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HEALTH, SAFETY AND WELL BEING POLICY & COVID-19 RISK 
ASSESSMENT 

JS Consult in accordance with the Health and Safety at Work Act 1974 and the Management of 
Health and Safety at Work Regulations 1999 acknowledges its responsibility to provide and 
maintain, as far as is reasonably practicable, a working environment which is conducive to the 
health and safety and well-being of its employees, learners and anyone else who may be affected by 
its undertaking.  This objective is “to provide a safe, healthy and supportive environment for the 
learner.” 

Our statement of general policy in relation to Health and Safety:  

Head Office, Unit F1 & F2, First Floor,776-778, Barking Road, London, E13 9PJ 

The promotion of health and safety measures is regarded as a mutual objective of management and 
employees at all levels.  It is therefore company policy to do all that is reasonably practicable to 
prevent personal injury and damage to property and to protect everyone from foreseeable work 
hazards that may result in fires, security losses and illness.  This also applies to visitors, learners, 
consultants and members of the public insofar as they come into contact with the company or its 
products. 

As a Company we have a responsibility to: 

 Provide adequate control of the health and safety risks arising from our work activities 

 Consult with our employees on matters affecting their health and safety 

 Provide and maintain safe working environments and equipment 

 Provide information, instruction and supervision for employees 

 Ensure all employees are competent to do their job and to give them adequate training 

 Make all staff, employers and learners aware of their responsibilities for implementing this 
Health, Safety and Well Being Policy. 

 Prevent accidents and cases of work related ill health 

 Maintain safe and healthy working conditions 

 Carry out Risk Assessments where necessary 

 Review and revise this policy as necessary at regular intervals 

 Review our Stress Policy to take into account the Well Being of our employees 

Employees must co-operate with management in carrying out their statutory duties with the object 
of raising and maintaining a high standard of health, safety, well-being and environmental 
protection. 

 By working safely and efficiently 

 By using any protective equipment provided and by meeting statutory obligations 

 By reporting incidents that have led, or may lead to injury or damage 

 By adhering to company procedures for securing a safe workplace 
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 By assisting in the investigation of accidents, with the objective of introducing measures to 
prevent a recurrence 

 By compliance with national, local and company regulations regarding environmental 
protection measures in order to ensure that the impact of company operation on the 
natural environment is minimised. 

RESPONSIBILITIES 

To ensure that the Company complies with all legislation requirements, this Health, Safety and Well-
Being policy is based upon the Health and Safety Act (1974), which places general duties for health 
and safety on all people at work.  Individuals as well as organisations may be prosecuted for 
breaches of the Act. 

It is the duty of every employer to ensure, so far as it is reasonably practical, the health, safety and 
well-being at work of all their employees, or people who might be affected by their work, or who 
might visit the premises of the employer. 

It is the duty of every employee whilst at work: 

 To take reasonable care for the health and safety of their own self and of other persons who 
may be affected by their acts or omissions at work. 

 As regards any duty or requirement imposed on the employer or any other person by or 
under any of the relevant statutory provisions, to co-operate with the employer so far as is 
necessary to enable that duty of requirement to be performed or complied with. 

The Senior Management Team (SMT) is responsible by their policy decisions, and monitoring, for 
ensuring the health, safety and well-being of staff and learners during their time with JS Consult.  
When the SMT receive regular updates on Health and Safety legislation they are responsible for 
implementing any changes. 

All employees are responsible for carrying out their work in accordance with safe procedures, 
thereby ensuring the safety of themselves, other employees, learners and other persons.  This 
includes: 

 Working according to an assessment of risk associated with the task and following safe 
working procedures and observing general safety regulations within the host organisations. 

 Using Personal Protective Equipment when appropriate and requesting replacements if it is 
lost or becomes defective. 

 Reporting accidents, those which cause injury and those with the potential to do so, as soon 
as practicable.  All accidents; however minor, should be reported to a member of the SMT.  
Accidents involving injury should be recorded in the Accident Book straight away. 

 Accidents resulting in hospitalisation or other accidents with potential to cause serious 
injury must additionally be reported to Head Office, who will investigate the accident and 
will require the completion of a RIDDOR (Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations) report. 

 Sites of serious accidents or with the potential to cause serious injury must be kept 
undisturbed as far as practicable to assist investigations by JS Consultor the employees host 
Company or by the enforcing authority (the Health and Safety Executive). 
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 Reporting significant changes in their health, including diseases and pregnancy, in writing to 
Head Office. 

JS Consult ensures that all employees are conversant with the Health, Safety and Well Being Policy 
by: 

 Including Health, Safety and Well Being as a required part of the induction process for all 
new staff, whether full-time, part-time, or self-employed. 

 Including the Health, Safety and Well Being policy in the Staff Handbook; 

 Encouraging Line Managers to involve staff in Risk Assessments relating to their work; 

 Issuing Policy amendments direct to all staff; 

 Ensuring Line Managers involve staff to receive training in Health, Safety and Well Being 
matters provided either by the Company or by other agencies; 

 Ongoing training for Health and Safety; 

The Managing Director has overall responsibility for Health, Safety and Well Being Management, 
including: 

 Implementation of the Health, Safety and Well Being Policy; 

 An awareness of the risks identified in the Health, Safety and Well Being Policy and of the 
steps taken to reduce or remove such risks; 

 The organisational structure and responsibilities to ensure the Health, Safety and Well Being 
policy can be carried out and organisation requirements for emergency plans; 

 The necessary resources for Health and Safety actions; 

 Ensuring that staff are aware of roles and duties in the organisation and are made aware of 
regulations and guidance relating to Health, Safety and Well Being; 

 Nominating, as and when appropriate, members of staff to be responsible for specific 
aspects of Health, Safety and Well Being, and for informing staff of such delegations; 

 Ensuring that only properly trained staff supervise the use of potentially hazardous 
equipment or machinery. 

The Compliance & Operations Manager is responsible for: 

 The operational implementation of the Company Health, Safety and Welfare Policy 

 The operation of the Company Health, Safety and Well Being Policy by all line managers; 

 The co-ordination of Health, Safety and Well Being matters assisted by the Human 
Resources Department 

 Ensuring that job descriptions adequately define the Health, Safety and Well Being 
responsibilities of personnel; 

 To appropriately publicise changes of responsibilities which affect the Health, Safety and 
Well Being policy; 

 The security needs of the Company 
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Each Line Manager is responsible to the Managing Director for the Health, Safety and Well Being of 
employees, learners, and others affected by the operations of their area, including: 

 The carrying out of risk assessments, or ensuring they are carried out, ensuring the 
necessary controls are in place and that the assessments are documented and reviewed for 
operations within their control; 

 An awareness of legislation, codes of practice applicable to the operations within their 
control; 

 Ensuring the safety induction of staff and others including emergency procedures; 

 Ensuring that staff learners are instructed in safe working practices, including the safe 
handling of equipment and materials; 

 Monitoring general health and well-being and ensuring that tasks allocated are appropriate; 

 Carrying out the aspects of the Company Safety Audit relating to the section; 

 Ensuring the provision and maintenance of Personal Protective Equipment; 

 Ensuring that staff are appropriately trained; 

 Informing Head Office and the Company Health and Safety Officer, in writing, of Health, 
Safety and Well Being matters relating to the buildings, equipment or other assets managed 
by themselves and pertaining to the functions of the section; 

 Informing the Company Health and Safety Officer immediately by telephone in the event of 
an accident or dangerous occurrence within the section, and ensuring completion of 
required written reports; 

 Investigating accidents with the assistance of the Company Health & Safety Officer. 

