	COVID 19 is a new illness that can affect the lungs and airways. It is caused by a virus called Coronavirus. Symptoms can be mild, moderate, severe or fatal.

	Hertfordshire’s Better Business for All partnership has produced guides, checklists and FAQs as part of a toolkit to support businesses to complete their risk assessment and put new processes and procedures in place to allow you to re-open and trade safely. These documents are all downloadable via:
https://www.hertfordshirelep.com/what-we-do/priorities/business-support/better-business-for-all/covid-19-advice-and-support/

	Preparing to Reopen - Example Retail Risk Assessment for illustrative purposes only 

	Assessment date: 

	Review date: 

	Hazard
	People affected
	Numbers Affected
	Current control measures in place
Consider whether each heading is appropriate and state outcome and what can be immediately achieved
	Future controls
	Risk level

Low
Medium
High
	Review date target date/by whom

	Spreading and Catching the Virus
	Staff

· Permanent

· Part Time

· Peripatetic 

· Furloughed

· Agency

· Head Office or Area Staff
Vulnerable

Groups

· Elderly

· Pregnant workers, 
· Those with existing underlying health conditions
Delivery Drivers

Customers

Visitors
Others Stipulate
	
	Reopening Checklist

· Devise 
See Hertfordshire’s Better Business for All Check list – for further advice

Services
Hot and Cold Running Water
· Running satisfactorily
· Boiler serviced

Registered Waste Carriers
· Notify of re-opening and agree collection days and frequencies


	
	
	

	
	
	
	Review Design and Layout – to achieve social distancing (inside and outside)
Provision of one way systems 
Management arrangements in place for pinch points, e.g. corridors, toilets, entry, exits
Positioning of workstations, seating, desks 

 to comply with social distancing
Physical barriers in place at payment desks/reception area
Floor plan shows:

· routes, screens, barriers customer areas, staff areas, good in/delivery areas/collections areas etc.
 See Hertfordshire’s Better Business for All partnership ‘s Visitors guide for example of a Floor Plan
	Review Design and Layout

State what still needs to achieved
	
	

	
	
	
	Outside areas

· Maximise and organise in line with social distancing requirements
· Tables and chairs positioned at least 2 m apart

· Children’s play equipment  taken out of use

Any other controls?
	· Parasols or heaters or barriers to be ordered to assist social distancing


	
	

	
	
	
	Doors

· Remove touch pads

· Provision of sensor doors

Any other controls?
	· Pass Readers to be deactivated

· Door openers to be provided
· Provision of foot opening devices
	
	

	
	
	
	Review Activities
Do some activities need to be removed?
If so state outcome
	
	
	

	
	
	
	Review Trading arrangements – hours, deliveries, collection.
Is phased opening an option?

If so state outcome
	
	
	

	
	
	
	Review Cash Management arrangements

 Is cashless achievable/desirable
Online payments

Any other controls?
	
	
	

	
	
	
	Cleaning 

· Orders placed with suppliers for chemicals and equipment

· Remove any waste, packaging, food etc left prior to closure
· Update cleaning schedules – frequency and timings covering , structure, hand contact

· Surfaces, equipment, cloths, PPE for cleaning

· Consider Deep Clean

· Sufficient and suitable cleaning products and equipment – BSEN 1276 –  for bacteria

BSEN 14476 – for viruses

· Hand sanitises inside and outside
Any other controls?
	
	
	

	
	
	
	Staff welfare

All staff have pre return telephone interviews – declaring fit to work

Follow Government Guidance for unwell staff
· Isolation – 7 days or contacts 14 days

· Have readily available contact details of any unwell member of staff
Any other controls?
	
	
	

	
	
	
	Personal Hygiene
Consider and state relevant controls
Detail controls
	
	
	

	
	
	
	PPE
Consider and state relevant controls
See Hertfordshire’s Better Business for All partnership ‘s guide on PPE
https://www.hertfordshirelep.com/media/8183/ppe-overview.pdf
Detail controls
	
	
	

	
	
	
	Reduce Hand Contact Points

· Propping open doors
· Motion sensor doors

· Motion sensor soap dispensers

Any other controls?
	
