Lancashire County Council

All printed versions are uncontrolled

	COVID-19 SECURE WORKPLACE RISK ASSESSMENT
NOTE: Due to the constantly changing situation, dynamic risk assessments must be carried out.

The general risk assessment below MUST be amended to reflect the specific controls for each workplace on an ongoing basis and in the event of any significant changes to use or government guidance.
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	PART A.  ASSESSMENT DETAILS: 

	Area/task/activity: Achieving a COVID-19 Secure Workplace (including vehicles where these are used for work purposes) 
Please refer to the Heads of Service Guidance on returning to the workplace.

If you have staff in clinically vulnerable groups e.g. BAME, pregnant workers and those shielding please refer to the COVID-19 Employee Health Concerns Risk Assessment. 

Completed risk assessments for operational premises should be e-mailed to:  BuildingStatus.Covid-19@lancashire.gov.uk. 
Location of activity: 

	Team name:

Address & Contact details:
	
	Name of Person(s) undertaking Assessment:
	

	
	
	Signature(s):


	

	Line Manager/ (Name/Title):


	
	Date of Assessment:


	

	Signature:
	
	Planned Review Date:


	

	How communicated to staff:

	
	Date communicated to staff:
	


	PART B. HAZARD IDENTIFICATION AND CONTROL MEASURES:

	List of significant hazards

(something with the potential to cause harm)
	Who might

be harmed
	Type of harm 
	Existing controls 
(actions already taken to control the risk -

include procedure for the task/activity where these are specified)

	Changes to official COVID19 guidance and advice
	Employees
	Potential spread of infectious disease
	· Manager to refer to guidance from LCC's Intranet, Public Health England and the H&S COVID-19 web page, which are updated on a regular basis and communicate to service employees as required.
· All staff are encouraged to regularly refer to Coronavirus guidance available on the LCC Intranet, Public Health England and the H&S COVID-19 web page, which are updated on a regular basis. 

	Transmission of Covid-19 due to the number of people that employees may  come into contact with during a working day
	All LCC employees, visitors & contractors 
	Potential spread of infectious disease
	· As directed by central government, for the foreseeable future, staff are advised to work from home rather than their normal physical workplace, wherever possible. This will help minimise the number of social contacts and therefore keep transmissions as low as possible. (The UK Government's COVID-19 recovery strategy)
· Managers will take all reasonable steps to help staff work from home, including discussing home working arrangements, ensuring they have suitable equipment, developing appropriate communication channels and looking after their physical and mental wellbeing. (see homeworking guidance including risk assessment templates and guidance)
· Managers are aware that they must only require staff to work from an office base if they are in critical roles that cannot be performed from home for example cleaners, security and maintenance staff.
· Maximum capacities for all sites and in-use rooms have been reviewed and are displayed on access points, including WCs, offices, meeting rooms, site cabins, cafes, canteens, service points etc.
· Any workstations/equipment prohibited from use due to social distancing or to reduce the risk of transmission are clearly marked using tape or signage. 

·  As far as possible, where staff are split into teams or shift groups, these teams or shift groups are fixed so that where contact is unavoidable, this happens between the same members of staff.
· System such as drop-off points or transfer zones have been put in place to prevent staff directly handing supplies or computer equipment to each other.

	Vulnerable & extremely vulnerable staff with pre-existing health conditions
	All LCC employees
	Contracting coronavirus, hospitalisation, death
	· If a member of staff has recently received a letter from the NHS identifying them as clinically extremely vulnerable and recommending shielding due to local government lockdown restrictions in the area in which they reside, their manager will follow the guidance on shielding and protecting people who are clinically extremely vulnerable from COVID-19.  If it is identified that the employee is not required to return to the workplace, where possible work will be allocated that they are able to undertake from home. Further help and advice on managing clinically extremely vulnerable staff is available by contacting: AskHR@lancashire.gov.uk.
· Managers are aware of the need to complete an individual risk assessment  for any staff member who is identified as clinically vulnerable or clinically extremely vulnerable.  If it is not possible for them to work from home the individual risk assessment will assess the risks to that individual and identify ways to reduce those risks to an acceptable level, including the need for any reasonable adjustments. This risk assessment will be carried out in consultation with the member of staff and will be reviewed on a regular basis or in the event of any significant changes.

