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	Hazard Identification and Initial and Risk Assessment

Review how the task is, or is going to be, undertaken. Consider each step in the task. If possible, observe how the task is undertaken. When conducting this review, ensure you consult personnel who are involved and consider any existing documentation that may have a bearing on your assessment (e.g. documented procedures and policies, equipment used for task, chemicals, substances employed, services used (electricity, gas, compressed air etc.) or maintenance procedures.

Additional Risk Control Measures 

For each hazard identified as requiring an additional risk control measure, review the hazard and decide what additional controls can be introduced to sufficiently reduce the risk to an acceptable level. 
Re-calculate the revised risk rating taking into account the proposed additional controls.

	Hazard
	Persons at Risk
	Potential Harm
	Existing Risk

Control Measures
	Level of Risk
	Additional Control Measures
	Review Level of Risk
	Person Responsible
	Date By

	
	
	
	
	Likeli-hood
	Severity
	Risk Score
	
	
	
	

	COVID 19

Section 2 Who should go to work
Ensure workplaces are safe for anyone who cannot work from home

People who need to self-isolate

Equality in the workplace

	Employees

Customers

Contractors 

Visitors


	Contact with other persons

With COVID 19


	· Define maximum number of persons who can work safely onsite
· Keeping in touch with off-site staff on their working arrangements, mental and physical health & personal security

· Laptops provided for people to work from home safely with remote access to work systems.
· Employees required to self-isolate must not come to work

· Notify HR of staff self-isolating and/or working from home 
· Staff who have symptoms of COVID-19 (a high temperature, new and persistent cough or loss of taste/smell stay at home and self-isolate – notify HR

· Equality in the workplace making reasonable adjustments

· Monitoring mental health & 

wellbeing – Mental Health First Aider and Employee Assistance on Mercury

· Safe working procedure to deal with staff displaying symptoms onsite


	1

	5


	5


	Follow GOV UK updates
Extremely vulnerable employees notified by GOV UK/NHS follow guidance to Stay at Home

	5

	Site Managers 


	Ongoing


	Section 3
Social Distancing for Workers
Ensuring workers maintain social distancing guidelines (2m, or 1m with risk mitigation where 2m is not viable, is acceptable) 
Social distancing in vehicles

Carrying out deliveries or collections

Accidents, security and other incidents

	Employees

Customers 

Visitors
	COVID-19
	· Markings and one-way flow at entry and exit point

· Staggering arrival and departure times for employees
· Limiting passengers in corporate vehicles – minibus leaving empty seats
· Assigning fixed group of workers to the same transportation routes where sole travel is not possible

· Schedule times for collection of vehicles for delivery to avoid over crowding
· Keeping the number of people in a vehicle to minimum, wearing face covering with window open

· Using a fixed pairing system if workers have to be in close proximity in a vehicle

· Regular cleaning of vehicles between different users

· Single workers collect and deliver vehicles

· Minimal contact onsite

· Electronic tablets each driver communication of vehicle delivery details and handover to customer.
Customer signs tablet at 2m distance or wearing face covering

· Drivers have access to welfare facilities onsite

· In an emergency an accident, fire or break in people do not have to stay 2m apart if it would be unsafe

· First Aid during the coronavirus guidelines issued to first aiders
· Bump card for on road incident

	1
	5
	5
	Manage & Monitor wearing of face coverings and social distancing onsite
Hands-face-space posters displayed
SWP Fleet Sales Deliveries (Dec 2020)

	5
	Site Manager
	Ongoing


	Section 4
Managing your customers, visitors and contractors
	Employees
Contractors Visitors
	
	· Reduced interaction and overlap between people arriving onsite, collection/delivery times and break times
· Contactless delivery and receipt confirmation.

· Keeping the number of people in a vehicle to a minimum

· Maintaining a record of all visitors to site where practical

· Signs and posters displayed social distancing and hygiene

· Protocols agreed in advance for delivering to a location

· Regular briefing of drivers 


	
	
	
	
	
	
	

	Section 5

Cleaning the workplace

Hygiene, handwashing sanitation facilities and toilets (5.2)

Changing rooms and showers (5.3)
	Employees

Contractors

Visitors
	
	· Frequent cleaning of work areas and equipment between uses

· Frequent cleaning of objects and surface that are touched regularly including door handles, fuel pumps and vehicle keys

· Staff wash or sanitise hands, wear disposable gloves before getting in a vehicle

· Hand wipes, gloves and hand sanitiser issued to staff

· Clearing workspaces and removing waste at the end of the day
· Good ventilation in the work environment

· Signs and posters displayed good handwashing technique.

· Drivers have access to toilet facilities during their journey

· Providing hand sanitiser where handwashing is not available

· Clear use and cleaning guidance for showers to ensure they are kept clean and social distancing is achieved as much as possible
	
	
	
	In-house cleaning schedule
	
	Site Manager
	Dec 2020

	Workplace and Workstations


	Employees
	COVID-19
	· Layout reviewed to allow employees to work further apart from each other

· Floor tape/marking for staff to keep 2m distance

· Avoid persons working face to face - Perspex screens used to create a physical barrier or wearing of face covering
· Consistent pairing system for persons working in close proximity

· Minimising contacts around transactions – contactless
· Well-ventilated rooms open windows and doors
	1
	5
	5
	
	
	
	

	Meetings
(Section 4.4)
	Employees
	Contact with other persons


	· Use of Zoom/Teams for meetings
· Only absolutely necessary participants should attend meetings in person – maintain 2m separation throughout

· Hand sanitiser in meeting rooms

· No sharing pens or other objects

· Meetings held in a well-ventilated room
	1
	5
	5
	Use floor signage to help people maintain social distancing
	5
	Site Manager
	Ongoing

