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Review Date: Ongoing
	Hazard
	To Whom
	Severity
	Likelihood
	Risk

	Spread of Covid-19 through employees and out into wider community.

	Staff
	         3
	3
	9

	
	Visitors/Contractors
	3
	2
	6

	
	Wider Community
	4
	2
	8

	Existing Precautions
	Additional Precautions
	Who
	When

	· Where staff can work from home and deliver their service effectively and fully, they should work from home.

· Line managers to review the current working arrangements for staff currently in the office to ensure staff who can work from home on a full time or part time basis are facilitated to do so in line with the Executive guidance.  
· Line Managers must carry out a risk assessment for their staff working in EA premises in relation to any risks arising from their roles and responsibilities.
· Staff should only attend EA buildings to carry out duties which cannot be carried out from home. 
· Only staff identified by Heads of Services will be required to attend EA premises.  Heads of Services are obliged to inform EA Premises Co-Ordinator, who will monitor capacity and ensure that the procedures for returning to the premises are followed.
· Staff who attend their workplace to carry out necessary work, must inform their line manager and complete either an Ad-hoc Access to Buildings Notification form or HOS Notification of Staff members Requiring Regular and Continuous Access to Main Admin Buildings form 

https://sharepoint.eani.org.uk/COVID-19/Documents/Accessing%20Buildings%20&%20Meeting%20Room%20Request%20Links.pdf
· Staff are now required to wear face coverings in communal areas (i.e. areas away from their desks including toilets, corridors, reception areas etc) in EA buildings. Staff are also expected to continue to wear face coverings even where social distancing can be maintained. Where staff are unable to wear face coverings due to medical conditions, they should liaise with their line manager.
· Offices have been assessed to ensure layout of offices adhere to social distancing. Designated desks have been identified and those not to be used have been marked accordingly. Staff must not use desks that have a ‘do not use’ sign on it.
· Directional signage is installed throughout the premises to ensure social distancing.
· Meetings are to be conducted via Conference calls, Zoom, Microsoft Teams etc. Where physical meetings cannot be avoided effective social distancing measures must be assured. This can be achieved by limiting number of attendees, by positioning of chairs and desks at appropriate distance.  Ensure that the meeting room is well ventilated, opening windows and doors before the meeting and during it will provide dilution ventilation of the area. 
· Separate designated rooms will be provided where face to face meetings are required in which members of the public will attend, for example Admissions Appeals, job Interviews and pupil support services.  Rooms to be well ventilated before and after use.  Hand sanitisers to be placed at the entrance to each room and must be used prior to entering the room.  Attendees will be asked to bring only essential items into the rooms. Staff must inform persons visiting EA Premises not to attend if they are feeling unwell or symptomatic of Covid-19. Persons who have been identified as a close contact of a Covid-19 positive case and are self-isolating should observe their period of isolation and not attend.
· Staff must observe social distancing, no canteen facilities are currently open on sites at the moment.

· Use of WC facilities limited to single use only.
· Soap dispenser and hand towels within toilets are fully stocked at the start of each day. Regular checks to be made throughout the day to ensure adequate supply.  

· Public Health Advice on Covid-19 handwashing and hand sanitising is on display.
· Hand sanitisers positioned in any area where washing facilities not readily available. 
· Cleaning materials are located at photocopiers, staff instructed to clean down equipment before use.

· Daily cleaning undertaken with particular emphasis placed on the disinfecting of objects and surfaces that are touched regularly, particularly in areas of high use such as door handles, light switches, reception area, etc. using appropriate cleaning products and methods, by cleaning staff. 
· Reception areas will be open to facilitate contractors or visitors to the offices by appointment only. Hand sanitiser will be available for all visitors.  Screens are installed at all reception desks in EA Headquarters.
· Signage has been installed informing all members of the public entering EA Premises that they must wear a face covering.
· Where Risk Assessment identifies wearing of gloves as a requirement of the job, an adequate supply of these will be provided. Staff will be instructed on how to remove gloves carefully to reduce contamination and how to dispose of them safely.  Staff encouraged to report any problems and carry out skin checks as part of a skin surveillance programme.
· Staff encouraged to report any problems and carry out skin checks on their hands as part of a skin surveillance programme. 
· Staff encouraged to protect their skin by applying emollient cream regularly.
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	Hazard
	To Whom
	Severity
	Likelihood
	Risk

	Suspected or confirmed case in office setting (employee developing Covid-19 symptoms whilst in the building, or later on that day). Symptoms of Covid-19 are a high temperature or a new, continuous cough, loss or change in normal sense of taste and smell.
	Staff
	3
	3
	9

	
	Wider Community
	4
	2
	8

	
	
	
	
	

