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Teaching /Training Event Covid-19 secure

Risk Assessment and Actions

Guidance: It is the event’s lead organiser’s responsibility to complete an assessment of the event environment with regard to Covid-19 for their participants in line with the Government guidance on 11th May 2020. Adherence to Government and Public Health England (PHE) issued guidance is essential to protect participants.  Any concern must be escalated without delay. 
Participants include organisers, attendees, educational providers (such as invited guests and trainers), administrative staff, technical staff, catering staff and patients where relevant.

This form has been developed to support event organisers with this assessment but it must be completed in conjunction with the latest guidance from the Government.   The risk assessment supports organisers in; identifying what work activity or situations might cause transmission of the virus; thinking about who could be at risk; deciding how likely it is that someone could be exposed; acting to remove the activity or situation, or if this isn’t possible, control the risk.  Please click on the relevant links (underlined) throughout this form to access the addition information / poster etc. 
The key aspects of the guidance as detailed in the assessment for managers to consider include:

· Protecting participants who are at higher risk e.g. shielding, vulnerable, BAME, pregnant

· Deciding who should come in to work for and how this is supported

· Coming to and leaving the event

· The event environment – social distancing, cleaning, etc….

· Moving around and common area

· Good hygiene

· Providing information and guidance 

· PPE / Face coverings
Event organisers must ensure this poster is displayed somewhere accessible to participants to confirm they have complied with the Governments guidance on managing the risks from Covid-19.

Clinical / patient activity services:  This assessment covers the physical environment within the event and allocation / movement of participants.  
Main Risks include: Exposure to Covid-19, impact on current heath condition and mental wellbeing. 
Collaborative Risk Assessment: Most Deanery training /teaching events will be held at venues that will have their own risk assessment tools and measures. Where possible both assessments need to be complied with.
	General Information

	School:


	
	Event venue:
	

	Training programme(s):
	
	Event title:
	

	Training grade of participants:
	
	Event date:
	

	Event lead(s):
	
	Date of assessment:
	


	Situation, current controls and further guidance 

	Aspects to consider 
(hazard / problem)
	Status

Please circle
	If Yes – you are confirming that the following controls are in place and have evidence of this where appropriate
	If Partial / No – Please detail the gaps, consider guidance and liaise with the relevant specialist for advice on further actions.   

Continue to the Risk / Action plan sections
	Notes

	Protecting people who are at higher risk
	

	Have you protected those participating who are at higher risk?
(e.g. shielding, vulnerable, BAME, pregnant)
	Yes 

Partial 

No
	· A Covid-19 individual assessment (or similar document) has been completed and a process  is in place to review at agreed periods with the individual.
	
	

	Have you had wellbeing discussions with individuals working from home?
	Yes 

Partial 

No
	· Arrangements for well being check / regular contact.

· Provision for virtual interactions (this should be included in the above Covid-19 individual assessment).
	
	

	Who should go to he event and how is this supported?
	

	Have you decided who should come to the event?  
	Yes 

Partial 

No
	· You have reviewed your event so that only essential participants attend.

· Those who can participate from home,  are working safely. 
	
	You should review this regularly. 



	Do participants at home have the equipment required?
	Yes 

Partial 

No
	· Equipment participants are using at home promotes safe working, remote meeting ability and good posture.
	
	Refer to HSE guidance on  home working.

	Have you had wellbeing discussions with particpants that are  attending?
	Yes 

Partial 

No
	· Arrangements for wellbeing checks / regular contact including any concerns.


	
	

	Coming to and leaving the event

	Participants can get into and leave work safely
	Yes 

Partial 

No
	· Event times have been staggered to maintain social distancing on arrival / departure.
· Participants are encouraged to walk, cycle where safe to do so and use own vehicle. 
· Where participants using own vehicle, adhere to government guidance on car sharing.
· Handwashing facility is in the area.  If not, hand sanitiser is available close to access and exits points. 
	
	

	The work area 
	

	Arrangements are in place so that you can keep people 2 metres apart


	Yes 

Partial 

No
	· The 2 metre distance is identified.
· There is signage to reinforce this.
· Work stations arranged side to side  or back to back within an appropriate 2 metre gap to maintain distance.
· Work stations not to be used are clearly disabled e.g. equipment removed, taped off.
· Tables and chairs have been removed so that they are 2 metres apart.

· Colleagues required to use vehicles for work activity follow the Government guidance re car sharing.
	