· Government guidance states that staff who live within a household where someone is shielding, are not required to shield themselves but must do what they can to support the person shielding by strictly following government guidance on hygiene and social distancing. Managers will take this into account and support the staff member to work from home where possible or if not possible offer the option of the safest available on site role, enabling them to stay 2 metres away from others.

· Managers give special consideration to staff with protected characteristics under the Equality Act to ensure they are not put at a disadvantage or put at great risk for example disabled staff, staff who are within Black, Asian or Minority Ethnic (BAME) community or new or expectant mothers.

· Staff are supported to stay at home whilst self-isolating including if they have symptoms (10 days) or if members of their household are displaying symptoms (14 days).
· All staff experiencing symptoms of coronavirus are required to be tested. The Coronavirus Testing intranet page has information on who is eligible for a test and how it can be arranged. 
· All employees who are required to work from home as part of the arrangements for controlling the spread of COVID-19 have completed a Homeworking Checklist & Risk Assessment.  This includes any employees who may not necessarily use DSE as part of their normal activities but who are doing so on a temporary basis.  As part of this process the line manager has reviewed all responses, and taken action as required. 

· All homeworking employees have been made aware of the availability of additional advice and guidance on the COVID-19 page of the Health and Safety web site and to make use of this as necessary.

	Transmission of Covid-19 through airborne particles whilst arriving or leaving work
	All LCC employees, visitors & contractors
	Contracting coronavirus
	· Where an influx of staff is anticipated which may undermine people's ability to observe a 2 metre distance, for example at the start and end of the day, arrival and departure times are staggered to reduce crowding into and out of the workplace. 

· The needs of staff with special characteristics will be taken into account when staggering start and end times.

· Staff on duty in reception or similar areas are protected with the use of Perspex screens, temporary barriers or PPE where appropriate.

· To reduce congestion at any one entry point, additional entry points have been identified taking into account continued security requirements. Staff are allocated an entry/exit point to use.  This should be the nearest entry point to their office/place of work. 

· One-way flow has been introduced at single door entry and exit points. Signage and floor markings are used to indicate permitted direction of movement.

· Double door entry/exit points are marked and signposted to request people stay left.
· Hand sanitiser is provided at entry and exit points.  
· Touch-based security devices such as keypads have been deactivated and alternative security measures have been put in place where this is necessary. 

· Turnstiles which are operated by hand have been deactivated and alternative security measure put in place, e.g. staff ID badges being presented to workplace security at a suitable distance. 
· Additional storage space has been allocated for staff to stow away personal items and clothing in areas not widely accessible during the working day e.g. lockers or unused breakout rooms.

	Transmission of Covid-19 during staff commute into the workplace
	All LCC employees, 
	Contracting coronavirus
	· Staff to follow the governments guidance on Coronavirus (COVID-19): safer travel guidance for passengers
· All staff are required to wear a face covering on public transport by law which came into effect on 15 June 2020. 
· Facilities are in place to store bikes securely.  This will be continually monitored to ensure sufficient facilities are in place to meet demand.

· Staff parking arrangements will be continually reviewed.  Where possible, existing parking spaces will be accessible to staff where this might not normally be available. 

· The needs of staff with protective characteristics will be taken into account when reviewing car parking arrangements. 

	Transmission of Covid-19 through airborne particles whilst moving around the workplace
	All LCC employees, visitors & contractors
	Contracting coronavirus
	· Staff are instructed to limit their movements around the workplace, only travelling to different areas/rooms when it is essential. Alternative means of communication should be used such as use of 2-way radios, telephones, email, instant messaging, skype video calls etc. 

· Access is restricted, where possible, between different areas of a workplace/ or site to limit the number of people accessing different areas.

· Job and location rotation is restricted to limit the number of different people working in different areas. 

· Where corridors are narrow and do not permit a 2 metre distance between 2 people, a one-way system has been put in place where possible to do so. 

