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Preparing to resume office-based working (COVID-19)

A. GENERAL RISK MANAGEMENT
	1. Are any staff extremely clinically vulnerable / shielding? NO
	ACTIONS / COMMENTS

	2. Are any staff clinically vulnerable? YES (4)
	MAGGIE – OVER 70
LISA – ASTHMA
HANNAH – ASTHMA
GILLIAN – TYPE 1 DIABETES

	3. Do any staff not want to resume office-based working? YES
	· Any concerns raised by staff to be considered
· All staff to be involved in the assessment and finding solutions

	4. Have all staff & trustees been involved in the risk assessment?
	· Meeting between PW and GJ – 17/5/20.
· Initial contact made with all staff. GJ. 18/5/20.
· E-mailed to all staff. GJ.21/5/20.
· No comments from staff. GJ. 28/05/20.
· Referred to staff team. GJ. 13/06/20.

	5. Are all relevant people aware of the contents of the risk assessment?
· Are staff happy with the risk assessment?
· Are trustees aware of the risk assessment?
· Are all relevant people aware of their responsibilities?
	· Draft sent to Paul Walker. GJ. 19/5/20.
· Shall we publicise on the website / Facebook to demonstrate commitment to safe working practices?
· Do staff need visual aids? Some visual aids displayed. GJ.05/06/20

	6. Is the risk assessment being used and reviewed?
· In line with changing Government guidance?
	· This will be on-going. Referred to staff team. G.J. 13/06/20.


	7. Mental well-being
· Has due consideration been given to supporting staff with their mental well-being?
	· What sort of support do staff members need?

	8. Have we co-ordinated actions with Eurocom and the landlord?

	· Eurocom and landlord to be advised when we plan to return to the office. Will Eurocom staff be adhering to the same cleaning protocols?
· Discussed with Eurocom manager. GJ. 28/05/20.

	9. What actions will be required before returning to the office?
· Checking the boiler. Has the boiler been switched off?
· Opening windows to improve ventilation
	· GJ to check with Eurocom and discuss sharing the cost, if appropriate.
· Boiler has not been switched off. GJ. 29/5/20.









B. MINIMISING CONTACT 
	1. Reduced contact with non-staff members
· No visitors to be invited to the office
· Office volunteers not to attend unless social distancing can be guaranteed as far as possible
· No home visiting
· No meetings outside the office

	· Sign to be put on front door with instructions for postal workers, couriers, etc. Done. G.J. 16/6/20.
· Office volunteers to be advised of the plans. Claire H. advised. G.J. 04/06/20. Pam and Barry advised. GJ. 18/6/20.
· All other volunteers to continue on-line contact, but more use can be made of telephone contact.
· Assessments and reassessments to be undertaken by telephone or Zoom.
· Fire extinguisher check booked for Tuesday 6/7/20 by LF. Staff asked if they are happy for this to go ahead. GJ. 6/7/20.
· Reassessment to be undertaken at YP’s home (outdoors) on 11/6/20 by LN. Risks and mitigations discussed. GJ.29/6/20.

	2. Minimal contact with staff members
· Reduce the number of people each person has contact with where social distancing guidelines cannot be fully complied with



· Use printers and scanner only when necessary and safe to do so

· Staff meetings only to be held if social distancing can be maintained


	· Staffing to be limited to one person in each room / area. 
· Consider whether we need to change the layout of desks to facilitate back-to-back or side-to-side working (rather than face-to-face) whenever possible. Chairs removed from meeting room to allow space for 2 people to work.
· Maximum of 2 days to be spent in the office in the first instance.
6 staff worked on one day each week comm. 08/6/20
· Can the photocopier be moved further away from Lisa’s desk?
Lisa does not want this to be moved. G.J. 15/6/20.
· Continue to hold staff meetings via Zoom or consider using the community gardens.


