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COVID-19 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 the Corporate Health & Safety Team.  

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. 

mailto:health&safety@ipswich.gov.uk
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 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-19-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. 

 

Service delivery in outbreak period. 

Information about the virus 

A coronavirus is a type of virus (not bacteria). The incubation period of COVID-19 is 10 days.  
 
Signs and symptoms of COVID-19 

The following symptoms may develop in the 10 days after exposure to someone who has COVID-19 infection: 
The most common symptoms of coronavirus (COVID-19) are a new, continuous cough or a high temperature, lost sense of smell/taste. 
For most people, coronavirus (COVID-19) will be a mild infection. 
Generally, these infections can cause more severe symptoms in people with weakened immune systems, older people, and those with long-
term conditions like diabetes, cancer and chronic lung disease. 

 

How COVID-19 is spread 

The risk of infection with COVID-19 is understood to be determined by a number of factors including: 

• Routes of transmission (exposure to droplets/contact/airborne), 

• Work with symptomatic and asymptomatic persons,  

• All secretions (except sweat) and excretions are regarded as infectious, 

• Virus survival in environment is believed to be variable with material/temperature/chemicals/sunlight – guidance advises reduced 
infectivity is achieved in 72 hours, 

• Air borne aerosols are cleared by ventilation proportionate to the number of air changes per hour, 

• Availability of hand washing facilities/materials, 

• Degree of personal separation achievable, 

• Disinfection regime, 

• Availability of PPE. PPE is provided at all sites – Face coverings, aprons, gloves, hand sanitiser and foot coverings. PPE kits are on 
site to grab when going to an outer units. 
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There are 2 routes people could become infected: 

1. Secretions can be directly transferred into the mouths or noses of people who are nearby (within 2m) or possibly could be inhaled into 
the lungs. 

2. It is also possible that someone may become infected by touching a surface or object that has been contaminated with respiratory 
secretions and then touching their own mouth, nose, or eyes (such as touching door handles or shaking hands then touching own 
face).There is currently little evidence that people who are without symptoms are infectious to others. 

 

How long the virus can survive 
How long any respiratory virus survives will depend on a number of factors, for example: 

• what surface the virus is on 

• whether it is exposed to sunlight 

• differences in temperature and humidity 

• exposure to cleaning products 
Under most circumstances, the amount of infectious virus on any contaminated surfaces is likely to have decreased significantly by 72 hours. 
Regular hand hygiene and cleaning of frequently touched surfaces will help to reduce the risk of infection 
 
What to do if someone develops symptoms of coronavirus (COVID-19) on site 

If anyone becomes unwell with a new, continuous cough or a high temperature in the workplace they should be sent home and advised to 

follow the stay at home guidance. 

If they need clinical advice, they should go online to NHS 111 or call 111 if they don’t have internet access. In an emergency, call 999 if they 

are seriously ill or injured or their life is at risk. Do not visit the GP, pharmacy, urgent care centre or a hospital. 

 

If a member of staff has helped someone who was taken unwell with a new, continuous cough or a high temperature, they do not need to go 

home unless they develop symptoms themselves. They should wash their hands thoroughly for 20 seconds after any contact with someone 

who is unwell with symptoms consistent with coronavirus infection. It is not necessary to close the workplace or send any staff home, unless 

specifically advised to by the Contact Test and Trace service. Keep monitoring the government response page for the latest details. 

 

Guidance on face coverings 

The need for face coverings should be determined by risk assessment in accordance with up to date Public Health England guidance (broadly 

this will be for close personal contact with symptomatic persons, contact with body fluids or work in a contaminated environment). 

 
 
 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance
https://111.nhs.uk/
https://www.gov.uk/government/topical-events/coronavirus-covid-19-uk-government-response
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Universal Precautions 

Everyone can help reduce the spread of coronavirus (COVID-19) by reminding everyone of the public health advice. Posters, leaflets and 

other materials are available. 

Employees and customers should be reminded to wash their hands for 20 seconds more frequently than normal and maintain 2m distance 

from other people where practicable. Frequently clean and disinfect objects and surfaces that are touched regularly, using your standard 

cleaning products. 

 

Where working from home is possible this has been enabled. Other work has been adapted to comply with the social distancing or PPE 

guidelines set out by the government. 

A communication strategy has been adopted to ensure staff are fully briefed and appropriately supported. Stay at home guidance has been 

communicated to managers to ensure isolation procedures are followed. 