· In high traffic areas where corridors and thoroughfares are wide enough, floor markings are installed down the centre and staff are instructed to keep left. 

· Occupants are encouraged to use the stairs and not use the lift.

· Lift occupancy has been restricted to maintain the 2 metre distance. Signage indicating maximum capacity is displayed next to and in all lifts. Wheelchair access has been considered when taking into account the reduced occupancy of lifts and the safe standing/wheelchair position. 

· Hand sanitiser is provided at the lift controls (adjacent to lift and in the lift). 

· High traffic areas including corridors, lifts, turnstiles and walkways will be continually monitored and controls reviewed and amended as necessary. 

	Transmission of Covid-19 through airborne particles whilst at workstation or static work area
	All LCC employees, 
	Contracting coronavirus
	· The occupancy level of the workplace has been restricted and continues to be closely monitored.

·  Only essential workers or staff who are unable to carry out their role from home are permitted to work from an LCC building.   

· The layout of the workspace has been reviewed and adjustments made to enable staff to maintain a 2 metre distance from their colleagues whilst at a workstation.

· Where practicable floor tape or paint is used to mark areas out to assist staff in keeping 2 metre distance within their work area.

· Wherever possible, workstations have been assigned to an individual and not shared. If they need to be shared they should be shared by the smallest possible number of people.

· Staff are instructed to sanitise work areas and equipment before and after use.

· Where it is not possible to move workstations further apart, workstations are arranged side by side or facing away from each other to prevent close face to face working.   Where this is not possible screens will be used to separate people from each other.

· Where none of the above measures are feasible, access to certain workstations is restricted to ensure staff are appropriately spaced out.

· Touch down facilities are restricted to staff who have their own work equipment i.e. laptop, keyboard, telephone handset and mouse, and only require a surface to work from.  Surface sanitiser is provided and must be used on the work surface before and after use.  Touch down desks are positioned to ensure 2 metre distance is maintained. The number of occupants in touch down areas are restricted. 

	Transmission of Covid-19 through airborne particles due to face-face meetings
	All building occupants
	Contracting coronavirus
	· Staff are required to use remote working tools (skype) wherever possible to carry out meetings.

· Only absolutely necessary participants are permitted to attend face to face meetings, maintaining a 2 metre distance at all times.  Pens or other objects must not be shared.
· Staff instructed to use existing local room booking systems which will ensure effective authorisation of meetings and management of safe maximum occupancy. 
· Only designated rooms are to be used for meetings. These are clearly identified. The number of occupants will be restricted and floor markings are installed to assist staff to maintain 2 metre distance.  Designated meeting rooms are well ventilated with windows that open to the fresh air.

· Hand sanitiser is provided in designated meeting rooms where handwashing facilities are not immediately available.
· Disinfectant wipes are available in designated meeting rooms to enable staff to wipe down shared equipment before and after use. 
· Where practicable consideration is given to holding meetings outdoors.

	Transmission of Covid-19 through airborne particles whilst using common areas 
	All building occupants
	Contracting coronavirus
	· Break times are staggered to reduce pressure on break rooms or canteens.

· Staff are encouraged to use safe outside spaces to take breaks where possible but to remain on site to avoid mixing with other people and therefore increasing the risk of contact with the COVID-19 virus.

· Additional space freed up by remote working has been repurposed to provide additional space for staff to take breaks.

· There is a reduced service provided by the canteen providing packaged/takeaway meals only.

· Staff are encouraged to bring their own food to work. Staff are encouraged not to purchase food off site to prevent possible transmission of the COVID-19 virus due to contact with other people and/or contaminated surfaces.  

· Furniture in rest areas has been reconfigured and/or removed to maintain spacing and reduce face-to-face interactions. Signage and floor markings support staff to maintain 2 metre distance. 

· Staff are encouraged to remain on-site and, when this is not possible, to maintain social distancing while off-site.

· The use of locker rooms, changing areas and other shared facility areas has been regulated to reduce concurrent usage.

