[image: image1.jpg]Winterbourne
Academy





RISK ASSESSMENT GENERAL LETTINGS (inc COVID-19)
ACTIVITY ASSESSED:  
Lettings (inc Covid-19)




LOCATIONS COVERED:  AWP/Sports Hall/Swimming Pool
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REVIEW DATE: ongoing
	HAZARD OR

ACTIVITY
	PERSON(S) AT RISK
	WHAT MIGHT HAPPEN
	RISK CONTROL MEASURES IN PLACE
	LEVEL        OF RISK
	FURTHER ACTION REQUIRED
	RESIDUAL RISK

	
	
	
	
	L
	S
	DR
	
	L
	S
	DR

	Poor management of lettings
	Staff, students,  and visitors
	Injuries to staff, students & visitors.
Theft and violence towards staff, students & visitors to the academy.

Prosecutions against the Academy authority.

	A comprehensive Lettings Policy is in place and includes:
· A booking form

· Terms and Conditions

· Approval letter or email.

· Licensing Act 2003 – e.g. alcohol, music etc.
· Gambling Act 2005
A competent person is employed to manage the Lettings Policy and Procedures.

	1
	3

	3
	· 
	1

	3
	3


	Condition of Academy buildings and grounds
	Students, staff, hirers and visitors.
	Injuries to students, staff, hirers and visitors.
	· Appropriate checks or inspections are in place to ensure the Academy buildings and grounds are in a safe condition before and after hirers have used the Academy facilities.
	1
	3
	3

	· 
	1

	3

	3


	Lack of emergency procedures
	Hirers, visitors and staff
	Injuries to hirers, visitors and staff
	· Ensure that all hirers and visitors are aware of the emergency procedures in place for the Academy including fire evacuation procedures and medical assistance. (Hirers may be requested to provide their own emergency procedures as part of the Terms and Conditions of hire).
  
	1
	4
	4
	· 
	1
	4
	4

	Unsuitable safeguarding measures
	Students
	Injuries to students
Abuse to students.
	· Ensure that the Safeguarding Policies take into account any lettings that may overlap with students being on the Academy site e.g. after Academy activities.


	1
	4
	4
	· 
	1
	4
	4

	Lack of appropriate insurance.
	Visitors, hirers, staff
	Injured parties may not be suitably compensated.
	· Ensure suitable public liability insurance is in place for all hirers as per terms and conditions of the booking form.
· Copies are taken and kept on file.
	1
	3
	3
	· 
	1
	3
	3

	Poor security
	Visitors, hirers, staff
	Criminal damage, fire or violence towards staff or/and visitors
	· Ensure suitable security measures are in place to only allow the access and egress of hirers, visitors, staff and students to areas on the Academy site where they are permitted to enter.

· The Academy security risk assessment should include procedures regarding lettings.
	1
	3
	3
	· 
	1
	3
	3

	Poor lighting on access/

egress routes
	Visitors/Hirers and staff
	Delayed escape in event of a fire or other emergency
	· Adequate lighting at entrance/exit (inside and out)
· Fire exits clearly marked

· Fire exits un-locked
	1
	3
	3
	· 
	1
	3
	3

	Slips, trips and falls.
	Visitors/Hirers and staff.
	Injuries to hirers, visitors and staff
	· The lettings team will ensure that any spillages will be cleared away and appropriate safety signage used.

· The lettings team will check for any trip hazards during their regular facilities checks.
	1
	3
	3
	· 
	1
	3
	3

	Contact with individual with Covid-19
	Students/Hirers/Visitors and staff
	Potential for contracting COVID-19 via direct or indirect contact


	· Before attending the facilities, all players/coaches/spectators should self-assess for symptoms of Covid-19. These are:

· A high temperature

· A new, continuous cough

· A loss of, or change to, your sense of smell or taste.
·  Players/Coaches/Spectators should not take part in any activity if they need to self-isolate.

· No staff or hirer/visitor to attend if they are symptomatic or have positive Covid-19 test result.
· Those who display symptoms whilst on site must return home as soon as possible. If people report to First Aid with COVID-19 symptoms, they should NOT be treated by First Aid but should wait outside until they can return home. They should cover their mouths with a tissue/paper towel/face covering until this happens. 

· QR code posters will continue to be displayed to assist with Test and Trace (located on the outside of the sports hall, AWP and swimming pool entrances.)

· Staff should follow the Academy Covid-19 policy & recent government guidelines.  
	1
	5
	5
	Continue to monitor government guidelines.


	1
	4
	4

	Covid – 19 

Hygiene
	Students/Hirers/Visitors and staff
	Potential for contracting COVID-19 via indirect contact while visiting the site.


