EXAMPLE Risk Assessment: Risk Assessment for operation during COVID-19 
	Building being assessed
	

	Building responsible person/s
	

	Date Undertaken
	
	Date to be reviewed*
	


*Review must be undertaken if there is any reason to believe the risk assessment is no longer valid (e.g. change of legislation, staff, equipment, procedures etc that may introduce new risks) and in any case must be reviewed at least once every two years.
	This risk assessment should be read in conjunction with the following documents (if applicable):

 

	Title
	Location
	Responsible Person

	
	
	

	
	
	

	
	
	


Risk table:




· Using the table below, evaluate the S (severity) and L (likelihood) of the risk 
occurring.

· Then, using the colour coded risk table above, read upwards against your 
evaluated (L) score and across against your evaluated (S) score to see whether the 
risk rating (RR) is ‘High’, Medium’, or ‘Low’.  

· Use the table below for further guidance.

Guidance on how to complete this form:

	1
	Type in details of potential hazard arising from task or work activity in first column

	2
	Consider people likely to be at risk of harm i.e.  staff / managers / clients / visitors / contractors / young people / expectant mothers / part time and occasional workers / members of the public and so on.

	3
	Under Hazard Consequence: type in likely injuries or harm i.e.  back injury / R.S.I/ stress

	4
	Under current controls: list current management guidance / safety instructions / safety precautions / maintenance procedures / training arrangements / procedures – include all relevant information such as name and date of training course, date of induction, etc.

	5
	Severity of harm (S):
	1 = 
	minor injury (cuts bruises etc. unlikely to result in sick leave or lasting harm)

	
	
	2 = 
	moderate injuries (likely to result in 1 – 7 days sick leave)

	
	
	3 =
	major injuries (likely to result  in more than 7 days sick leave and notifiable to H.S.E.)

	
	
	4 =
	death

	
	
	5 = 
	multiple deaths

	6
	Likelihood (L):
	1 = 
	feasible but unlikely (less than once every five years)

	
	
	2 = 
	rarely (once in every 1 – 5 years)

	
	
	3 = 
	infrequently (between quarterly and annually)

	
	
	4 = 
	regularly (between weekly and once a quarter)

	
	
	5 = 
	frequently (daily or weekly)

	7
	From the table at the top of the form by looking horizontally and vertically you can see whether the RISK RATING (RR) is ‘low’, ‘medium’ or ‘high’

	8
	If ‘HIGH’
	Immediate action is needed to reduce the risk and the resulting additional or revised controls can be outlined in the final column.

	
	If ‘MEDIUM’ 
	Effort should be made to reduce the risk resulting additional or revised controls can be outlined in the final column.

	
	If ‘LOW’ 
	Review annually or when circumstances change – you may still take the opportunity to revise controls in order to increase safety.

	9.
	REVISED CONTROLS
	Include details of further controls needed to reduce risks, who will be responsible for these controls and include realistic target dates

	10.
	RESIDUAL RISK RATING (RRR):
	Evaluation of the expected remaining risk once the controls have been implemented.


	General Building Operational Arrangements 
 e.g. Movement around the building, cleaning & maintenance activities, access and egress etc. 

	HAZARD DESCRIPTION
	PEOPLE AFFECTED
	HAZARD CONSEQUENCE
(Resulting harm)
	WHAT CONTROLS ARE IN PLACE NOW
	S
	L
	RR
	WHAT ADDITONAL CONTROLS ARE REQUIRED 
	RESP

PERSON & ACTION DATE 
	R

R

R

	Building Users arriving and leaving site 

	All users of the building 
	Staff coming into contact with a client or colleague who may be carrying the COVID-19 virus 


	· Staff arrival and departure times  staggered 
· Consider one-way system
· Hand sanitiser provided at entrance and exit points 

· Signage on good hand hygiene at entrance points

· Building entry systems that require skin contact to be regularly cleaned.

· Signage on social distancing/one way put in place at all entrance points. 


	5
	3
	 
	Individual managers to discuss arrival & departure times with their teams.

 
	
	

	Movement of people around the site


	All users of the building 
	Staff coming into contact with a client or colleague who may be carrying the COVID-19 virus 


	· The maximum occupancy of the building must be determined to allow safe social distancing and movement around the building

· Occupancy should be monitored to ensure that the limit is not breached.

· Regular checks to ensure all controls remain in place and are effective. 