· We are working collaboratively with landlords and other tenants in multi-tenant sites/buildings to ensure consistency across common areas, e.g. receptions, corridors and staircases etc.

	Dealing with emergency situations including accidents, security and evacuation during the COVID-19 pandemic  
	All building occupants
	Contracting coronavirus
	· In an emergency, e.g. an accident or fire, people do not have to stay 2m apart if it would be unsafe but should do so where this is possible. 
· Emergency arrangements have been reviewed to take account of reduced occupancy.  Where fire wardens are working from home, replacement fire wardens have been trained and given instruction on what to do in an emergency situation. 

· A nominated person is named each day to take charge in an emergency situation. 

· Routine safety checks are maintained including daily checks to ensure all required fire doors are not blocked and are kept unlocked and available in the event of an emergency.

· Surplus furniture and resources have been stored away safely so as not to cause a fire hazard, block fire exits or obscure fire extinguishers or fire signage;

· Staff involved in the provision of assistance to others in an emergency are instructed to pay particular attention to sanitation measures immediately afterwards including washing hands for 20 seconds under running water or using hand sanitiser.

	Reduced first aid provision & Administering first aid during COVID-19 Pandemic
	All building occupants

	Untreated injuries


	· The First Aid Needs Assessment has been reviewed and amended to take account of current occupancy, numbers of first aiders required and additional PPE needed during the COVID-19 pandemic including provision of disposal gloves, disposal plastic aprons and fluid repellent surgical face masks;  
· Additional PPE is made available alongside Defibrillators; 
· As a minimum an Appointed Person will be delegated to take charge in an emergency situation;

· In the event of an incident requiring first aid, should there be no nominated first aider available, the Appointed Person can seek advice from the NHS by calling 111 and asking for medical advice, or call the emergency services on 999 to request an ambulance; 
· First aid signage has been amended where necessary to inform staff of revised first aid arrangements. 

· For instances where first aid qualifications are due for renewal and may expire during the current crisis i.e. due for renewal on or after 16 March 2020, the HSE have granted a 3 month extension to the validity of all first aid certificates.  If, exceptionally requalification training is still unavailable, a further extension is possible to no later than 30 September 2020.
· First Aiders are aware of and follow the Government guidance for first responders; 

· First aiders will pay particular attention to sanitation measures immediately before and following the administration of first aid; washing their hands with warn running water and soap for a minimum of 20 seconds or use hand sanitiser.

	Displaying signs of COVID-19 whilst at work
	All building occupants
	Potential spread of coronavirus

	· Any employee displaying symptoms must make arrangements to leave the workplace immediately and notify their Line Manager/Supervisor whilst being mindful not to come into contact with other staff.
· Should an employee not be able to leave the workplace immediately – they must notify their Line Manager by an appropriate means (email, telephone) and isolate themselves to another room.  Once they have left the workplace, the Premises Manager must make arrangements for the room to be suitably cleaned by contacting Facilities Management to carry out a deep clean of the area following the procedures as set out in the Government guidance Cleaning in Non-Health Care Settings.
· Access to this area must be prohibited until this task has been completed;

· If the symptomatic employee needs to go to the bathroom prior to vacating the workplace they will, where possible, use separate facilities.  Line Managers, Facilities Management or cleaning team must be notified to ensure that the area is appropriately cleaned and disinfected before being used by anyone else.  The facilities must be marked as "out of order" until this task has been completed.

· Any employee who has assisted someone who has taken unwell with COVID-19 symptoms must wash their hands with hand soap and warm water for 20 seconds.  They do not need to go home unless they display symptoms themselves.

	Lack of Personal Protective Equipment 
	All building occupants
	Contracting coronavirus
	· PPE is provided as detailed in task risk assessments created by the service area and in line with PHE guidance and the LCC supplementary Hygiene and PPE summarised guidance on the Health & Safety Website. 
· Employees are made aware of the need to use the appropriate PPE when completing specific tasks.
· Staff have a responsibility to refer to task risk assessments to assess the level of PPE needed for any specific task they carry out, and ensure they use it in accordance with the guidance and manufacturer's instructions. 