	Existing Precautions
	Additional Precautions
	Who
	When

	· From 26 December, Clinically Extremely Vulnerable people who are working and are unable to do so from home are advised not to attend the workplace
· Staff are reminded that anyone who is feeling unwell should not attend work.
· Persons who have been identified as a close contact of a Covid-19 positive case and are self-isolating should observe their period of isolation and not attend.
· Anyone who becomes unwell with symptoms of Covid-19 whilst in work should go home immediately reporting symptoms to the line manager. Line Managers must follow flow chart as provided within the COVID 19 MANAGEMENT FLOW CHART FINAL document within the link below.
https://sharepoint.eani.org.uk/COVID-19/Pages/default.aspx
· Contact relevant agencies e.g. PHA for advice, contact Building Supervisor to make them aware of the need to close that room and the need for an enhanced clean.
· Lock any room that was occupied by someone who tested positive immediately. Cleaning to be completed after 48 hours and before reoccupation of the room(s). Toilet areas used should be thoroughly cleaned.
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	Hazard
	To Whom
	Severity
	Likelihood
	Risk

	Confirmed case in staff member where no symptoms of Covid-19 were displayed by the staff member within the office.
	Staff
	3
	3
	9

	
	Wider Community
	4
	2
	8

	
	
	
	
	

	Existing Precautions
	Additional Precautions
	Who
	When

	· Whole family to self-isolate for a period of 10 days in line with Government guidance (updated advice 18 December 2020).  
· Line Managers must follow flow chart as provided within the COVID 19 MANAGEMENT FLOW CHART FINAL document within the link below to identify any close contacts in the workplace two days prior to symptoms or notification of a positive Covid-19 test whichever comes first and instruct them on the need to self-isolate.

https://sharepoint.eani.org.uk/COVID-19/Pages/default.aspx
· Consult PHA website for most up to date guidance.
· Normal system of work in relation to cleaning should be maintained with particular attention to high contact areas such as door handles, telephones, grab rails, light switches etc.
· It is recommended that staff member keeps regular contact is made with line manager.
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	Hazard
	To Whom
	Severity
	Likelihood
	Risk

	Lone Working

	Staff
	3
	2
	6

	Existing Precautions
	Additional Precautions
	Who
	When

	· Staff should make other users of building aware of their presence.  Using appropriate social distancing. Staff can check on each other throughout the day.
· Staff should make their line manager aware of their presence in work and check in on a regular basis.

· EA Health and Wellbeing have developed a Staff Health and Wellbeing Guidance document related to Covid-19.  This has been circulated to all staff via email.
· https://healthwell.eani.org.uk/sites/default/files/news/files/Health%20%26%20Wellbeing%20Guidance-COVID%2019%20Final.pdf
· Staff are encouraged to use online platforms to communicate with colleagues
Staff have access to 24/7 free counselling https://www.inspirewellbeing.org/
 Tel: 0808 800 0002
· Weekly updates circulated to staff via email

· In the absence of a trained first aider, an appointed person should be nominated to call an ambulance if required.  The names of any first aiders or appointed persons who currently work within the EA building will be circulated so that they are known as the point of contact in the event of first aid being required.

· If a member of staff, currently working in an EA office, has particular health issues that may necessitate the presence of a First Aider, an individual risk assessment will need to be carried out.  


	
	 
	


RISK ASSESSMENT FOR WORKPLACE/OFFICE DURING THE COVID-19 PANDEMIC

Completed by:
P Crooks


Date:
12 January 2021



Review Date: Ongoing

	Hazard
	To Whom
	Severity
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	Risk

	Risk of Fire
	Staff
	3
	2
	6

	Existing Precautions
	Additional Precautions
	Who
	When

	· Routine weekly testing of the fire alarm system within the building should continue as normal. Any faults to be logged to Maintenance.
· Fire escape routes kept clear at all times.

· Daily cleaning of bins, to avoid build-up of combustibles.

· Register kept of all persons present in the building.
· Fire Extinguishers must not be used to prop open doors, they must remain in situ.

· It may be prudent to carry out a fire drill.  Remembering to maintain social distancing whilst vacating the building and at assembly points.
· Staff to be reminded of the flammable nature of hand sanitiser due to the high alcohol content and to exercise caution around any sources of ignition.
	· Up to 50ltr of highly flammable hand sanitiser should be stored in a fire-resistant cabinet. For greater than 50ltrs specialised storage should be provided. 
	ETC WS3 BCP Group
	ASAP
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	Hazard
	To Whom
	Severity
	Likelihood
	Risk

	Face to Face Meetings
	Staff
	3
	3
	9

	Existing Precautions
	Additional Precautions
	Who
	When

	· Default position is always to use video conferencing.

· Meeting requires approval from Director.
· Staff should complete the Request to use a Meeting Room/Interview Space form if they have to complete a meeting on EA Premises 

https://sharepoint.eani.org.uk/COVID-19/Documents/Accessing%20Buildings%20&%20Meeting%20Room%20Request%20Links.pdf
· Limit numbers to ensure social distancing.

· Convened in the largest room that is available e.g. Board Room.

· Dilution ventilation in operation, before, during and after, i.e. windows open.
· Frequently touched surfaces cleaned after meeting.

· All attendees must wear face coverings.
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