

GENERAL HEALTH AND SAFETY RISK ASSESSMENT FORM

Site: Edgbaston Campus, Aston Webb, VC Suite

Department: 
Executive Team     Activity: Professional Services
Risk Assessor: Rebecca Lewis 
Date of Assessment: 08/07/20   Date of Assessment Review: TBC
Academic/Managers Name: Mark Senior


Academic/Managers Signature:……………………………………

· * Circa 9 members of staff maximum. It is unlikely this number of occupants at any one time will be reached as staff members will not be coming in on a daily basis. 

E - Employee / S – Student / V – Visitor / C – Contractor 
	Hazards Identified


	Persons at Risk

(Numbers)
	Control measures already in place
	Grading of Risk with control measures in place

(Severity x Likelihood)
	Are these adequate

YES / NO
	What further action is necessary to control the risk?
	Grading of Risk after further action

(Severity x Likelihood)
	To be    completed by (date)
	Responsible Person

	
	E

*
	S
	V
	C
	
	
	
	
	
	
	

	Psychological well being

Anxiety and stress caused by concerns around returning to work and studies on Campus

	E


	
	
	
	Communication is in place via email and one to one meetings to ensure staff are not ill-informed about returning to work safely.

Advice is shared with staff members and staff have been fully briefed and kept up to date with current advice on staying protected through the University’s lines of communications (i,e line managers, Internal Comms) and shared with staff via email, Teams site, and one to one meetings and the University’s Coronavirus FAQs click here. 

Risk assessment shared with staff and an electronic copy is available on the shared drive. 

New workplace/controls put in place to reduce risk of exposure to COVID 19 are documented in procedures and policies and disseminated to employees through Line Managers and Teams communication. These include:

· Social distancing: General guidance for staff and students

· Social distancing: Buildings adaptations guidance

· Social distancing: Product solutions booklet

· Social distancing: Building checklist

· On-line induction materials for returning to campus: combination of the guidance and videos. 

https://intranet.birmingham.ac.uk/staff/coronavirus/essential-resources-and-checklist.aspx
· Return to Campus COVID-19: Building Risk Assessment (This completed Risk Assessment)
Line managers are aware of how big changes to working arrangements may cause additional work-related stress and affect their employees’ mental health and wellbeing. 
	6 (3x2)
	Y
	
	
	16/07/20
	Rebecca Lewis



	continued

Psychological well being

Anxiety and stress caused by concerns around returning to work and studies on Campus

	
	
	
	
	Managers hold regular informal discussions during one to one meetings with their team and look at ways to reduce causes of stress. 

Staff who are in vulnerable groups themselves and identified to be considered in ‘at risk’ groups - which include those who are 70 or over, have a long-term condition, are pregnant or have a weakened immune system, or are living/caring for someone in these groups are encouraged by line managers to discuss their support needs to ensure additional measures are put in place to protect them including working from home.

Reasonable adjustments made, including those needed for PEEPs especially in relation to who will assist with their evacuation in an emergency, to avoid staff that require them including disabled workers being put at a disadvantage. 

Employees invited to return back to work on Campus who have concerns have discussed these with their line manager or supervisor using the University’s Covid-19 Return to Campus Discussion Form and where necessary an occupational health referral has been made using the Occupational Health Referral for Covid-19 Assessment Form.

https://intranet.birmingham.ac.uk/hr/wellbeing/index.aspx
Employees are made aware of supportive mechanisms available to them (e.g. counselling, occupational health, HR, etc) through line managers, internal communications and University webpages: 

https://intranet.birmingham.ac.uk/staff/coronavirus/faqs-for-staff.aspx
https://intranet.birmingham.ac.uk/hr/wellbeing/index.aspx
https://intranet.birmingham.ac.uk/hr/wellbeing/workhealth/index.aspx

	
	
	
	
	
	

	Spread of COVID-19 amongst occupants

	X
	
	
	
	Hand Washing

· Hand washing facilities with soap and hot water in place.

· Stringent hand washing taking place. 

· Paper towels for ease of disposal/hand dyers for drying of hands

· See hand washing guidance for further information.

· https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
Individuals are reminded to catch coughs and sneezes in tissues – Follow: “Catch it, Bin it, Kill it” and to avoid touching face, eyes, nose or mouth with unclean hands. Posters are displayed around the workplace.
Posters displayed of hand washing in welfare facilities.
Hand sanitiser available at the entrance to the VC suite and on each desk. 
Awareness posters displayed around the workplace including via table top signs on desks and in the kitchen and bathrooms to remind staff and to avoid touching face, eyes, nose or mouth with unclean hands.
Managers keep track of when staff can return to work after the symptom free period. 

The University’s On-line induction materials for returning to campus  combination of the guidance and videos have been provided and completed for all staff returning to work in University buildings. 

To help with consistency and adherence to office specific measures such as access routes, occupancy limits etc., staff from other departments accessing the VC’s Suite (such as cleaning and Estates) have received a  Office specific induction including information and on site induction by email.