	Refer to HSE guidance

	Where you cannot keep a 2 metre physical distance alternative controls are in place
	Yes 

Partial 

No
	· Arrangements are in place locally to keep the number of people less than 2 metres apart to a minimum
· Consistency in participant allocation where possible to limit social interaction
· Physical barriers are in place such as screens etc....

· Participants required to use vehicles for the event follow the Government guidance and avoid sharing vehicles where possible.
	
	Refer to HSE guidance 

	There is adequate cleaning within the venue to prevent transmission. 


	Yes 

Partial 

No
	· Work surfaces are free from clutter to allow reular cleaning.

· There is regular general cleaning in place and individuals aware of their responsibility to clean shared equipment after use.
· Suitable wipes for cleaning shared equipment / objects that are regularly used and / or shared between colleagues are provided.
	
	

	There is adequate ventilation  
	Yes 

Partial 

No
	· There are adequate windows / doors that can be opened to allow flow of air.
· If fans present, they are not directly blowing across participants.
· Any ventialation / air conditioning / extract units are not recirculating air within the room.
	
	This should be managed in line with local Fire Safety requirements.

	Moving around & common areas
	

	Particiants that are required to move through different work environments can do so safely
	Yes 

Partial 

No
	· Systems in place to ensure only essential trips are undertaken either within the event building or to other sites.
· Restricting the rotation between locations / stations, etc…
	
	

	Common areas used by participant have appropriate safety measures in place.
	Yes 

Partial 

No
	· 2 meter markings on floors.
· Arrangements are in place to reduce the number of participants in enclosed areas such as meeting rooms  / corridors / rest rooms, etc…
· Temporary walkways / one way routes are in place to maintain social distancing.
· Common areas – tables / chairs removed to ensure 2 metres apart.
· Staggering break times / encouraging use of outside areas for participants breaks.
· Limiting numbers of participants access to kitchen / toilet facilities at any one time.
	
	The requirement for lift signage and reducing occupancy lies with the landlord(s) of the facility.

	Good hygiene

	Good hygiene measures are in place
	Yes 

Partial 

No
	· There is access to handwashing facilities and / or alcohol hand rub.
· Handwashing signage is in place.
· Processes are in place to ensure appropriate and regular cleaning of showers, toilets,  changing facilities and other common shared areas.

· Kitchen / beverage preparation areas should be wiped down after each individual use.

· Appropriate bins are available to dispose of wipes etc....

· Consider propping doors open whilst rooms are in use to reduce touching of handles.
	
	This must be done in line with local Fire Safety requirements.

	Information and Guidance

	Participants are provided with information 
	Yes 

Partial 

No
	· Participants have been provided with information on procedures and guidance that have been introduced.
· Process in place to hold conversations with  participants, listening to and acting on their concerns.
· Process is in place to communicate with participants where english is not their first language.
	
	

	Personal Protective Equipment / Face Coverings

	Personal protective equipment as advised by PHE.
	Yes 

Partial 

No
	· The PPE requirements for participants follows PHE guidance to prevent the spread of infection.
	
	https://www.gov.uk/government/publications/wuhan-novel-coronavirus-infection-prevention-and-control/covid-19-personal-protective-equipment-ppe

	Face coverings - colleagues can wear face coverings in non-clinical areas if they choose to. 

	Yes 

Partial 

No
	· Participants that choose to wear a face covering must ensure the appearance of these are in keeping with a professional environment and would not cause alarm to other participants.
	
	


	Assessment of the overall arrangements (controls) in place currently



	Please tick appropriate box:  
	(
	Monitoring / further action:

	Local level risk - controls are in place and adequate 
	
	No further action required.  Lead organiser to monitor and review

	Directorate level risk – improvement action required within specified timescales
	
	Complete action plan liaising with specialist for advice and guidance where appropriate form the Deanery / Head of School.



	Corporate level risk – urgent action required
	
	Complete action plan and escalate urgently to the Deanery / Head of School. 




	Action Plan
What is planned to further mitigate or eliminate the risk(s)? Actions need to be specific, achievable and time bound.

This plan should be monitored until all complete.

	Key Actions Required
	By who? 
	By When? 

(Target completion date)
	Progress

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Risk Assessment Approval

	Assessor’s Name and Role 
	
	Signature
	
	Date 
	

	Lead Organiser’s Name and Role (Risk Owner)
	
	Signature
	
	Date 
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