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	Risk Assessment – Corona Virus – return to work

	Assessment No:  4
Assessment Date: 15 September 2020

	Assessed by:  Bruce Howorth
Signature: 

Approved by: Bruce Howorth

Signature: 


	People involved in or affected by the activity:

Employees 

Volunteer supervisors

Volunteers
In this document the term ‘staff’ is used to refer to all of the above; where the term ‘employees’ is used, it refers to paid staff only
Visitors

Customers
	Review date:

As advice changes 

	The intention of this risk assessment and the procedures set out is to reduce to the lowest level reasonably practicable the risk of staff returning to work at 14c Gilesgate in the context of COVID-19.
It may be supplemented by service specific risk assessments.

It is the charitable purpose of the Hextol Foundation to provide working opportunities to those with learning disabilities and mental health needs. This charitable purpose cannot be carried out without some group (or one to one) working. 

The Hextol Foundation will seek to ensure that everyone is treated equally, but it may be the case that some individuals will have to be assessed differently to others to ensure their safety and that of other people.
Supervisors are to carry out dynamic risk assessments throughout the course of the activity, based on location, weather conditions, abilities of the staff present and any other relevant factors, including whether any staff or volunteers present with symptoms.



	
	
	
	
	
	


	Who should return to work

	What is the hazard?
	What harm, and to whom?
	Control measures

	· That people who return to work are carrying the virus 

· Volunteers will not follow the necessary risk management procedures

	· Employees

· Volunteer supervisors

· Volunteers
· Customers

· Members of the public
	· Where possible staff are to work from home. Given the purpose of the Charity is to provide working opportunities to our volunteers this will only apply to a limited number of employees while they are carrying out work which does not involve volunteers. Generally there will need to be 2 employees on site to ensure safety of staff. Staff to be notified in advance of return of the need to inform their supervisor if they start to feel the symptoms of COVID-19, a high fever, persistent cough or loss of senses of taste and smell, whether this occurs at work or elsewhere. If such symptoms are experienced then the rules on self isolation are to be followed and that person will not be allowed to return to work until they have had a coronavirus test and followed the appropriate isolation period – normally at least 10 days from the date of a positive test
· Staff are also required to inform their supervisor if either someone they live with or someone in their support bubble has symptoms or has tested positive, or if they’ve been told by NHS Test and Trace that they have been in contact with someone who has coronavirus and to follow the appropriate self isolation period – usually at least 14 days. 
· Before returning to work staff are required to provide written confirmation that they are symptom free, have not been in contact with anyone with symptoms in the previous 14 days (so far as they are aware) and have not been told to shield or self isolate 

· Volunteers will be assessed on a case by case basis as to whether they are capable of following relevant instructions, including (but not limited to) those on social distancing and hygiene. A volunteer will not be allowed to return if there is any doubt as to their ability to follow such instructions, or may have restrictions imposed on their return – for example returning only if accompanied by support staff.

	
	
	

	Protecting those at higher risk 

	What is the hazard?
	What harm, and to whom?
	Control measures

	· The staff group may contain people who are assessed as clinically vulnerable or clinically extremely vulnerable. This may not be apparent to employees
	· Employees

· Volunteer supervisors
· Volunteers
· Customers
· Members of the public
	· As above staff must disclose whether they are in a higher risk group (either clinically vulnerable or extremely vulnerable) before returning to work or if they are placed in such a group after returning
· Each case of a person in such a group will be assessed individually
· As shielding for these groups has been paused at present staff in these groups may return to work but their designation as being in a higher risk group will be taken into account when considering their suitability to return to work, and especially the ability to maintain social distance given the nature of the work to be done and the individual in question including their ability to follow instructions




	Social distancing

	What is the hazard?
	What harm, and to whom?
	Control measures

	· That certain activities cannot be carried out while maintaining safe social distancing of 2 meters
· That social distancing will not be respected by volunteers and others (public staff etc)

	· Employees

· Volunteer supervisors

· Volunteers 
· Visitors

· Customers 
	· Two working bubbles have been created for staffing at the Tans and Gilesgate, the intention is that these bubbles should not mix.  Sheila Jenkins and Jo Dickinson will be based solely at the Tans in one bubble. Alice Pope, Claire Smith and Bruce Howorth will form the other bubble.
· Nicky Edwards and Cherie Sutherland will work from home. Both are able to slot into other work areas should one of the groups have to self isolate

