
 

COVID Secure Workplace Recovery Risk Assessment  
   
This risk assessment should be completed in conjunction with the H&S guidance for Building Managers document.   
The guidance document contains a checklist of hazards you should include and others to consider. These lists are not exhaustive, and the risk assessment 
should also include anything that is specific to your building or way of working. The risk assessment should be thorough but succinct and identify all of the 
hazards.   
“A risk assessment is not about creating huge amounts of paperwork, but rather about identifying sensible measures to control the risks in your 
workplace.” (HSE)  
Once completed, risk assessments should be emailed to health&safety@ipswich.gov.uk.  
If you would like to discuss completion of the risk assessment, please contact Paula Juster or Julian Smith.  
Managing risk  
Objective: To reduce risk to the lowest reasonably practicable level by taking preventative measures, in order of priority  
We have a duty to reduce workplace risk to the lowest reasonably practicable level by taking preventative measures. Building Managers must work with 
any other employers, tenants or contractors sharing the workplace so that everybody’s health and safety is protected. In the context of COVID-19 this 
means working through these steps in order:  

1. In every workplace, increasing the frequency of handwashing and surface cleaning.  
2. Operational areas and building managers should make every reasonable effort to enable working from home as a first option. Where working 
from home is not possible, building managers should make every reasonable effort to comply with the social distancing guidelines set out by the 
government and IBC guidance notes (keeping people 2m apart wherever possible).  
3. Where the social distancing guidelines cannot be followed in full, in relation to a particular activity, operational areas should consider whether 
that activity needs to continue for the service to operate, and, if so, take all the mitigating actions possible to reduce the risk of transmission between 
their staff.  
4. Further mitigating actions include:  
  
– increasing the frequency of hand washing and surface cleaning  
– keeping the activity time involved as short as possible  
– using screens or barriers to separate people from each other  
– using back-to-back or side-to-side working (rather than face-to-face) whenever possible  
– reducing the number of people each person has contact with by using ‘fixed teams or partnering’ (so each person works with only a few others)  
5. Finally, if people must work face-to-face for a sustained period with more than a small group of fixed partners, then you will need to assess 
whether the activity can safely go ahead. No one is obliged to work in an unsafe work environment.  
6. In your assessment you should have particular regard to whether the people doing the work are especially vulnerable to COVID-19.  

   
 Risk Level -  It is recognised that levels of risk will vary over the course of the pandemic period with levels of community infection/ possible localised 
outbreaks and with observance of recommended public health measures by the public. The Covid-Secure approach to this risk assessment aims to adopt 
universal hygiene and distancing precautions wherever these are reasonably practicable and to identify specific additional mitigation where social 
distancing cannot be maintained. HSE confirm that, where possible, people should be kept 2m apart and if this is not viable, keeping 1m apart with risk 
mitigation is acceptable.  
The recommendations in the rest of this document are ones you should consider as you go through this process. You could also consider any advice that 
has been produced specifically for your sector, for example by trade associations or trades unions.  
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Risk (Exposure to 

Covid-19 virus or risk 
arising from building 
closure or change in 
working practice) 

Who might be Harmed? 
Staff, Visitor, Contractor, 
Customer 

Control Measures in Place 
 
Things you are already doing to reduce the risk (see checklist for 
guidance) 

What Further Action is 
Necessary? 

Any additional control measures or 
equipment that you need 

 

Action by 
Who? 

Who is 
responsible for 

the further 
action? 

 

Action by 
When? 
When the 
action will be 
done by 

Before Reopening: 
 

Staff, contractors and 24-hour security 
staff 

Limited personnel on site and booked contractor 
appointments only. Social distancing enforced and 
personnel reminded of the need to wash hands/ use hand 
sanitiser. Some signage in place near toilets.  

More official signage required, including 
floor signage. 

Hand sanitising stations and a reception desk 
screen.  

Covid-Secure cleaning protocol to be in place 
(see below). 

  

Philip/Saskia 28 July 2020 

Coming to / Leaving 
work: 
 

Staff Non VS Staff to work from home where possible with 
access to building only in exceptional circumstances and 
with appropriate social distancing (currently 2m). A 
maximum of 4 people to use the office space 4 people to 
use the collections working area at any one time.  

Use of staggered arrival and departure times 
(where possible). Hand sanitising station for 

staff at entry/exit points. Staff to be 
reminded of Government guidance to avoid 
using public transport unless essential, and 

to walk, cycle or drive to and from work. 

Philip/Saskia Ongoing 

Moving around 
buildings: 
 

Staff, Visitors, Contractors One-way circulation routes around the building devised 
and mapped. Separate routes for visitors and staff. Use of 
stairs encouraged.  
  

Staff to manage external queues on High 
Street at busy times. Hand sanitising station 

at entry/exit point. Install barriers as 
required to control circulation around the 

building. More official signage required 
including floor signage. Staff inductions to 
take place highlighting social distancing. 
Arrangements for use of lifts by disabled 

visitors to be put in place (see below). 

