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	Date of assessment
	April 2022
	Date reassessment due
	Ongoing review

	Activity/ Task  RA
	|X|
	
	Name of Person(s) Completing RA
	Lee Kirby
	Name of person reviewing RA
	Judith Keifer

	People RA
	|X|
	
	Name of Venue/ Area/ Task/ Persons
	Occupying Carnival House during COVID-19 pandemic (General office activities, meeting spaces, office activities, etc).
	
	



	
	
	
	Risk without controls in place
	
	Risk with controls in place (residual risk)
	If residual risk is above 12 actions must be taken.
	
	
	

	Activity or Risk Area
	List Hazards
	Persons at Risk
	Hazard Score
	Probability
	Risk Rating
	Risk Controls
	Hazard Score
	Probability
	Risk Rating
	Is further action is necessary (if yes list, or mark No)
	Action by who?
	Action by when?
	Record of completion

	Requirement to come into office
(GG 2, 2.1, 2.2, 2.3)
	Potential for specific groups of people contracting COVID-19 who are more vulnerable. 

Groups are:
- Clinically extremely vulnerable (see 1.1)
- Clinically vulnerable (see 1.2)
- pregnant workers
	Identified specific groups
	5
	4
	20
	Pregnant workers and medically vulnerable people will only be allowed to work in premises based on an individual risk assessment approach.


	5
	3
	15
	
	OH to contact pregnant worker to arrange the individual risk assessment. This is reliant on My HR portal being updated.
	
	

	Coming to work and leaving work 
(including shift patterns)
(GG 3.1, 3.2)
	Spread of and/or increase chance of coming into contact with COVID-19, due to lack of social distancing measures. 

Potential to lead to people becoming unwell with potential fatalities.
	All those within office
	5
	4
	20
	Circa 900 people maximum building occupancy. 
Risk assessment will be reviewed prior to occupancy increasing.

Health assessment to be completed by all employees before being allowed access to building if clinically vulnerable or pregnant.

Those who are unwell are required to work from home.

Medically vulnerable and pregnant people will only be allowed to work in premises based on an individual risk assessment approach.

Consider adjustments for those with disabilities.


Front entrance
Main entrance doors used to create one way entrance and exit from the building
Swing-lanes have directional arrows to ease flow for those entering and exiting. 
Sneeze guards/screens installed on Reception desk.
Guidance provided to all staff to be mindful and wait to access the building if entrance areas are busy.
Queuing markers displayed on the exterior to the office to support busier times. 
Car park entrance
Circle slide doors are transparent to ensure people can see other when entering and exiting.
Doors already control only one person entering/exiting a building each time.
Sneeze guards/screens installed in Dockmaster’s Office.
	5
	3
	15
	 
	
	
	

	Moving around premises
(GG 3.2)
	
	
	
	
	
	Large open building enables staff to move around freely and with visibility of those around them.
All staircases are in use.
Lifts to operate on a maximum occupancy of four.  
Signs in lift areas to remind people to keep their distance while waiting for lift.
	5
	3
	15
	
	
	
	

	Workplaces and workstations
(GG 3.3, 3.5)
	
	
	
	
	
	Employees work in preferred neighbourhoods, reducing the areas they occupy.

Storage available to store personal belongings, coats etc keeping working areas clear.

Unusable desks clearly marked.

Bookable desks and clear desk policy to allow for effective sanitisation and reduce chances of cross contamination.

Areas and desks used sanitised every evening and throughout the day.
Provide wipes for employees to clean down own keyboards, mice and desk space during the day.
	5
	3
	15
	
	
	
	

	Meetings
(GG 3.4)
	
	
	
	
	
	Meetings can be held remotely utilising Zoom, Teams, phones etc.

Operational meeting rooms to be: 
· Kept clear of loose items, pens, paper, drinks cups etc to reduce chance of transmission.
· Maximum occupancy indicated on booking system and by the amount of seating available.
· Well ventilated (i.e. not to be used if issue with air conditioning).
· Hand sanitiser placed inside meeting rooms.
· Sanitisation kits (wipes and sanitiser) in all rooms and all staff instructed through comms and signage to clean touch points after meetings.
· Bins provided in rooms for the disposal of wipes and waste
· All meeting rooms cleaned by cleaners each evening
	5
	3
	15
	
	
	
	

	Common areas (Atrium, Hubs and break out areas)
(GG 3.5)
	
	
	
	
	
	Employees can utilise café or bring food from home where required.

Fabric balcony furniture cleaned each evening. 

Break out areas
All break out areas open.

Hand washing facilities available at each breakout area.

Glass surrounding area provides employees with site of how busy a break out area is from a distance.

Hubs
Open floor plan provides employees with sight of if a hub is in use or not from a distance.

Provide wipes and for employees to clean down own MFDs before and after use. Signs to inform employees to do this.
	5
	3
	15
	
	
	
	

	Managing visitors and contractors. Front of house process
(GG 4, 4.1, 4.2)
	Spread of and/or increase chance of coming into contact with COVID-19, due to lack of control within reception area and lack of information on guidelines for visitors. 

Potential to lead to people becoming unwell with potential fatalities.
	
	5
	4
	20
	Visitors (incl contractors, etc) will be required to answer COVID related health questions before entering the office.

Screens/sneeze guards installed on Reception desk.
	5
	3
	15
	
	
	
	

	Premises cleaning, sanitisation & toilets (including showers & drying room).
(GG 5, 5.1, 5.2, 5.3, 5.4. 5.5, 3.5)
	Spread of and/or increase chance of coming into contact with COVID-19, due to lack of/poor sanitisation, cleaning and personal hygiene methods. 

