
Area of People at Risk Risk Identified Actions to take to mitigate risk Notes

Staff, Contractors, Volunteers - Identify what work 
activity or situations might cause transmission of the 
virus and likelihood that staff could be exposed.

Cleaning surfaces infected by people carrying the 
virus. Disposing of rubbish, contacting tissues and 
cleaning cloths. Deep cleaning the premises if 
someone falls ill with COVID-19 on the premises. 

Stay at home guidance if unwell at entrance. Staff and 
volunteers to be provided with masks if they ask. Staff and 
volunteers to be advised to wash outer clothes after duties. 

Cleaning staff to be issued with rota. 

Staff, Contractors, Volunteers

Staff and volunteers who are extremely vulnerable or 
over 70. Staff or volunteers carrying out cleaning 
duties or internal maintenance could be exposed if a 
person carrying the virus has entered the premises. 
Dance teachers and helpers. 

Staff in the vulnerable category are advised not to 
attend work for the time being.  

Discuss situation with staff/volunteers over 70 to 
identify whether they should cease such work for the 
time being.  

Talk with staff, trustees and volunteers regularly to 
see if arrangements are working.  

Staff, volunteers and customers will need to 
be warned immediately if someone is tested 
positive for COVID-19 who has been on the 
premises. 

Details of a person’s medical condition must 
be kept confidential, unless the person 
agrees it can be shared. 

Entrance hall/lobby/corridors Door handles, light switches in frequent use.

Consider marking out 2 metre spacing in entrance 
area if and when used.  Create one-way system and 
provide signage. Door handles and light switches to 
be cleaned regularly. Hand sanitiser to be provided 
before entry to the hall

Hand sanitiser, soaps and hand towels 
needs to be checked daily. 

Provide bins in entrance hall. Empty 
regularly.

Main Hall Door handles, light switches, tables, chairs. 

All areas frequently touched to be cleaned before and 
after use. Social distancing guidance to be observed 
by staff and hirers. Staff and hirers to be encouraged 
to wash hands regularly.

Provide hand sanitiser

Area of People at Risk

1



Small meeting rooms and offices

Social distancing more difficult in smaller areas. 
Door handles, light switches, tables, chairs, 
printer, laminator, shredder.  

Floors with carpet tiles less easily cleaned.

Recommend to have meetings in larger spaces and 
avoid use of small rooms. All frequently touched 
surface to be kept clean. 

Consider closing, only using as possible 
overflow for activities if more attend than 
expected. 

Kitchen

Social distancing more difficult. Door and window 
handles, light switches, working surfaces, sinks, 
cupboard/drawer handles. Fridge/freezer, 
crockery/cutlery, kettle/coffee machine, panini 
press, ice cream machine. 

Control numbers using kitchen so as to ensure social 
distancing, especially for those over 70. One role per 
night per member of staff, no cross overs. Only 
takeaway cups to be used. Hand sanitiser, soap and 
paper towels to be provided.  

Cleaning materials to be made available in 
clearly identified location, eg top of 
cupboard in old reception area.  

Consider closing kitchen if not required or 
restricting access.

Toilets
Social distancing difficult. Surfaces in frequent 
use, door handles, light switches, basins, toilet 
handles, seats etc, mirrors.

Clean all surfaces etc before public arrive unless staff 
have precleaned out of hours. 

Ensure soap, paper towels, tissues and toilet 
paper are regularly replenished, and 
customer/staff know where to access for re-
stocking if needed. 
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