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Checklist and Risk Assessment for Coronavirus (COVID-19)
COVID-19 is a new illness that can affect your lungs and airways. It is caused by a virus called Coronavirus. Symptoms can be mild, moderate, severe or fatal.
Note

This Risk Assessment is subject to review every 21 days and any necessary control measures will be updated.
	Form completed by: K.Stables
	 Date created: 27 July 2020

	Review Date: 9 July 2021
	 Date of next review: 6 August 2021


	Description of Hazard
	Person(s) at risk
	Precautions Required

	The spread of Coronavirus (COVID-19);

Employee and Client Communication

	· Employees

· Clients

· Visitors

· Anyone else who physically comes into contact with you in relation to the business
	Employee Consultation/Communication

Atholl Scott will constantly review its working practices and the risks posed by the spread of COVID-19 to employees, clients, visitors and anyone else in relation to the business. The Managing Director will be responsible for continually reviewing all working practices and should any change be required this will be communicated to all persons concerned through the Management Team.

Urgent communication will be done immediately by telephone and then in written format via email.

Any employee deemed “clinically vulnerable” by the NHS will be consulted regularly regarding their return to work and Atholl Scott will have specific provisions in place for them to ensure any risk is minimised or eliminated.
Client Communication

Should it become apparent that risk could be passed on to the Atholl Scott client base, we will notify all clients via email immediately; this will then be followed up by a phone call to clients where appropriate.



	The spread of Coronavirus (COVID-19);
Hand Washing


	· Employees

· Clients

· Visitors

· Anyone else who physically comes into contact with you in relation to the business
	Hand Washing

· Hand washing facilities with soap and water in place.

· Ensure stringent hand washing is taking place.

· See hand washing guidance https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
· Posters to be displayed in washing facilities Wash your hands poster
· Drying of hands with disposable paper towels.

· Employees encouraged to protect the skin by applying emollient cream regularly https://www.nhs.uk/conditions/emollients/
· Gel sanitisers located in each room of the offices where hand washing facilities are not readily available.

· Hand sanitising units placed at entrances in all Atholl Scott buildings.

Additional Controls

Employees to be reminded regularly to wash/sanitise their hands for 20 seconds with soap and water or appropriate hand gel, and the importance of proper drying with disposable towels. 

Employees to be reminded regularly to catch coughs and sneezes in tissues or elbow and to avoid touching face, eyes, nose or mouth with unclean hands. Hand towels are supplied in numerous areas of the buildings including the hand washing facilities and should be discarded immediately after use in bins supplied.


	The spread of Coronavirus (COVID-19);

Social Distancing

Social Distancing (continued)

	· Employees

· Clients

· Visitors

· Anyone else who physically comes into contact with you in relation to the business
	Social Distancing
Employees will comply with the 2 metre (6.5 foot) gap recommended by NHS Inform at all times;

https://www.nhsinform.scot/illnesses-and-conditions/infections-and-poisoning/coronavirus-covid-19/coronavirus-covid-19-physical-distancing
Additional Controls

Where possible, add controls to the way people flow in and out of the buildings/offices to avoid contact. Where appropriate, offices to be re-organised to help maintain social distancing (relocation of staff etc.)

Where appropriate, stagger working practices (starting/finishing/break times) to avoid a build-up of people in certain locations.

Kitchen areas limited to 1 person at any time.

Where employees are required to visit a client’s premises, social distancing measures to be followed at all times as well as any instructions clients have in place.

It is the responsibility of the Management Team to ensure regular review of the Social Distancing measures.



	The spread of Coronavirus (COVID-19);

Atholl Scott Premises (Aberdeen, Banff & Inverurie)


	· Employees

· Clients

· Visitors

· Anyone else who physically comes into contact with you in relation to the business
	Atholl Scott Premises
Hand sanitising gels and/or units to be available at the entrance of each location (Aberdeen, Banff & Inverurie) and visitors are not permitted into buildings without sanitising hands first.

Hand gels to be available throughout buildings.

Additional daily cleaning and disinfecting to be put in place in line with government guidelines, with daily cleaning of all contact areas including door, handles, printers, desks, radiators, light switches etc.

Access to buildings for visitors restricted and any office areas are off-limits, access to premises is by appointment only.

Deliveries to Atholl Scott premises to be controlled via a dropping off area and no access to the buildings are permitted.

Buildings to be well ventilated where possible with doors and windows opened to ensure good air circulation.


	The spread of Coronavirus (COVID-19);

Symptoms of COVID-19


	· Employees

· Clients

· Visitors

· Anyone else who physically comes into contact with you in relation to the business
	Symptoms of COVID-19
If anyone becomes unwell with a new continuous cough, a high temperature or fever and/or a loss/change in sense of smell or taste, they will be sent home immediately and advised to follow the stay at home guidance. 

Employees are advised should they show symptoms at home they should not attend work under any circumstances, contact their manager, self isolate and book a test. Managers will maintain regular contact with staff members during this time.

Managers and HR will offer support to staff who are affected by Coronavirus or have a family member affected.

If a member of staff or their family has developed COVID-19 and were recently on our premises, the Manager of the building will contact any and all individuals who may have come into contact with them.  



	The spread of Coronavirus (COVID-19);

Contact with someone who has tested positive for COVID-19

	· Employees

· Clients

· Visitors

· Anyone else who physically comes into contact with you in relation to the business
	Contact with someone who has tested positive for COVID-19
If you have been advised by someone directly (i.e. a family member, friend etc.) that they have tested positive for Coronavirus and you believe you have had sufficient contact with this person you MUST not come into the office for at least 48 hours to allow Track & Trace time to confirm if you have had sufficient contact with said person.

If no call is received, this means that Track & Trace have deemed your contact as ‘insufficient’ and you may return to work as normal.



	The spread of Coronavirus (COVID-19);

Lateral Flow Testing (RFT Tests)


	· Employees

· Clients

· Visitors

· Anyone else who physically comes into contact with you in relation to the business
	If you do not have symptoms (lateral flow tests)

Free, fast and regular testing for people who do not have symptoms of coronavirus (COVID-19) is available to everyone in Scotland.
Around 1 in 3 people with COVID-19 do not show symptoms, so can spread the virus to others without knowing.
Regular testing using lateral flow devices (LFDs), also known as rapid tests, helps to find positive cases in people who have no symptoms, but who are still infectious. 
If people who test positive self-isolate, we can break the chain of transmission and limit the spread of COVID-19.
You should take a rapid lateral flow test twice a week (every 3 or 4 days).
You must not use a LFD test if you:

· have symptoms - you must self-isolate immediately and 

book a PCR test through NHS Inform

· have been told to self-isolate

· have tested positive for coronavirus in the last 90 days

· need to take a test for international travel
For information on LFD’s and how to use them and order them, please click here.
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