	
	

	
	
	
	Social Distancing – inside and outside

· Provision of signage to remind staff and customers
Any other controls?
	
	
	

	
	
	
	Ventilation
· Keep well ventilated
· Ensure that will not reduce during low occupancy levels

· Mechanical ventilation/air condition serviced and operational

· Duct cleaning certificates in date

· Windows openable

· Toilets and lobby  areas suitably ventilated

Any other controls?
	
	
	

	
	
	
	Information for Suppliers
Consider and state relevant controls
	
	
	

	
	
	
	Delivery Arrangements
Consider and state relevant controls
	
	
	

	
	
	
	Information for Customers
· Explain when opening

· Covid controls

· Cash management arrangements
· Any pre ordering requirements
Any other controls?
	· Emails to be sent
· Social Media account updated
· Information sticker for the doors to be ordered 

	
	

	
	
	
	Training and information for staff
Devise and put in place
	· Implement training programmes
	
	

	Legionellosis
Low use of water systems due to Lockdown may given rise to an increased risk of conditions in which Legionella bacteria can grow.
	
	
	· Legionella Control in place

See Hertfordshire’s Better Business for All partnership ‘s guide 
https://www.hertfordshirelep.com/media/8180/legionella-advice-overview.pdf

	
	
	

	Gas Leaks
	
	
	· Confirm if gas supplier has closed system – if so notify of intention to re-occupy

· Check Gas safe certificate(s) are current
· Check for gas smell
Any other controls?
	
	
	

	Electrocution
	
	
	· intake panel for any pest damage

· cables for any damage
· Switch fuses on slowly and one by one to prevent power surging

· Electrical certificates  in date

· PAT testing up to date

Any other controls?
	
	
	

	Fire
	
	
	· No faults on panel

· Alarm operational

· Fire doors operational and not blocked from outside

· Fire suppression system – serviced
Any other controls?

See link below for further advice

https://www.hertfordshirelep.com/media/8193/business-re-opening-fire-safety-advice-covid-19-poster.pdf

	
	
	

	Presence of Pests
	
	
	· No signs or smells of pests

· No build up of waste 

· Traps, baits and sited as per bait plan

 Any other controls?
	Pest control contractor to undertake pre-opening survey
	
	

	Completed By
	


	Trading- Example Retail Risk Assessment for illustrative purposes only

	Assessment date: 
	Review date: 

	Hazard
	People affected
	Current control measures in place
	Future controls
	Risk level

Low
Medium
High
	Review target date/by whom

	Spreading and Catching the Virus
	Staff

· Permanent

· Part Time

· Peripatetic 

· Furloughed

· Agency

· Head Office or Area Staff
Vulnerable

Groups

· Elderly

· Pregnant workers, 
· Those with existing underlying health conditions

Delivery Drivers

Customers

Visitors
Others Stipulate
	PERSONNEL
Customers

See below
Visitors
· Avoid where possible

· wash hands when entering and frequently during visit
 See Hertfordshire’s Better Business for All partnership ‘s Visitors guide for further advice
 Travelling to Work
· Staff encouraged to avoid public transport 
· Travel at quieter times
· Travelling in clothes changed  before starting work 

Unwell staff
Follow Government Guidance

· Isolation – 7 days or contacts 14 days
· Whole site deep clean required
· Have readily available contact details of any unwell member of staff

Delivery Drivers

· Check not unwell

Supervisor

· Nominated individual to undertake COVID compliance checks
· Remind staff/customers/visitors to regularly 
· Hand wash, 
· social distance
Working Across Sites

· No Working across sites

· Virtual meetings or telephone calls  held between sites

Shifts/Teams

· Staff split into teams,  shifts, partnerships or bubbles particularly where contact is unavoidable

