	Template Risk Assessment – Reviewed March 2022  


	This template must be adapted for individual premises/services
The assessment must be regularly reviewed to account for the 

current Welsh Government restrictions in force - see https://gov.wales/coronavirus 
and ensure existing or newly introduced measures are effective
The respective ‘Risk Rating – Low, Medium or High’ column should be colour coded red, yellow or green 
for ease of prioritising risks requiring attention.

	Activity/ workplace assessed:
	

	Location:
	Location

	Person(s) conducting or consulted:
	Name(s)

	Assessment reference number:
	Assessment reference number

	Date:
	Date created

	Review due date:
	Review due date

	Review on:
	Review date

	Reviewed by:
	Reviewer name


	00Significant 

Hazard
	People at risk and what is the risk

What is the harm that is likely to result from the hazard
	Existing control measures

What is currently in place to control the risk?
	Risk Rating
	Further action if required

What, if any is required to bring the risk down to an acceptable level?
	Actioned to:

Who will complete the action?
	Due date:

When will the action be complete by?
	Completion date:

Initial & date once the action has been completed

	
	
	
	Likelihood
	Severity/ Consequence
	Multiply

(L) x (S/C)

to produce Risk Rating (RR)
	
	
	
	

	
	
	
	(L)
	(S/C)
	RR)
	L/M/H
	
	
	
	

	Staff, visitors or customers introducing Covid 19 into the workplace
	Staff

Visitors 

Customers
	Follow the self-isolation guidance https://gov.wales/self-isolation
Signage at building entrances advising to not enter the setting if they are symptomatic, have tested positive for Covid 19 or have been identified by TTP as a close contact and are required to self-isolate.
Approval to be obtained from relevant Head of Service if attending the workplace. 


	
	
	
	
	Encourage and support staff to get 2 doses of the vaccine and booster vaccine.
Encourage staff to take lateral flow tests twice a week even if they do not have symptoms Get rapid lateral flow COVID-19 tests if you do not have symptoms | GOV.WALES
Regular awareness of covid 19 and controls communicated with staff.
Signage to remind staff, customers and visitors how they can keep themselves and others safe.
Face coverings required to be worn in congested indoor public places https://gov.wales/face-coverings-guidance-public or where social distancing cannot be consistently maintained. 

	Manager
All Staff

Manager

Manager

All Staff


	Immediately
Immediately
Immediately
Immediately
Immediately

	

	Cross infection of Covid-19 virus to staff within workplace setting by not washing hands or not washing them adequately. 

As above.


	All CCBC staff

Customers

Visitors

All CCBC staff

Customers

Visitors
	Enhanced cleaning of surfaces in regular shared contact (e.g., door handles / push pads, printers, handrails, kettles, handrails, photocopies, fridge doors etc.) by Building Cleaning using cleaning agents identified by Building Cleaning as suitable for killing Covid-19 virus (viricidal and biocidal)

60% alcohol-based sanitiser provided at main public and staff entrances with signage regarding its use.

60% alcohol-based sanitiser available for occasions when people can’t wash their hands with soap and water

Handwashing facilities including water, soap, paper towels/continuous roller towels/electric dryers available for use. 
Posters in place in toilets reminding of the need to wash hands and how to clean hands effectively. 

Sufficient number and location of washing facilities in place based on number of staff and visitors likely to be utilising. 
	
	
	
	
	Provide suitable viricidal and biocidal cleaning agent and cleaning cloth or paper towels, or pre-treated wipe containing over 60% alcohol to enable staff to wipe clean items before and after hand contact.

Ensure shared use of equipment and resources is kept to a minimum. 

Instruct staff to not ‘hot desk’ where possible. Where hot desking is unavoidable or different staff use desks/works area during shifts, ensure these are cleaned between use. 

Monitor and supervise controls to ensure their effectiveness.


	Manager

Manager

Manager

Manager
	Immediately
Immediately
Immediate

Ongoing
	

	Getting or spreading Covid-19 in commonly used or high traffic areas including pinch points
	Employees

Customers

Visitors

Contractors
	Staff encouraged to work from home where possible

Identify:

· areas such as canteens, toilets and staff rooms where people can congregate of where queues can occur.

· areas where pinch points mean that people can’t follow social distancing guidelines e.g. narrow corridors

· areas and surfaces that are frequently touched or where people touch the same surfaces. 

· communal areas with limited air movement e.g. kitchens with no open windows/mechanical ventilation


	
	
	
	
	Signage and posters to remind staff of the steps necessary to keep themselves and others safe 

3-layer face coverings to be worn where consistent social distancing cannot be maintained.  