 

 

 

 

 

 

 

 

 

 

 

https://campaignresources.phe.gov.uk/resources/campaigns/101/resources/5016
https://campaignresources.phe.gov.uk/resources/campaigns/101/resources/5016
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 COVID-19 Secure Risk 
Assessment:  
 

Site:     
East & West Villa Hostels 

 

Date of Assessment: 
May 2021 

Author:  
Date of next 
review: November 
2021 

 

Risk Assessment 
Purpose:  
 

East and West Villa schemes are used for temporary accommodation for families and single people who have approached IBC 
as homeless and for whom it has been decided the Council owes an accommodating duty to under the Housing Act. 
In addition to the two main schemes, we manage three smaller shared houses in the town which are referred to as outer units. 
They are located at 70 & 108 London Road and 238 Felixstowe Road.  
East and West Villa are staffed 24/7. The outer units are not staffed but are managed remotely by staff at the main sites who will 
attend as and when the need arises. 

 

 
Risk Location 
& the hazard 

(Exposure to COVID-

19 virus or risk arising 
from building use or 
change in working 

practice at a specific 
location) 

 
Who might 
be at Risk? 

Staff, Visitor, Cllr., 
Contractor, 
Customer 

 
Control Measures in Place 

act to remove the activity or situation, or if this 
isn’t possible, control the risk 

 
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” 
Site remained 
operational 
throughout the 
pandemic  

Staff  
Residents 
Contractors  
Visitors   

• Not able to introduce a one-way system due to the layout 

of the buildings but the main entrances are clearly marked 

with social distancing and face covering posters. Staff 

reinforce the measures in place.  

• Sanitiser units have been paced at key locations (main 

entrances, gate at west villa, foyers, in office/staff areas 

and in residents’ areas including laundry areas).  

• COVID-19 signage has been placed in key areas and in 

other locations around the buildings (main entrances, 

foyers, in office/staff areas and in residents’ areas 

including laundry area). 

• Floor markers have been placed at office doors at both 
sites for safe distancing guide. 

• Perspex screens at interview desks. 

• Necessary PPE and additional equipment (first aid PPE 
kits for staff in accordance with corporate review) Is being 
ordered on a weekly basis. 
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• All frontline employees to be offered Lateral Flow Testing 
(LFT) (Please note this is a voluntary scheme and 
therefore not mandatory). 
 

• Scheduled testing of the Lateral Flow Tests (LFT) is to be 
carried out twice a week by those permanent staff 
participating in the scheme (days of testing are 
determined by each officers shift pattern over a 7 day 
period).Bank/Pool staff are offered testing prior to shift 
cover and twice weekly if working more than one shift in a 
7 day period.  

 
If employee receives a Negative test result; 
1. Report to their workplace as normal 
2. Employee must provide details of their LFT result to HR 

within 1 hour of receipt by email at 
lateralflowtest@ipswich.gov.uk. 

 
If employee receives a Positive test result; 
1. Employee MUST go home immediately. (You are legally 

obliged to self-isolate following a positive LFT test result). 
2. Inform line manager and email HR of their positive test at 

lateralflowtest@ipswich.gov.uk.  Duty SHO will complete a 
COVID-19 reporting form. 

3. Employee should book a PCR test within 48 hours of 
positive test result.  

4. HR will log COVID-19 related absence on MSS, employee 
will need to self-isolate for at least 10 days.  

 

• Employees must self-isolate together with their household 
in line with Government Guidelines for people with 
symptoms of Coronavirus. 

 
 

• Work has been carried out to ensure that the air 
ventilation system operates correctly and efficiently (east)  

• Water flushing continues to be carried out in vacant 
areas, in accordance with corporate guidance. 

• Equipment that will be out of use has been removed from 
offices and communal areas. 

• Maximum staff numbers identified for each staff area at 

both sites. Specific numbers as follows but are not to 

exceed a max of 2 unless agreed by senior staff; 

o Main office East 4  

o Comms office East 1 

o Staff kitchen East 2 

o MPR East 6 
o Front office West 1 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:lateralflowtest@ipswich.gov.uk
mailto:lateralflowtest@ipswich.gov.uk
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o Middle Office West 2, nominated desks clearly 

marked 

o Back office (staff bedroom) 1  

o staff kitchen (front) west 1 

o staff kitchen (rear) west 1 

 

• Revisions made to training programmes and first aid 

provision to ensure compliance with both COVID-19 

guidelines and organisational policies. 

• Reviewed and updated cleaning specification for IPSERV 

cleaners. 

• Revised cleaning schedules for all employees to ensure 

being COVID-19 Secure.  

