
 

 

Risk Assessment Title RE-OPENING COVID19 RISK ASSESSMENT FOR 

Risk Assessment Outline This is a risk assessment for the 
contracting covid19.  

Date Created 01/09/2020 

Area Responsible (for management of risks) 

Business PartyBox 

Assessor Name Donna Pike  

Area or 
People at Risk 

Risk identified 

COVID19 RISK ASSESSMENT FOR SMALL HALL 

This is a risk assessment for the small hall identifying the risks and mitigating actions in place. To reduce the risks of staff

Review Date 01/12/2020 

Location of Risks 

PartyBox Hall 

 

Control Measures 

 

identifying the risks and mitigating actions in place. To reduce the risks of staff and visitors 

Further Action Required 



 
 
 
Entrance/Public, 
staff 

Identified as a busy area where 
risk is social distancing is not 
observed in a confined area. 

Door handles, light switches in 
frequent use. 

Hand sanitiser will be available. And everyone asked to 
use  

Door handles and light switches to be cleaned regularly. 

All visitors hiring the small hall will be asked to book via 
the online Ovatu booking system to allow for full contact 
details to be kept.  This will help to facilitate track and 
trace requirements. 

Signage on display to ask if anyone has a high 
temperature, not to enter the building and not to return 
until they have self-isolated for the recommended 
timescale as government guidelines.  

Appropriate signage to be installed and displayed 

People are to wear face masks in the communal area, 
unless exempt for medical reasons or for activites as per 
the government guidance. 

Hand sanitiser needs to be checked 
daily. 

Bin in toilet area to be emptied 
regularly.  Visitors made aware to 
dispose of their own rubbish. 

 

Staff, Visitors Cleaning surfaces infected by 
people carrying the virus. 

Disposing of rubbish containing 
tissues and cleaning cloths. 

Deep cleaning premises if 
someone falls ill with covid-19 on 
the premises. 

Occasional Maintenance workers. 

Organisations hiring the hall are required to inform their 
visitors to follow the Stay at home guidance if unwell. 
Posters to be displayed at the entrance and in Main Hall.  

Staff provided with plastic or rubber gloves. 

Everyone advised to wash clothes when returning home  

All to observe social distancing. 

A deep clean to be carried out prior to reopening. 

Staff will be given guidance as to 
cleaning. For example, cloths should be 
used on light switches and electrical 
appliances rather than spray 
disinfectants, rubberised and glued 
surfaces can become damaged by use 
of spray disinfectant too frequently. 

Surfaces to be cleaned on a regular 
basis. 

All hiring the hall will be responsible for 
cleaning high risks areas before and 
after their event.  For example, door 
handles, light switches and toilet area. 



 
 
 
Communal area People touching surfaces and 

door handle etc. 

Maintaining of social distancing 

Door handles wiped down on regular basis. 

People are to wear face masks in the communal area, 
unless exempt for medical reasons or for activites as per 
the government guidance. 

 

Staff, Visitors  People falling ill if then coming in 
contact with surface or person 
with covid19  

Staff/visitors who are either 
extremely vulnerable or over 70. 

Staff carrying out cleaning, or 
some internal maintenance tasks 
could be exposed if a person 
carrying the virus has entered the 
premises or falls ill. 

Staff mental stress from handling 
the new situation. 

People must stay home if they are feeling well. 

Staff in the vulnerable category are advised not to 
attend work for the time being. 

All visitors will be asked to provide antibacterial 
products for use during their hire time to ensure their 
visitors safety. 

Everyone advised to wash their clothes when returning 
home. 

Manager should discuss the situation with staff who are 
vulnerable or over 70 to identify if it’s safe for them to 
return to work. 

People are to wear face masks in the communal area, 
unless exempt for medical reasons or for activites as per 
the government guidance. 

Everyone would be informed If we are 
aware someone with covid19 has been 
on the premises.  

Details of a person’s medical condition 
must be kept confidential, unless the 
staff or visitors agrees it can be shared. 

It is important people know they can 
raise concerns. 

Exterior areas Social distancing is not observed 
as people congregate before 
entering premises. 

People drop tissues. 

Visitors encouraged to stagger arrival and departure 
times for their guests.  

Staff and hirer asked to check area outside doors for 
rubbish which might be contaminated, e.g. tissues. 

 Wear face mask, plastic gloves and remove. 

Temporary lapses in social distancing in 
outside areas are less risky, the main 
risk is likely to be where people 
congregate or for vulnerable people. 

Ordinary litter collection arrangements 
can remain in place. Provide plastic 
gloves. 



 
 
 
Main hall/ Inside 
the building 

Risk of people touching door 
handles, light switches, tables, 
and chair backs. 

Projection equipment. Remote 
control, laptops. 

 

 

Door handles, light switches, tables, chairs and other 
equipment used to be cleaned by hirer before use. 

Social distancing guidance to be observed by all in 
arranging their activities. 

Everyone to be encouraged to wash hands regularly and 
sign displayed 

Social distancing to be observed 

 

 

Consider leaving door open to assist 
with ventilation  

 

 

Kitchen Social distancing more difficult  

Working surfaces, sinks 
Cupboard/drawer handles. Fridge 

Kettle, Microwave 

Kitchen doors to be opened and only one person to use 
the kitchen at any time. 

People using the microwave will be required to wipe 
them down before and after use.  

Washing soap- dispenser, Hand sanitiser and paper 
towel to be provided.  

Cleaning materials to be made available 
in clearly identified location for staff.  
Hirers must provide their own. 

Consider closing kitchen if not required 
or restricting access. 

 

 



 
 
 

 

Important Notes: 

The COVID-19 Risk Assessment may need to be updated in the light of any new government advice that may beforthcoming. 

This document should be read in conjunction with relevant legislation and guidance issued by government and local authorities. Please see the link: 
https://www.gov.uk/coronavirus  

Toilets Social distancing difficult. 
Surfaces in frequent use = door 
handles, light switches, basins, 
toilet handles, seats etc. Baby 
changing and vanity surfaces, 
mirrors. 

Only 1 person to use the toilets at a time. 

Ensure you are continuing to follow safe distancing 
guidelines while using the toilets. 

Notices Displayed to inform people only 1 person at any 
time. 

Hirers responsibility to make sure toilet area is cleaned 
during the hire of the hall and before leaving. 

Posters to encourage 20 second hand washing. 

Soap dispensers to be filled up as required.  

Staff to be encouraged to take care when refilling soap 
dispenser to ensure no spillage. Should this happen it 
must be cleaned straight away to prevent slip hazard.  

Ensure soap and toilet paper are 
regularly replenished, and staff know 
where to access for re- stocking if 
needed. 

Events Too many people arrive at once  Encourage online payment systems and cashless 
payments as far as possible. Seats to be limited, booked 
in advance, 2 Seats between individuals or household 
groups. 

See government guidance for showing 
film in public during covid19 

 

Fire safety Fire. 

Blocking passages, entrance and 
fire exit doors. Smoking material 

Keeping doors, exit passageways clear of obstacles 
enables people to exit a building more quickly and 
safely. Ensure the fire exit door is closed properly  

Smoking related materials should be disposed via bins 
outside the hall if provided 

Record any issues. Fire 
incident/maintenance record must be 
kept properly 

To purchase a metal bucket with sand 
for cigarettes to be extinguished  


