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                                         Risk Assessment

	Ref. No.
	Department
	Task/area/activity being assessed
	Date of assessment
	Name of assessor/s

	COVID19-001
	Estates
	Office activities
	26/05/20
	Matt Horton – Head of Estates
Steve gamble  - H&S Manager

	Explanatory notes:

Estate office actions to minimise the risk of transmission of the COVID19 virus within the office environment.
	Signature of assessor/s
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	Approval of WAM / Section Lead

	
	Luke Rake Principal 
H&S Committee


	Location:  Address / OS Grid Reference:
Kingston Maurward Estate and associated remote locations including home working






                         

Nearest hospital / A&E:  Determined by location                                                                      Mobile Phone Reception (Good/Bad): Determined by location                                                                      




	Description of Hazard
	Potential Harm i.e. who might be harmed and how, including Prevent
	Existing controls/considerations
	Are these enough?
	Further Prevention and controls to reduce risk
Monitoring requirements

	Generic Control measures for estate office staff to minimise the risk of the spread of Covid 19 in offices.

	Staff
Visitors/Contractors

	· Maximum of 3 persons in the main office

· Social distancing to be observed at all times 
· No hot desking

· Storage areas to be cleaned/disinfected after use 

· Regular handwashing to take place

· Use hand sanitizers where there are no washing facilities

· Do not touch your face with your hands 

· Where provided use disinfectant spray on surfaces
· Office groups to keep together and minimise interaction with other departments

· Where a person has to pass someone to get to their desk they are only to do this back to back or person in the way to move too allow social distancing protocol

· Drop off point to be installed at the bottom of the outside stairs for items left for estates team.

· Wooden counter to be provided at the office entrance to prevent persons entering the office and allow a drop off point for items and parcels. Items then removed and either hand sanitiser used of gloves. Note: reverse procedure for pick ups
· Regular outside breaks

· Meetings held in areas large enough to allow social distancing

· Salto and CCTV equipment restricted to only one person per day and wiped/cleaned after end of day use

· Side office (Carole’s) to be used for anyone wishing meet a member of the office
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	How will this risk assessment be communicated to staff / students / others?
	
	Risk assessment review
	1st review
	2nd review
	3rd review
	4th review

	
	
	Name of reviewer:
	
	
	
	

	
	
	Signature of reviewer:
	
	
	
	

	
	
	Date of review:
	
	
	
	


IMPORT NOTICE:


Any staff who exhibit any of the following symptoms should self-isolate immediately and inform the college that they are doing so. 


Where possible they should also inform the College whom they have met in the last 7 days whilst at work and in which areas they have been working.


High temperature – this means you feel hot to touch on your chest or back (you do not need to measure your temperature)


New, continuous cough – this means coughing a lot for more than an hour, or 3 or more coughing episodes in 24 hours (if you usually have a cough, it may be worse than usual)


Loss or change to your sense of smell or taste – this means you've noticed you cannot smell or taste anything, or things smell or taste different to normal


Continue to follow Government/NHS guidance on Self Isolation �HYPERLINK "https://www.nhs.uk/conditions/coronavirus-covid-19/what-to-do-if-you-or-someone-you-live-with-has-coronavirus-symptoms/staying-at-home-if-you-or-someone-you-live-with-has-coronavirus-symptoms/"��Protocols� and call 111 or �HYPERLINK "https://111.nhs.uk/covid-19/"��click�














Further Control Measures, Procedures and References to Industry/HSE Guidance (if required): Seating guidance
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