· Staff are advised to report insufficient levels of PPE  to their line manager;

· Disposable gloves are worn during normal cleaning regimes.  Disposable gloves and impermeable aprons must be worn when cleaning areas that have been occupied by someone displaying symptoms of COViD-19. 
· Disposal gloves & impermeable aprons should be worn when administering first aid.  

· A dynamic risk assessment should be carried out on individual circumstances before deciding if it is appropriate to also wear a fluid repellent surgical face mask and eye protection if there is a risk of splashing of bodily fluids and/or airborne contaminates. 
· All staff are required to wear a face covering on public transport by law which came into effect on 15 June 2020. 

· Staff are provided with information and instruction on the safe use and disposal of PPE including face masks/face coverings.

	Transmission of Covid-19 through airborne particles from customers, visitors and contractors accessing the building
	All LCC employees, visitors & contractors
	Contracting coronavirus
	· Visitors to premises are discouraged and only permitted if the face-to-face visit is essential and cannot be conducted remotely. Visitors should be by appointment only. The number of visitors on site at any one time will be strictly controlled.
· Where site visits are required, site guidance on social distancing and hygiene will be explained to visitors on or before arrival. For example, signage or visual aids and before arrival e.g. by phone, on the website or by email.

· Site rules and procedures have been revised to include additional controls to mitigate the risk of transmission of COVID-19.
· Reception staff responsibilities have been established in relation to COVID-19 and the communication of procedures required by contractors and visitors to site. Reception/Office staff are aware of and explain additional hygiene and social distancing rules required by contractors and visitors on arrival.
· COVID secure procedures have been developed and guidance and training is provided to all staff before they are permitted to host a visitor.  

· Sign in/out arrangements of visitors have been modified to prevent the handling of pens and paper by multiple people. A record of all visitors must be kept in the event this may be required for track and trace purposes.

· A procedure is in place to sanitise touchscreen sign-in systems each time they are used.
· Entry and exit routes for visitors and contractors have been reviewed to minimise contact with other people.

· Site rules for customers, contractors and visitors is prominently displayed at all access points, including sanitising, handwashing, social distancing, not entering if symptomatic etc. 

Contractors

· Contractors are encouraged to access site asbestos surveys on PAMS prior to a site visit to prevent multiple people to handling the same paperwork.

· When necessary, contractors to familiarise themselves with the asbestos survey for the building prior to works commencing – this can be downloaded from the PAM system.  Alternatively, the executive summary to be provided as a laminate which must be wiped clean with disinfectant wipes after use.
· The Premise Manager has consulted with the Design & Construction Service to determine if schedules for essential services and contractor visits can be revised to reduce interaction and overlap between contractors. Where possible service visits will be carried out, out of hours or during periods of reduced occupancy. This will be continually monitored and Design and Construction Service routinely consulted. 

· Contractors will wear appropriate PPE as determined by their employer, however they may be asked to wear additional PPE (determined and provided by the Premise Manager) upon arrival e.g. gloves, mask, coveralls, shoe covers, etc.  Contractors will comply with any additional PPE or hygiene requirements made by the Premise Manager prior to entry; 

· Where practical, the Premise Manager will instruct contractors to use alternative entry/exit points and routes around or through the premises to minimise contact with others. For example the use of a fire escape door to access an adjacent plant room, as opposed to walking through the main thoroughfare.

	Reduced premises inspections, tests, servicing and maintenance


	All building occupants
	Accidents or incidents resulting in injury, occupational disease, or a risk to health e.g. electrocution, fire, legionellosis, asbestosis


	· Premises management inspections, testing and servicing of plant, equipment, etc. are kept up-to-date for all parts of the building that remain in use e.g.:

· Fire Checks: weekly fire alarm checks continue to be made and recorded for occupied parts of the building. The same principle applies to emergency lighting, fire extinguishers etc.

· Asbestos inspections: undertaken on any areas of the building containing asbestos which remain open. If there is no prospect of areas containing asbestos being disturbed they will be safely left until the premise fully reopens, at which point checks will be made as part of the reopening process. 

