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COVID-19 Risk Assessment
Room Booking and Staff Events
General Instructions:
This risk assessment should be completed for formal face-to-face meetings involving groups of people in a centrally bookable room.
It is assumed that the business need for the meeting has been established by the area concerned. This risk assessment does not cover social gatherings where a business requirement has not been established.

Please contact the University Safety Service should you have any questions or concerns arising during the completion of this form.  However, it is not necessary to have this Risk Assessment reviewed by the University Safety Service prior to holding the event / meeting.
Date Risk Assessment completed:
__________________________
Completed by:



__________________________
Approved by:



_________________________ (Meeting Organiser/Chair)
The purpose of this risk assessment is to ensure that, as far as reasonably practicable, all appropriate safety arrangements and mitigations are in place to protect all attendees from potential transmission of COVID-19.

This is a risk assessment for the in-person meeting / event on xx 2022. 
	School / Department / Unit: 
	Summary of Activity

	Department Name 
	Venue (e.g. Great Hall, Riddel Hall):
Room Number:

Maximum occupancy of room under COVID-19 arrangements for 2m social distance:

Duration of event: 
Number of attendees: 
Detailed description of planned activities: 

Please outline the purpose and format of the event, including the operational requirements to hold the event on-site.   

(The purpose of recording this detail is to ensure that the person completing the risk-assessment understands what activities are being planned and that the event can be held in keeping with Public Health guidelines).
e.g. Theatre-style meeting with a range of internal staff speakers. Group discussion. 


	Assessment completed by: Meeting Organiser Name
	Date completed: xx 2022 
	Review Period: Post-event 




	Risk Area
	Existing Control Measures

(What are you already doing?)
	Severity (1-5)*
	Likelihood (1-4)*
	Risk Level* (L,M,H, VH)
	What further action is necessary
	Severity (1-5)*
	Likelihood (1-4)*
	Final risk level*
	Action by whom 
& by when

	Potential for transmission of COVID-19
	· Staff made aware that they must self-assess their symptoms prior to coming onto campus and should not attend if they or anyone in their household have any symptoms or test positive for COVID-19.
· All staff encouraged to take an LFD test (home test kit) prior to attending onsite meetings. 
· Attendees encouraged to activate the Stop-COVID 19 App whilst in attendance at the meeting.
· Number of persons attending within the stipulated room capacities for 2m social distancing (e.g. 18 attendees, room capacity 40).
· Facilities, layouts and seating arranged with 2m social distancing for all attendees

· Theatre-style layout to avoid face-to-face positioning.

· If anyone becomes unwell with COVID-19 symptoms during the event they will be asked to leave the venue and advised to follow the current PHA guidance. 
	3
	3
	H
	If advised after the event that an attendee has tested positive for COVID-19, the relevant Government advice should be followed and staff with whom they have interacted (close contacts) will be advised to monitor their symptoms and self-isolate where necessary.
	3
	2
	M
	

	Building Arrangements

	· Where possible, buildings will operate a one-way system with separate entrance and exit doors utilised.
· Attendees advised to follow any on-campus signage providing information on COVID-19.

· Hand-sanitising points set up at building entrances / exits. 

· Internal staircases limited to one person at a time, where possible.

· Reduced maximum occupancy for lifts – signage on doors advising of capacity levels.

· Closest washroom facilities identified with appropriate signage on reduced occupancy numbers.

· Organiser to advise attendees that numbers within smoking areas are limited and they should maintain 2m distancing if using the area
	3

	3
	H
	Security to be contacted for disabled parking access, where required.
	3
	2
	M
	

	Cleaning Arrangements
	· Rooms cleaned prior to use with frequently touched room surfaces / items disinfected, such as door handles, light switches, chairs, tables etc.

· Extra cleaning materials provided in the room for attendees to use freely, in addition to University cleaning regimes. 
	3
	3
	H
	
	3
	2
	M
	

	Ventilation 
	· A ventilation survey of all centrally bookable rooms has been undertaken and adjusted to increase the ventilation rate wherever possible. 

· Organiser to ensure that windows / doors are opened regularly throughout the duration of the meeting and / or to leave window(s) / door(s) fully or partially open, where possible.

· Seating arranged to avoid draughts.

· Windows opened more fully during breaks to purge the air in the room.

· To support the above, University heating systems are monitored and configured to help keep ambient temperatures comfortable for staff / students.
	3
	3
	H
	
	3
	2
	M
	

	Arrangements for Fire Evacuation and First Aid
	· In the event of a fire evacuation, attendees advised to self-evacuate immediately using the normal escape routes and to maintain 2m distancing at the assembly point.

· Organiser advised to contact Security staff for emergency First Aid support, if required (Ext number 2222).
	3
	3
	H
	
	3
	2
	M
	

	Behaviours and use of face coverings
	Organiser to ensure that attendees advised of: 

· The importance of hand washing and personal respiratory hygiene before, during and after the meeting. 

· The need for physical distancing at all times during the meeting i.e. while entering and exiting the venues, and during breaks for refreshments. 

· The importance of respecting individual space of all colleagues and the need to adhere to University and COVID guidelines at all times to protect themselves, colleagues and their families. 
· The requirement to wear an appropriate face covering on entering, leaving and moving around inside the room. Face coverings may be removed once seated at 2m distancing. If staff wish to wear their face covering throughout the day this will not be discouraged.
	3
	3
	H
	Where a face covering cannot be worn due to a medical condition, attendees asked to advise the event organiser. 
Face visors may be worn by attendees exempt from wearing face coverings, if desired.
	3
	1
	L
	

	Breaks and refreshments 
	· Take-away tea / coffee provided.
· No communal buffet-style meals.

· Pre-packaged single-serve options booked and provided

· Hand sanitising stations provided at refreshment stations.

· Queues for refreshments managed to maintain social distancing.
· Where possible and weather permitting, food to be consumed outdoors.
	3
	2
	M
	
	3
	1
	L
	

	Presenters / Use of lectern
	· Organiser to ensure that an exclusion zone with 2m (minimum) distancing demarcated at the front of the room where the lectern / presenter will be located.

· Presenters may remove face covering whilst presenting from inside the exclusion zone. 

· Presenters to replace their face covering when leaving the exclusion zone to return to their allocated seat.

· Cleaning materials available at the lectern with the Presenters advised to wipe clean all surfaces and equipment after use.  
	3
	2
	M
	Ensure cleaning is carried out between each presenter.
	3
	1
	L
	


This assessment should be reviewed at regular intervals and immediately if there is reason to suspect that it is no longer valid (for example after any accidents or incidents) or if there is a significant change in the work to which it relates.

*Please use the risk matrix below for completing the assessment. Risk is comprised of two elements, the likelihood of harm occurring and the severity of that harm. In 
risk-assessment, the likelihood of harm is the estimated frequency of the harm occurring and severity is the estimated seriousness of the potential to cause harm. A subjective estimate of both must be made. Hazard severity should be rated on a scale of 1 to 5.
	Severity
	Probability
	      
	Risk Rating
	Action

	
	Unlikely
	Possible
	Likely
	Very Likely
	
	Score
	Risk Level
	

	Minor
	1
	2
	3
	4
	
	1-5
	Low
	No further action necessary

	Moderate
	2
	4
	6
	8
	
	6
	Medium
	Although tolerable – monitor activity

	Serious
	3
	6
	9
	12
	
	8-10
	High
	Further measures required

	Very Serious
	4
	8
	12
	16
	
	12-20
	Very High
	Immediate action required – cease activity

	Extreme
	5
	10
	15
	20
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