	In the event of an emergency, such as an accident or fire, staff do not have to stay 2m apart, if it would be unsafe to do so
	Staff involved in assisting others should pay particular attention to sanitation measures immediately afterwards

	3. Workstations and specific office areas
· Avoid sharing office requisites
· Reduce the need for staff to use shared stationery supplies



· Consider the implications of social distancing and use of equipment in the kitchen area

· Avoid unnecessary movement around the office

· Consider the implications of social distancing at doorways
· Create additional space for people to work

· Provide additional equipment to assist with home working for any staff members who are unable to return to the office


	· A POST - IN folder to be set up in shared documents. Done. G.J.
· All staff to be given a supply of shared stationery supplies, such as letterheaded paper, compliment slips, etc.
· Is there an alternative way to store stamps?
· Can we set up a shared Outlook calendar?
· Consider having individual mugs, cutlery and crockery; or ensure that they are washed after use. Do people want to use flasks?
· Consider moving brewing up materials to a spare desk or into another room (always ensuring other safety standards).
· Individual belongings, including coats, bag, shopping, to be kept close to the owner. 
· Discontinue use of cloth towels in kitchen area. Paper hand towels available.
· Meeting room can be used as a temporary workstation with remote access in operation. This may result in isolation.
· A new laptop is to be provided by Prism and funding will be sought for a second to be purchased. Office laptop given to MR to use for staff meetings, etc.

	If furniture and equipment is to be moved, all other safety aspects must be considered.
	Considerations should include:
· Electrical safety, including trailing cables
· Access and emergency exit
· Workstation risk assessment




C. CLEANING 
	1. Do normal cleaning operations need to be changed?
· Usual cleaning company is operating
	· Do we want to use the usual cleaning company, or are staff happy to share this responsibility initially?
· Lisa has done some cleaning. 1/6/2020.
· Staff continue to clean the office after each visit. GJ. 24/6/20.

	2. Do we need to use specific cleaning products?
· Work areas and equipment should be cleaned between uses with usual cleaning products
	· All usual cleaning products will be available.
· Disposable cleaning cloths / wipes could be used. Signs around the office and on specific pieces of equipment to remind staff.

	3. Which areas require more regular cleaning?
· Objects and surfaces that are touched regularly, such as door and cupboard handles, light switches and keyboards should be cleaned frequently
· Adequate disposal arrangements should be in place. 
· Limit the use of printers and scanner and clean after each use



· Avoid the shared use of telephones
	· All staff will be responsible for cleaning their own workstation before starting to work at the office.
· All staff will be responsible for the continued cleanliness of frequently-touched and shared spaces, objects and surfaces.
Small reminder notices put on each desk. G.J. 16/6/20.
· Water can be boiled in the kettle to ensure hot water is used for washing up and cleaning.
· Disposable cleaning wipes / cloths could be used.
· All bins in the office will have bin liners, which should be tied and placed in the dustbin regularly.
· Where telephone handsets are shared, only one member of staff will be working at any one time. The handset must be cleaned by the user before leaving the office. 
· Refuse collection company has been advised that bags may be put out for collection from 2/6/2020. GJ.




D. HYGIENE – HANDWASHING & TOILETS
	1. Increased frequency of handwashing 
· There are three sinks in the office
· Visual reminders, signs and posters to be used to build awareness of good handwashing technique, the need for increased frequency of handwashing, to avoid touching the face and to cough or sneeze into a tissue which should be binned 
	· Antibacterial hand wash provided.
· Handtowels provided.
· Relevant guidance is already in place. 
· Consider having tissues on all desks. Small supply provided. GJ.
· Hand sanitiser will be provided for each desk, in the first instance. Large hand sanitisers, visors and face coverings provided, in readiness for resumption of activities. GJ. 23/6/20.

	2. Use of toilets
· Safe use of toilets should be considered by all staff and clear guidance given in relation to use and cleaning
	· Staff rotas will consider the use of toilets.
· All cleaning materials provided.
· Bins have bin liners, which should be tied and placed in the dustbin regularly.
· What do staff feel about this? Staff cleaning after each  stint in the office. GJ. 24/7/20.