· Legionella/Water hygiene: weekly flushing regimes will continue; prior to undertaking the flushing regime, the domestic hot water plant will be switched on and fully operational to ensure water is stored above 60 °C for at least 1 hour prior to commencing the weekly flushing regime to sterilise the hot water system and reduce the proliferation of legionella bacteria.

· Contractor servicing and maintenance: servicing, etc., will continue wherever possible. The Premise Manager will contact the building surveyor (D&C) for advice prior to reopening areas of the premises where it has not been possible to keep these up-to-date.

· Testing of electrical items (PAT): PAT testing will continue where possible.  If not possible, the premises manager will put local controls in place e.g. by undertaking pre-use visual checks for signs or damage or scorching, removing any damaged or faulty equipment from use, switching off and unplugging all equipment after use etc.

· Records of all testing and checks will be kept;

· Records will also be kept of those areas that have not been checked and why e.g. due to building closure, reduced resource, etc.  These areas will be fully checked before reopening.

	Transmission of Covid-19 through airborne particles due to poor ventilation of indoor areas with fresh air
	All building occupants
	Contracting coronavirus
	· As much as possible, fresh air is increased within workplaces and recirculated air reduced.

· The recirculation of internal air is reduced by increasing fresh air input rates to full, adjusting thermal controls to temper the incoming air, maintaining comfortable internal temperatures.

· CO2 parameters are reset to 400ppm and the operating time range of the system is increased.
· Air flow in isolated rooms is maintained wherever possible.            

· Toilet ventilation is in operation 24/7.

· Building occupants are reminded to flush toilets with closed lid via the use of appropriate signage.

· Premise Managers to seek assistance from the Building Service Engineers, duty.engineer@lancashire.gov.uk should any further advice or assistance be required.

	Transmission of Covid-19 through touching of contaminated surfaces
	All building occupants
	Contracting coronavirus
	· An enhanced cleaning regime has been established taking into account busy areas and high touch points including toilets, sinks & taps, changing rooms, door & window handles, desks & work surfaces, phones, computer equipment, MFPs, tills, handheld equipment, tools.

· Disinfectant wipes/spray have been provided to allow staff to regularly clean their own work area and local touch points. Workstations must be wiped down daily upon arrival at work and before leaving for home.  

· A documented cleaning checklist is in place to ensure the enhanced cleaning schedule is followed and maintained.  

· Staff have been instructed on cleaning and sanitising requirements including the use of chemicals and cleaning materials and instructions on the use of PPE.
· COSHH risk assessments are in place and followed for cleaning products and have been shared with staff as necessary.
· PPE is provided for staff to wear during cleaning activities and must be worn as instructed e.g. gloves, aprons etc.  
· Waste bins are emptied at least daily or more often as necessary. Waste cleaning materials are disposed of in the usual way unless it is confirmed or suspected that they are contaminated as a result of a member of staff of visitor displaying symptoms. 
· The premises will follow the procedures as set out in the Government guidance Cleaning in Non-Health Care Settings following a confirmed or suspected case of COVID-19 on site.
· Contaminated or suspected contaminated waste will be double bagged, labelled and stored for 72 hours before being disposed of with general waste;

· If the individual tests negative, then waste can be disposed of in the normal way.
· Where it is not possible to store waste for 72 hours, arrangements will be made for collection by the premises' specialist clinical waste contractor.

· A strict colour coding system of cleaning equipment is in place to reduce the risk of cross contamination.
· A review of high touch points has been carried out. Where possible items have either been taken out of service or have restricted access to limit use by multiple people.  For example, MFPs, whiteboards etc. 

	Transmission of Covid-19 through insufficient personal hygiene 
	All building occupants
	Contracting coronavirus
	· All persons entering premises must wash their hands as soon as possible using warm running water and soap for a minimum of 20 seconds or use hand sanitiser.
· Hand sanitiser dispensers have been installed at all access/egress points and strategically throughout the workplace giving special consideration to high touch points e.g. lift controls.  