Cleaning furniture, machines and equipment 

Frequently cleaning and disinfecting objects and surfaces that are touched regularly by Cleaning Services with desks marked at the end of each day that has been used. 

Workstations to be cleaned by Cleaning Services before the commencement of each day. 


	12 (4x3)
12 (4x3)

	N
	Employees to be reminded through the Teams site  and via poster to wash their hands for 20 seconds with warm water and soap and the importance of proper drying and disposal of tissues. In accordance with the NHS Guidance:

https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
To help reduce the spread of coronavirus (COVID-19) reminding everyone by Teams site of the public health advice as per the following link.
https://www.gov.uk/government/publications/coronavirus-outbreak-faqs-what-you-can-and-cant-do/coronavirus-outbreak-faqs-what-you-can-and-cant-do
Campus cleaning services to follow approved cleaning rota ensuring all office space, desks, circulation areas, lavatories (between VC office and Carnegie Room) and kitchen are thoroughly cleaned and sterilised before the commencement of any office work. Sterilising chemicals and cloths are provided in the kitchen to clean machines (such as printers) and equipment prior to use and upon completion. 


	8 (4x2)
8 (4x2)

	16/07/20
16/07/20

	Rebecca Lewis
Cleaning Services




	
	X

X
	
	
	
	Social Distancing

Social Distancing - Reducing the number of persons in any work area to comply with the 2-metre (6.5 foot) gap. See links below for further guidance. Capacities will be displayed on meeting rooms and kitchen area.  All offices are single occupancy.
Visual management aids to act as a nudge for social distancing and appropriate cleaning before and after use. 

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19
https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/5-steps-to-working-safely
Welfare/ Kitchen facilities have appropriate signage to ensure correct use as per social distancing guidelines with a one in one out system in place.
Smaller facilities have a one out one in policy. Additional signage has been placed in bathrooms and kitchen to ensure hands are washed via correct method for handwashing prior to and after use. 

Workplace routines changed to ensure room/office capacity calculated to maintain social distancing is not exceeded including: 

· Change to staff entry and exit times – staff will not be working full-time in the offices and their arrival will not cause a peak in traffic into the office 

· Staff will continue to work from home when not in the office

Social gatherings amongst employees have been discouraged whilst at work including meetings where alternative arrangements have been provided e.g. virtual meetings. 
Managers perform frequent evaluation against social distances controls on a daily walk round of office. Staff are reminded via Teams and one to ones of the importance of social distancing both in the workplace and outside of it. 


	12 (4x3)

	N
	Staff to be reminded via one-to-one meetings and table top signs on desks of the importance of social distancing both in the workplace and outside of it. Internal communication channels will be carried out regularly via a Teams site to support employees in a fast-changing situation. Given the occupants who will be using this space, we would expect no issues with the guidelines on social distancing and university wide messages being received successfully.

All users are encouraged to wash their hands prior to using equipment and to wash their hand after use. Additional signage for the correct method for handwashing displayed. 

Keep all internal doors that are not signed fire doors open whilst working (last person out shuts the doors) to prevent multiple people using door handles.

Staff to be encouraged to bring their own lunch and avoid using the kitchen facilities. If kitchen facilities are used then they must be wiped clean before and after use.


	8 (4x2)
	16/07/20
	Rebecca Lewis



	Staff or household member displaying COVID19 symptoms 
(Fever or new continuous cough)


	✓
	
	
	
	Staff members will be reminded via Teams site of the Government’s Guidance:

If any member of staff is displaying symptoms (fever/ new continuous cough) they must not attend work for 7 days

If any household member of staff is displaying symptoms the member of staff must not attend work for 14 days, or 7 days after they have displayed symptoms 

Through discussions with their staff line managers will identify those considered in ‘at risk’ groups - which include those who are 70 or over, have a long-term condition, are pregnant or have a weakened immune system, or are living/caring for someone in these groups and will ensure additional measures are put in place to protect them including working from home.

Staff have been encouraged to download the government COVID 19 contract tracing app when available (only applies to certain areas currently) when available.

	12 (4x3)
	N
	Senior Managers will monitor staff for anyone displaying symptoms and kept up to date of any of the office user’s family displaying any of the aforementioned symptoms also. 
	8 (4x2)
	16/07/20
	Rebecca Lewis

	
	✓
	
	
	
	Symptoms of Covid-19

If a person becomes unwell in the workplace with suspected COVID-19, they will be sent home in accordance to the University guidance. Managers will follow the NHS Test and Trace workplace guidance: https://www.gov.uk/guidance/nhs-test-and-trace-workplace-guidance
The area will be cleaned in accordance with the specific Government guidance and includes:
· Cleaning an area with normal household disinfectant after someone with suspected coronavirus (COVID-19) has left will reduce the risk of passing the infection on to other people
· Where possible the area will be closed and secure for 72 hours, before cleaning as the amount of virus living on surfaces will have reduced significantly by 72 hours

· Disposable gloves, masks and aprons will be worn for cleaning. These will be double bagged, then stored securely for 72 hours then thrown away in the regular rubbish after cleaning is finished


	12 (4x3)
	Y
	Line/Senior managers will maintain regular contact with colleagues during this time and monitor for signs of symptoms in the remaining workforce.