 Ensuring that all staff are informed of any delegation of responsibilities for Health, Safety 
and Well Being; 

 Ensuring the Health, Safety and Well Being of persons on work placement within the 
company 

Head Office is responsible for: 

 The provision of the overall scheme of management for Health, Safety and Well Being; 

 Review of Health, Safety and Well Being Policy; 

 The operation of the Health and Safety Committee. 

 Line management of the Company Health and Safety Officer; 

 Co-ordinating safety-related staff training throughout the Company with the Operations 
Manager 

The Company Health and Safety Officer is responsible for: 

 Advising the appropriate persons with regard to new legislation; 

 Be involved in assessment and monitoring of high risk activities; 
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 Regularly reporting to relevant SMT members on matters relating to Health, Safety and Well 
Being.  Health and Safety performance, accident statistics; 

 Liaison with outside agencies relating to Health, Safety and Well Being, including the 
enforcing body (the Health and Safety Executive); 

 Advising that risk assessments be carried out by line managers and keeping a record of such 
assessments to ensure compliance; 

 Investigating relevant accidents, ensuring the maintenance of accident records, and 
informing the enforcing body as appropriate; 

 Reporting dangerous occurrences and notifiable diseases as required by the enforcing body; 

 Procedures relating to emergency plans for imminent danger and advice regarding the 
implementation of the Fire Precautions at Work Act.  Monitoring ensuring the regular 
testing of fire detection systems, emergency lighting and associated systems, the 
maintenance of records and organisation of test evacuations; 

 Publicity and training for emergency procedures; 

 Arranging and monitoring emergency evacuation drills; 

 Ensuring the First Aid facilities, procedures and arrangements for First Aid are adequate and 
that First Aid materials are replenished as necessary; 

 Arranging safety training for staff 

JS Consult ensures that contractors working on Company sites are conversant with the requirements 
of the Health, Safety and Well Being Policy: 

 Through their contract terms, or 

 By induction, including the use of an abbreviated policy statement of the Health, Safety and 
Well Being Policy. 

LEARNER HEALTH & SAFETY  

JS Consult Limited is committed to health and safety in every aspect of its activities and aims to 
provide a safe, healthy and supportive environment wherever learning takes place. This deals with 
the health, safety and welfare of all learners and applies to everyone within and connected to the 
organisation. It applies to JS Consult Limited’s premises as well as those working with us as 
apprenticeship or placement providers.  

The UK Government, Department of Health & Social Care (DHSC), NHS, Public Health England 
(PHE), HSE and Local Authority websites are our resource library for the Coronavirus COVID-19 
health alerts and will be reviewed daily. This includes reference to the following: 

https://www.gov.uk/guidance/education-and-childcare-settings-new-national-restrictions-from-5-
november-2020 

Promotion of Health & Safety 

JS Consult Limited will promote and monitor health and safety through: 

 The risk assessment and ongoing monitoring of its own and employers’ premises to ensure 
a safe, healthy and supportive learning environment. 

https://www.gov.uk/guidance/education-and-childcare-settings-new-national-restrictions-from-5-november-2020
https://www.gov.uk/guidance/education-and-childcare-settings-new-national-restrictions-from-5-november-2020
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 Initial assessment of learners’ health, safety and welfare needs and additional support 
requirements. 

 An individual learning plan that includes the learner’s health and safety training needs. 

 A health and safety induction and ongoing review and assessment of learners’ 
understanding and awareness of key health and safety issues. 

 The recording, analysis, evaluation and publication of data regarding accidents/near misses. 

Safeguarding 

JS Consult Limited is committed to ensuring that every young person or vulnerable adult who takes 
part in any activity provided by the organisation should be able to do so in a safe and protected 
environment. Safeguarding is addressed as part of the employer health and safety risk assessment 
process. 

Learner Rights 

 A learning environment that is safe, healthy and supportive. 

 A health and safety induction. 

 Information on JS Consult Limited’s and an employer’s health and safety policy and 
procedures. 

 Supervision and support for your health, safety and welfare. 

 Information and advice on risks, personal protective equipment and restricted activities. 

 A health and safety learning plan and instruction on safety issues and use of equipment. 

 Regular reviews and assessment of your knowledge and understanding of workplace health 
and safety issues. 

 Access to information on how to report any dangerous situations or happenings at work 
and what to do if you have an accident. 

 The right to refuse to carry out any activity that you feel is putting your health, safety or 
welfare at risk. 

Learner Responsibilities 

Whilst a student at JS Consult Limited you have a duty to: 

 Co-operate with JS Consult Limited and your employer on matters of health and safety and 
follow all rules and procedures related to it. 

 Follow any health and safety information, instruction and training. 

 Not do anything that puts you or anyone else at risk. 

 Report any defects, dangerous situations, accidents or near misses. 

 Follow any prohibitions or restrictions that apply to you, wear any necessary protective 
equipment and clothing that you have been issued with and instructed to wear. 

 Keep your work area clean and free from hazards and not misuse or damage anything 
provided for the purposes of health and safety. 
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 Take part in any health and safety training organised by JS Consult Limited or your employer 
and follow and achieve your training plan. 

You may be subject to disciplinary action for failure to adhere to this policy. 

Workplace health and safety 

JS Consult Limited will visit or contact the work experience provider to explain our Health and 
Safety requirements and carry out a risk assessment to satisfy us that the employer/placement has 
good Health and Safety standards. We will let them know what is expected of them whilst you are 
with them on your work placement. 

Your work experience provider has a duty by law, so far as is reasonably practicable, to ensure 
your work experience placement is safe and without risk to health.  