• Offices set-up to comply with the 2-meter socially distant 

office working and any unnecessary equipment removed 

or taken out of use.  

• Training programme for all staff on revised operating 

procedures. 
• Communication between staff with considerations given to 

employees who are extremely clinically vulnerable and 
clinically vulnerable. 

• Repairs and maintenance are being completed by 
appointment only.  

• Staff must report immediately any personal symptoms / a 
suspected case / self-isolation in their home. 

• Senior staff to be contacted if not on shift. 

• Staff/senior/admin on duty will need to find cover for the 
shift or stay onsite until someone arrives to take over. 

• This must then be escalated to Sarah Yule and Pete 
Whittall. 

• All visitors and contractors are asked for their details, 
name, company and contact numbers. These details are 
be entered onto our inhouse test and trace system. 

Building systems 
Weekly Room 
Inspections  

Staff  
Residents 

• Staff must wear gloves and face coverings and change 
these between rooms/flats. 

• Checks will be completed with 2 staff members. 
Residents, if they are in, are to leave their rooms/flats 
whilst the checks are carried out. Staff will try to complete 
these while residents are out to avoid too much disruption 
or invasion of the resident’s space. 

• All PPE must be disposed of in the relevant bins. 

• Ensure PPE is checked regularly and ordered 
appropriately so staff always have access to it. 

• If we have residents isolating due to symptoms/positive 
test results, we will cancel weekly room checks unless 
there are welfare concerns. 
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Coming To / 
Leaving Work – 
cross infection /  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Staff Handovers 
 

Staff  
Residents 
Contractors  
Visitors   
Families  

• Maximum number of operational staff on site at any one 

time (please see above) so the arrival and departure of 

staff can be managed through social distancing.  

• Congregation in the office or foyer areas will be forbidden.  

• Personal items to be stored under the desk where the 

staff member is working and items to be taken home at 

the end of the day.  

• Any sleep-in items to be taken to the sleep room on 

arrival and taken home at the end of the shift or place in 

lockers provided. 

• Hand washing and sanitisation required on entry and exit 

of the building and then regularly throughout the shift.  

• Notices are displayed in all staff areas with key 
information such as hand hygiene, social distancing and 
safe working practices. 

• Staff are responsible for cleaning their work area 

(keyboard, mouse etc) when starting work and before 

leaving. Antiviral wipes and spray are provided and 

readily available. 

• Staff have been issued individual stationary kits 
containing basics stationary such as pens and notepads. 

• Staff travel to work in their own vehicles as driving 

between sites may be necessary. Public transport is not 

being used. 

• Clothing soiled during work hours should be removed and 

bagged prior to departure to avoid cross-contamination at 

home. 

 

• Face-face handovers to stop with immediate effect. 

• Handovers as per safe system of work 

   

Moving Around 
Buildings 
 
 

Staff  
Residents 
Contractors  
Visitors   

• There is signage throughout the buildings to remind 
everyone to maintain 2m social distancing.  

• Hand washing and sanitisation promoted through 
signage. All staff should do this on entry and exit of the 
building. 

• No chairs for resident or visitor use to ensure compliance 
with 2-meter distance.  

• Chairs in the foyer at East villa have been removed to 
prevent cross infection and congregation. 

• Face coverings to be worn at all times when not in the 
office or accommodation. This is applicable to everyone in 
the building. 

• 2m markings at the office doors to comply with social 
distancing. 

• Face coverings must be worn in all communal areas by all 
unless exempt due to medical condition   
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Internal staircase  Staff  
Residents 
Professional 
visitors 
contractors 

• Keep left signage displayed on internal staircases     

Workplace/Workstat
ions 

Staff  
Contractors 

• Working areas for staff should comply with 2-meter social 
distance rule. East villa office is big enough to social 
distance and any workspaces that do not comply with this 
are signed, not in use. West Villa has a much smaller 
space. One staff member will sit in the front office and use 
that toilet and kitchen and the second staff member will 
use the back office and sleep-in kitchen and bathroom. 

• Desk areas and IT equipment to be COVID-19 secure. 
Staff are to clean before and after every use. Antiviral 
wipes and spray are provided for this. 

• The desktop at west villa has been moved from the front 
office to the back office to ensure that one staff member is 
not out the front having to complete all duty tasks. 

• One staff member to be allocated the mobile phone at the 
start of the shift to reduce any cross contamination. Wipe 
between uses and at the start and end of shift. 

• Headsets have been issued to all staff to reduce the need 
for sharing phones. 

