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1. Risk Assessment Details 
Date risk assessment updated – 18th March 2020 
Name of risk assessor - Gianni Silvestri 
 
2. Introduction 
The information for this risk assessment has been prepared by non-medically trained 
employees based on information publicly available on the internet and the RBG 
intranet. 
 
The information was collated on 18th March 2020. 
 
What is known about Coronavirus (COVID-19), hereafter COVID-19: 
 COVID-19 is a new strain of coronavirus identified in China in December 2019.  

COVID- 19 is classified as an airborne High Consequence Infectious Disease 
(HCID). 

 COVID-19 is a type of virus and coronaviruses are common. 
 COVID-19 is most likely to be transmitted from person to person when there is 

close contact (within 2 metres) with an infected person. It is probable that the risk 
increases the longer someone has close contact with an infected person. 

 The incubation period of COVID-19 is thought to be between 2 to 14 days but can 
be up to 24 days: and 

 Generally, if you remain well for 14 days after contact with someone with COVID-
19, you are unlikely to have contracted the virus. 

 
Symptoms of COVID-19 are: 
 a raised temperature 
 a cough, and 
 shortness of breath. 

 
These symptoms are like other common illnesses such as cold and flu therefore 
having these symptoms does not mean you have COVID-19, but you should act as 
below if you have these symptoms as a precautionary measure. 
 
In rare cases, COVID-19 can cause more severe symptoms such as pneumonia. For 
people with underlying health conditions such as diabetes, cancer and other chronic 
conditions, people with a weakened immune system and older people, the symptoms 
can be more severe. In extreme cases, the virus is fatal, however this is very rare. 
 
In most cases, the body’s immune system responds effectively and kills the COVID-
19 virus. Once the body has killed the COVID-19 virus, it is not thought that you can 
be re-infected with the same coronavirus. 
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At present, there is no vaccine for COVID-19 although work is ongoing to develop one. 
 
If you have any concerns or require further advice, contact NHS 111. If you think you 
have contracted COVID-19, do not visit your GP or come into the workplace. Instead 
use a mobile or landline telephone to contact NHS 111 and your workplace and other 
members of your family or close friends. Remember to always keep calm. 
 

 What are the hazards?  What are the existing measures to control the 
risks? 

Becoming infected with 
COVID-19 

Maintaining good personal hygiene is your first line of 
defence. 
 

 Wash your hands thoroughly paying particular 
attention to around and under nails, the backs of hands 
and between fingers. Wash hands for at least 20 
seconds.  Wash hands at regular intervals and always 
before and after eating, drinking, smoking, touching 
your face, nose or eyes or using the toilet. 

 Wash your hands on arriving at work and arriving at 
home. 

 Wash your hands after seeing customers (in face to 
face environments) and after attending meetings. 

 Washing hands for 20 seconds with soap and running 
water is preferable to hand sanitiser. However, hand 
sanitiser is a good alternative where soap and water is 
not available. Disinfectant wipes are also an alternative 
to hand washing and hand-sanitiser. Employees 
should maintain an awareness of where the nearest 
welfare facilities are when at work.  

 Use a disinfectant wipe to clean your workstation 
surfaces and the IT equipment on it including the 
monitor, keyboard, mouse and phone. Also, clean 
mouse mats and other DSE-related items if present. 
Keep workstations clear of personal possessions and 
paperwork and other clutter to allow cleaning staff to 
properly clean all the desk top areas. 

 Use a disinfectant wipe to clean the arms of your chair. 
 If you are issued with Personal Protective Equipment 

(PPE) such as gloves and other protective clothing, 
you should ensure that you continue to wear the PPE 
that you have been issued with. 

 Protect all open wounds, however small, with a suitable 
dressing or plaster. 

 Do not shake hands, hug or kiss other people 
(employees, customers or members of the public) in 
the workplace. Avoid physical contact wherever 
possible. If physical contact is unavoidable or 
accidental, ensure you wash your hands thoroughly 
afterwards and always before eating or drinking or 
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touching your mouth, nose or eyes. Try to minimise 
physical contact at work with colleagues and 
customers but be friendly, courteous and reassuring. 