	Common areas
(Section 4.5)
	Employees
	Contact with other persons
	· Stagger break times or places to eat 
· Kitchen/canteen site control measures
· Using safe outside areas for breaks

· Perspex screens to protect workers in reception

· Seating and tables 2m spacing and reducing face to face interactions

· Notice displayed of number of persons allowed in area at one time and using other parts of building to maintain social distancing
	2
	5
	10
	Consider use of social distance marking for areas such as toilets, showers, lockers and any other areas where queues form.
	5
	Site Manager
	Ongoing

	Section 6 
Personal Protective Equipment &

Face Coverings


	Employees
	COVID-19
	· Continue to use PPE issued for work activities

· Provision of face coverings to staff 
· Wearing a face covering guidance
· Drivers provided with and advised appropriate use of equipment and sanitisation products

· Disposable vehicle protection

· Driving with more than one person in car, both must wear face coverings
· Temperature checks for employees on arrival to work
	1
	5
	5
	Employees can wear their own face coverings

Monitor wearing of face coverings
Drivers wear disposable face coverings
Safe Working Procedure for technicians (updated Jan 2021)

	5
	Site Manager
	Ongoing

	Section 7 Workforce Management

Shift patterns and outbreaks

Work Related Travel 


	Employees
	COVID-19
	· Fixing shift groups or teams so that where contact is unavoidable, this happens between the same people

· Maintaining consistent pairing

· Areas identified where people have to directly pass things to each other i.e. parts

· Minimising non-essential travel

· Minimise number of people travelling together in any one vehicle

· Cleaning shared vehicles between handover
· Process to minimise person to person contact during deliveries to other sites

· Minimising contact during payments and exchange of documentation using electronic payment methods and electronically signed and exchanged documents
	1
	5
	5
	Single Point of Contact (SPOC)

In case of positive test to contact PHE

Is Gina Hughes 

(Contact is Jo Jones if I am unavailable & she will call me)
Keeping a record of staff shift patterns for 21 days and assist with NHS test and trace requests
	
	Site Manager
	Ongoing

	Communication and Training

(Section 7.3)
	Employees

Customers
	COVID-19
	· Clear, consistent and regular communication to improve understanding and consistency of ways of working

· Ongoing engagement with employees to monitor impacts of changes to working environment

· Awareness and focus on the importance of mental health at times of uncertainty
	1
	5
	5
	Health & Safety Newsletter issued Dec 2020
Return to work interview all employees testing positive/negative or self-isolating to be recorded
	5
	Gina Hughes
Site Manager
	Dec 2020
Ongoing

	Section 8 Inbound and outbound goods

Goods entering and leaving sites


	Employees

Customers

Contractors
	COVID-19
	· Designated pick up and drop off collection points, procedures, signage and markings

· Where possible & safe single workers load or unload vehicles

· Use same pairs of people for loads where more than one is needed wearing face coverings
· Drivers access to welfare facilities

· Minimising unnecessary contact on delivery
	2
	5
	10
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	Likelihood
	Severity

	Very likely
	5
	Almost certain to happen
	Fatal
	5
	Loss of life

	Likely 
	4
	Likely to happen frequently
	Major Harm
	4
	Major injury or harm as detailed under RIDDOR

	Possible 
	3
	Evens chance of happening
	7-day Harm
	3
	Over seven-days incapacity (RIDDOR)

	Unlikely 
	2
	May happen from time to time
	1-day Harm
	2
	Incapacity between one and seven days

	Improbable 
	1
	Very unlikely to happen
	Minor Harm
	1
	First aid injury – no incapacity


	
	Severity

	
	
	Minor
Harm
	1-day
Harm
	7-day

Harm
	Major

Harm
	Fatal

	Likelihood
	Very likely 
	5
	10
	15
	20
	25

	
	Likely 
	4
	8
	12
	16
	20

	
	Possible 
	3
	6
	9
	12
	15

	
	Unlikely 
	2
	4
	6
	8
	10

	
	Improbable 
	1
	2
	3
	4
	5


	Level of risk
	Action and timescale 

	High
	You should not start work until the risk has been reduced 

(See control hierarchy below). You may have to set aside considerable resources to reduce the risk. If the risk involves work in progress, you should take urgent action and stop the job until the risk has been reduced.

	Medium
	You should use measures to reduce the risk within a defined time period (See control hierarchy below).  If the medium risk is associated with extremely harmful consequences, you may need to carry out another assessment to identify more precisely the likelihood of harm. This will help you decide whether you need to use improved control measures.

	Low
	You should manage the risk - so far as reasonably practicable (See control hierarchy below).
You must try to reduce the risk, but should carefully measure the cost of prevention.

Monitoring is necessary to make sure that the controls remain effective.


	Control hierarchy
	You should use the control hierarchy to determine the best method protecting your employees and others from harm. 

In applying the hierarchy consideration should be given to the relative costs, risk reduction benefits, and reliability of the available options.

	Elimination
	Modify a design to eliminate the hazard, e.g. introduce mechanical lifting devices to eliminate the manual handling hazard, etc.

	Substitution
	Substitute a less hazardous material or reduce the system energy (e.g. lower the force, amperage, pressure, temperature, etc.)

	Engineering controls
	Install ventilation systems, machine guarding, interlocks, sound enclosures, etc.

	Signage, warnings, and/or administrative controls
	Safety signs, hazardous area marking, photo-luminescent signs, markings for pedestrian walkways, warning sirens/lights, alarms, safety procedures, equipment inspections, access controls, safe systems of working, tagging and work permits, etc.

	Personal protective equipment (PPE)
	Safety glasses, hearing protection, face shields, safety harnesses and lanyards, respirators and gloves, etc.
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