• Notices are displayed in all staff areas with key 
information such as hand hygiene, social distancing and 
safe working practices. 

• Extra bins in the offices and toilets for any used PPE. 
 

  
 
 

 

Meeting Areas staff 
and admissions  

Staff  
Residents 
Contractors  
Visitors   

• Use of remote working tools such as online meetings and 

training to avoid in-person meetings. 

• Meetings will only be held in person where absolutely 

necessary eg: admissions or professional meetings.  

• Where face to face meetings are held, they will be in a 
well-ventilated room and where social distancing can be 
adhered to.  

• Notices are displayed in all meeting rooms reminding 
everyone of social distancing, hand washing and face 
coverings. 

• Hand sanitiser and wipes have been placed in the 
meeting rooms. 

• Face coverings to be worn except when staff are behind 
the Perspex screen. 
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• All meetings should be arranged in advance and meeting 
rooms booked for that time period to ensure that there are 
not people congregating anywhere in the buildings. 

• Avoiding transmission during meetings by ensuring that 
there is no shared use of stationary or paperwork and 
hand sanitiser is available for use.   

• High touch areas such as door handles and light switches 
to be cleaned before and after meeting. 

• Meetings must take place following COVID-19 secure 
protocol.  

 

Common Areas 
 

Staff  
Residents 
Contractors  
Visitors   

• 2m social distancing must be maintained where possible. 
Congestion is unlikely but step back space is generally 
available throughout 

• High touch areas (door handles, stair rails) to be cleaned 
on a regular basis. 

• Signage reminding everyone of social distancing, 
washing/sanitising hands and to wear face coverings. 

• Sanitiser units have been paced at key locations (main 
entrances, gate at west villa, foyers, in office/staff areas 
and in residents’ areas including laundry areas).  

• Staff are encouraged to utilise external access points 
when travelling around premises at East Villa. 

 

   

Common Area -
Smoking/Vaping 
Zone  

Staff  
Residents 
Contractors  
Visitors   

• Current marked areas do not allow for social distancing. 

• Staff should remind everyone about social distancing if it 
is noticed that people are gathering around the 
smoking/vaping area. 

• Staff will enforce and disperse if necessary. 

• Staff/SHO will decide as to where residents can 
smoke/vape on a case-by-case basis depending on their 
needs and the location of the accommodation they are 
residing in. Staff will look at safe egress which may 
include fire escapes, kitchen doors and front doors if in 
self-contained accommodation.  

• We will look to place smokers in the most appropriate 
accommodation to give them access to a safe 
smoking/vaping area. 
 

   

Common Area - 
Laundry Area 

Staff  
Residents 
Contractors  
Visitors   

• Laundry token payments have been suspended since 
March 2020 so that staff do not have to handle money. 

• Staff are to wear gloves when collecting laundry tokens 
from the machines. 

• All tokens must then be sprayed with appropriate antiviral 
spray and left to dry. 

• Residents should contact the office by phone to advise 
staff how many they want, and staff will leave them in the 
relevant laundry room for the resident to collect. 
Minimising face to face contact.  

• Look at a safe way 
of starting to 
charge for the 
tokens. 

• Putting up posters 
to give residents 
time to prepare. 

• Formal letter to 
residents with 
dates of when 

SY/RS 1st March 
2021 
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 charging will 
resume. 

Kitchens Staff  
Residents 
Contractors  
Visitors   

• Ensure that residents do not congregate in the shared 
kitchen areas. 

• Rota bookable for residents to use kitchen. 

• Strict one in one out (social Bubble) system monitored by 
staff 

• Contract surfaces sanitised between uses. 

• Shared kitchen use will not be permitted by those that are 
required to isolate.  

• If a resident is required to isolate, they will be issued with 
a disinfected microwave and kettle. 

• The villas have a stock of microwavable and non-
perishable food to give out to residents required to isolate. 

• Requests can be made to FIND if further food is required 
or the residents can arrange for food to be delivered by 
family/friends. This is to be arranged by telephone call to 
staff. 