In order to safeguard your health and safety, your employer/placement provider must have:  

 Employer and public liability insurance cover  

 Premises and machinery which are in safe working order  

 Safe work procedures for you to follow  

 Sufficient information, instruction, training and supervision necessary for you to perform 
your work safely  

 An induction programme for you regarding health and safety arrangements and highlight 
your responsibilities  

 A nominated supervisor (s) for you whilst you are on work experience  

 Risk assessments and all staff following the procedures outlined in them  

 A health and safety policy which they bring to your attention (if employing over 5 people)  

 A nominated health and safety person  

 Co-operation from all employees regarding health and safety practices  

 Emergency evacuation procedures i.e. fire  

 First aid facilities and reporting procedures for certain injuries to the appropriate 
authorities  

 Adequate welfare facilities to include toilet, washing, changing, rest area and provision of 
drinking water  

 Work equipment, which is suitable, safe, properly maintained and used  

 Measures in place to prevent or control exposure to substances 

 Appropriate precautions for flammable, toxic or explosive substances, electrical equipment, 
noise and radiation  

 Safe manual handling procedures  

 PPE (personal protective clothing) or equipment for you to use if necessary  

 Appropriate safety signs in the workplace  
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Your supervisor will assess your performance and will look to see how well you do in these areas:  

 Punctuality  

 Attitude to work  

 Working with others  

 Safety Awareness  

 Working alone (independently)  

 Employability in the industry  

When you are on work experience you must ensure that you  

• Take reasonable care for your own Health and Safety and of others, who may be affected by 
your activities  

• Disclose certain personal information to your work placement provider, i.e. a current 
health/medical condition and/or prescribed medication, which could affect your ability to 
undertake certain work; driving licences, training certificates etc.  

• Work with your employer/work placement provider on Health & Safety matters  

• Report to your supervisor any situation, which you think is unsafe  

• Use equipment safely and correctly  

• Wear any personal protective equipment given to you  

• Do not interfere with, or misuse any equipment provided for your Health, Safety and 
Welfare  

• Talk to your supervisor at your work experience if you are worried about any aspects of 
Health & Safety  

• If you are still worried then you must tell your teacher or assessor – they will then get the 
necessary advice  

Further information regarding Health and Safety will be given to you during your induction.  

Taking Action 

If you experience or observe any breaches of health and safety policy or legislation you should take 
the following action: 

Informal Action where you raise the issue informally and privately with the person(s) responsible 
for the concern. 

Formal Action should be used where informal action hasn’t worked, or if the informal approach is 
not an option. The issue should be raised with your manager or your tutor/assessor. 

Whenever a concern over health and safety is received JS Consult Limited will: 

 take the concern seriously 

 carry out an immediate investigation into the concern 

 allocate the investigation to a person who is competent in health & safety management  
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 give you feedback on the findings of the investigation. 

LEGISLATION 

The Health and Safety at Work Act (1974) 

The Health and Safety at Work Act (HSW Act) places general duties for health and safety on all 
people at work, both employers and employees and individuals as well as or instead of the 
organisation may be prosecuted for breaches of the Act. 

Specific regulations are issued under the HSW Act on certain aspects of health and safety.  Health 
and Safety regulations, emanating from a range of EC Directives, came into force on 1 January 1993.   

 Management of Health and Safety at Work Regulations 

 Health and Safety (Display Screen Equipment) Regulations 1992 

 Manual Handling Operation Regulations 

 Provision and use of Work Equipment Regulations 

 Personal Protective Equipment at Work Regulations 

 Workplace (Health, Safety and Welfare) Regulations 

One of the key elements of the Management of Health and Safety at Work Regulations is that 
employers are required to appoint competent people to help them implement health, safety and 
well-being measures.  Additionally all employers must carry out a risk assessment and record the 
main findings and the arrangements for health and safety.   

The Safety Representatives and Safety Committees Regulations 1977 

These regulations give recognised trade unions the right to appoint safety representatives to 
represent employees in consultation with the employer about health, safety and well-being matters.  
The Act also provides for the possibility of employers being required by safety representatives to set 
up safety committees which would keep under review measures to ensure health and safety at the 
workplace.   

Other Health and Safety Legislation 

Certain legal requirements of earlier Acts – such as the Factories Act 1961 and the Offices, Shops 
and Railway Premises Act 1963 remain in force.  However, an objective of the HSW Act is gradually 
to replace those requirements by regulations and approved codes of practice. 

Health and Safety (Consultation with Employees) Regulations 1996 

Employees not in groups covered by trade union safety representatives must be consulted by their 
employer, under this Act. 

HEALTH & SAFETY RULES 

All workers must exercise ordinary care to avoid accidents in their activities at work and comply with 
the following general rules and with any further rules which the JS Consult Limited may publish from 
time to time. 

Accident Forms and Book 

The book must be kept in a locked drawer once completed. 
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Any injury suffered by a worker or visitor in the course of employment or otherwise on JS Consult 
Limited’s premises, however slight, must be recorded, together with such other particulars as are 
required by statutory regulations, on an accident form maintained by the Organisation. 

Fire Precautions 

All personnel must familiarise themselves with fire escape routes and procedures and follow the 
directions of JS Consult Limited in relation to fire. 

Equipment and Appliances   

No equipment or appliance may be used other than as provided by or specifically authorised by or 
on behalf of the company and any directions for the use of such must be followed precisely. 

Safety Clearways  

Corridors and doorways must be kept free of obstructions and properly lit. 

Maintenance  

Defective equipment, furniture and structures must be reported as such without delay. 

Hygiene and Waste Disposal  

Facilities for the disposal of waste materials must be kept in a clean and hygienic condition.  Waste 
must be disposed of in an appropriate manner and in accordance with any special instructions 
relating to the material concerned. 

Food Hygiene  

When handling or preparing food there are specific hygiene requirements: 

 Regularly wash hands before and during food preparation and especially after using the 
lavatory 

 Tell your supervisor or representative of the Committee of any skin, nose, throat, or bowel 
problem 

 Ensure cuts or sores are covered with correct waterproof dressings 

 Keep yourself clean and wear clean clothing 

 Remember that smoking in a food room is illegal 

 Never cough or sneeze over food 

 Clean as you go.  Keep all equipment and surfaces clean 

 Prepare raw and cooked food in separate areas.  Keep perishable food covered and either 
refrigerated (less than 8”C) or piping hot (above 63”C) 

 Ensure waste food is disposed of properly.  Keep the lid on rubbish bin and wash your hands 
after putting waste in it 

 Avoid handling food as far as possible 

 Tell your supervisor of any defects or concerns regarding the facilities – e.g. uncleanness, 
refrigeration malfunction, cracked food preparation surfaces. 

Display Screen Equipment  
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JS Consult Limited recognises its responsibility to ensure the well-being of workers who habitually 
use display screen equipment for a significant part of their normal work. Volunteers/Workers are 
advised to ensure that they take a five-minute break from the display screen equipment at least 
once an hour and are advised that, if they experience vision defects or other discomfort that they 
believe may be wholly or in part a consequence of their use of such equipment, they have the right 
to an eye-test at the Organisation’s expense. 

Alcohol, Drugs and Tobacco   

Smoking within the premises and the use of Drugs (except under medical supervision) on the 
premises are prohibited at all times.  The use of intoxicants (alcohol) is prohibited during working 
hours, and no employee/volunteer may undertake his/her duties if under the influence of alcohol or 
drugs (except under medical supervision) 

FIRST AID AND ACCIDENT REPORTING 

First Aid 

 The current First Aider(s) for the premises is/are displayed (on the Notice Board in 
the Reception Area). 