· Hand sanitiser has been positioned so as not to cause congestion or restrict people's ability to maintain 2 metre distance and to take into account the needs of staff and visitors with special characteristics. 

· Signs and posters are displayed in key areas to build awareness of good handwashing technique, the need to increase handwashing frequency, avoid touching your face and to cough or sneeze into a tissue which is binned safely, or into your arm if a tissue is not available.

· Hand soap, paper towels and bins have been installed in all kitchens, breakout areas and site cabins, in addition to WC facilities.
· Hand drying facilities are monitored to ensure there is a sufficient supply of hand towels. 

· Paper towel waste bins in toilets and hand wash areas are monitored and emptied more regularly as required. 

· Hand sanitiser has been provided to staff who do not have readily available access to hand washing facilities e.g. working outside or in a vehicle.
· Clear guidance is displayed on the use/occupancy of toilets to ensure social distancing is achieved as much as possible.

	Transmission of Covid-19 through contact with objects coming into the workplace
	All building occupants
	Contracting coronavirus
	· The number of site deliveries has been reduced where possible.

· A procedure is in place to sanitise deliveries entering the premises where it has been deemed necessary.
· Staff handling deliveries will observe good hand hygiene, washing hands using warm running water and soap for a minimum of 20 seconds or using sanitiser after handling new deliveries that have not been sanitised.
· Staff who regularly handle deliveries to wear disposable gloves.
· Non business deliveries are not permitted (personal deliveries to staff).

	Transmission of Covid-19 through work related travel
	Vehicle occupants
	Contracting coronavirus
	· Non-essential travel is minimised, remote options are considered first.
· Staff are encouraged to wash hands before boarding vehicles.
· Staff are instructed to regularly clean vehicles including frequent cleaning of high use vehicle touch points such as steering wheel, gear stick, door handles, keys, fuel cap and equipment.
· Staff who use work vehicles are provided with sanitiser wipes/spray. 

· Waste and personal belongings to be removed from the vehicle at the end of a shift.
· Vehicles are to be cleaned between different users.

· Shared vehicles are cleaned between shifts or on handover.
· Multiple occupancy of vehicles is avoided where possible. 

· Signage is displayed in all LCC vehicles to outline social distancing measures when multiple occupancy is essential.
· When more than one person occupies a vehicle the risk is controlled by using fixed travel partners and increasing ventilation (open windows). Occupants are advised not to sit face-to-face.
· As far as possible, where people are split into teams or shift groups, fixing these teams or shift groups so that where contact is unavoidable, this happens between the same people.
· Travel is scheduled where possible to limit staff exposure to large numbers of people and rush hours.

· Deliveries or collections are scheduled to limit staff exposure to large numbers of people and rush hours where appropriate.
· The number of staff based at depots at a given time is kept to a minimum as required.
· Where possible and safe single workers load or unload vehicles.

	Transmission of Coivd-19 in laboratories 
	Laboratory employees
	Contracting coronavirus
	· The layout of laboratory spaces has been reviewed and rearranged where possible to allow for safe working distances between staff. Where this is not possible due the nature of the working environment including fixed equipment, additional measures are implemented. 
· Teams are fixed where possible to limit the number of different staff mixing together.

· Numbers of staff in the lab are restricted to as small a number as possible.
· A cleaning regime is implemented to regularly clean high touch points including test equipment, apparatus and shared control terminals.  

· Where expensive equipment/machinery cannot be washed down regularly alternative protective measures have been designed.  

· Put down and pick up processes have been put in place to remove direct contact when items need to be passed from one person to another. 

· Positive pressure systems and extractors are operating as normal. 

	Transmission of Coivd-19 in Warehouses
	Employees working in warehouses or large storage facilities
	Contracting coronavirus
	· Layouts, line set-ups and processes have been reviewed to allow people to work further apart from each other.

· Where necessary a consistent pairing system has been established if people have to work in close proximity e.g. lifting or maintenance activities that cannot be redesigned. 

· Cleaning procedures have been established for touch points on shared equipment including hoists, trolley and pallet trucks and forklift trucks.

· Regular cleaning is in place for reusable delivery boxes.

