
BCH Risk Assessment Forms

Please complete then scan/save completed forms into the appropriate folder in: 
U:\OPERATIONS\Shared\RISK MANAGEMENT\RISK ASSESSMENTS
Person Carrying out Assessment


Community Centre Manager




Activity/Role







Use of office space and communal areas
Room/Area


















Signature

























 

Date of Assessment   


23/6/20



Date to be reviewed

23/6/21





                                          

Please enter level of risk as either





1 Low risk

2 Medium risk

3 High risk

For risk assessments of physical space within BCH: please notify the Community Centre Manager as soon as possible if any areas of high risk are discovered. 

For risk assessments relating to your role and work: please notify your line manager immediately if any areas of high risk are discovered.
What to look for  (if in doubt see Anthony, Rory or Matthew)

	Hazard


	Who might be harmed?


	Is the risk adequately 

controlled?
	What further action might control the risk better?

Who should take action?

	Look for hazards that may result in a reasonable chance of harm e.g. a trip hazard, use of  tools, chemicals, equipment etc; being in a dangerous environment; or a risky activity (home visits, group outings, gardening etc.)
	Individuals, children, older people, you, groups & clubs, the general public, volunteers.

Special attention should be paid to those who may be more vulnerable, people with disabilities, people who are inexperienced etc.


	Is the risk already being adequately handled? For example, has adequate training or staff induction, taken place, is the correct fire extinguisher to hand, do people already have personal alarms?
	What else could be done to minimize the risk?

- Better signage or equipment, repairs;

Procedures (only visiting during daylight, wearing protective clothing etc.)  Training and awareness of responsibilities.

Please also detail the actions to be taken, by whom and by when


	Hazards


	Level of risk

(1,2,3 etc.)
	Who is at risk?
	Is the risk already being controlled?
	What else would help to reduce the risk?


	Action to be taken

By Whom

By When 

	Risk of contracting COVID 19
	1
	All staff and tenants
	Yes
	Signs to be put on doors in communal areas to remind people to maintain social distancing.
No passing on stairs or within corridors.

While 2 meter social distancing rule applies the maximum number of people per office allowed:

Safer Homes – 1 person

Care & Repair – 1 person

Joys office – 1 person (connecting door between this office and H/L not to be used)

Large H/L office 2 people using Jess and Jelena’s desks

Old Connect office 0 people

Mandy’s office – 1 person

Rory’s office – 1 person

Stephen’s office – 1 person

LDS office – 1 person
Board room – 3 people

Copier Room – 1 person

Kitchen – 1 person

When social distancing recommendation reduced to 1 meter maximum number of people per office allowed:

Safer Homes – 2 people

Care & Repair  - 2 people

Joy’s office – 2 people (communal door cannot be used if someone using Jelena’s desk)

Large H/L office – 4 people

Old Connect Office – 2 people

Rory’s office – 1 person

Mandy’s office – 1 person

Stephen’s office – 1 person

LDS – 2 people

Board Room – 4 people

Copier Room – 1 person

Kitchen – 1 person

Windows should be opened to improve air flow and ventilation.

Before starting work clean your keyboard and phone with a wipe.

A bottle of hand sanitizer to be provided in all offices of BCH staff.  Tenants must provide their own.

Use of equipment in copier room – Wipes and hand sanitizer to be provided and people to wipe down equipment prior to use.
Use of equipment in kitchen – Wipes and hand sanitizer to be provided and people to wipe down equipment prior to use.

Masks can be worn (although this is not mandatory).  Social distancing must be maintained by everyone, irrespective if they are wearing a mask or not.

Don’t move around the building unnecessarily.

No loitering in the corridors.

Maintain your distance when visiting staff in another office 

Toilets will be cleaned once a day Monday to Friday.  Hand sanitizer will be supplied in toilets along with a spray disinfectant cleaner.
BCH staff will be provided with a contactless door opener if they require one.
Tenants will have to supply their own.
2 x wall mounted hand sanitizer dispensers will be fitted – 1 by the board room and the other at the bottom of the stairs by the C&R office.

For track and trace purposes all staff and tenants must sign in and out of the building, preferably with their own pen.  The name and contact details of anyone visiting a member of staff or tenant at BCH must be recorded and details held by staff member or tenant according to data protection regulations for a period of 21 days.

	Community Centre Manager
All staff and tenants

All staff

All staff

All staff

All staff

Community Centre Manager
All staff

All staff

All staff

All staff

All staff

All staff

All staff

Community Centre Manager
All Staff

All tenants
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