
1 
FCA – 19 July 2021 

 

 

FCA COVID-19 RISK ASSESSMENT FOR CADBURY HALL – 19 JULY 2021 

Notes: 1.  The COVID-19 Risk Assessment has been updated to reflect the latest government guidelines. 

 2.  This document should be read in conjunction with relevant legislation and guidance issued by government and local authorities.  

Key points from Cadbury Hall risk assessment: 

1. Hirers to complete their own risk assessment to cover all risks arising from their specific activities. 

2. Only the main hall or upstairs annexe room will be available for hire.   

3. One way system - ENTRANCE to the main hall area is through the front door and EXIT through the main hall emergency exit.  

4. There is also a one-way clockwise system from hall to corridor to lobby to hall to provide safer access to the toilets. 

5. Hand sanitiser is available at entrance, exit and kitchen.   

6. The max number allowed in the hall is 30 people spaced at 2m. The max allowed for exercise with movement is 15 people spaced at 3m. 

7. FCA to clean frequently used surfaces, door handles, light switches, floors and toilets every day.   

8. Hirers to check that the building has been cleaned that day. 

9. FCA to make available all the cleaning materials and PPE needed for the cleaner and hirers in the hall including sanitiser gel and dispensers, 

toilet paper, paper towels, soap, vinyl gloves, disinfectant spray, and disposable cloths. 

10. Hirers to latch doors and windows open to maximise fresh airflow into the hall.  The heating system in the main hall should been used in fan 

mode when all the doors and windows are open.  For winter, fan mode for exercise classes or in heat mode for all other activities. 

11. The kitchen is closed as it is the designated safe place for use if anyone gets Covid-19 symptoms while at the hall.  FCA to provide all 

necessary items.  No food or drink preparation is permitted in the building. 

12. Hirers/FCA to implement both the government and their governing body requirements for all activities including indoor exercise: eg, 

ventilation, max numbers, etc. 

13. FCA to put up all necessary signs for inside and outside the building. 

14. Hirers to ensure that only one person at a time permitted in each of the toilet areas.  

15. The hot air dryers are deactivated to minimise the spread of airborne Covid-19 droplets.  Paper towels are provided instead. 

16. Test and Trace.  All visitors and volunteers are asked to provide contact details, except for deliveries or collections. 

17. Test and Trace.  Hirers are to record the contact details of their attendees, or check that they have used the NHS QR code.  FCA is to do the 

same for the contact details of volunteers and visitors not in a hirer’s group. 

18. Test and Trace.  Details collected for Test and Trace must be securely disposed after 21 days, and cannot be used for other purposes. 

19. Hirers and volunteers are to take particular care to help vulnerable people minimise contact with others outside their household or bubble. 

20. Hirers are now permitted to use the red upholstered chairs.  
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Area or People at Risk Risk identified Actions to take to mitigate risk Insert Date completed and any 
notes. 

Building and surrounds 1. A visitor to the hall 
develops Covid-19 symptoms 
within 10 days of being at the 

hall. 

1. Hirers to keep a Test and Trace log for 
3 weeks of their members’ contact details 
for each visit to the hall. 

2. FCA to maintain a Test and Trace log at 
the main entrance. behind the bar, and in 
the Annexe for visitors who are not part 
of a hirer’s group. 

3. Display NHS QR code at all entrances. 

1. 01 Sep 2020 
2. 01 Sep 2020 
3. 25 Sep 2020 for main 

entrance 
Test and Trace record included 
in Special Covid-19 conditions 
of hire. 
 

Building and surrounds 1. A visitor to the hall 
develops Covid-19 symptoms 
whilst at the hall or after 
being at the hall. 

1. If a visitor at the hall has symptoms, 
the responsible person is to follow the 
Covid-19 Symptoms plan. 

2. If a visitor develops Covid-19 

symptoms within 10 days of being at the 
hall, the hirer is to advise hall staff asap 

1. Ongoing. 
 
 

2. Ongoing. 

 

Building and surrounds 1. Social distancing not 
observed increasing risk of 
infection. 

2. Masks not worn when 
required increasing the risk of 
infection to others. 

3. Hands not washed or 
sanitised regularly, increasing 

the risk of infections to others. 