Potential to lead to people becoming unwell with potential fatalities.
	
	5
	4
	20
	Cleaning schedule during day and evening to clean down touch points regularly and any other used areas. 

Clear desk policy in place to allow for effective sanitisation.

High touch items such as whiteboard, photocopiers, vending machines, and zip taps are cleaned regularly.

Suspected COVID contaminated waste (tissues etc) to be disposed of by on site cleaner using Hazardous Material kit.

Provide wipes for employees to clean down own keyboards, mice, and desk space during the day.

Automatic hand sanitisers and hand pump sanitisers available throughout premises in appropriate locations. 

Regular maintenance of HVAC systems including cleaning and sanitising of filters (PPE used by engineers when performing task). Building set to 100% ventilation. Thermal wheels deactivated.  Shut down areas when faults occur.

Toilets
Provide hand towels for hand drying in all toilets.

Hand dryers operational. 
Provide hand towels near doors that cannot be propped open in toilets to use on touch points upon exiting. Bins left outside toilets to dispose of hand towel, bins regularly emptied.

Increased amount and size of communication asking for hand washing and demonstrating hand washing techniques.

Outer and inner door to toilets propped open removing touch points.

Signs to communicate that users should wait outside toilets if all cubicles are in use.

Showers Room
Sanitisation kits (wipes and sanitiser) in all cubicles and all staff instructed through comms and signage to clean touch points after use.

	5
	3
	15
	
	
	
	

	Communication of COVID-19 control methods and their effective use
(GG 7.3)
	Spread of and/or increase chance of coming into contact with COVID-19, due to lack of/poor communication and instruction. 

Potential to lead to people becoming unwell with potential fatalities.
	
	5
	4
	20
	
Covid information on The Insider.  Updated as required.

Ability for employees to report near misses or issues in regard to COVID-19 controls using Near Miss system and building fault reporting system both on The Insider

	5
	3
	15
	
	
	
	

	Receiving and sending of mail and other courier items
(GG 8)
	Spread of and/or increase chance of coming into contact with COVID-19, due to multiple people coming in contact with delivery drivers.

Potential to lead to people becoming unwell with potential fatalities.

	
	5
	4
	20
	If two person lifting is required same pairs of people should be performing it.

Review large deliveries with logistics partners. 

Sneeze guards/screens installed in Dockmaster’s Office.
Stop personal deliveries to the building to reduce incoming traffic.
	5
	3
	15
	
	
	
	

	Use of company van
(GG 7.2)
	Spread of and/or increase chance of coming into contact with COVID-19, due to multiple people coming in contact with vehicle surfaces (steering wheel etc). 

Potential to lead to people becoming unwell with potential fatalities.
	
	5
	4
	20
	Specific risk assessment in place for use of van with Covid controls
	5
	3
	15
	
	
	
	

	Building First Aid
	Spread of and/or increase chance of coming into contact with COVID-19, due to lack of control when administering First Aid. 

Potential to lead to people becoming unwell with potential fatalities.
	
	5
	4
	20
	Additional PPE kit provided to all First Aiders. Kit will include gloves and mask/face visors.

Reduced numbers in building decreasing chance of accidents occurring.
	5
	3
	15
	
	
	
	

	Emergency Evacuation
	Spread of and/or increase chance of coming into contact with COVID-19, due to lack of control when administering First Aid. 

Potential to lead to people becoming unwell with potential fatalities.
	
	5
	4
	20
	Emergency Evacuation deemed higher priority than COVID. Current building evacuation plan would supersede COVID controls. 

Facemasks/visors stored within building Fire packs and to all floor Fire officers. To be used if possible but not if it will delay evacuation response.

Communication to all employees to ensure usual building evacuation is followed.

Reduced numbers in building decreasing amount of traffic leaving building.

	5
	4
	20
	
	
	
	







1.1
People at very high risk (clinically extremely vulnerable) – as per NHS website

People at very high risk from coronavirus include people who:
· have had an organ transplant
· are having chemotherapy or antibody treatment for cancer, including immunotherapy
· are having an intense course of radiotherapy (radical radiotherapy) for lung cancer
· are having targeted cancer treatments that can affect the immune system (such as protein kinase inhibitors or PARP inhibitors)
· have blood or bone marrow cancer (such as leukaemia, lymphoma or myeloma)
· have had a bone marrow or stem cell transplant in the past 6 months, or are still taking immunosuppressant medicine
· have been told by a doctor they you have a severe lung condition (such as cystic fibrosis, severe asthma or severe COPD)
· have a condition that means they have a very high risk of getting infections (such as SCID or sickle cell)
· are taking medicine that makes them much more likely to get infections (such as high doses of steroids)
· were born with a serious heart condition and are pregnant

1.2
People at high risk (clinically vulnerable) – as per NHS website

People at high risk from coronavirus include people who:
· are 70 or older
· have a lung condition that's not severe (such as asthma, COPD, emphysema or bronchitis)
· have heart disease (such as heart failure)
· have diabetes
· have chronic kidney disease
· have liver disease (such as hepatitis)
· have a condition affecting the brain or nerves (such as Parkinson's disease, motor neurone disease, multiple sclerosis or cerebral palsy)
· have a condition that means they have a high risk of getting infections
· are taking medicine that can affect the immune system (such as low doses of steroids)
· are very obese (a BMI of 40 or above)
· are pregnant
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