	· Everyone on arrival and departure of the site must undertake hand washing or hand sanitising with alcohol hand sanitiser.  Hirers should provide their own hand sanitiser for each training session.
· Hirers must ensure that all their equipment is fully sanitised before and after each visit.
· Staff will ensure regular checks of washrooms are undertaken to ensure that stocks of soap etc. are available.
· Staff will sanitise regularly touched surfaces: light switches, keyboards/mouse, phones, taps, flush handles, door handles in addition to the academy cleaning regime.
· Bins to be emptied daily.
· Good respiratory hygiene – ‘Catch it, Bin it, Kill it’ to be followed and modelled as much as possible.
· Card payments will only be accepted. No cash.

	2
	4
	8
	Appropriate signage is displayed.
Hand sanitiser is provided at the entrance of the sports hall.

Appropriate signage is displayed


	2
	4
	8

	Covid -19 SOCIAL DISTANCING: 
Potential for contracting COVID-19 via direct contact whilst attending the site
	Students/Hirers/Visitors and staff
	COVID-19
	· All staff/hirers/visitors must adhere to the current government social distancing guidelines.  Whilst the government has removed social distancing requirements, all users should be encouraged to respect other users and their space being mindful that some people may not be as comfortable with the lifting of restrictions as other people.
· Face masks should continue to be worn in enclosed and crowded settings.  We recommend that they should be worn in the viewing gallery in the Sports hall.
· Hirers must adhere to their timeslot, which includes warming up, setting up and packing up equipment.
· Hirers must aim to arrive on time, if they arrive early they should wait in their vehicles to avoid a crossover with other hirers.

	3
	3
	9
	Continue to monitor government guidelines concerning social distancing and face covering & Sport governing bodies.
.


	2
	3
	6

	First Aid

Covid-19
	Students/Hirers/Visitors and staff
	Potential for contracting COVID-19 via indirect contact whilst attending the site


	· All hirers must provide their own First Aid. Their kit should include the appropriate PPE required.

· Where the Lettings team deliver First Aid this may breach the current social distancing rules and may mean that the First Aider is within close proximity for several minutes. A higher level of control is therefore needed. PPE is required in these instances and should be provided in the form of an FFP2 respirator and face shield.

PPE – please note: 
PPE for the purposes of infection control in the form of gloves, respirators and face shields must be used with caution as cross contamination of the virus can occur with PPE. 

If disposable gloves are worn, change them frequently by removing them from the wrist and continue to wash your hands. 

Always wash your hands after removing PPE 

PPE is a flawed control measure. It relies on good fit and correct usage. It can itself become contaminated. Social distancing is more effective than PPE. Do not let wearing PPE lull you into a false sense of security and follow social distancing measures wherever you can as the first-choice option.
· The First Aid Checklist should be completed for each person showing COVID-19 symptoms; and given to the Business Manager
	2
	3
	6
	
	2
	3
	6


RISK MATRIX
	Hazards: a hazard is something that has the potential to cause harm.

e.g. electricity, manual handling, slips & trips, strong acids etc.

	Risk Likelihood is a measure of the hazard’s potential to be realised.

* Risk Likelihoods (L) score 1 to 5: 1 = Very Unlikely, 2 = Unlikely, 3 = Fairly Likely, 4 = Likely, 

5 = Very Likely
Risk Severity or Consequence is a measure of the outcome should the potential be realised.

** Risk Severity (S) score 1 to 5: 1 = Insignificant,  2 = minor, 3 = Moderate, 4 = Major, 

5 = Catastrophic
*** Degree of Risk (DR) = Likelihood x Severity
	Residual Risk is the level of risk that remains after suitable control measures are introduced.
	


Table A should be used to identify the level of risk e.g. high, medium or low.  Where the score indicated in the Likelihood (L) column and the score in the Severity (S) meet identifies the level of risk. Table B, identifies what action (if any) is required.

Table A









Table B

	Likelihood
	Consequence

	Score
	Score

	
	1
	2
	3
	4
	5

	5

	5
	10
	15
	20
	25

	4

	4
	8
	12
	16
	20

	3

	3
	6
	9
	12
	15

	2
	2
	4
	6
	8
	10

	1
	1
	2
	3
	4
	5


	
	Action Required

	Risk Level
	Level Of Risk

	HIGH
	Activity must be STOPPED. Suitable and sufficient risk control measures must be implemented before continuing the activity.  Ideally alternative working practices should be used.

	MEDIUM
	Activity to proceed following prescribed safe system of work. Residual risks to be managed in safe system and recorded as such.

	LOW
	Level of risk satisfactory.  Activity to proceed following prescribed safe system of work 
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