 

   

Car Park  Staff  
Residents 
Contractors  
Visitors   

• Parking bays lined out 

• Social distance signage positioned in car park 

• Users responsible for maintaining safe social distancing  

• Staff parking bays clearly signed  

   

Toilets Staff  
Residents 
Contractors 
Visitors  

• Staff toilets cleaned regularly by “Ipserv” cleaner following 
COVID-19 specification including the increase in 
frequency of cleaning and more frequent rubbish 
collection. This task is completed by duty staff outside of 
normal office hours and over weekends/bank holidays  

• Windows in toilet remain open to provide adequate 
ventilation at East. Toilets at West do not have windows 
but extractor fans are installed and used 

• Where lids are fitted signage added to remind users to 
close lid before flushing  

• Hygiene posters placed in prominent positions to remind 
users and build awareness of good handwashing 
technique, the need to increase hand-washing frequency 
and to avoid touching your face 

• No queue issues to consider 

• Running water, liquid soap and sanitiser available within 
the toilet area along with paper towels for hand drying  

• All toilets, except disabled toilets, to have lids. Disabled 
toilets are not designed for lids and would not be user 
friendly. Signage to encourage ‘lid-down’ flushing to be 
put-up in toilet areas.  

• The communal/visitor toilet at East Villa has been closed 
and locked as there is little to no need for it at this present 
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time. It can be opened on request if there is an 
emergency.  

• Toilets to be cleaned after each use. 
 

Shower Facilities Staff  
Residents  
Contractors  
Visitors  

• Any staff or communal shower facilities are currently out 
of action and staff have been made aware 

• Facilities within accommodation will be the responsibility 
of the individual residents. 

• Deep clean undertaken by contracted cleaner between 
lettings    

   

Locker Areas Staff • Staff have access to lockers if they wish to use them for 
storing items.  

• Staff aware that if they use a locker, they need to clean it 
before and after use. 

• Ipserv also clean the outside of lockers as part of their 
COVID-19 specification  

 

   

Incident Procedures 
 
Fire Evacuation 

Staff  
Residents  
Contractors  
Visitors  

• Current incident procedures reviewed as part of this 
process 

• Social distancing does not apply in an emergency 
evacuation  

• Current evacuation policy followed, all to social distance 
once at Muster point 

• The major incident escalation policy has been reviewed 
and amendments carried out. 
   

   

First Aid Staff  
Residents 
Contractors  
Visitors   

• Current Fire Risk Assessment is in place. 

• Fire boards are regularly updated with new admission or 
discharge information. 

• PEEPs are in place for those residents that require them. 

• In the event of an evacuation, social distancing will not be 
required to take place until you reach the evacuation 
point.   

• Personalised fire plans will be put in place for any 
households with COVID-19 symptoms, confirmed or self-
isolating, this is to include evacuation instructions specific 
to the household including where to evacuate to 
specifically highlighting the need to distance from other 
residents who are evacuating. 

• Current First Aid Risk Assessment is in place and First 
Aiders must respond in accordance with the training 
provided. 

• Staff must follow current government guidance on first aid 
procedures. 

• First Aid boxes are being checked regularly and items 
ordered if necessary. 

• Staff have access to First aid PPE kits in accordance with 
corporate the review. 
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Visitors Contractors 
& Residents  

Staff  
Residents 
Contractors  
Visitors   

• Residents are permitted to nominate a maximum of two 
named visitors per household. They will be required to 
comply with measures in place whilst on site. Details of 
which can be found in the Operational RA and SSOW. 

• When residents have instructed staff who they want as 
their two named visitors, these guests will be added to a 
spreadsheet for each site which will be found on the 
shared area. This will ensure all staff have access to who 
is permitted to be on site. 

• Professional visitors eg: medical personnel/ social 
workers are permitted with an agreed time so that we can 
ensure the interview room is available prior to 
appointment. 

• Floor markers have been placed at office doors at both 
sites for safe distancing guide. 

• Signage reminding people to wash hands for 20 seconds. 

• Hand sanitiser units have been paced at key locations 
(main entrances, gate at west villa, foyers, in office/staff 
areas and in residents’ areas including laundry areas and 
meeting rooms).  

• Signs to remind all about hand washing in all toilets. 

• Always maintain social distance rule of 2 metres, where 
possible. 

• 2m floor markings are in place at office doors. 

• Staff continue to carry out regular building checks to 
ensure social distancing, is taking place and other 
additional safety rules are being adhered to at all times. 

• Contractors to pre-book and agree new rules and 
regulations before entering facility. This includes adhering 
to existing signing in/out procedures enabling test and 
trace.  

 

   

Cleaning and 
hygiene 

Staff  
Residents 
Contractors  
Visitors   

• Ipserv cleaners have revised their specifications to ensure 
they are relevant to the updated operating conditions. 

• Hostel officers’ clean high touch areas throughout the day 
and overnight. 

• Hand washing – facilities already in place. Signage in 
place to encourage handwashing.  