1. Provide notices reminding everyone to 
follow the key Covid-19 secure rules. 

2. Ensure that hirers understand the FCA 
requirement and exceptions for wearing 
masks and demand it of their group. 

3. Put up posters and encourage hirers to 
emphasise hand washing. 

1. 01 Sep 2020. 

 

2. 25 Sep 2020 onwards, verbally 
briefing groups where possible. 

 
3. 01 Sep 2020. 

Car Park/paths/ patio/ 
exterior areas 

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

Parking area is too congested to 
allow social distancing. 

People drop infected tissues or 
masks etc. 

1. Mark out 2 metre spacing outside the 
main entrance when queueing to enter.     
Hirer to ensure that any queue sticks to 
social distancing guidelines. 
2. Remind users to observe 2 metre rule. 
3. Cleaner to check area outside doors for 
contaminated rubbish such as tissues, 
infected masks, etc.  Wear plastic gloves 

to remove rubbish.  Wash hands. 

1. 01 Sep 2020. 
 
 
 
 
2. Ongoing. 
3. Ongoing. 
FCA to provide plastic gloves. 
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Entrance 
hall/lobby/corridors 

1. Possible “pinch points” 
and busy areas where risk is 
social distancing is not observed 
in a confined area: 

2. Door handles, light 

switches in frequent use. 

1. Create and mark a one-way entrance 
and exit system for the building. 
2. Create and mark an internal one-way 
system to reduce risk at pinch points: 
entrance lobby, kitchen, toilets.  

3. Provide social distancing signs, and 
mark the floor.  
4. Door handles and light switches to be 
cleaned daily. 
5. Hand sanitiser to be provided at 
entrances and exits. 

1. 01 Sep 2020. 
 

2. 01 Sep 2020. 
 
 

 
3. 01 Sep 2020. 
4. 01 Sep 2020. 

 
5. 01 Sep 2020. 

Main Hall 1. Infected door and window 
handles, light switches, tables, 
chair backs and arms.  

2. Infected curtains or soft 
furnishings. 
3. Infected equipment. 

1. Door handles, light switches, window 
catches, tables, chairs and other equipment 
used to be cleaned daily by cleaning staff. 

2. Red upholstered chairs can now be 
used. 
3. Users to be encouraged to wash hands . 

1. 01 Sep 2020 
 
 

2. 19 July 2021 
 

3. 01 Sep 2020.  Hand sanitiser 
provided in hall. 

Main Hall Social distancing not 
observed 

1. Numbers limited to 30 people. 

2. Social distancing – 2m distancing to be 
observed and monitored by hirers. 

1. 01 Sep 2020. Sufficient space 
in the hall for 2m throughout. 

Zumba and the like 
exercise classes 

Greater risk of spreading 
virus through hard breathing. 

1. Numbers limited to 15 people to ensure 
3m separation whilst exercising. 

2. Doors and windows to be kept open. 
3. Set ventilation to FAN or HEAT setting. 

4. Check CO2 meter for air quality 

1. 01 Sep 2020 
 
2. 01 Sep 2020 
3. 15 Sep 2020. 
4. 02 Oct 2020. 

Stage Curtains 
Social distancing 

Lighting and sound controls 

1. Keep stage curtains fully open. 
2. Hirer to control access, and clean 
lighting and sound controls when required. 

1. 01 Sep 2020 
2. 01 Sep 2020 

Indoor Toilets, lobby, 
corridors 

Social distancing difficult.  
Surfaces in frequent use could be 
infected: door handles, light 
switches, basins, toilet handles, 

seats, baby changing and vanity 
surfaces, mirrors. 

1. Access to each toilet room limited to 
one person at one time. 
2. Area to be cleaned by hall cleaning staff 
daily (or by hirers if necessary). 

3. Posters to encourage 20-second 
handwashing or when using gel. 

1. 01 Sep 2020. 
 
2. 01 Sep 2020. 

  

3. 01 Sep 2020. 
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Small meeting rooms and 
offices 

Increased risk of infection: 
1. Social distancing more 

difficult in smaller areas. 
2. Infected surfaces.  
3. Carpets less easily cleaned. 