Limit the number of people in rooms/areas e.g. by staggering breaks

Agree maximum numbers in lifts /toilets

Reorganise space e.g. table in canteens and workstations to reduce contacts.

Physical barriers such as screens in reception areas

One-way systems in corridor and regularly used traffic routes

Leave non-fire doors open to reduce hand contact points

	Manager

Manager

Manager

Manager

Manager

Manager

Manager
	Immediately

Immediately

Immediately

Immediately

Immediately

Immediately

Immediately
	

	Getting or spreading Covid 19 by not cleaning surfaces, equipment and workstations


	Employees

Customers

Visitors

Contractors


	Enhanced cleaning of surfaces in regular shared contact areas/items (e.g. door handles / push pads, printers, handrails, kettles, handrails, photocopies, fridge doors etc.) using cleaning agents identified as suitable for killing Covid-19 virus (viricidal and biocidal). Cleaning to be undertaken by Caerphilly Building Cleaning Services at least daily. If alternative arrangements are in place please specify.
Reduce the need for people to move around the workplace.
Avoid shared equipment where possible and where unavoidable items are cleaned between uses with cleaning agents identified by Building Cleaning as suitable for killing covid 19 virus. 

Minimise contact points e.g. by leaving doors open (not fire doors and if this does not create a security risk). 

Keep surfaces clear to make cleaning easier.

Provide more bins and empty them more often.

Provide areas for people to store personal belongings and keep personal items out of work areas.
Arrangements in place for cleaning if somebody develops symptoms of coronavirus in work.

	
	
	
	
	Provide information telling people who should clean something and when, including what products to use, what precautions to take and what must be cleaned.

Ensure arrangements are in place for replenishing cleaning products.

Monitor and supervise to make sure that people are following the controls.
	Manager

Manager

Manager
	Immediately

Immediately

Ongoing
	

	Contracting or spreading the virus by not maintaining social distance

.
	Employees

Customers

Visitors

Contractors

Drivers delivering to or from workplace


	Instruct staff, visitors, customers and contractors to follow guidance on maintaining social distance.

Identify places where, under normal circumstances social distancing is difficult to maintain – insert details…

Assist those using the premise to socially distance by:

· Provide signage

· Using marker tape on the floor

· Using one-way systems

· Holding meetings virtually as opposed to face to face

· Staggering the times people start or finish work

· Giving customers allocated time slots

· Rearranging work areas and tasks to allow social distancing

· Use empty space in the building for additional rest break areas if safe to do so

· Provide more parking areas or control parking spaces

· Minimise contact with others

If maintaining social distancing isn’t possible:

· Use physical screens and splash barriers

· Use floor markers to show where people should stand and the direction they should face

· Arrange work areas back to back or side by side as opposed to face to face

· Use consistent groupings of teams 

	
	
	
	
	Put in place monitoring and supervision arrangements to make sure people follow social distancing guidelines.

Provide information, instruction and training so people understand what they need do.
	
	
	

	Cross infection of Covid-19 virus from meetings with work colleagues, members of the public / visitors / contractors.


	All staff, members of the public and official visitors attending same CCBC premises


	All but essential face-to-face meetings cancelled – video conferencing or telephone calls held instead. 

Social distancing rule well established nationally and regularly re-enforced in national media, Government communications, internal messages and signage at office entrances.

Hand sanitiser (min. 60% alcohol) provided at main public and staff entrances.

Handwashing facilities available for staff use, and also for public use in public-accessible premises.

Keep a record of employees / customers / visitors to enable them to be contract traced if necessary.

Encourage staff to be vaccinated where it is safe for them to do so.
	
	
	
	
	Where face-to-face meetings cannot be avoided:

· Arrange for essential meetings to take place in a well-ventilated room that is set-up to enable social distancing. 

· Instruct staff to avoid hand shaking or other physical contact with other persons.

· Only essential participants to attend.

	Premises Manager

Service manager
	Immediate

Immediate
	


	Cross infection of Covid-19 virus within 

Premises due to inadequate ventilation.
As above.
	All who enter the premises at risk of covid-19 transmission from each other, and contaminating surfaces they contact directly or indirectly.


All who enter the premises at risk of covid-19 transmission from each other, and contaminating surfaces they contact directly or indirectly.

	· Windows/doors kept open where possible to maintain good ventilation at all times. Natural ventilation is preferable.

· Windows/doors kept open as much as possible whilst maintaining thermal comfort. The temperature should normally be at least 16oC.


