TREETOPSHOSPICE RISK ASSESSMENT FORM







Ref:  COVID 19 SHOP OPENING
Area: 







Person Responsible for area/location: 


	Ref No.
	Hazard and Effect
	Who is at Risk
	Existing Controls
	Risk = Hazard Rate X Likelihood
	Required Control Measures
	Residual Risk
	Adopted

Yes/No

Date
	Comments

	1
	Volunteers who have been notified by the NHS that they are extremely vulnerable (sometimes referred to as the shielded group). Volunteers who are classed as being in the vulnerable group which includes but is not limited to those over 70, pregnant women and people with a wide range of underlying health conditions. 
Risk of infection 
	Staff and volunteers 
	Volunteers in the vulnerable group should be asked to consider not volunteering until Government advice changes. 

Staff in the extremely vulnerable group should be supported in staying at home as per the Government guidelines.

If they cannot work from home, they should be offered the option of the safest available on-site roles, enabling them to stay 2 metres or Government advise distance away from others. If they have to spend time within 2 metres of others you should carefully assess whether this involves an acceptable level of risk. 


	5x2=10
MEDIUM RISK
	The Government advise is if someone is over 70 fit and well it is at their desertion to whether they go out / mix / volunteer 
Hold individual discussions with affected staff /volunteers in the vulnerable group to consider the most appropriate course of action for them. 

To follow all Covid risk assessments 
	5X1=5
LOW RISK
	
	

	2
	Virus transmission among people in shop
Risk of infection 
	Staff / volunteers and customers
	Plan for the minimum number of people needed on site to operate safely and effectively. 

Every reasonable effort must be made to comply with the social distancing guidelines (keeping people 2 metres apart. Where this cannot be followed in full all mitigating actions possible must be taken including: 

 Keeping the activity time as short as possible

 Use of screens and barriers

 Back to back or side to side working

 Using “fixed teams or partnering” 

Staff and volunteers who develop symptoms of coronavirus (a new, continuous cough and/or a high temperature, loss of taste and smell) should stay at home for 10 days from onset of symptoms. If a volunteer or staff member lives in a household where someone else is unwell with symptoms of coronavirus then they must stay at home in line with the Government’s guidance. 

Assess the maximum number of customers that can be in the shop at any one time based on shop size and layout so that the 2 metre social distancing can be observed with staff and volunteers working to regulate entry into shops. 
Consider one-way systems around shops where practical supported by signage. 

Leave non-essential doors open to minimise the number of people who touch them. This does not apply to fire doors. 

Reducing the number of staff and volunteers present in-store at any one time to make social distancing easier.

Consider dividing staff and volunteers into A and B teams to reduce the likelihood of all staff/volunteers working in a particular shop being required to self-isolate. 

Provide staff and volunteers with hand sanitiser. 


	5x1=5
LOW RISK
	Put up signage to ask customers with symptoms not to enter the shop, and to remind people to always keep 2 metres from other people, wherever possible. 

You should regularly encourage staff and volunteers to wash their hands with soap and water as often as possible and for 20 seconds every time. 

If feasible, we will also put up plexiglass barriers at all points of regular interaction to further reduce the risk of infection for all parties involved, cleaning the barriers regularly. You should still advise staff / volunteers to keep 2 metres apart as much as possible. 

Encourage people to shop alone if possible and remind customers with children that they are responsible for supervising them. 
Providing floor markings inside and outside of shops to support social distancing measures in place. 

Review the layout of shops to ensure aisles/walkways are as clear as possible to support 2m social distancing and considering what changes would be possible to support social distancing. 

Have a process in place on what to do if a staff member or volunteer has a confirmed case of coronavirus. 

To have reduced opening times to allow time to clean and sort donations 


	5X1=5
LOW RISK
	
	Customer returns: and changing rooms
The UK Government no longer advises that donated or returned stock needs to be isolated or cleaned before being displayed on the shop floor. There is no longer a requirement to keep changing rooms closed.


	3
	Virus transmission whilst handling stock/donations
	Staff and volunteers
	As a precautionary measure, we will follow all up to date guidance  regarding the isolation and cleaning of stock    You should also follow this before putting returned items back out for sale.  
Mandate hand washing before and after sorting stock and the avoidance of people touching their faces whilst handling stock. 

Use hand sanitiser for customers before they handle any stock.
Disposable gloves to be worn whilst sorting stock with a requirement that hands are washed before and after wearing and that the gloves are disposed of after use. 

Wash down donated goods with hard surfaces with standard cleaning products. 

Enabling contactless drop offs of donations to reduce person to person interaction. Drop into changing rooms 

Steam all clothing thoroughly after the  isolation period.  


	5x1-5
	The UK Government no longer advises that donated or returned stock needs to be isolated or cleaned before being displayed on the shop floor. This follows new advice to the Government from Public Health England based on a review of the growing body of scientific evidence on transmission. Regular hand washing and/or use of hand sanitised remains vital when sorting donations. Individual retailers can choose to continue to isolate donated stock for a period if they feel this is appropriate, but this is no longer a requirement or expectation set out in UK Government Guidance.07/12/20
	5x1=5
	
	The UK Government no longer advises that donated or returned stock needs to be isolated or cleaned before being displayed on the shop floor. This follows new advice to the Government from Public Health England based on a review of the growing body of scientific evidence on transmission. Regular hand washing and/or use of hand sanitised remains vital when sorting donations. Individual retailers can choose to continue to isolate donated stock for a period if they feel this is appropriate, but this is no longer a requirement or expectation set out in UK Government Guidance.07/12/20

	4
	Virus transmission from surfaces
Risk of infection 
	Staff / volunteers and customers 
	Staff and volunteers to wash hands regularly during the day. 

