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Risk assessment: Swaffham Town Council/Town Hall 
– occasional use during closed/working from home period
											Assessment carried out by: Claire Smith
Date of next review: 10/02/21			Date assessment was carried out: 03/02/21
	What are the hazards?
	Who might be harmed and how?
	What are you already doing to control the risks?
	What further action do you need to take to control the risks?
	Who needs to carry out the action?
	When is the action needed by?
	Done

	Door Handles: -

Front door
Inner office door
Main office door
Kitchen door
Toilet doors
Council Chamber
Stairway door
Lift door
Stationery cupboard
Cleaning cupboard
Museum door
Town Hall Gates
	All Staff - Multi-user cross contamination. Covid-19 lives on handles for 72 hrs

Random use - not knowing when or who has entered the building before each member of staff
	Wiping door handles daily

Disposing of antiseptic wipes 

PPE - gloves 

Circular letter to all staff using the Town Hall

Each member of staff letting all staff know they have entered the building

Leaving internal doors open

	coverings for handles and switches have been ordered, these need to be installed




	Town Clerk/receptionist
Works manager


	To be reviewed in staff meeting 4/2/21



	

	Office equipment: -

Photocopier 1 Rm 2
Photocopier 2 Rm 4
Laminator
Staplers

Reception desk
Shared desk
Administrator desk
Works desk

Deputy Clerk desk
Town Clerk desk

Filing cabinets
Large metallic safes

PC keyboards
Individual phones
WiFi hub
Water machine
Post Box
	All Staff - Multi-user cross contamination Covid-19 lives on surfaces for 72 hrs

Random use when office is empty – is unknown to other members of staff
	Wiping down all equipment after use

Disposing of antiseptic wipes

Single user for keyboards and phones

PPE - gloves
Line Managers regularly informing staff they manage

Each member of staff letting all staff know that they have entered the building
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	Communal areas: -

Toilets – ladies
Toilets – gents
Toilets – disabled

Staff kitchen
Reception Foyer
Main Office
Deputy Clerk office
Town Clerk office

Council Chamber
Toilets – ladies
Toilets – gents
Toilets – disabled

Chamber kitchen
Chamber cupboard 1
Chamber cupboard 2
Chamber cupboard 3

Lift to Chamber
	All Staff - Multi-user cross contamination Covid-19 lives on surfaces for 72 hrs

Random use when office is empty – is unknown to other members of staff


	Cleaning Rota

additional cleaning after ad-hoc use
	Antiviral coverings to be installed
	Works manager/reception
	Review at staff meeting 3/2/21
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	Staff and visitors Distance & Cleanliness
	All Staff and visitors who visit the Town Hall – contracting covid 19
	Circulate information on social distancing and hand washing 

Social distancing - Signage on floors, corridor walls and in offices, Council Chamber and all other accessible areas

Social distancing – office desks and furniture positioned to allow comfortable use. 

Social distancing – prep for Council Chamber, when face to face meetings are allowed. Re-positioning of tables and chairs.

Handwashing – Signage in all toilets and public areas

	
Review of current practises 






























	
All staff






	
At staff meetings
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	Screens for the Reception area, installed

Masks must be worn when moving around the office.
Hand gel is available at doors and around the office

All staff that can, work from home.

Office not open to the public
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	Health and Wellbeing
	Temperature check











Staff -Anxiety regarding exposure to Covid, changes in working practises, working in a more isolated way.
	All staff and visitors to have a temperature check. On entering the offices – anyone with a raised temperature to leave the building immediately. A log of all people visiting the building is kept.

Weekly informal staff meetings held to check staff are happy with measures taken to protect their health and well- being. Each member of staff has the opportunity to raise any issues at the meeting or talk individually to their line manager with any concerns.

Formal monthly staff meetings held with all staff give a further  opportunity to raise any issues. Notes of these meetings are available for review by HR committee.
	













Staff informed of support available from line managers, NHS and other organisations. At staff meeting and follow up with email
	













Deputy Clerk
	













asap
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