclosed or crowded space, or where there is limited fresh air. If your LFT test is positive, self-isolate and get a PCR test. You can order tests online, collect from Jubilee Library or Hove Town Hall or register for a collect code to pick up test kits at local pharmacies.
· Stay at home if you’re unwell, to reduce the risk of passing on other illnesses onto friends, family, and colleagues.

· If you have any Covid-19 symptoms, stay at home, get a PCR test and self-isolate until you get your result. If your PCR test is positive you must continue to self-isolate. 

· Get your Covid vaccinations and your booster when you’re invited. 

· book your free flu jab as a Council employee.
Access and Egress:  BHCC operates a 1m social distance policy.  Where possible, maintain 1m distance between people in all parts of the workplace and: 
· Wear a face covering when entering the building unless you are exempt. 
· Sign in/out in the lobby of the staff entrance.  Once the register has been signed, please ensure the pen is sanitised.   

· Once signed in, staff can access the building and go to their allocated desk.  Both stairways are 2-way traffic, so please give way if someone is already on the stairs. 
· STAFF WILL NEED TO SIGN OUT AND BACK IN IF LEAVING THE BUILDING FOR ANY REASON (except for short breaks in the immediate vicinity where you will be able to hear any alarm siren) as the register will be used in the event of a fire evacuation (please see section 7), so it is important that all staff follow this procedure
· Markings are provided to aid with direction.  

· Hand sanitisers are installed in all communal areas. 
Movement around the building/ workplace:
· Staff should wear a face covering, unless you are exempt, whilst moving around the building, and when using the printer/photocopier. Please use the disinfectant wipes to clean the printer after use.
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	2.
	Transmission of COVID-19 through close contact or proximity to others

· workstations
	Staff


	
	· All workstations have been allocated to ensure that the correct physical distancing measures remain in place.
· There are no Hotdesks available.
· Disinfected wipes are available for each bank of desks.  Staff are expected to wipe down their workstation both before and after use.  Please contact the Premises Helpdesk when the packet of wipes is nearly finished, and a new packet will be provided. 
· Doors with door magnets will be opened to reduce physical contact for staff, as well as increase the air flow.  Certain doors i.e., toilets, doors to stairwells must remain closed.

· Public Health advice is to ensure good ventilation, so please open windows whilst at your workstation, remembering to close the windows when leaving. 

	2
	3
	6

	3.
	Transmission of COVID-19 through poor or inadequate hygiene measures e.g.

· Insufficient hand washing facilities
· Toilet/ welfare facilities

· Inadequate cleaning materials

· Infrequent cleaning regime


	Staff /

Visitor /

Contractors 
	
	New Cleaning procedures and promotion of handwashing and hygiene procedures to help everyone keep good hygiene through the working day:
· Posters are displayed in all toilet/kitchen areas to build awareness of good handwashing technique, the need to increase handwashing frequency, avoid touching your face and to cough or sneeze into a tissue (and bin safely), or into your elbow if a tissue is not available.

· Hand sanitisers installed in all kitchen areas and communal areas on all floors.

· Soap dispensers are provided in the kitchen.
· Enhancing cleaning for busy areas and includes daily cleaning of touchpoints (door handles/door plates/light switches/dispensers etc)
· Disinfectant wipes are provided in kitchen areas to enable staff to clean the handles of white goods/ cupboards etc and staff are encouraged to use their own crockery/ mugs and to remove these from kitchen areas after use, and to remove lunch boxes from shared fridges daily.

· All meeting rooms are stocked with bottles of sanitiser as well as disinfectant wipes. The meeting organiser will be expected to clean the meeting room table and chair arms prior to and after the meeting.  Please allow some time either side of the meeting to carry this out.
· Flip top (red) bins are provided in all rooms (for waste such as wipes/face coverings/used tissues).  These will be double bagged.
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	4.
	Transmission of COVID-19 through close contact or proximity to others
· Meetings

· Visitors
	Staff / Visitors
	
	Reduce transmission due to face-to-face meetings and maintain physical distancing in meetings by:
· All meetings should be taking place virtually where possible.

· Hold meetings outdoors if possible, or open windows whilst meeting taking place.  Please ensure windows are closed when the meeting finishes.
· Meeting organisers should advise attendees on the physical distancing and hygiene measures on or before arrival.  THIS WILL COVER ALL OF THE NEW PROTOCOLS DETAILED IN THIS RISK ASSESSMENT.