 First Aid Boxes are provided in the following location(s): 

i) Reception  

ii) Kitchen  

Accidents 

 In the event of an injury or illness, call for a member of staff or ring for an 
ambulance directly.  To call an ambulance – dial 999 and ask for “ambulance” 

 All accidents must be reported to the Health and Safety Officer or another member 
of staff on duty immediately or as soon as practicable 

 All accidents must be entered on an accident form, available from the reception 
desk.  The procedures for “notifiable” accidents as shown in Appendix A below must 
be followed 

 The Health and Safety Officer will investigate incidents and accidents, writing a 
detailed report for the Organisation’s Management Committee to consider the 
actions necessary to prevent recurrence. 

FIRE DRILLS AND EVACUATION PROCEDURES 

Fire Drills 

 All workers and volunteers must know the fire procedures, position of fire 
appliances and escape routes. 

 The fire alarm points, fire exits, and emergency lighting system will be tested by The 
Fire Officer/Health and Safety Officer during the first week of each month and 
entered in the logbook provided. 

 The Fire Officer will arrange for Fire Drills and Fire Prevention Checks (see Appendix 
C below) to be carried out at least once every three months and entered in the log 
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book.  In addition, these Drills will be carried out at different times and on different 
days, so that all users/hirers know the procedures. 

 The last person securing the premises will ensure Fire Prevention Close Down 
Checks are made of all parts of the premises at the end of a session (See Appendix 
C). 

In the event of Fire 

 Persons discovering a fire should sound the nearest alarm 

 The first duty of all workers is to evacuate all people from the building by the 
nearest exit immediately the fire is discovered 

 All persons must evacuate the building and, where possible without personal risk, 
leave all doors and windows closed 

 The assembly point for the building is outside at car park on Barking Road  

 No-one should leave the assembly point without the permission of a member of 
staff 

 If any fire occurs, however minor, the Fire Brigade must be called immediately by 
dialling 999 and asking for “Fire” 

 When the Fire Brigade arrives advise whether all persons are accounted for and 
location of fire. 

Bomb Warnings 

 If you receive a warning, try to find out from the caller: 

i) The approximate location of the bomb and likely time of detonation 

ii) Whether the police and fire brigade have been notified 

iii) Try to RECORD EXACTLY WHAT IS SAID: 

 Notify the Police immediately on 999 

 DO NOT SOUND THE FIRE ALARM but evacuate the building taking into 
consideration any information form the bomb warning 

 Assemble outside the building at the Barking Road unless the bomb warning implies 
otherwise. 

Cleaning Materials, General Machinery and High Risk Areas 

 All portable machinery must be switched off and unplugged when not in use 

 Wandering cables are a hazard; use with caution and safety in mind 

 Slippery floors and dangerous; use warning signs 

 Use protective clothing and equipment provided and as instructed on 
machinery/equipment/material.  It is the duty of a worker to report any loss of or 
defect in protective clothing or equipment. 

General 
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 All thoroughfares, exits and gates must be left clear at all times 

 Corridors and fire exits must not be blocked by furniture or equipment 

 Vehicles must not be parked near to the building so as to cause any obstruction or 
hazard 

Hazards or suspected hazards or other health and safety matters should be reported to the Health 
and Safety Officer or the staff member on duty immediately or as soon as practicable, so that action 
can be taken.  If the hazard is of a serious nature, immediate action must be taken to protect or 
clear the area to prevent injury to staff or other users. 

PORTABLE APPLIANCE TESTING (PAT) 

There are legal duties on manufacturers and suppliers covering the initial integrity (safety) of new 
electrical appliances. There are general duties on JS Consult Limited, as an employer, covering the 
use and maintenance of its appliances, designed to ensure that they remain in a safe condition. 

The particular legal duties relating to the use and maintenance of electrical appliances are 
contained in the Electricity at Work Regulations (1989). These apply to all work activities and place 
requirements on both employers and employees (duty holders), in order to control risks which can 
arise from the use of electricity. The Regulations require certain safety objectives to be achieved but 
do not prescribe the measures to be taken. This allows the duty holder to select precautions 
appropriate to the risk rather than have precautions imposed which may not be relevant to a 
particular work activity. 

The best means by which to control risks in the use and maintenance of electrical appliances is to 
establish a system of regular Portable Appliance Testing (PAT). 

The PAT test includes: 

 Preliminary visual inspection 

 Using a PAT device: 

 Earth continuity tests (for Class 1 equipment) 

 Insulation testing (which may sometimes be substituted by earth leakage 
measurement) 

 Functional checks. 

Visual inspection can be carried out by all users of portable appliance, ideally each time the 
appliance is used. However electrical testing with a PAT device must only be performed by a person 
who is competent in the safe use of the test equipment and who knows how to interpret the test 
results obtained. This person must be capable of inspecting the equipment and, where necessary, 
dismantling it to check the cable connections. At JS Consult Limited, this is the responsibility of the 
Health & Safety Officer who will also undertake all checking and record keeping. 

REVIEW 

This policy will be reviewed on an annual basis or following changes to Government updates and 
statutory guidance in relation to Covid-19 and company risk assessment policies and processes. 
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ADDENDUM COVID-19 RISK ASSESSMENT 

As an employer JS Consult, has a legal responsibility to protect workers, students and others from 
risk to their health and safety.  This means we need to think about the risks staff face and do 
everything reasonably practicable to minimise them, recognising we cannot completely eliminate 
the risk of COVID-19.  Everyone needs to assess and manage the risks of COVID-19. 

This document is to help the employers, apprentices, our employees and the other members of our 
team in the UK understand how to work safely during the coronavirus (COVID-19) pandemic, 
keeping as many people as possible 2 metres apart from those they do not live with.  We 
understand how important it is that we can work safely and support our employees’ health and 
wellbeing during the COVID-19 pandemic.  The government is clear that workers and students 
should not be forced into an unsafe workplace. 

Everyone needs to assess and manage the risks of COVID-19.  As an employer JS Consult, has a legal 
responsibility to protect workers and others from risk to their health and safety.  This means we 
need to think about the risks you face and do everything reasonably practicable to minimise them, 
recognising we cannot completely eliminate the risk of COVID-19. 

We must make sure that the risk assessment for our business, addresses the risks of COVID-19, 
using this guidance to inform our decisions and control measures.  Our risk assessment will help us 
decide whether we have done everything you need to.  The Health and Safety Executive has 
guidance for business on how to manage risk and risk assessment at work along with specific advice 
to help control the risk of coronavirus in workplaces. 

We have a duty to consult our staff on health and safety.  We have done this by listening and talking 
to you about the work and how we will manage risks from COVID-19.  Our staff who do the work are 
often the best people to understand the risks in the workplace and will have a view on how to work 
safely.  By involving you in making decisions shows that we take your health and safety seriously.  

To be most effective, full involvement of our workers creates a culture where relationships between 
employers and workers are based on collaboration, trust and joint problem solving. As is normal 
practice, workers should be involved in assessing workplace risks and the development and review 
of workplace health and safety policies in partnership with the employer. 

MANAGING RISK 

Objective: To reduce risk to the lowest reasonably practicable level by taking preventative measures, 
in order of priority. 