• Hand sanitisation points are available at the entrances to 
the buildings. 

• All meeting rooms are cleaned after use to prevent cross 
contamination.  

• Appropriate PPE, including coverings, gloves and aprons 
are available for use where applicable for instance when 
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an infected person has been known to be or currently in 
the building.  

• Additional PPE supplies (gloves, wipes etc.) can be 
ordered on a weekly basis. 

• Hand sanitiser units have been paced at key locations 
(main entrances, gate at west villa, foyers, in office/staff 
areas and in residents’ areas including laundry areas and 
meeting rooms).  

• Checks are being carried out regularly by staff on site to 
ensure cleaning is being appropriately implemented. Any 
concerns are directed to Ipserv. 
 
 

Confirmed / 
suspected case of 
COVID-19 of a 
resident in shared 
accommodation 

Staff  
Residents 
Contractors  
Visitors   

• If someone at East /West villa has symptoms or a positive 
test, they will be asked to isolate in their accommodation 
and staff will follow the guidance as outlined in the SSOW 
operational plan. 

• A letter will be sent to individual households confirming 
their specific requirements and outlining rules and 
arrangements for them and their circumstances 

• For refuse collection, the residents will be provided with 
black bags and instructions on tying / double bagging. At 
an agreed time, the bag can be left outside an arranged 
door and staff will dispose of in the COVID-19 specific 
refuse bins. At East Villa these are in the bin shed and at 
West they are outside flat 11a.  

• Staff must wear gloves and thoroughly wash hands and 
sanitise afterwards. 

• Procedures relating to provision of other support services; 
food parcels, medication etc to be actioned with external 
agencies/bodies 

• Residents who have been advised to isolate with 
suspected/positive COVID-19 results and share a kitchen, 
will be issued with a disinfected  microwave and kettle.  

• The villas have a stock of food that can be prepared using 
just a microwave or kettle and this will be issued by staff.  

• Staff can order a food parcel making sure that FIND are 
aware that the resident has no access to the 
kitchen/cooker.  

• Residents can contact family and friends and ask if they 
can bring shopping for them. This will be left at the main 
entrance for staff to collect, take and place outside 
residents door, then a call made to the resident to make 
them aware. 

• Laundry facilities will not be available to those isolating, If 
they require items to be washed they can ask a friend or 
family member to come and collect and bring back. A time 
will need to be agreed with staff prior to anyone turning up 
or coming on site. 
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Furthermore, this risk assessment doesn’t cover staff/tenant induction back into the building, but this is being agreed with HR/TMT. 

Any other comments: This is an assessment related to additional risks associated with COVID-19 and does not replace operational 

Risk Assessments for East and West Villa.  

• Alginate bags are available to those isolating so nobody 
out of their household needs to touch any laundry. 

• If the resident has no-one who is able to do their laundry 
they will be issued with alginate bags which they can put 
straight into the washing machine once their isolation 
period comes to an end. 

• Any questions, advice or contact the resident may need 
with staff will have to be completed on the phone. 

• Anyone who tests positive for COVID-19 and refuses to 
isolate will be reported to the relevant authorities. 

Bin Store/Bins on 
floors 

Staff  
Residents 
Contractors  
Visitors   

• All rubbish to be sealed within bags prior to being moved 
by residents and staff to communal bins externally. 

• System in place A/B bins used alternate weeks to reduce 
any risk of contamination when handling as will exceed 
72hr contact rate.  

   

Work Travel 
 
Pool Cars 

Staff  • When travelling between sites staff travel on own  

• Where possible travel between the facilities is to be 
avoided. 

• Cleaning sanitising kits available to staff 

• All contact surfaces wiped before and after driving  

• In the event of a staff member showing symptoms or a 
positive test, vehicle put out of action for 72hrs prior to 
deep clean by Ipserv contracted cleaner. 

   

Goods In/Out  • To minimise residents coming to the office, staff will put 
any letters under room/flat doors. 

• If parcels are delivered staff will stand back away from 
delivery driver while they place the parcel on the floor and 
staff will pick up, take to the office and call resident to let 
them know it’s arrived. 

• Staff must wash hands thoroughly after handling any post 
or deliveries. 

 

   

Ventilation Staff  
Residents 
Contractors  
Visitors   

• Site survey undertaken by MCS to determine suitability or 
any on site ventilation system or Air conditioning. 

• Where appropriate a maximum occupancy number will 
have been set and shared with the site manager or 
systems isolated if not suitable for use in communal 
areas. 

   