· Meeting organisers must sign in visitors coming into the building (with the pen sanitised at the completion of signing in) or visitors will be asked to use their own pen.  

· Avoiding transmission during meetings, for example avoid sharing pens and other objects.

· A bottle of sanitiser as well as wipes are provided in all meeting rooms. 

· The Novus Portus meeting room has a maximum capacity of 12 to maintain social distancing. The meeting organiser will be responsible for cleaning the room prior to and after the meeting with the wipes provided.  Please allow some time on each side of the meeting for this to take place and leave the door open whilst cleaning to allow fresh air to flow.

	3
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	5..
	Transmission of COVID-19 through close contact or proximity to others

· Common areas*

[*canteens, reception areas, meeting rooms, areas of worship, toilets, gardens, fire escapes, kitchens, fitness facilities, storerooms, laundry facilities]
	Staff
	
	· Break times should be staggered to reduce pressure on kitchen area.  Staff are asked to adopt a common-sense approach to communal spaces. 
· Staff are encouraged to use safe outside areas for breaks.
· Install screens to protect staff in receptions or similar areas.

· Due to limited space, there are no breakout or seating areas allocated within Portslade Town Hall.  When using the kitchen area, staff must wear a face covering, unless you are exempt, and where possible, maintain a 1m physical distance.
· Staff are requested to use multi-cubicle/urinal toilets/showers on a one in/one out basis.

· Personal items and clothing are to be stored in personal storage spaces, for example, lockers.

· When Events are taking place in the Main Hall, Staff should exercise caution when moving along the corridor between the Hall and main entrance doors, particularly when carrying hot drinks.  Staff and Event attendees will use face coverings when using the communal areas. There will be a one-way system for entering/exiting the Hall from the corridor.  The double doors on the right (west side) will be for entering the Hall and the double doors on the left (east side) will be for exiting the Hall
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	6.
	Accidents, Security and other incidents
	Staff 

Visitors
Contractors
	
	Safety will be prioritised during incidents:

· In an emergency e.g., an accident or fire people do not have to stay 1m apart if it would be unsafe to do so.
· In an emergency ALL STAFF WILL BE RESPONSIBLE FOR THEIR OWN EXIT FROM THE BUILDING.  This would have been covered in the reinductions.   ALL RULES SURROUNDING THE 1 WAY SYSTEM / ENTRANCES / EXITS WILL BE NULL AND VOID.  STAFF TO USE ALL AVAILABLE FIRE EXITS AS PER A NORMAL EVACUATION. 

· In the event of a fire evacuation, the signing in sheet is to be collected by staff working either in the Housing Office or the 1st floor Office above Housing, on their way out of the building, to use as the evacuation checklist at the muster point.  This list will be used to notify the Fire Brigade that there may still be people in the building. Please ensure that all staff are fully aware of the need to keep this list up to date as the lack of fire warden coverage means that the building won’t be checked for stragglers.
· If there are no staff working in either the Housing Office or 1st floor Office above Housing, then the signing in sheet will not be collected and taken to the muster point.  In this instance, Staff working in the east wing would need to notify the Fire Brigade that they are unsure whether the building has been fully evacuated.
· People involved in the provision of assistance to others should pay particular attention to sanitation measures immediately afterwards including washing hands
· Follow COVID-19 First Aid guidance for First Aiders 
If a person falls ill with COVID-19 symptoms in the workplace:
· The member of staff should return home immediately and arrange a test.

· If the member of staff is too unwell to leave work unaccompanied, move them to a designated ‘safe zone’ (consider an area that could be left unused for 72 hours or could be easily deep cleaned)
· A first aider (if available) should remain with the unwell colleague until collected by their next of kin; alternatively, transport will be arranged for them to be taken home safely.
· A face covering will be worn by the first aider if 1 metre cannot be maintained with the unwell colleague.

Confirmed cases of COVID-19 – Managers actions when notified of a diagnosed case of a member of staff

· Staff will be encouraged to get tested and the testing routes communicated
· Manager will complete ‘Manager checklist for COVID-19 Confirmed staff’
· All diagnosed cases will be reported to the Corporate H&S team using the incident reporting process to identify whether that individual became infected at work and to review the physical distancing procedures, hygiene measures and PPE in place to ensure they remain effective.
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For further info on risk assessment see: BHCC Risk Assessment Guidance





COVID-19 Secure Risk Assessment Form for Services





     