· Volunteers have been separated so that they are not working across the bubbles 

· Wherever possible social distancing of 2 meters should be maintained. Steps as detailed below will be taken to ensure social distancing is possible and maintained
· However, where this is not possible – eg if help is required with lifting then the supervisor must:

· Consider whether the activity is necessary and only proceed if it is

· Keep the activity time as short as possible

· Manage the activity so that face to face working is avoided in favour of side by side or back to back working where possible
· Require the use of appropriate PPE which may include gloves and face coverings
· Reduce the number of people with whom an individual works closely, eg by limiting any close working to a particular pair of people

· Hands to be washed and/or sanitised before and after the activity

· Supervisors to remind volunteers at the beginning of each shift of the need for social distancing

· Supervisors to manage situations where social distancing may be compromised (eg when arriving on site or when moving around site) to maintain social distance where possible

· Supervisors to be vigilant to the risk of third parties compromising social distance and to take such steps as are reasonable and necessary to protect themselves and other staff

· The size of teams will be limited by reference to the area where they are working within the building. Generally teams will be maximum of two volunteers and a supervisor although in some situations this may not be possible  Notices are to be displayed in areas where staff are working reminding people to maintain social distancing

· Shift start times to be staggered to reduce the number of people arriving and leaving site at any particular time

· Floors will be marked to indicate the space between people which is necessary to maintain social distancing 

· All rooms shall be assessed as to how many people can safely use them together and notices shall be prominently displayed to make this clear

· Access to specific areas and rooms may be limited (except in emergency situations) to specified individuals and the restrictions will be clearly displayed on notices on room entry doors

· Sharing of desks (“hot desking”) will be avoided wherever possible and where it is not possible sharing of equipment such as key board and mouse will be avoided 

· Workstations will be assigned to individuals where possible

· Areas shall be marked around desks to show the social distance required

· Where staff make drinks they shall wherever possible make their own and not make any for other people. They shall also not share cups/mugs but each be allocated one to use. It is appropriate for employees to make refreshments for volunteers where there would otherwise be a risk the volunteer would either delay others or may not comply with hygiene requirements, in which case disposable cups must be used
· All rubbish will be safely removed from the building on a regular basis
· Meetings will not take place face to face but by electronic or virtual means wherever possible

· Where meeting in person is required only those who are required to attend the meeting shall be present, face coverings must be worn and social distancing ,maintained, including observing the limit on numbers of people who can occupy a room



	Hygiene and cleaning

	What is the hazard?
	What harm, and to whom?
	Control measures

	· That there will be transmission of the virus by touching contaminated surfaces
	· Employees

· Volunteer supervisors

· Volunteers 

· Visitors

· Customers 
	· The premises will be thoroughly cleaned throughout before staff return to them

· All tools and equipment will be cleaned before the start and at the end of each shift using disinfectant spray and/or wipes

· Tools will be issued to specific individuals wherever practicable. If it is necessary to share tools or equipment they must be cleaned before being used by another person.
· Good hand hygiene is essential to avoid transmission in this way, therefore all staff are to be required to wash their hands on arrival and before and after taking a break. 

· Hand sanitising gel is to be available to all staff and in all rooms
· All touch points are to be cleaned at least twice a day and more frequently if necessary. This includes, but is not limited to: light switches, door handles, etc

· Tissues to be available in all rooms along with appropriate ways to dispose of them

· All shared items to be removed wherever possible – eg pens, enquiry log, shift attendance diary, franking record etc

· All staff to have their own equipment, including pens etc wherever possible

· All bins to be emptied on a regular basis



	If someone displays symptoms at work

	What is the hazard?
	What harm, and to whom?
	Control measures

	· A member of staff becomes symptomatic at work
	· Employees

· Volunteer supervisors

· Volunteers 

· Visitors

· Customers 
	· All staff to have temperature checks on arrival at work. The results will be recorded in writing. Anyone whose temperature is 37.8 C or higher is regarded as having a fever and should be sent home and advised to seek a coronavirus test, notify us of the result and to follow self isolation procedures
· Anyone who becomes unwell at work should be sent home immediately. Before each volunteer is allowed to return to work an individual plan shall be agreed to explain how they will return home if that is necessary