Philip/Saskia 28 July 2020 

Workplaces / 
workstations: 
 

Staff A maximum of 4 people to use the office space at any one 
time. Regular cleaning of surfaces with appropriate anti-
Covid-19 products before and after use of items such as 
tills, keyboards. Staff reminded of the importance of 
regular handwashing. Staff to maintain 2m social 
distancing whilst using a workstation with back-to-back or 
side-to-side working (rather than face-to-face) where this 
is not possible. Hot-desking to be removed,. Windows 
opened where possible. Fans to be used to aid air 
circulation. Staff to keep their personal belongings under 
their desk and remove when they leave (see use of lockers 
below). Contactless payments to be encouraged 

Screen at reception desk to be installed. 
Staff inductions to take place highlighting 

social distancing and hand washing regimes. 
 

Agree which desks will be used and by 
whom. Clear signage on desks to be used and 

those not to be used 

Philip/Saskia 28 July 2020  

COVID Secure Risk 
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guidance) 

What Further Action is 
Necessary? 

Any additional control measures or 
equipment that you need 

 

Action by 
Who? 

Who is 
responsible for 

the further 
action? 

 

Action by 
When? 
When the 
action will be 
done by 

Meetings: 
 

Staff Use of remote working tools (video conferencing, 
telephone, email) to avoid in-person meetings. Only if 
absolutely necessary should participants physically attend 
meetings and should maintain social distancing (2m, or 1m 
with risk mitigation where 2m is not viable). Do not share 
pens, documents and other objects to prevent virus 
transmission. Hand sanitiser available in meeting room. 
Holding meetings outdoors or in well-ventilated rooms 
whenever possible. Use of Museum meeting room to be 
restricted to a maximum of two people at any one time 
with door left open. Attendees to sit at opposite ends of 
the meeting table. 

Enable meeting room window to be opened. Philip/Saskia 28 July 2020 

Common areas: 
 

Staff A maximum of two people in the staff room at any one 
time. Staggered break times to reduce pressure on the 
staff room, ensuring social distancing is maintained. Using 
safe outside areas for breaks (museum grounds). 
Reconfigured seating and tables, including removing some 
chairs, to maintain spacing and reduce face-to-face 
interactions. Encouraging staff to remain on-site and, when 
not possible, maintaining social distancing while off-site. 
Encouraging storage of personal items and clothing during 
shifts in personal storage spaces, for example, lockers or 
under workstations. Staff lockers to be used by assignee 
only and these will not be re-allocated for the foreseeable 
future. All personal rubbish to be taken away each day by 
staff. 

Covid-19 information signage required for 
staff room. 

 

Philip/Saskia 28 July 2020 

Incident procedures 
(fire/first aid): 
 

Staff, Visitors, Contractors Fire evacuation plans have been checked and are in place.  
There is no need to amend these as they adhere to public 
safety and the list of First Aiders are in staff areas. 

Procedures to be reviewed regularly (initially 
after first month of opening). 

Philip/Saskia 31 Aug 2020 
and ongoing 

Customers / Visitors / 
Contractors: 
 

Visitors, Contractors Timed entry slots for 20 people at 30-minute intervals with 
walk-ups only permitted where there is capacity within a 
particular time slot. Booking system (via Regent Theatre) in 
operation. One-way circulation routes around the building 
devised and mapped. Separate routes for visitors and staff. 
The use of the lift is to be discouraged, but where 
unavoidable only by a single person or family group. 
Arrangements for disabled visitors in place. Awareness of 
need to remind visitors who are accompanied by children 
that they are responsible for supervising them at all times 
and should follow social distancing guidelines. 
Arrangements in place to keep a temporary record of all 
visitors for 21 days for the purposes of NHS Test and Trace. 

Install barriers as required to control 
circulation around the building. Signage and 
hand sanitising units at specified locations, 
including the entrance. Lift: notices to be 

placed outside and inside, and hand 
sanitising units to be placed outside lift on 

ground and first floors. Visitor records to be 
made available to NHS Test and Trace if 

required. 
 

Queuing system to be put in place using floor 
stickers 

Philip/Saskia 28 July 2020 
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Cleaning / Hygiene: 
 

Staff, Visitors, Contractors All staff with cleaning responsibilities to be issued with 
appropriate PPE, including aprons, gloves (toilet cleaning), 
masks (if RA requires) and hand sanitising products. 
 

Staff inductions to take place highlighting 
hand washing regimes. A new regime to be 

implemented which increases the frequency 
of surface cleaning throughout the day. 

Particular attention to be paid to objects and 
surfaces that are touched regularly such as 
card readers, handrails and door handles. 
New cleaning and hygiene procedures in 

relation to toilets (see below). Use of 
specialist contractor cleaner. Provision of 

adequate disposal arrangements for cleaning 
products and other waste. Signage and hand 

sanitising units in multiple locations. 