	
	
	
	
	Consider::

· opening doors/windows during unoccupied periods, e.g.  before occupation, during lunchbreaks or between uses of certain areas.

· Consider what doors/windows are best opened to maximise air flow and minimise drafts e.g. high levels windows and vents. Windows/doors can be on the latch and do not have to be kept fully open.

· During cooler weather, windows should be opened just enough to provide constant background ventilation and opened more fully during breaks to purge the air in the space being used.

· Open internal and external doors to increase throughput of air where they are not fire doors and it is safe to do so. 

· Consider inclement weather and risk of rainwater ingress through open doors and windows causing electrics/slips/trips hazards  

· Check whether all ventilation is functioning effectively e.g. – window, grids, airbricks are not obstructed. 

· Inform staff occupying rooms how to achieve the most effective ventilation e.g. opening top windows and moving obstructions such as curtains/blinds.

· Set systems to maximum capacity for smaller rooms to ensure greater dilution

· Switch health ventilation and air  conditioning (HVAC) systems to drawing in fresh air where possible, rather than recirculated air. Use ceiling and fresh air to improve circulation of air from outside and prevent pockets of stagnant air forming indoors. 

· Avoid desk fans and if essential l ensure that air is not blown from  person to person

· Identify any poorly ventilated areas and take advice from competent heating and ventilation professionals where necessary.

· Set heating to maintain a comfortable temperature even when windows and doors are open.

· Consider providing additional sources of heating if required. Only use fan convector heaters if the area is well ventilated. 

· Notify staff of the increase in ventilation and encourage them to consider wearing extra layers and warmer clothing.

· Ensure good communication with staff to ensure that they understand the rationale for good ventilation and the need to wear warmer clothes/layers. 

· Consider whether activities can be undertaken outside
	Premises and Service Managers


	Immediate


	

	Cross infection of Covid-19 virus within vehicles used for work purposes

As above.


	All staff who travel in shared work vehicles for work purposes

All staff who travel in shared work vehicles for work purposes
	Staff instructed to no longer car-share as not possible to keep minimum 2m distancing from others within a car.

Alcohol-based hand sanitiser (min 60% alcohol) provided to drivers of shared CCBC vehicles.


	
	
	
	
	Avoid sharing of vehicles where at all possible. Where this is not practical this must be documented in a risk assessment.

Vehicles should be disinfected each morning prior to use using a suitable viricidal and biocidal cleaning agent, or pre-treated wipe containing over 60% alcohol., with particular focus on cleaning the following in accordance with application instructions:
· Outside door handles (both sides)

· Internal door handle (driver’s side only)

· Steering wheel

· Gear stick

· Handbrake 

· Lever and knob controls for windscreen wipers and washers, lights, horn, radio, side window opening/closing etc.

· Sun visor (driver’s side only)

· Seat belt (driver’s side only)

· Seat belt receiver (driver’s side only)

· Outside boot handle

Allow sufficient time to enable vehicle to be cleaned prior to travel.

Instruct and remind all staff to wash their hands where possible, or otherwise apply hand sanitiser on arrival at destination.

Maintain good ventilation. Utilise ventilation system that should be set to draw in fresh air and not recirculate. Keep windows open where possible, utilising heating if cold.  
Open doors between passengers or open windows fully to clear air.

Journeys to be kept as brief as possible.

3 layer face coverings utilised

Individuals sited to maximise physical distance e.g., at rear diagonally across from driver.
	Service Managers
	Immediately
	

	Impact of homeworking during the pandemic
As above.
	Employees
Employees 
	Arrangements in place for keeping in contact with staff and for reporting concerns

Staff wellbeing discussed and employees signposted to wellbeing support if required

Care first counselling service available via telephone or online 24/7

Wellbeing resources available via Carefirst and regularly communicated by e-mails

Self assessment forms in place to identify risks from environment 

Self assessment form utilised to ensure DSE set up in safe

Lone Working Policy.

Home working guidance and template risk assessment.

Above and other resources available from intranet - http://sc-aptdken2/KENTICO10/Departments/HR/Health-Safety/Home.aspx
	
	
	
	
	Follow up action from self assessment forms

Implement appropriate arrangements for staff to raise/discuss their anxieties.

