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	(1) Work task (or activity/process):  Main Reception
	(2) RA Number:  Covid 222

	(3) Assessment Conducted by:

    Paul Tozer
    Signed:
	(4) Assessment Date:

    11/08/2020

	(5) Last Reviewed 

    Date:  N/A
	(6) Location:  School Site FORMDROPDOWN 


	(7) Assessment Reviewed by:

    Dynamic Risk Assessing by LSA Emergency Group
    Signed:
	(8)  Assessment Authorised by:
     Paul Tozer
     Signed:
	(9) Authorised Date: 


	(27) Actual Review Date: 

    
	(28) Version Number:  

    01


	(10) Hierarchy of Controls -  Can the task or hazard be:

	a. Eliminated?

(If a hazard has been eliminated you should detail what and how on the form below)
	Some Achieved FORMDROPDOWN 

	d. Otherwise controlled? (e.g. safe systems of work, signage, warnings, procedures, training, supervision, specific qualifications, etc.  Please detail below)
	Some Achieved  FORMDROPDOWN 


	b. Substituted with a safer alternative?  (e.g. mains electrical tools substituted with battery operated. Please detail below)
	Some Achieved  FORMDROPDOWN 

	e. Reduced effectively by using Personal Protective Equipment?  (Please detail any used below)
	Some Achieved  FORMDROPDOWN 


	c. Made safer through using engineering controls?  (e.g. guarding.  Please detail below)
	 FORMDROPDOWN 

	


	


	PART B. HAZARD IDENTIFICATION AND CONTROL MEASURES:

	Step 1 Identify significant hazards
	Step 2 Identify who might be harmed and how
	Step 3 identify precautionary measures already in place

	List of significant hazards

(something with the potential to cause harm)
	Who might

be harmed? 
	Type of harm 
	Existing controls 

(Actions already taken to control the risk -

Include procedure for the task/activity where these are specified)

	Introduction

Entering Main Reception
	Staff
	Risk of contagious Viral Infection, resulting in illness, and serious illness.
	This Risk assessment has been carried out using the five steps laid out within the guidance from the UK Government and PHE.

The assessment will  be a dynamic one as there will be reviews and possible changes from information received from relevant authorities, or after a an agreed review following any incidents or concerns from staff.

The entrance for the school receptionist will be through the normal entrance they currently use.
Use the sanitiser station to clean hands prior to entering the office, and do so on each occasion that you leave and re-enter the office.

	Reception Opening Times
	Staff, Pupils, Contractors, Visitors.
	Risk of contagious Viral Infection, resulting in illness, and serious illness.
	The reception opening times will as best as possible remain the same.


	Capacity of Reception & Visitors to LSAHS Reception
	Staff, Pupils, Contractors, Visitors.
	Risk of contagious Viral Infection, resulting in illness, and serious illness.
	The capacity for staff working within reception has been assessed using the  current social distancing measures and will allow for 1 member of staff to operate the reception,
Visitors to reception from within school will be discouraged from attending in person, if any member of staff requests information or needs assistance, and then they should initially contact reception by e mail or by telephone prior to them physically attending.

In some cases there will be occasion where some staff or pupils need to deliver or pick up paperwork, need to sign out of school for an appointment, then the following will apply.

 Agree to pick up or deliver paperwork etc in an agreed and safe place.
Stand 2 meters back from the reception desk.

Visitors from outside of school will not be allowed past the first foyer area, but they will be able to communicate with the receptionist safely through the glass partition.

They will remain in this area and await for their child to leave through the reception doors, then collect them to take them home or to an appointment, this system will be the same for any child who is injured or ill and needs to seek medical advice or needs to go home.

The receptionist or attending first aider may need to speak to parent’s reference to their child this again will be done through the glass partition.

	Breaks
	Staff
	Risk of contagious Viral Infection, resulting in illness, and serious illness
	Staff will require a rest period, some refreshments will be provided by school, and if staff wish to purchase food they will follow the new procedures which the schools catering department have put in place.

Staff will be able to continue to bring into work food and drinks, as long as they are in a safe container and fit for the purpose of use, eg, flasks for hot beverages, and their own cutlery, anything used must be taken home to be washed and cleaned.



	Contractors on Site


	Staff / Contractors
	Risk of contagious Viral Infection, resulting in illness, and serious illness
	Contractors on site will continue to follow the set procedures and policy which is in place at LSAHS.

On Arrival contractors will use the signing system and use the same system for signing out, prior to entering the school site all contractors must give their contact details to the staff on main reception so they can be informed as to any possible cases arising at LSAHS which will enable them to process and complete the track and trace programme for PHE.

