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Risk Assessment
Name of Venue: 	Woodbastwick Village Hall 	Date: 	2nd January 2022	Review Date:	31st May 2022 

Risk Scores use a High, Med and Low rating.  

	Activity:
	Hazard
(Something that can cause harm)
	Who’s at risk
	Existing control measures
(i.e. what’s already in place and how does it help?)
	Assess level of risk 
(Use risk grid)
	Dynamic Risk Assessment 
(What has been discussed or suggested and what preventative measures used?)

	
	
	
	
	Likelihood  H, M, L

	Severity  H, M , L

	Risk Level
	

	Council Meeting

	Risk of transmission of Covid-19 during face-to-face meetings
	Councillors 
Public
Clerk
	Guidance
· Up to date Government/NALC guidance checked

	L
	L
	L
	


	

	
	
	Ventilation
· The hall will be well-ventilated throughout the duration of the meeting with doors and/or windows kept open.  

	L
	M
	L
	· Attendees will be advised of extra ventilation measures and to dress accordingly.  
· The meeting will be kept as short as possible to minimise the risk of infection and exposure to cold.  


	

	
	
	Handwashing
· Toilet facilities will be cordoned off to prevent spread and extra requirement for cleaning. 
· Hand sanitising stations will be placed at the entrance and exit.
· All visitors will be encouraged to use sanitiser upon entry and exit.   

	L
	M
	L
	


	

	
	
	Cleaning
· ‘Clinell’ wipes and/or sanitising cleaner will be used to wipe down all high-risk areas, such as door handles and light switches before the meeting opens and at the end of the meeting.  
· ‘Clinell’ wipes and/or sanitising cleaner will have been used to wipe down hard surfaces such as chairs and meeting tables before and after the meeting.  
· The kitchen area shall be cordoned off to prevent further risk.  

	L
	M
	L
	· Attendees will be advised not to share pens, paper or equipment during the meeting to further prevent the spread of infection.  
· No refreshments shall be offered to further prevent transmission of infection.    

	
	
	
	Social Distancing
· Social distancing guidelines apply to all parts of the building, not just the area where attendees are meeting. This includes entrances and exits.  
· The venue can accommodate a full Council meeting adhering to social distancing rules and the hall shall be set out ahead of the meeting to plan for this.  
· Attendees will be encouraged not to move tables/chairs and to remain in their chosen seat.  

	L
	M
	L
	· Attendees to be reminded of the importance of social distancing, both in the meeting room and outside of it. 
· Use of signage to remind attendees to keep their distance from other attendees wherever possible. 
· Wall and table signs will be in use.
· Seating shall be arranged 2metres apart, side by side and/or back to back to further prevent face-to-face transmission. 
· Should the number of public attendees exceed the hall’s capacity to maintain social distancing, chairs will be provided to sit outside and all effort will be made to include them in the public segment of the meeting.  


	
	
	
	Use of Face Coverings
· All attendees shall be asked to wear a face covering, unless medically exempt. 
· A supply of masks will be available and wearers shall be asked to dispose of these safely once they have left the premises.  

	L
	M
	L
	· Attendees to be reminded that wearing of masks does not prevent people from contracting COVID but is a measure to reduce the risk.



	
	
	
	Symptoms
· If anyone has Covid symptoms with a new continuous cough or a high temperature, then they will be advised not to attend any meetings until after a safe quarantine period has elapsed. 
· If advised that an attendee of a past meeting has developed Covid-19 and were recently on the premises, then all other attendees should be informed of the situation and advised to self-isolate.

	L
	M
	L
	· Anyone showing signs or symptoms of Covid-19 will be asked to leave immediately.  


	
	
	
	Track & Trace
· Members of the public will be encouraged to use the QR reader codes to log their attendance or 
· Members of the public will be encouraged to list their contact details on the sheet provided at the entrance.  

	L
	M
	L
	· The Clerk holds contact information for all Councillors and this shall be used in the event of a track and trace incident.  

	
	
	
	Testing
· Attendees will be reminded of the availability of lateral flow tests which can be done at home and ordered via Order coronavirus (COVID-19) rapid lateral flow tests - GOV.UK (www.gov.uk)
· Attendees will be reminded of the PCR testing available at sites across Norfolk
	L
	L
	L
	· There is no legal requirement for attendees to produce negative test results ahead of attending a meeting and a common-sense approach to symptoms/wellness and attending meetings in encouraged.  



Signed:										Dated: 		02/01/20222	
		Parish Clerk & RFO – Woodbastwick, Ranworth & Panxworth PC