JS Consult has a duty to reduce workplace risk to the lowest reasonably practicable level by taking 
preventative measures.  In the context of COVID-19 this means working through these steps in 
order: 

1. In every workplace, increasing the frequency of handwashing and surface cleaning. 

2. Businesses and workplaces should make every reasonable effort to enable working from 
home as a first option.  Where working from home is not possible, workplaces should make 
every reasonable effort to comply with the social distancing guidelines set out by the 
government (keeping people 2m apart wherever possible). 

3. Where the social distancing guidelines cannot be followed in full, in relation to a particular 
activity, businesses should consider whether that activity needs to continue for the business to 

https://www.hse.gov.uk/simple-health-safety/risk/index.htm
https://www.hse.gov.uk/news/working-safely-during-coronavirus-outbreak.htm
https://www.hse.gov.uk/news/working-safely-during-coronavirus-outbreak.htm
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operate, and, if so, take all the mitigating actions possible to reduce the risk of transmission 
between their staff.  
Further mitigating actions include:  
– increasing the frequency of hand washing and surface cleaning 
– keeping the activity time involved as short as possible  
– using screens or barriers to separate people from each other  
– using back-to-back or side-to-side working (rather than face-to-face) whenever possible  
– reducing the number of people each person has contact with by using ‘fixed teams or 
partnering’ (so each person works with only a few others) 

4. Finally, if people must work face-to-face for a sustained period with more than a small group 
of fixed partners, then we will need to assess whether the activity can safely go ahead. No 
one is obliged to work in an unsafe working environment.  

Equality in the workplace: 

Objective: To treat everyone in your workplace equally. 

In applying this guidance, JS Consult is mindful of the particular needs of different groups of workers 
or individuals. 

It is breaking the law to discriminate, directly or indirectly, against anyone because of a protected 
characteristic such as age, sex or disability. 

We also have particular responsibilities towards disabled workers and those who are new or 
expectant mothers. 

Social distancing at work 

Objective: To maintain 2m social distancing wherever possible, including while arriving at and 
departing from work, while in work, and when travelling between sites. 

You must maintain social distancing in the workplace wherever possible. 

Where the social distancing guidelines cannot be followed in full in relation to a particular activity, 
staff should consider whether that activity needs to continue for the business to operate, and, if so, 
take all the mitigating actions possible to reduce the risk of transmission between staff. 

Mitigating actions include: 

 further increasing the frequency of hand washing and surface cleaning 

 keeping the activity time involved as short as possible 

 using screens or barriers to separate people from each other 

 using back-to-back or side-to-side working (rather than face-to-face) whenever possible 

 reducing the number of people each person has contact with by using ‘fixed teams or 
partnering’ (so each person works with only a few others) 

Social distancing applies to all parts of a business, not just the place where people spend most of 
their time, but also entrances and exits, break rooms, kitchen and similar settings.  These are often 
the most challenging areas to maintain social distancing. 

Coming to work and leaving work: 
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Objective: To maintain social distancing wherever possible, on arrival and departure and to ensure 
handwashing upon arrival. 

Moving around buildings and worksites: 

Objective: To maintain social distancing wherever possible while people travel through the 
workplace. 

Workplaces and workstations: 

Objective: To maintain social distancing between individuals when they are at their workstations. 

For staff who work in one place, workstations should allow them to maintain social distancing 
wherever possible. 

Workstations should be assigned to an individual and not shared.  If they need to be shared, they 
should be shared by the smallest possible number of people. 

If it is not possible to keep workstations 2m apart then JS Consult will consider whether that activity 
needs to continue for the business to operate and if so, take all mitigating actions possible to reduce 
the risk of transmission 

Meetings 

Objective: To reduce communication due to face-to-face meetings and maintain social distancing in 
meetings. 

Common areas 

Objective: To maintain social distancing while using common areas. 

Accidents, security and other incidents: 

Objective: To prioritise safety during incidents. 

In an emergency, for example, an accident or fire, people do not have to stay 2m apart if it would be 
unsafe.  People involved in the provision of assistance to others should pay particular attention to 
sanitation measures immediately afterwards including washing hands. 

Before reopening 

Objective: To make sure that any site or location that has been closed or partially operated is clean 
and ready to restart, including: 

 an assessment for all sites, or parts of sites, that have been closed, before restarting work 

 carrying out cleaning procedures and providing hand sanitiser before restarting work 

Keeping the workplace clean 

Objective: To keep the workplace clean and prevent transmission by touching contaminated 
surfaces. 

Face coverings: 

There are some circumstances when wearing a face covering may be marginally beneficial as a 
precautionary measure.  The evidence suggests that wearing a face covering does not protect you, 
but it may protect others if you are infected but have not developed symptoms. 
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A face covering can be very simple and may be worn in enclosed spaces where social distancing isn’t 
possible.  It just needs to cover your mouth and nose.  It is not the same as a face mask, such as the 
surgical masks or respirators used by health and care workers.  Similarly, face coverings are not the 
same as the PPE used to manage risks like dust and spray in an industrial context.   

It is important to know that the evidence of the benefit of using a face covering to protect others is 
weak and the effect is likely to be small, therefore face coverings are not a replacement for the other 
ways of managing risk, including minimising time spent in contact, using fixed teams and partnering 
for close-up work, and increasing hand and surface washing. These other measures remain the best 
ways of managing risk in the workplace and government would therefore not expect to see 
employers relying on face coverings as risk management for the purpose of their health and safety 
assessments. 

Wearing a face covering is optional and is not required by law, including in the workplace.  If you 
choose to wear one, it is important to use face coverings properly and wash your hands before 
putting them on and taking them off.  You should be prepared to remove your face covering if asked 
to do so by police officers and staff for the purposes of identification. 

JS Consult will support their staff in using face coverings safely if they choose to wear one. This 
means telling workers: 

 wash your hands thoroughly with soap and water for 20 seconds or use hand sanitiser 
before putting a face covering on, and after removing it 

 when wearing a face covering, avoid touching your face or face covering, as you could 
contaminate them with germs from your hands 

 change your face covering if it becomes damp or if you have touched it 

 continue to wash your hands regularly 

 change and wash your face covering daily 

 if the material is washable, wash in line with manufacturer’s instructions.  If it’s not 
washable, dispose of it carefully in your usual waste 

 practise social distancing wherever possible 

Returning to Work 

Objective: To make sure all workers understand COVID-19 related safety procedures. 

REVIEW 

This policy will be reviewed on an annual basis or following changes to Government updates and 
statutory guidance in relation to Covid-19 and company risk assessment policies and processes. 
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Covid-19 can affect your lungs and airways and can be mild, moderate, severe or fatal. 

This is our Risk Assessment for dealing with the current Covid-19 situation in the workplace and classrooms.  It should hopefully cover all scenarios 
and each employer should consider their own unique circumstances.   

What are the 
hazards? 

Who might be 
harmed 

Controls Required Additional Controls 

 

Action by 
who? 

Action by 
when? 