· Areas where people have to directly pass things to each other have been identified and where appropriate direct contact has been reduced through the implementation of drop-off points and transfer zones.

	Transmission of Coivd-19 in outdoor workplaces
	Employees whose workplace is outdoors, members of the public
	Contracting coronavirus
	· It is recognised that for some employees, their workplace will be an outdoor space e.g. road sides for road works and street lighting for Highways, bridge inspections for D&C and open spaces for Countryside Services. In view of the nature of these workplaces, there is no specific government guidance on control measures to be considered however it is important that general advice is followed in terms of social distancing, hand hygiene and use of PPE where necessary.  Please also refer to the task, job/activity risk assessments for specific work.  

	Transmission of Covid-19 due to provision of deliveries or services to other work sites
	All building occupants
	Contracting coronavirus
	· Procedures are in place to minimise person-to-person contact during deliveries to other sites.

· Consistent pairing is maintained where 2-person deliveries are required.

· Steps are taken to minimising contact during the exchange of documentation e.g. by electronically signing and exchanging documents.

	Transmission of Covid-19 through contaminated surfaces when goods enter and leave the site
	Employees
	Contracting coronavirus
	· Pick-up and drop-off collection points and procedures, signage and markings have been reviewed to ensure social distancing measures can be followed.

· Processes have been amended to minimise contact with gatehouse security, yard and warehouse. For example, non-contact deliveries where the nature of the product allows for use of electronic pre-booking.

· Frequency of deliveries have been reduced where possible, for example by ordering larger quantities less often.

· Where possible and safe, single workers load or unload vehicles.

· Where possible, the same pairs of people are used for loads where more than one is needed.

· Drivers are enabled to access welfare facilities when required, consistent with other guidance. 

· Delivery drivers are requested to stay in their vehicles where this does not compromise their safety and existing safe working practice.

	Transmission of Covid-19 due to lack of consultation on safe working practices and provision of information & instruction on safe ways of working
	Employees
	Contracting coronavirus
	· Line managers to communicate local arrangements to their staff prior to reoccupation of their workplace and especially around new procedures for arrival at work.

· Whiteboards or signage, to be used locally to provide current information on key roles, most senior person in charge, who to report issues and concerns to etc. to minimise need for face-face communications. Access to whiteboard pens restricted to nominated person.

· The government poster 'Staying COVID Secure in 2020' is displayed.

· Clear and up to date information is available via the Coronavirus information button on the intranet homepage for all staff and managers.

· Up to date information and guidance on how to manage the risks associated with Covid -19 is also available on the Health & Safety Website.
· There is ongoing engagement with staff (including through trade unions and employee representative groups) to monitor and understand any unforeseen impacts of changes to working environments.

· Line Managers ensure staff are consulted when considering local arrangements. 

· Signage, posters and other instructions use simple, clear messaging to explain guidelines using images and clear language, with consideration of groups for which English may not be their first language.

· Revised operational procedures and approaches are communicated to suppliers, customers or trade bodies to help their adoption and to share experience.

	Stress & Anxiety 
	Employees
	Increased levels of stress/anxiety and lower than normal levels of wellbeing
	· Managers keep in regular contact with staff to monitor their working arrangements and offer support and advice where necessary.  

· Staff are able to make contact with a colleague or manager for advice and support, or just for reassurance, during the normal working day.
· A process is available for individuals to report concerns over breaches of safe working guidelines so that intervention can occur.
· Where a member of staff returning to the workplace has raised concerns about their safety or wellbeing due to the risk of COVID-19, their line manager will complete a risk assessment addressing COVID-19 concerns for an employee to help identify key concerns and any further adjustments required to support them at work. 

· Staff are made aware of sources of information that will assist staff wellbeing such as:

· Employee Wellbeing 

· MIND web site
· H&S COVID-19 web page
· Government Guidance on mental health & wellbeing 


	PART C:  ACTION PLAN  Further action / controls required 

	Hazard
	Action required
	Person(s) to undertake action?
	Priority
	Projected

time scale 
	Notes / comments 
	Date

completed
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