Philip/Saskia Ongoing 

Face coverings: 
Cleaning / Hygiene: 
 
 

Staff, Visitors, Contractors Wearing of face coverings is an individual preference, but 
should not be seen as a substitute for other ways of 
managing risk (e.g. hand washing, minimising time spent in 
contact). Face masks (PPE) will be made available for staff 
if the guidance changes 
 

Suitable advice provided to staff on the 
correct use of face coverings 

https://www.gov.uk/government/publicatio
ns/how-to-wear-and-make-a-cloth-face-

covering/how-to-wear-and-make-a-cloth-
face-covering 

. 

Philip/Saskia Ongoing 

Use of shop areas: 

 

Staff, visitors Social distancing maintained, screens provided in front of 

paypoints with contactless only payment. Mandatory face 

covering considered not required as shop is considered as 

part of Museum visitor rather than stand alone shop (or 

wholly retail as per gov requirements). 

 

Provide signage, screen and one way route. 

Gloves to be used by staff when handling 

merchandise. 

 

Philip/ Saskia Ongoing 

Shift patterns / work 
groups / work travel: 
 

Staff Working from home is the preferred option. Rotas to be 
used for Visitor Services and other staff once building 
reopened. Concept of ‘fixed teams or partnering’ to be 
embedded as far as possible. 
 

Staff shift pattern records to be made 
available to NHS Test and Trace if required. 

Philip/Sas Ongoing 

Goods in/out: 
 

Staff New protocols in place in relation to arrival of 
merchandise. Staff to wash/wipe items if possible. Staff to 
wash/sanitise hands after handling items.  

Hand sanitising and cleaning material.  Philip/Saskia Ongoing 

Other risks from 
service activities: 
 

Staff Handheld radios – One radio to be used by the same 
member of staff for the entirety of their shift. Equipment 
to be sanitised before and after use. Disinfected radios to 
be available. 

Some radios to be relocated to stop bottle-
necking at the storage/ collection point 

Philip/Saskia Ongoing 

School 
workshops/group 
tours:  
 

Staff and group/visitors Booked groups only. Reduce numbers for a school 
workshop/group tour into bubbles. One-way circulation 
routes around the building devised and mapped.  

Further Risk Assessment to be designed 
related to school visits 

Philip/Sas Ongoing 

https://www.gov.uk/government/publications/how-to-wear-and-make-a-cloth-face-covering/how-to-wear-and-make-a-cloth-face-covering
https://www.gov.uk/government/publications/how-to-wear-and-make-a-cloth-face-covering/how-to-wear-and-make-a-cloth-face-covering
https://www.gov.uk/government/publications/how-to-wear-and-make-a-cloth-face-covering/how-to-wear-and-make-a-cloth-face-covering
https://www.gov.uk/government/publications/how-to-wear-and-make-a-cloth-face-covering/how-to-wear-and-make-a-cloth-face-covering
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Toilets: Staff, Visitors, Contractors Daily cleaning in accordance with agreed cleaning protocol. 
Add signs and posters to build public awareness of good 
hand washing techniques, the need to increase hand 
washing and to avoid touching the face, and to cough or 
sneeze into a tissue that is binned safely, or into your arm 
is a tissue is unavailable.  Make hand sanitiser available on 
entry to the toilet, and ensure suitable hand washing 
facilities, including running water and liquid soap and 
suitable options for drying.  Set clear use and cleaning 
guidance for toilet, with increased frequency of cleaning in 
line with usage.  Ensure the toilet is well ventilated.  

Increase frequency of cleaning with 
dedicated specialist contractor. 

Hand-sanitiser available outside. 
Signage on floors to encourage people to 

stand away from the outer doors. 
Locks to be installed on outer doors (M & F 

toilets) to stop bottlenecks forming in a 
confined space. 

All toilets to be used by only one person at 
any one time. Use of signage (including hand 

washing and toilet flush with seat in down 
position).  

 

Philip/Sas Ongoing 

Exposure to Covid-19 
virus 

Volunteers Currently no volunteers are allowed in the building. Volunteers will only be allowed to return 
once further consideration is given to 

ensuring that they are not exposed to any 
risks to their health and safety. 

Philip/Sas/Lib Fox After 28 July 
2020 

Ventilation: 
 

Staff, Visitors, Contractors There is no air recirculation system in use anywhere in the 
building. Fans are available and will be used as required in 
public and staff areas. Windows will be opened where 
possible. 

None N/A N/A 

 

Any other comments: 

*To create additional rows, place your cursor in the last box of the bottom row and press tab. 

The highest number of people that can be safely accommodated at Ipswich Museum, maintaining social distancing and allowing for points of 
congestion at any one time is 40 in the building. This figure is based on timed entry slots for 20 people at 30-minute intervals. It will be 
adjusted, as required, in the light of experience.   

This risk assessment has been informed by the Government’s Guidance document, ‘Working Safely during coronavirus (COVID-19): The Visitor 

Economy’, published 11 May 2020 and revised 24 June 2020. In the event that the Government produces further revisions this risk 

assessment will be updated as required. 

The National Museum Directors’ Council (NMDC) ‘Good Practice Guidelines on Opening Museums After July 4th’ has also been consulted. 

 