E. HANDLING GOODS / ITEMS ENTERING THE OFFICE
	1. Restricting non-business deliveries
	· No personal deliveries to be made to the office.


	2. Handling business post
· Daily postal procedures to be revised (including cash)




· Parcel deliveries requiring access to the office
	· Once post has been opened and distributed, staff should wash their hands thoroughly.
· Use of the POST IN book will be discontinued, in favour of a file in Shared Docs to record postal receipts. Can be found in Shared Docs\Docs\COVID – 19. GJ.
· Cash / cheques will need to be stored safely. The cash tin and keys should be cleaned after each use and staff should wash their hands thoroughly.
· Sign to be put on the front door with instructions for postal workers, couriers, etc. Done. G.J. 16/6/20.

	3. Personal items brought into the office
· All personal items should be stored where they need only be handled by the owner and pose no risk to colleagues
	· Individual belongings, including coats, bags, shopping, to be kept close to the owner. 
· Staff to consider the potential risk to colleagues before bringing personal items into the office, if they cannot be stored close to the owner.






F. PERSONAL PROTECTIVE EQUIPMENT & FACE COVERINGS
	1. Is Personal Protective Equipment (PPE) required to carry out the work?
· Was PPE required before the COVID outbreak?
· HSE guidance is that additional PPE beyond what is normally required to carry out the work, is not beneficial

2. Are face masks required / beneficial?
· Evidence suggests that wearing a face covering can be marginally beneficial as a precautionary measure. It does not protect the wearer, but may protect others if the wearer is infected but has not developed symptoms
· Staff may wish to wear a simple face covering in a confined space where social distancing is not possible
· Wearing a face covering at work is optional and is not required by law
	· If staff feel that they are unable to carry out their work without PPE, they should make the manager aware of the specific concerns.


· If staff choose to wear a face covering, they should be reminded that:
· face coverings must be worn properly and they should wash their hands before putting them on and taking them off
· when wearing a face covering, avoid touching their face or the face covering, as this will contaminate it
· the face covering should be removed if it becomes damp
· if the face covering is washable, it should be washed in accordance with manufacturer’s instructions




G. WORK ACTIVITY OUTSIDE THE OFFICE
	1. Restricting work activity outside the office
· Is the work activity essential to the running of the charity?




	· Examples might include:
· taking cash/cheques to the bank RBS has social distancing procedures in place. G.J.
· carrying out other finance/banking activity
· taking post to the post box
· Staff must ensure that they are able to keep themselves safe by adhering to all current guidance.
· If staff have any concerns about undertaking such activity, they should speak to the manager/a trustee.
Visors, face coverings and hand sanitiser provided. Staff risk assessing all situations before undertaking any activity outside the office. GJ. 24/7/20.

	2. Work-related travel 
· Is there a requirement for staff to undertake work-related travel?


	· If required to undertake work-related travel, staff must ensure that they are able to keep themselves safe whilst travelling and when they arrive at the destination. Meetings between PW and GJ are being held outdoors and with social distancing. G.J. 13/06/20.
· If staff have any concerns about undertaking work-related travel, they should speak to the manager/a trustee.




H. RESUMPTION OF FACE-TO-FACE ACTIVITIES
	I. Possibility of providing some activity sessions outdoors
· How do trustees feel about this?
· How do staff feel about this


	· Trustee meeting held on 16/7/20 to discuss the possibility of providing some face-to-face-activities over the summer holidays.
Details of discussions shared with Cheshire East Council’s commissioning team and all staff. GJ.17/7/20.
· Staff meeting held on 23/7/20 to discuss and share ideas/concerns.
Summary of discussions sent to chair of trustees. GJ. 24/7/20. Approval given by chair to send to all trustees and Cheshire East Council.
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