1. All small rooms closed for hire.  Only the 
main hall is open for use.   
2. Small rooms to be cleaned only 
occasionally. 
3. FCA volunteers who want to use one are 

to ensure it is Covid-19 safe before use. 

1. 01 Sep 2020. 
 

2. 01 Sep 2020. 

Main kitchen – the safe 
area for anyone who gets 
Covid-19 symptoms while 
at the hall. 

Increased risk of virus 
transmission if someone with 
Covid-19 symptoms uses it. 

1. Covid-19 first aid kit to be provided. 
2. Covid-19 action plan to be provided. 
3. Kitchen to be cleaned weekly. 

1. 01 Sep 2020. 
2. 01 Sep 2020. 
3. 01 Sep 2020. 

 Annexe kitchen and 
annexe band room 

Social distancing more difficult. 
Frequently used surfaces 
infected. 
Fridge/freezer Crockery/cutlery 
Kettle/hot water boiler. 

1. Area to be used as a reserve for 
when main hall already in use. 

2. Area to be cleaned by FCA when 
needed. 

3. No food or drink preparation 

permitted. 

1. 01 Sep 2020.  

Store cupboards (cleaner 
etc) 

Social distancing not possible 
Door handles, light switch 

1. Public access not required. 
2. Cleaner to decide frequency of 

cleaning. 

1. 01 Sep 2020. 
2. 01 Sep 2020. 

Storage Rooms 
(furniture/equipment) 

Social distancing more difficult. 
Door handles in use. 
 

1. Encourage had washing and use of 
gel after using storage rooms 

2. Users to enforce social distancing 
when accessing the storage rooms. 

1. 01 Sep 2020. 
 

2. 19 July 2021. 

Boiler Room Infected door handle, light 

switch, control switches.  
Social distancing not possible 

1. No public access. 

2. Person requiring access to wash hands 
after access. 

3. One person at a time inside. 

1. 01 Sep 2020. 

2. 01 Sep 2020. 
 

3. 01 Sep 2020. 
Events Handling cash and tickets.  

Too many people arrive at one 
time. 

No performances permitted. 1. 01- Sep 2020 

Staff, contractors and 
volunteers – Identify (1) 
what work activity or 
situations might cause 
transmission of the virus 
and (2) the likelihood staff 

Risk of infection if: 

1.  Cleaning infected 
surfaces. 

2. Disposing of rubbish 
containing infected tissues or 

cleaning cloths. 

1. Stay at home if unwell.  
2. Staff/volunteers provided with masks 

and plastic or rubber gloves. 
Contractors provide their own. 

3. Staff/volunteers advised to wash outer 
clothes after cleaning duties. 

1. 01 Sep 2020. 
2. 01 Sep 2020. 
 

 
3. 01 Sep 2020. 
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could be exposed. 3. Premises becomes 
infected if someone enters 

with the virus. 

4. Staff to be given PHE guidance and 
PPE for use in the event someone 
becomes ill with the virus or deep 
cleaning is required. 

4.  
 

5. Pending. 

Staff, contractors and 
volunteers– think about 
who could be at risk and 
likelihood that 
staff/volunteers could be 
exposed. 

1. Staff/volunteers who are 

either extremely vulnerable or 
over 70 could be infected. 

2. Staff or volunteers 
carrying out cleaning, 
caretaking or maintenance 
tasks could be infected if 
someone carrying the virus 
enters the hall. 

3. Mental stress from 

handling the new situation. 

1. Volunteers over 70 or otherwise 

vulnerable to decide what level of 
protective clothing and cleaning of 
surfaces before they enter is sufficient to 
mitigate their risks. 
2. Warn staff/volunteers ASAP if 
someone tests positive for COVID-19 after 
being on the premises. 
3. Talk with staff, trustees and 
volunteers regularly to see if 

arrangements are working. 

1. 01 Sep 2020. 

 
 
 

2. As required. Details of a person’s 
medical condition must be kept 
confidential, unless the 
employee/volunteer agrees it can 
be shared. 

3. Ongoing. 

 