· Signage put in place in key locations 

· All areas not suitable for occupation locked off and signage put in place
· Where social distancing requirements cannot be met such as corridors face coverings required
	5
	3
	
	· Project completed on alternating workstations and signage added 
· Occupancy is monitored daily

· Cross contamination screens fitted to reception areas 

	
	

	Use of Lifts 

	All Building users
	Staff coming into contact with a client or colleague who may be carrying the COVID-19 virus 


	· Where lifts are available, they should only be used if absolutely necessary. 
· Only one person should occupy a lift at any time. 
· Hand sanitiser will be provided close to lifts
· Priority use should be given to people with disabilities. 
· Additional cleaning of touch points such as control panels , buttons and hand rails to be undertaken regularly throughout the day
	5
	3
	
	· Signage to be added

	
	


	Emergency Arrangements for the building


	HAZARD DESCRIPTION
	PEOPLE AFFECTED
	HAZARD CONSEQUENCE
(Resulting harm)
	WHAT CONTROLS ARE IN PLACE NOW
	S
	L
	RR
	WHAT ADDITONAL CONTROLS ARE REQUIRED 
	RESP

PERSON & ACTION DATE 
	R

R

R

	Emergency evacuations

(e.g fire / gas leak)

	All building users
	Failure to manage an emergency situation.

Staff coming into contact with a client or colleague who may be carrying the COVID-19 virus 


	· All emergency arrangements should be reviewed in line with changes to the building to ensure ability to evacuate
· Staff using the building need to be briefed on any new emergency arrangements

· Sufficient fire marshals need to be in place to manage emergency situations 

· Social distancing should be followed where possible at any external assembly points

· Personal Emergency Evacuation Plans (PEEP’s)for individuals need to be reviewed in light of any changes 


	5
	2
	
	.
	
	

	First Aid Arrangements

(e.g. insufficient first aiders, spread of COVID-19 whilst carrying out first aid etc.)

	All building users
	Individuals not receiving adequate first aid treatment resulting in death or injury.
Staff coming into contact with a client or colleague who may be carrying the COVID-19 virus 


	· All first aid arrangements should be reviewed in line with changes to staffing levels and cover within the building
· Surgical masks should be placed into first aid kits and should be used by both the first aider and injured person where possible. 

· All first aiders should be briefed on the changes to guidance around carrying out first aid and CPR.
	5
	2
	
	· Additional staff to be trained as 1st aiders 

· Surgical masks added to first aid kits 
	
	

	Individual falling ill with suspected COVID-19 whilst on site

	All building users
	Staff coming into contact with a client or colleague who may be carrying the COVID-19 virus 


	· If an individual becomes unwell within the workplace wherever possible they should remain a minimum of 2-meter distance from others 
· Management are to be informed immediately and employee sent home. 

· Areas the person will have used within the building should undergo additional cleaning. Where the individual may have used numerous areas within the building it may be necessary to temporarily close the site until additional cleaning can take place. 

· Covid-19 cases are not to attend work until the isolation process is complete and they are discharged as appropriate.
	5
	3
	
	
	
	


	Use of office space and workstations
e.g. staff work areas such as desks , touchdown areas,  meeting rooms

	HAZARD DESCRIPTION
	PEOPLE AFFECTED
	HAZARD CONSEQUENCE
(Resulting harm)
	CONTROLS 
	S
	L
	RR
	WHAT ADDITONAL CONTROLS ARE REQUIRED 
	RESP

PERSON & ACTION DATE 
	R

R

R

	Staff members using work stations 

(e.g. members of staff using desk space, touchdown areas etc.)
	All staff using office space
	Staff coming into contact with a client or colleague who may be carrying the COVID-19 virus 


	· All workstations should be set out to maintain 2 meters social distance where possible. 
· Where this is not possible a 1 m minimum distance must be maintained with additional controls required, e.g. screens, face coverings etc.  

· Hot desking suspended with staff using  the same desk where possible

· All desks should be cleaned at the end of the day with personal items removed to facilitate cleaning.

· Cleaning wipes should be available to allow staff to clean items throughout the day where required
	5
	3
	
	· All work stations rearranged to facilitate social distancing.

· Screens in place at the reception desk


	
	

	Staff using Meeting Rooms


	All staff
	Staff coming into contact with a client or colleague who may be carrying the COVID-19 virus 


	· All meeting rooms should be set up to follow social distancing guidelines and where this is not possible they should not be used
· Rooms should be well ventilated / windows opened to allow fresh air circulation 

· Additional hand sanitiser stations should be put in place within meeting rooms 

· Maximum occupancy signage should be put in place on each meeting room to avoid overcrowding. 