Done 

Spread of 
Covid-19 
Coronavirus 

 

 

 

 Staff 

 Visitors to our 
premises 

 Cleaners 

 Delivery Drivers 

 Vulnerable 
groups – 
Elderly, 
Pregnant 
workers, those 
with existing 
underlying 
health 
conditions 

 Anyone else 
who physically 
comes in 
contact with 
you in relation 
to your 
business. 

Posters 

Stay Safe posters, leaflets and other 
materials are available for display around 
the building. 

 

Hand Washing 

 Hand washing facilities with soap and 
water in place. 

 Stringent hand washing taking place.  

 See hand washing guidance. 

 https://www.nhs.uk/live-
well/healthy-body/best-way-to-
wash-your-hands/ 

 Drying of hands with disposable paper 
towels.  

 Staff encouraged to protect the skin by 
applying emollient cream regularly  

 Gel sanitisers in any area where 

 

To be place across the building. 

 

Employees to be reminded on a regular 
basis to wash their hands for 20 
seconds with water and soap and the 
importance of proper drying with 
disposable towels.  Also 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.  Tissues 
will be made available throughout the 
workplace. 

 

Encourage staff to report any problems 
and carry out skin checks as part of a 
skin surveillance programme. 

 

SO 

 

 

JK 

 

20 .05. 20 

 

 

27.05.20 

 

29.05.20 

 

 

05.06.20 

https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
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  washing facilities not readily available 

 

What are the 
hazards? 

Who might be 
harmed 

Controls Required Additional Controls 

 

Action by 
who? 

Action by 
when? 

Done 

Spread of 
Covid-19 
Coronavirus 

 

 Staff 

 Visitors to our 
premises 

 Cleaners 

 Delivery Drivers 

 Vulnerable 
groups – 
Elderly, 
Pregnant 
workers, those 
with existing 
underlying 
health 
conditions 

 Anyone else 
who physically 
comes in 
contact with 
you in relation 
to your business 

 

Cleaning 

 Frequently cleaning and disinfecting 
objects and surfaces that are touched 
regularly particularly in areas of high 
use such as computers, mouse, 
telephones, filing cabinets, cupboards, 
door handles, light switches, reception 
area using appropriate cleaning 
products and methods. 

 

 

 

Social Distancing 

 Social Distancing -Reducing the number 
of persons in any work area to comply 
with the 2-metre (6.5 foot) gap 
recommended by the Public Health 
Agency 

https://www.publichealth.hscni.net/news/
covid-19-coronavirus  

https://www.gov.uk/government/publicati

To help reduce the spread of 
coronavirus (COVID-19) reminding 
everyone of the public health advice - 
https://www.publichealth.hscni.net/ne
ws/covid-19-coronavirus  

 

Rigorous checks will be carried out by 
line managers to ensure that the 
necessary procedures are being 
followed. 

 

 

 

Staff to be reminded on a daily basis of 
the importance of social distancing 
both in the workplace and outside of 
it. 

 

 

Management checks to ensure this is 

 

SO 

 

 

 

 

 

 

 

 

 

 

 

ZA 

 

 

 

 

27/05/20 

 

 

 

 

 

 

 

 

 

 

 

 

On going 

 

 

 

05.06.20 

https://www.publichealth.hscni.net/news/covid-19-coronavirus
https://www.publichealth.hscni.net/news/covid-19-coronavirus
https://www.gov.uk/government/publications/covid-19-guidance-on-social-distancing-and-for-vulnerable-people
https://www.publichealth.hscni.net/news/covid-19-coronavirus
https://www.publichealth.hscni.net/news/covid-19-coronavirus
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ons/covid-19-guidance-on-social-
distancing-and-for-vulnerable-people  

 

adhered to. 

 

 

 

 

 

SG - SS 

 

 

 

 

 

On going 

What are the 
hazards? 

Who might be 
harmed 

Controls Required Additional Controls 

 

Action by 
who? 

Action by 
when? 

Done 

Spread of 
Covid-19 
Coronavirus 

 

 Staff 

 Visitors to our 
premises 

 Cleaners 

 Delivery Drivers 

 Vulnerable 
groups – 
Elderly, 
Pregnant 
workers, those 
with existing 
underlying 
health 
conditions 

 Anyone else 
who physically 

Cleaning 

Taking steps to review work schedules 
including start & finish times/shift patterns, 
working from home etc. to reduce number 
of workers on site at any one time. Also 
relocating workers to other tasks.   

 

Redesigning processes to ensure social 
distancing in place.  

 

Conference calls to be used instead of face 
to face meetings. 

 

Ensuring sufficient rest breaks for staff. 
Social distancing also to be adhered to in 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SO 

 

 

 

 

 

 

 

 

 

 

 

 

 

01/05/20 

 

 

 

 

 

 

 

 

 

 

 

 

01/05/20 
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comes in 
contact with 
you in relation 
to your business 

 

kitchen area and smoking area. 

 

Wearing of Gloves 

Where Risk Assessment identifies wearing 
of gloves as a requirement of the job, an 
adequate supply of these will be provided. 
Staff will be instructed on how to remove 
gloves carefully to reduce contamination 
and how to dispose of them safely. 

 

 

Microsoft Teams to be used. 

 

 

 

 

 

 

 

 

Staff to be reminded that wearing of 
gloves is not a substitute for good hand 
washing. Care to be taken when 
opening post and parcels. 

 

 

 

 

 

 

 

 

 

SI  

ZA 

 

 

 

 

 

 

 

 

 

27/05/20 

What are the 
hazards? 

Who might be 
harmed 

Controls Required Additional Controls 

 

Action by 
who? 

Action by 
when? 

Done 

Spread of 
Covid-19 
Coronavirus 

 

 Staff 

 Visitors to our 
premises 

 Cleaners 

 Delivery Drivers 

 Vulnerable 

RPE 

Public Health guidance on the use of PPE 
(personal protective equipment) to protect 
against COVID-19 relates to health care 
settings. In all other settings individuals are 
asked to observe social distancing 
measures and practice good hand hygiene 
behaviours. 

All visitors to Care Homes and 
employers, first need to be approved 
by line managers, subject to a risk 
assessment in place of their premises. 

To minimise the risk of transmission of 
COVID-19, during face-fit testing the 
following additional measures should 
be carried out –Both the fit tester and 

SO, ZA 

 

 

 

 

 

 

27/05/20 
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groups – 
Elderly, 
Pregnant 
workers, those 
with existing 
underlying 
health 
conditions 

 Anyone else 
who physically 
comes in 
contact with 
you in relation 
to your business 

 

 

If assessors need to visit apprentices or 
managers in the workplace. 

 

Where RPE is a requirement for risks 
associated with the work undertaken the 
following measures will be followed- 

 

Tight-fitting respirators (such as disposable 
FFP3 masks and reusable half masks) rely 
on having a good seal with the wearer’s 
face.  A face fit test will be carried out to 
ensure the respiratory protective 
equipment (RPE) can protect the wearer. 

Wearers must be clean shaven. 