Managers ensure staff with any form of illness do not attend work until the illness has been verified as not being Covid-19.
	8 (4x2)
	16/7/20
	Rebecca Lewis

	continued
	
	
	
	
	· Once symptomatic, all surfaces that the person has come into contact with will be cleaned (including touchpoints)

· Provision and monitoring of adequate supplies of cleaning materials are in place.

· Team briefed on daily meeting on actions to be taken in the event of someone being suspected of having COVID-19.

· Staff must tell their line manager if they develop symptoms. Absence will be managed in accordance to the University guidance provided. 

Workers told to avoid public transport where applicable and using alternatives e.g. cycling, walking to work etc. Where staff are not able to avoid public transport they do so in accordance with Government and University Guidance: 

https://www.gov.uk/coronavirus
https://intranet.birmingham.ac.uk/staff/coronavirus/faqs-for-staff.aspx

	
	
	
	
	
	

	
	X
	
	
	
	Emergency preparedness 

There may be times when only one member of staff is working from the office. As the PAs will not initially be working in the office there will be no dedicated fire and first aid support.

In a scenario where first aid assistance is required, staff members will contact security services who will attend and provide necessary support.

Office members have been made aware during induction and via email that in an emergency, for example, an accident or fire, people do not have to stay 2m apart if it would be unsafe. 

	12 (4x3)
	N
	Fire warden are to be briefed on this and the Print Manager will perform a review of evacuation points to ensure sufficient social distancing, if not additional temporary measures are to be introduced.
Staff to be briefed on this by email before their return, and who to contact if first aid assistance is needed, at point of return to work. When first aider not in the office this will be covered by Security by calling 44444 / 43000
	6 (3x2)
	16/07/20


	Security Services (first aid/emergency support) and Rebecca Lewis (comms)

	
	X
	
	
	
	Life-saving rules 

Should continue to be governed, enforced and communicated during COVID-19. 
	12 (4x3)
	N
	In particular staff encouraged to “speak up” to their line manager or via the University incident form if they witness any unsafe behaviours, conditions or symptoms related to COVID-19.
	3 (3x1)
	16/07/20


	Rebecca Lewis


Risk Assessment Guidance
Risk Scoring System

The scoring system is provided as a tool to help structure thinking about assessments and to provide a framework for identifying which are the most serious risks and why.
	
	Consequence / Severity score (severity levels) and examples of descriptors 

	
	1 
	2 
	3 
	4 
	5 

	Domains 
	Negligible 
	Minor 
	Moderate 
	Major 
	Catastrophic 

	Impact on the safety of staff, students or public (physical / psychological harm) 
	Minimal injury not requiring first aid or requiring no/minimal intervention or treatment. 

No time off work
	Minor injury or illness, first aid treatment needed or requiring minor intervention.

Requiring time off work for <3 days 


	Moderate injury  requiring professional intervention 

Requiring time off work for 4-14 days 

RIDDOR / MHRA / agency reportable incident 


	Major injury leading to long-term incapacity/ disability (loss of limb)

Requiring time off work for >14 days 


	Incident leading  to death 

Multiple permanent injuries or irreversible health effects




	Likelihood score 
	1 
	2 
	3 
	4 
	5 

	Frequency
	Rare 
	Unlikely 
	Possible 
	Likely 
	Almost certain 

	Broad descriptor 
	This will probably never happen/occur 
	Do not expect it to happen/occur but it is possible it may do so
	Might happen or occur occasionally
	Will probably happen/occur but it is not a persisting issue
	Will undoubtedly happen/occur, possibly frequently

	Time-framed descriptor
	Not expected to occur
for years
	Expected to occur
at least annually
	Expected to occur at
least monthly
	Expected to occur at least weekly
	Expected to occur at least daily

	Probability 
Will it happen or not?
	<0.1 per cent
	0.1–1 per cent
	1.1–10 per cent
	11–50 per cent
	>50 per cent


The overall level of risk is then calculated by multiplying the two scores together.
Risk Level = Consequence / Severity x Likelihood (C x L)
	
	Likelihood 

	Likelihood score 
	1 
	2 
	3 
	4 
	5 

	
	Rare 
	Unlikely 
	Possible 
	Likely 
	Almost certain 

	5 Catastrophic 
	5 
	10 
	15 
	20 
	25 

	4 Major 
	4 
	8 
	12 
	16 
	20 

	3 Moderate 
	3 
	6 
	9 
	12 
	15 

	2 Minor 
	2 
	4 
	6 
	8 
	10 

	1 Negligible 
	1 
	2 
	3 
	4 
	5 


The Initial Risk Rating is the level of risk before control measures have been applied or with current control measures in place. 

The Residual Risk is the level of risk after further control measures are put in place. 

APPENDIX 1
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