· Where keyboards and remote controls are required to facilitate meetings these should only be used by a single person for the meeting and wiped down and cleaned after use.
	5
	3
	
	
	
	


	Reception and public facing areas
e.g., reception desks, public seating areas, counters 

	HAZARD DESCRIPTION
	PEOPLE AFFECTED
	HAZARD CONSEQUENCE
(Resulting harm)
	WHAT CONTROLS ARE IN PLACE NOW
	S
	L
	RR
	WHAT ADDITONAL CONTROLS ARE REQUIRED 
	RESP

PERSON & ACTION DATE 
	R

R

R


	Members of the public and visitors accessing buildings for appointments or to access a service
(e.g. using reception desks, sitting in waiting areas, queuing to make an appointment etc.) 
	All Building users
	Staff coming into contact with a client or colleague who may be carrying the COVID-19 virus 


	· Where possible operate an appointment only system to reduce the number of people in the building at any one time.
· All visitors should be reminded not to attend their appointment if they have symptoms 

· The maximum safe occupancy of a reception area should be determined to stop overcrowding

· Where face to face appointments are required a limit on the number of individuals who can attend should be put in place
· Screens should be installed at reception areas to protect staff

· All seating within reception areas should be spaced to enable 2 meter social distancing where possible. 

· Touchpoints within the reception should be regular cleaned and wiped down

	5
	3
	
	· Additional chairs to be removed to discourage lapses in social distancing


	
	


	Welfare facilities


	HAZARD DESCRIPTION
	PEOPLE AFFECTED
	HAZARD CONSEQUENCE
(Resulting harm)
	WHAT CONTROLS ARE IN PLACE NOW
	S
	L
	RR
	WHAT ADDITONAL CONTROLS ARE REQUIRED 
	RESP

PERSON & ACTION DATE 
	R

R

R

	Use of Communal kitchen areas and seating areas

(e.g. building users accessing kitchen areas to prepare an heat food seating areas to consume food, food storage areas e.tc)
	All building users
	Staff coming into contact with a client or colleague who may be carrying the COVID-19 virus 


	· Break times are to be staggered to reduce congestion and contact times.

· Areas should be reconfigured to allow for appropriate social distancing of 2 meters where possible. 

· Signage should be put in place to indicate the maximum occupancy of area.  

· Frequently clean surfaces that are touched regularly e.g. kettles, refrigerators, microwaves.

· Signage to be put in place to remind staff that crockery, eating utensils, cups etc. are not shared. 

· 
	5
	3
	
	
	
	

	Use of Toilet & Shower facilities

	All building users
	Staff coming into contact with a client or colleague who may be carrying the COVID-19 virus 


	· Signage on hand hygiene and restricting numbers  
· Staff should avoid taking personal items into toilet areas (e.g. phones, stationary etc.)
· Enhanced cleaning should take place within toilet & shower areas

	5
	3
	
	
	
	


	Delivery & Collection points
e.g.  Post rooms, stores, collection points

	HAZARD DESCRIPTION
	PEOPLE AFFECTED
	HAZARD CONSEQUENCE
(Resulting harm)
	WHAT CONTROLS ARE IN PLACE NOW
	S
	L
	RR
	WHAT ADDITONAL CONTROLS ARE REQUIRED 
	RESP

PERSON & ACTION DATE 
	R

R

R

	Collection and drop of items to the building 


	Staff receiving, distributing items
Building users collecting or dropping off items
	Staff coming into contact with a client or colleague who may be carrying the COVID-19 virus 


	· All drop off/collection points must be set up to ensure that social distancing can take place. 

· Signage should be put in place to instruct those collecting/dropping of the social distancing protocols and the collection process. 

· Both the recipient and the deliverer should ensure good hand hygiene processes are followed before and after the exchange..
	5
	3
	
	
	
	


	The following training is needed: (e.g. dealing with violence and aggression, First Aid...) 
	For whom (e.g. for which individual or groups of people)
	By when (date)

	
	
	

	
	
	

	
	
	

	
	
	


I have received, read and understood this risk assessment form:
The Manager and employee should sign and date the form below on each review and the employee(s) should have a copy.

	
	
	MANAGER
	
	DATE
	
	EMPLOYEE/SAFETY REPRESENTATIVE
	
	DATE

	PRINT
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Likelihood of harm





Severity of harm
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