Providing handwashing facilities (or hand sanitiser where not possible) including at entry and exit points. 

Encouraging the use of contactless transactions wherever possible 

Hard surfaces including tables, till counter, till screen, phones, kitchen worktops, kettle, door handles etc. to be cleaned down regularly.  

Consider using disposable pens for Gift Aid sign up and other written requirements. 
Providing staff and volunteers with disposable cleaning wipes so that the most touched areas in-store can be frequently cleaned throughout the day and especially those that are shared such as telephones, till systems and PDQ machines. 

Encouraging staff and volunteers to stick to their own cups for drinks and ensuring prompt cleaning of cutlery, plates, etc. People to make their own drinks 
Dry hands with paper hand towels, kitchen towel or electric dryer where possible.

Remove all tea towels and reusable towels or other drying cloths that are used by multiple people.
	5x1=5
	Signage to remind volunteers to wash their hands 
Signage to encourage contactless payments 

or make a system to ensure pens are not used for 72 hours / have wipes to wipe pens as soon as the pen as been used. 
Nominate a person on each shift to  clean door handles and other high touch surfaces every half hour 
	5x1=5
	
	Staff / volunteers to advise us if they have any allergies to latex or alcohol based sanitisers   
Git aid from to filled in for all gift aided donation to help check details gain more email addresses 

	5
	Risk of transmission during meetings and shop visits
	
	Ensure social distancing when meeting in person.

Only absolutely necessary participants should attend meetings in person and should maintain 2m separation throughout. 

Setting shop staff up on zoom conferencing (or similar) to reduce the number of meeting and shop visits by HQ staff. 


	5x1=5
LOW RISK
	
	
	
	

	6
	Deliveries and collections
	Staff / donors / customers 
	Delivery teams must not enter the home of someone who is in self isolation or where somebody is shielding. A mechanism should be in place for customers/ donors to notify you if they are in self isolation or are shielding 

If workers have no option but to travel together, for example, delivery teams, the following should be encouraged: fixed work partners; maintaining good ventilation by keeping windows open; avoiding face to face contact and regular vehicle cleaning with emphasis on commonly touched surfaces
	5x2=10 
MEDIUM RISK
	Drivers should always be given hand sanitiser to be carried and used after each delivery. 

If at all possible, goods being delivered or collected should not be physically handed over but left in a place for the other party to pick up from. 

Wherever possible, entry into the homes of donors/ customers should be avoided. 

Drivers should feel comfortable to refuse to complete collection/delivery if the customer/donor appears unwell or it doesn’t seem safe to proceed. Staff to wear visors 
	5x1=5 
LOW RISK
	
	This has been updated and has own risk assessment 01/09/20  

	7
	Premises with shared area’s with others. Example warehouse , Bramcote Lane . Risk of transmission in communal area’s  
	Staff / volunteers
	To use anti-bacterial wipes before touching handles, banisters, kettles, toilets. To wash hands for 20 seconds and use hand sanitiser.   
	5x2=10 
MEDIUM RISK
	To have your own cup knife and fork. 
Delivery team to carry their cups so they can have drinks when visiting shops 
	5x1=5
LOW RISK
	 
	To work with adjoining companies and their risk assessments  

	8
	Excessive or demanding workload and / or fear of contact with Covid – 19 at work leading to mental health issues such as depression / anxiety 
	Staff / volunteers 
	Regular discussions and “checking in “ with your manager by phone calls, emails…

	3x2=6 
LOW RISK
	Policy of kindness, looking out for each other 
	3x2=6
LOW RISK
	
	

	9
	Risk of transmission of Covid infection during close contact in case of accident or emergency resulting in infection 
	Staff / volunteers 
	Gloves and strict handwashing protocol to be adhered to. 
Self – care encouraged wherever possible 
	5x3=15
HIGH RISK
	If staff advised by 999 call handlers to do CPR, no mouth to mouth rescue breaths will be done 
	5x2=10
MEDIUM RISK
	
	

	10 
	Virus transmission whilst fitting wedding dresses 
	Customers and staff 
	Dress fitting only by appointment, the customer has to phone the shop from the car park to be let in the back door to the bridal shop.

Only the shop manager or assistant manager to help with fittings. 

The bride - to be can bring to three people with her, they all have to wear a face covering, wash their hands and sanitise. 

Only two appointments a week to ensure quarantine between fittings .    
	5 x 1 = 5 
LOW RISK
	
	
	
	

	11.
	Risk of virus infection when using changing rooms
	Customers/ volunteers and staff
	Government advise that the following safety measures will "usually be needed":

• Managing access to changing rooms to avoid crowding 

• Limiting use of cubicles to one person at a time 

• Leaving a gap of several minutes between one customer leaving a cubicle and the next customer entering 

• Where possible, leaving doors or curtains open in vacant changing rooms to increase fresh air flow into cubicles 

• Making hand sanitiser available on entry and exit 

• Using social distancing marking in areas where queues normally form. 

• Setting clear use and cleaning guidance, where fitting rooms are cleaned frequently or between every use. Use normal cleaning products, paying attention to frequently hand touched surfaces, and consider use of disposable cloths or paper roll to clean all hard surfaces. 

• Creating procedures to manage clothes that have been tried on, to minimise contact between customers and staff. 

• Ensuring any close contact between customers and colleagues, for example fitting assistance, is carried out in line with Covid secure guidance 

• Keeping the facilities well ventilated, for example by opening windows and vents where possible.


	5x1=LOW RISK
	
	
	
	


Use the space below to record reviews of this assessment, which are due annually or if an incident occurs.  Whichever is sooner.

Assessor: 


Mary Shore
Date of Assessment:  
12th June 2020  updated 04/09/20 
Review Date: 27/07/20  01/09/20  10/10/20  25/11/20  22/04/2021