Signpost staff to Care first resources for staff around self-support and well-being in the workplace http://sc-aptdken1/KENTICO/Departments/HR/Health-Safety/Documents/Care-First-Leaflet.aspx

Ensure Line Manager arrangements are in place to supervise staff to take into account mental health and wellbeing.
	Line Managers

Line Managers
	Immediately

Immediately
	

	Increased risk of infection and complication for employees who are clinically extremely vulnerable and workers in higher-risk groups included pregnant employees
	Clinically extremely vulnerable employees and employees in higher-risk groups


	Identify those who are clinically extremely vulnerable employees and employees in higher-risk groups. 


	
	
	
	
	Conduct bespoke risk assessment using HR template for each clinically extremely vulnerable or higher risk employees using the completed workforce risk assessment tool to inform discussions

The risk assessment must take into account work activities, whether any reasonable adjustments are necessary and agreed controls to manage the risk. 

For pregnant employees the risk assessment must address complications raised by the pregnant worker in relation to their pregnancy that may affect their work. See advice in relation to covid-19 and pregnant workers, available at https://www.gov.uk/government/publications/coronavirus-covid-19-advice-for-pregnant-employees/coronavirus-covid-19-advice-for-pregnant-employees    and implement required risk-control measures applicable.
	Line Manager
	Immediately 

For pregnant employees upon being notified of a worker’s pregnancy. Review at least each trimester, or immediately on notification of any concerns by employee or other change of circumstances
	

	First Aid and Fire Safety
	Employees

Customers

Visitors

Contractors
	
	
	
	
	
	Review first aid and fire evacuation arrangements 
If fewer people are coming into the workplace it may still be safe to operate with reduced first aid cover.  Consider how emergency services will be called and directed on their arrival.
Consider how the building will be safely evacuated in the event of a fire and who will liaise with the Fire Service.
	Manager
	Immediate
	

	Re-opening a building after a prolonged period of shutdown – legionella

.
	Employees

Customers 

Visitors

Contractors 


	Ensure that statutory maintenance is compliant, the water system re-commissioned if required and the premises is safe for use.
RAMIS:Live database records for individual CCBC-occupied premises recording site-specific control measures and date last completed.

Hot water systems kept on should remain above 50oC throughout.

Unoccupied sites that turned off hot water boiler(s) resulting in water stored below 20oC, require only weekly flushing of stagnant water and records to evidence this. No temperature checks required.

Partially occupied sites subject to routine safeguards in line with current legionella risk assessment.
	
	
	
	
	Premises where weekly flushing and monthly temperature checks not completed and recorded will require a full recommissioning of the water system prior to reopening.

Where no complete records of legionella controls contact Building Consultancy to ensure appropriate competent advice is sought before reopening the building or use of any potentially contaminated water supply.  Enquiries may be sent to Building Consultancy via e-mail - buildmain@caerphilly.gov.uk 

Where controls have not been maintained and records available to evidence this do not use the water system until competent advice has been sought.
	Premises Manager
	Immediate 
	

	Re-opening a building after a prolonged period of shutdown – statutory maintenance and general maintenance of the premise
	Employees

Customers 

Visitors

Contractors
	RAMIS:Live database records for individual CCBC-occupied premises recording statutory maintenance and any faults requiring remedial work.


	
	
	
	
	Review RAMIS and ensure any tasks shown as overdue are conducted. 

Undertake a visual inspection of the premises, inside and within the site grounds. 

Action any statutory maintenance, maintenance or repairs required.

If any hazards  present an imminent danger prohibited access until remedial action can be taken. 

Where changes/damage is identified to asbestos containing materials follow, the emergency procedures set out in the Corporate Asbestos Management Plan must be followed and the Asbestos Management Team informed - 

asbestosenquiry@caerphilly.gov.uk 


	Premises Manager
	Immediately
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Further information and general health and safety advice can be obtained from Health and Safety Officers of CCBC’s Health and Safety Division – Tel. 01443 86 4072,  or e-mail:-  � HYPERLINK "mailto:healthandsafety@caerphilly.gov.uk" �healthandsafety@caerphilly.gov.uk�   


We will endeavour to respond to you as quickly as possible, but a delay may be inevitable during this challenging time and constantly developing situation.





SEVERITY/


CONSEQUENCE





LIKELIHOOD





High


Unacceptable stop activity make immediate improvements.





Medium


Look to improve within a specified timescale where reasonably practicable.





Low


No further action, but ensure controls maintained and look to improve at next review.








LIKELIHOOD





Likelihood





Very unlikely 


Unlikely


Fairly likely


Likely


Very likely





Severity/ Consequence





Insignificant - no injury


Minor – minor injuries needing first aid


Moderate – up to three days’ absence


Major – more than three days’ absence


Catastrophic – death