Contractors will only be allowed onto the schools site to carry out essential works or emergency repairs, and this must be controlled as to areas and times of the work to be undertaken.


	Hygiene & Infection Protection  Control
	Staff
	Risk of contagious Viral Infection, resulting in illness, and serious illness.
	There are important actions that staff can take during time spent in then reception area, to help prevent the spread of the virus.

These include:
Clear signage and instructions to remain 2 meters away from the desk, for those persons who need to have physical communications with the receptionist.

Minimising contact with individuals who are unwell by ensuring that those who have coronavirus symptoms, or who have someone in their household do not attend work.

Use the sanitiser available or wash hands thoroughly for 20 seconds with running water and soap, on each occasion that anyone arrives or leaves the reception.
Ensuring good respiratory hygiene by promoting the ‘catch it, bin it, kill it’ approach

Cleaning frequently touched surfaces often using standard products, which will be available in each office, along with the appropriate PPE.

 If possible open windows or doors to allow for the area to be ventilated.

	P.P.E. Equipment Including faces coverings and face masks.
	Staff, Pupils,
	Risk of contagious Viral Infection, resulting in illness, and serious illness
	As to date of the publication of this assessment the following guidelines were issued by PHE

Most staff in education, childcare and children’s social care settings will not require PPE beyond what they would normally need for their work, even if they are not always able to maintain a distance of 2 metres from others.

PPE is only needed in a very small number of cases if:
An individual child, young person or other learner becomes ill with coronavirus (COVID-19) symptoms and only then if a distance of 2 metres cannot be maintained.

A child, young person or learner already has routine intimate care needs that involve the use of PPE, in which case the same PPE should continue to be used.

School will not ban the wearing of face masks for staff or pupils who feel that it would be of a hygienic or medical benefit to wear one. 
Education, childcare and children’s social care settings and providers are responsible for sourcing their own PPE.
LSAHS has procured additional and appropriate PPE.


	Full School Evacuation 
	Staff, Pupils, Contractors, Visitors.
	Smoke Inhalation, burns
	In the event that a full school evacuation is required then the schools current evacuation procedures will be adhered to, this is to ensure that all persons on site can be evacuated to the designated safe evacuation points if there has been fire alarm activation.
Staff and pupils who have to leave school for any reason will still need to be accounted for as they are no longer on the premises, this will be still done at reception where staff will ensure that they make remote contact either by e mail or telephone to inform that the time they are leaving site and the time that they return to school.

Pupils will come to reception adhere to the 2 meter social distancing rule ask the receptionist to book them out  and book them back in should they return to school.

These will be isolated occasions. 


	School Lockdown
	Staff, Pupils, Contractors, Visitors.
	Dependent of the instigation of school Lockdown.

Various Injuries, 

Inhalation of substances toxic fumes.
	Lockdown procedures currently in use will be adhered to, this will be dependent to the level required as to the type of ongoing incident, this will range from an intruder on site who wishes to course harm, to a dangerous animal on the school grounds or on the advice from the emergency services as there may well be an incident occurring close to the school site.


This general risk assessment will apply to this area/task/activity in       providing the control measures described are in operation and there are no further local significant hazards. If it does not fully apply, please go to Part B2 on the next page.   If it fully applies please sign below.

I certify that the risk assessment above fully applies to the area/task/activity under assessment in Lytham St Anne’s High School.

Signed:      






Name:      
If the control measures described are not in operation and further action is required or there are further local significant hazards please record these here, transfer any actions required to the Action Plan at Part C below and sign off below. Do not sign off above if further actions are required.

	PART B2. HAZARD IDENTIFICATION AND CONTROL MEASURES:  

	Further significant hazards


	Who might

be harmed? 
	Type of harm 
	Existing controls 

(Actions already taken to control the risk) 

 

	
	
	
	

	
	
	
	

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


I certify that the assessment for the task/activity above covers all the significant hazards applicable to:- Lytham St Anne’s High School. 

Signed:      




Name:
     




Role:      
	PART C:  ACTION PLAN  Step 4 Further action / controls required 

	Hazard
	Action required
	Person(s) to undertake action?
	Priority
	Projected

time scale 
	Notes / comments 
	Date

Completed

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     

	
	
	
	
	
	
	


	Issue No :1

Issue Date: Feb 2012

Issued by: LSA High School H&S Team


Last Reviewed: November 12th 2019 
	
	Risk Assessment Form V6
2 of 7