This is for assessors involved in 
observations at the workplace. 

 

those being fit tested should wash 
their hands before and after the test. 

Those being fit tested with non-
disposable masks should clean the 
mask themselves before and 
immediately after the test using a 
suitable disinfectant cleaning wipe.  
Test face pieces that cannot be 
adequately disinfected (e.g. disposable 
half masks) should not be used by 
more than one individual.  Fit testers 
should wear disposable gloves when 
undertaking cleaning of the tubes, 
hoods etc. and ensure they remove 
gloves following the correct procedure 
(PDF). Reference 
https://www.hse.gov.uk/news/face-
mask-ppe-rpe-coronavirus.htm 

 

 

 

 

 

 

 

 

 

 

 

 

 

What are the 
hazards? 

Who might be 
harmed 

Controls Required Additional Controls 

 

Action by 
who? 

Action by 
when? 

Done 

https://www.hse.gov.uk/news/face-mask-ppe-rpe-coronavirus.htm
https://www.hse.gov.uk/news/face-mask-ppe-rpe-coronavirus.htm


 

24 

JDB:/Health & Safety – Wellbeing Policy & Risk Assessment 06.04.2021 v.6 

Spread of 
Covid-19 
Coronavirus 

 

 Staff 

 Visitors to our 
premises 

 Cleaners 

 Delivery Drivers 

 Vulnerable 
groups – 
Elderly, 
Pregnant 
workers, those 
with existing 
underlying 
health 
conditions 

 Anyone else 
who physically 
comes in 
contact with 
you in relation 
to your business 

 

Symptoms of Covid-19 

If anyone becomes unwell with a new 
continuous cough or a high temperature in 
the workplace they will be sent home and 
advised to follow the stay at home 
guidance. 

 

Line managers will maintain regular contact 
with staff members during this time. 

 

If advised that a member of staff or public 
has developed Covid-19 and were recently 
on our premises (including where a 
member of staff has visited other work 
place premises such as an employer’s 
premises), the management team of the 
workplace will contact the Public Health 
Authority to discuss the case, identify 
people who have been in contact with 
them and will take advice on any actions or 
precautions that should be taken. 
https://www.publichealth.hscni.net/ 

 

 

 

 

Internal communication channels and 
cascading of messages through line 
managers will be carried out regularly 
to reassure and support employees in a 
fast changing situation.  

 

 

 

Line managers will offer support to 
staff who are affected by Coronavirus 
or has a family member affected. 

 

 

 

SO, SI, ZA 

 

 

 

 

 

 

 

 

 

SO, SI, 

 

 

27/05/20 

 

 

 

 

 

 

 

 

27/05/20 

 

What are the 
hazards? 

Who might be 
harmed 

Controls Required Additional Controls 

 

Action by 
who? 

Action by 
when? 

Done 

https://www.publichealth.hscni.net/
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Spread of 
Covid-19 
Coronavirus 

 

 Staff 

 Visitors to our 
premises 

 Cleaners 

 Delivery Drivers 

 Vulnerable 
groups – 
Elderly, 
Pregnant 
workers, those 
with existing 
underlying 
health 
conditions 

 Anyone else 
who physically 
comes in 
contact with 
you in relation 
to your business 

 

 

 

 

Delivery Drivers 

Procedures in place for delivery drivers to 
ensure adequate welfare facilities available 
during their work - Reference 

https://www.hse.gov.uk/news/drivers-
transport-delivery-coronavirus.htm  

COVID-19-guidance on freight transport. 
Persons should not share vehicles or cabs, 
where suitable distancing cannot be 
achieved. 

 

Safe distancing for our staff, when parcels 
are dropped to our Blackheath office. 

 

Mental Health  

Management will promote mental health & 
wellbeing awareness to staff during the 
Coronavirus outbreak and will offer 
whatever support they can to help   

Reference - 

https://www.mind.org.uk/information-
support/coronavirus-and-your-wellbeing/  

www.hseni.gov.uk/stress 

 

Communicate with companies we 
receive delivers from to ensure welfare 
facilities will be available to our staff.  

 

Allowing delivery drivers adequate 
space when dropping off parcels.  To 
have safe distancing from our staff 
members. 

 

 

 

 

 

 

 

Regular communication of mental 
health information and open door 
policy for those who need additional 
support. 

 

 

SO, SI 

 

On going 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

On going 

 

What are the  Who might be Controls Required Additional Controls Action by Action by Done 

https://www.hse.gov.uk/news/drivers-transport-delivery-coronavirus.htm
https://www.hse.gov.uk/news/drivers-transport-delivery-coronavirus.htm
https://www.mind.org.uk/information-support/coronavirus-and-your-wellbeing/
https://www.mind.org.uk/information-support/coronavirus-and-your-wellbeing/
http://www.hseni.gov.uk/stress
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hazards? harmed  who? when? 

Spread of 
Covid-19 
Coronavirus 

 

 Vulnerable and 
Extremely 
Vulnerable Staff 

Those who are classified by PHE as being at 
greater risk from COVID-19 include people 
in the vulnerable (moderate risk) and 
extremely vulnerable (high risk) categories. 

Vulnerable (moderate risk) people include 
those who: 

Those who are classified by PHE as being at 
greater risk from COVID-19 include people 
in the vulnerable (moderate risk) and 
extremely vulnerable (high risk) categories 

Vulnerable (moderate risk) people include 
those who: 

 are 70 or older 

 are pregnant 

 have a lung condition such as asthma, 
COPD, emphysema or bronchitis (not 
severe) 

 have heart disease, diabetes, chronic 
kidney disease or liver disease (such 
as hepatitis) 

 are taking medicine that can affect 
the immune system (such as low 
doses of steroids) or 

 are very obese 

The following safety and staff health 
arrangements should apply to staff 
who are classified as vulnerable 
(moderate risk) or extremely 
vulnerable (high-risk): 

Managers, human resources and 
occupational health 

 departments should identify and 
be aware of staff who fall into 
vulnerable and extremely 
vulnerable categories so they can 
ensure that they are given 
adequate protection and support 
to enable them to comply with 
government health 
recommendations 

 No member of staff in the 
extremely vulnerable “high-risk” 
category should be expected to 
come to work during the 
pandemic crisis or during 
recovery from the lockdown – 
these staff should be advised to 
follow government medical 
advice and stay at home 

 Extremely vulnerable “high-risk” 
staff will be offered furlough 

SO On going  
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Extremely vulnerable (high risk) 
people include those who: 

 have had an organ transplant 

 are having chemotherapy for cancer, 
including immunotherapy 

 are having an intense course of 
radiotherapy for lung cancer 

 have a severe lung condition (such as 
severe asthma or severe COPD) 

 are taking medicine that makes 
them much more likely to get 
infections (such as high doses of 

steroids) 

 have a serious heart condition and 
are pregnant 

 The following PHE advice applies: 