· Members of a team are easily identified by wearing colour coded wrist bands/aprons 
Any other controls?
PERSONAL HYGIENE

· Coughing into tissues

· Staff advised to avoid touching face, eyes and nose

· No reusable cups or bottles on site

· Increased hand washing
· Staff reminded that gloves not a substitute for hand washing
Hand washing
· Arriving at work

· Frequently during the day

· After BLOWING NOSE, coughing or sneezing

· Visiting the toilet

· Before putting on gloves

· Paper towels provided

See link below for further guidance
https://www.nhs.uk/live-well/healthy-body/best-way-to-wash-your-hands/
Face Coverings

Undertake assessment for COVID 19
Follow current Government advice
Any other controls?
DISTANCING
Physical

Floor plan implemented
Doors

Kept open

· Service contract in place for sensor doors

Travel Routes

· Inside and outside

· Marked on entrance door

· Floor arrows

· Reminder  signs

· Barriers in place for no entry points

Collection points
· Identified and signed
Toilets
· Limit number of people into toilet area

· Urinals screening or close every other one off.
Physical Barriers

· Screens place – decide location
· Barriers – decide location

Sharing Equipment
Consider and state relevant controls
Any other controls?
Social

Start times   staggered in place
Consider and state relevant controls

Staggered Break times – in place

Consider and state relevant controls

Meetings

Consider and state relevant controls

Working from home
Consider and state relevant controls

Queuing
See Hertfordshire’s Better Business for All partnership ‘s
https://www.hertfordshirelep.com/media/8181/managing-queues-at-business-premises.pdf
Consider and state relevant controls

Waiting Seats
Consider and state relevant controls

Maximum Number of customers

Consider and state relevant controls

Any other controls?
CUSTOMERS
Customer Information

Consider and state relevant controls

Queuing arrangements

Consider and state relevant controls for inside and outside
Hand Sanitisers

Consider and state relevant controls

Use of Technology

· Touch screens removed or enhanced cleaning and sanitising

Hand Touch Contact Points

Removed where appropriate

Enhanced cleaning and sanitising

· Trolley and basket handles

· Betting machines

· Coffee machines

· Vending machines

· Taps

Provide sanitising wipes or paper towel and sanitiser trigger sprays adjacent to hand touch screens

Grab rails

Customers Handling Merchandise

· Displays discourage customer handling

· Rotation of high touch stock

· Staff not serving by hand to hand

· Returned, donated, brought in for repair or extensively handled stored or separated for 72 hours or cleaned

Items which require customer testing are covered or frequently cleaned
Fitting Rooms
· Closed to general customers except for  key workers purchasing  PPE, cleaned between use

· Suspend fitting assistance

· Returned clothes separated for 72 hours before redisplaying

Any other controls?
CLEANING AFTER KNOWN OR SUSPECTED COVID CASE
· Follow Government Specific Guidance

· Disposable or washing-up gloves and aprons provided for cleaning. 
· After use waste- double-bagged, stored securely for 72 hours then thrown away in the regular rubbish after cleaning is finished
Consider and state relevant controls
	Consider provision of cycle racks/storage

Keep up to date on current Government advice

Additional wash hand basins to be provided

Remove roller towel

Keep up to date on current Government advice

· Toilet lobby doors to open outwards

 (reduce the need for clean hands touching surfaces)
· Spare signage to be ordered
· Update floor plan when altered

Provide planters for outside space as a form of barrier

Provide heaters to assist in separation – risk assessment for use to be provided.
	
	























This Guidance Document is designed to provoke questioning by the business as to their hazards and controls associated with COVID and to give some ideas which may or not be relevant to your business. Some of the suggestions may not be relevant to your business and there may be other hazards or controls which you need to include. This document does not constitute legal advice and you should undertake your own risk assessment before adopting or applying any of this guidance and, if necessary, seek your own safety or legal advice.

If you business already has template Risk Assessments, please continue to use your own template.

COVID risk assessments must be used in conjunction with your other risk assessments which may need to be reviewed and amended.
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