· If a volunteer becomes unwell at work they should be isolated from other people until they can leave the premises in accordance with the plan agreed previously. The Mulholland Room will be used for this purpose and cleaned thoroughly immediately after use
· In the event of a member of staff becoming unwell with symptoms suggestive of COVID the Chief Executive must be notified immediately and an incident report prepared



	Personal protective equipment and clothing

	What is the hazard?
	What harm, and to whom?
	Control measures

	· PPE is not available when needed

· There is over reliance on PPE at the expense of other control measures
	· Employees

· Volunteer supervisors

· Volunteers 

· Visitors

· Customers 
	· It is acknowledged that PPE is not a substitute for alternative COVID control measures

· Effective face coverings will be worn when vols are on site. Disposable face coverings will be available but staff may wear their own if they wish. It will be a matter of personal choice for members of staff as to whether they wear a face covering when vols are not on site. Any member of staff wearing their own coverings will be advised to wash them on a daily basis
· An effective face covering is one which covers the nose and mouth while allowing you to breathe comfortably; fits comfortably but securely against the side of the face; is secured to the head with ties or ear loops; is made of material that you find comfortable and breathable; and includes at least two layers of fabric
· So far as possible members of staff should avoid sharing any items of PPE, whether specifically for COVID control or otherwise – eg gloves, goggles etc
· Disposable items such as gloves and face coverings shall be safely disposed of after use

· All staff shall wear their own uniforms and are responsible for keeping them clean. They are to be advised to wash them after every shift.



	Communication

	What is the hazard?
	What harm, and to whom?
	Control measures

	· That the details of this risk assessment are not understood and complied with
	· Employees

· Volunteer supervisors

· Volunteers 

· Visitors

· Customers 
	· All employees who may work from or visit the premises are to be briefed on control measures by the CEO and before any volunteers are allowed back to shifts

· Employees are to receive a copy of this risk assessment and all associated procedures and to sign to acknowledge they have read them

· Volunteers are to receive written details of the procedures to be adopted on their return to work, and warning of any risks along with control measures being implemented to mitigate them before returning and to return the declaration and agreement referred to above

· These procedures will be made available to all interested parties on request including families of volunteers, care and support staff, customers, visitors and suppliers



	First aid and emergencies

	What is the hazard?
	What harm, and to whom?
	Control measures

	· It is necessary to give first aid at work

· An emergency occurs eg fire or accident
	· Employees

· Volunteer supervisors

· Volunteers 

· Visitors

· Customers 
	· It is recognised that in the event of an accident it may be vital to give first aid

· In emergency circumstances it is not necessary or possible to stay 2m apart

· Where first aid needs to be provided, physical contact should be kept to a minimum, and disposable gloves and a face covering worn

· Existing first aid kits will be supplemented with aprons

· If CPR is necessary it will be limited to chest compressions – rescue breaths are not permitted during the COVID pandemic

	Visitors

	What is the hazard?
	What harm, and to whom?
	Control measures

	· Visitors to site do not maintain social distancing

· Surfaces are contaminated by visitors

· Visitors do not follow the control measures above

· Visitors are exposed to COVID on site
	· Employees

· Volunteer supervisors

· Volunteers 

· Visitors

· Customers 
	· Wherever possible personal visiting will be discouraged in favour of virtual contact

· Deliveries will be left outside the front door and brought into the building by a member of staff wearing appropriate PPE

· Areas will be marked outside and inside the front door where visitors will be asked to stand before being allowed to proceed into the building
· The door shall be opened from within the front office when possible and safe to do so

· All visitors will be accompanied by a member of staff while on site to ensure compliance with these procedures

· Collections shall be made in a way which maintains social distance and limits face to face contact


	Breaks and food

	What is the hazard?
	What harm, and to whom?
	Control measures

	· Failing to maintain social distance during coffee and other breaks

· Passing contamination though shared items
	· Employees

· Volunteer supervisors

· Volunteers 


	· Communal lunches will not be permissible
· Breaks shall be taken in the areas where staff are working, or in reception for Gardeners and Warehouse
· Where staff make drinks they shall wherever possible make their own and not make any for other people. They shall also not share cups/mugs but each be allocated one to use. It is appropriate for employees to make refreshments for volunteers where there would otherwise be a risk the vol would either delay others or may not comply with hygiene requirements, in which case disposable cups must be used




	
	Assessment read and understood by:


	Name:

	Signature:

	Date:

	Comments:
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