 Those in the “high risk” (extremely 
vulnerable) category are 

 subject to special 

 “shielding” arrangements – they are 
advised to self-isolate and not leave 
home for any reason for at least 12 
weeks 

arrangements - where it is 
possible or appropriate for them 
to safely work from home 
without risk this should be 
facilitated 

 Staff in the vulnerable 
“moderate risk” category should 
be considered on a case by case 
basis – wherever possible they 
will be supported to work from 
home 

 Staff in the vulnerable 
“moderate risk” category who 
cannot work from home and 
wish to return to work should be 
offered additional protection so 
that they can achieve effective 
social distancing 

 Managers should stay in touch 
with vulnerable or extremely 
vulnerable staff who are staying 
at home by phone to ensure 
they are well and to prevent 
them from feeling isolated 

As they cannot leave their home at all, 
the organisation 

 should help to provide 
additional support for any 
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Those in the moderate 

 risk” (vulnerable) category are 
advised to stay at 

 home as much as possible – they can 
go to work if they cannot work from 
home 

 People in both categories are 
advised by the government to be 
particularly stringent in complying 
with social distancing requirements 

Pregnant women are included in the 
“moderate risk” category as a precaution 
but are not considered by PHE to be more 
likely to get seriously ill from COVID-19. 

extremely vulnerable high-risk 
staff who may need it; this might 
include providing shopping or 
medicines where they are 
unable to gain support from 
elsewhere 

 All reviews of staff roles and 
safety should be non- 
discriminatory and take into 
consideration equality 
considerations and protected 
characteristics as defined under 
the Equality Act 2010, e.g. 
disabled staff 

 Reasonable adjustments must 
be made to avoid disabled 
workers being put at any 
disadvantage 

 Managers should refer to 
existing policies regarding new 
and expectant mothers, e.g. 
entitlement to suspension on 
full pay if suitable safe roles 
cannot be found. 

What are the 
hazards? 

Who might be 
harmed 

Controls Required Additional Controls 

 

Action by 
who? 

Action by 
when? 

Done 

Spread of Business      
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Covid-19 
Coronavirus 

 

 

 

 

 

 

 

 

 

 

 

Continuity: 

 

Crisis management 
and business 
continuity hazards 
caused by the 
pandemic 
emergency 

 

 

The crisis threatens business continuity and 
ability to deliver essential services to our 
customers 

 

 

Managers should refer to business 
continuity policies and procedures.  
After lockdown the following safety 
arrangements should be applied to 
establish business recovery: 

 Establish overall coronavirus risk 
management team 

 Ask all departments to review 
and refresh business continuity 
plans as necessary 

 Devise appropriate business 
recovery plans and keep under 
constant review 

 

 

 

SG – SS - 
JDB 

 

 

On going 

What are the 
hazards? 

Who might be 
harmed 

Controls Required Additional Controls 

 

Action by 
who? 

Action by 
when? 

Done 

Spread of 
Covid-19 
Coronavirus in 
classrooms 

Members of staff, 
apprentices, 
students and 
volunteers. 

 

 

Risk that there is insufficient training space 
to support learners attending with a 
maximum class size 

 

 

Risk that social distancing between learners 

Classes and general areas remodeled 
to allow for individual workstations as 
appropriate and social distancing 

 

Temperature checks carried prior to 
entry into centres for all learners and 

Tutor 

 

 

Tutor  

 

Ongoing 

 

 

 

 

Daily 
checks 

 

 

 

Daily 
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 and between staff and learners is difficult 
or impossible to maintain, leading to a risk 
of transmission. 

 

 

 

 

Risk of staff or learners with the virus 
coming into the centre when symptoms are 
not clear. 

 

 

 

 

 

 

 

 

Risk of the virus spreading via surfaces in 
the centre unless there is regular cleaning. 

staff on a daily basis. 

 

Minimise contact and mixing. Ensure 
frequent hand cleaning and good 
respiratory hygiene. 

 

Make arrangements ensure anyone 
with a high temperature or other Covid 
symptoms is isolated and that 
arrangements for that individual to 
leave the premises as soon as possible. 
PPE on hand (supply of masks and 
gloves for emergencies, not daily 
wear). Limit the number of shared 
resources that are taken home by staff 
and learners and limit the exchange of 
such resources. 

Establish cleaning arrangements for all 
frequently touched surfaces and 
equipment. 

 

 

 

 

 

 

Tutor  

 

 

 

 

 

 

 

Tutor 

Ongoing 

 

 

 

 

 

 

 

Ongoing 

 

 

 

 

 

 

 

 

 

Ongoing 

 

 

checks 

 

 

 

 

 

 

Daily 
checks 

 

 

 

 

 

 

 

 

Daily 
checks 
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What are the 
hazards? 

Who might be 
harmed 

Controls Required Additional Controls 

 

Action by 
who? 

Action by 
when? 

Done 

Spread of 
Covid-19 
Coronavirus in 
classrooms 

Members of staff, 
apprentices, 
students and 
volunteers. 

 

 

 

Learners’ behaviour on return to the centre 
does not comply with social distancing 
guidance and hand cleaning. 

 

 

 

Queues for toilets and handwashing risk 
non-compliance with social distancing 
measures. 

 

 

 

 

 

 

Learners’ mental health has been adversely 
affected during the period that the centre 

Clear messaging to learners on the 
importance and reasons for social 
distancing is reinforced throughout the 
day by staff and through posters, 
boards, and floor markings 

 

Protocol for using toilets and hand 
washing are established and 
monitored, including usage of urinals. 
The toilets are cleaned frequently. 

Bins are emptied regularly. 

Learners are regularly reminded on 
how to wash hands. 

 

There are enough trained staff 
available to support learners with 
mental health issues. 

There is access to designated staff for 
all learners who wish to talk to 

Tutor  

 

 

 

Tutor  

 

 

 

 

 

 

Tutor  

 

 

 

Ongoing 

 

 

 

 

 

Ongoing 

 

 

 

 

 

 

 

 

Daily 
checks 

 

 

 

 

Daily 
checks 

 

 

 

 

 

 

 

Daily 
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has been closed and by the COVID-19 crisis 
in general. 

 

 

 

Infection transmission within centre due to 
staff/learners (or members of their 
household) displaying symptoms 

 

someone about wellbeing/mental 
health. 

All staff/learners and visitors to have 
temperature checks on arrival. 
Procedures are in place to deal with 
any learners or staff displaying 
symptoms in centre. 

 

Tutor  

Ongoing 

 

 

 

 

 

 

Ongoing 

checks 

 

 

 

 

 

Daily 
checks 

 

 

This risk assessment will be used during return to work after lockdown 
or in planning for return to work to identify the control measures that 
should be put in place to protect learners, employees and others from 
the risk of coronavirus infection. 

 

 

 

NOTE: Separate return to work assessments on the usual health and safety concerns such as hazardous substances, work equipment, etc. 
will also be done. 

 

Assessor: Stella Oparah  

Job Title: Centre Manager  

Assessment Date: 09.06.2020 - 30.11.2020 – 06.04.2021 

Business Location: Head Office Blackheath  

Review Date:  01.09.2021 