 Try to arrange meetings in larger meeting rooms or 
with fewer attendees so you can maintain personal 
space. 

 Do not use shared sponges or cloths in kitchen areas, 
instead use a disposable towel; and 

 At this stage it is understood that face masks offer little 
protection against the COVID-19 virus. For this reason, 
the CPA is not routinely issuing masks unless 
Respiratory Protective Equipment (RPE) is required for 
the job role. 
 

The virus also spreads through indirect contact, for 
example by touching a contaminated door handle and then 
touching your own face, mouth or nose or rubbing eyes, so 
care must be taken not to infect yourself accidentally. 
 
Employees should observe the information relating to 
maintaining your personal space and the personal hygiene 
factors. 
 
For employees who make home visits, remember to: 
 
 Avoid shaking hands. 
 Maintain your personal space. 
 Try to establish whether anyone in the household has 

symptoms associated with COIVD-19, has travelled 
recently to the locations as below or is in self- isolation. 
This information could also be sought by telephone prior 
to the visit taking place and re-confirmed on arrival. 

 Not enter the home if you have any concerns and if 
anyone in the household has the symptoms of COVID-
19 or are   in self-isolation unless for humanitarian 
services. In these cases, a Site-Specific Risk 
Assessment is required. Generally, in such cases the 
person with COVID-19 or the self-isolator should be 
asked to be in a separate room with the door closed. 
The area to be visited or worked-in should be well-
ventilated. Remember to wash hands after leaving the 
property and do not touch your face, mouth, eyes or 
nose.  

 Do not accept a cup of tea or coffee etc. politely 
declining instead. 
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 What are the hazards?  What are the existing measures to control the risks? 

Contact with persons who are at 
higher risk of having contracted 
COVID-19. 

Avoid close (nearer than 2m) and extended contact with 
persons who have recently travelled from the following 
places, (this is not an exhaustive list): 
 

 Cambodia 
 China 
 Hong Kong 
 Iran 
 Italy 
 Japan 
 Laos 
 Macau 
 Malaysia 
 Myanmar (Burma) 
 Singapore 
 South Korea 
 Spain 
 Taiwan 
 Tenerife – only the H10 Costa Adeje Palace Hotel 
 Thailand 
 Vietnam 

 
When meeting customers, try to establish whether they 
have travelled to the above locations or if they have been 
in contact with anyone who has. 
 



Page 5 of 6  

Not self-isolating when 
appropriate 
 
 

Stay at home and away from other members of your 
household if you are presenting COVID- 19 symptoms. 
 
Stay at home for 7 days if you have either: 
 

 a high temperature 
 a new, continuous cough 

 
Do not go to a GP surgery, pharmacy or hospital. 
 
You do not need to contact NHS 111 to tell them you're 
staying at home, but you must advise your line manager. 
 
 
 
 
 
 
 
 
 
 

 What are the hazards?  What are the existing measures to control the risks? 

Not taking reasonable steps 
when travelling to and from 
work 

Employees should aim to maintain personal space when on 
public transport. Alternative means of transport could be 
considered such as walking or cycling. 
 
Whatever means of transport is selected, always wash your 
hands immediately after the journey using the approved 20 
second routine. 

Not taking reasonable steps to 
help prevent the spread of 
COVID-19 

Employees should take the steps as set out in this risk 
assessment and as advised by others to ensure health, 
safety and wellbeing is maintained. 
 
Employees should make use of the welfare facilities that are 
available to them, such as wash-hand basins and hand 
driers.  
 
Employees should not share items that may contain the 
COVID-19 virus such as communal sponges or towels 
which may be left in kitchen and washroom areas.  
 
Employees should maintain an awareness of the 
developing situation concerning COVID-19. 
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Coming into direct contact with 
someone with the symptoms of 
COVID-19 or a known case of 
COVID-19 

If employees inadvertently come into contact with someone 
with the symptoms of COVID- 19 or a known case of 
COVID-19, the following steps should be taken: 
 
 Wash your hands using the approved 20 second 

routine. 
 Do not touch your face, mouth, nose or eyes. 
 Minimise close contact with others (observe the 2-metre 

rule) and contact your line manager by phone. 
 Contact NHS 111 for advice. 
 Shower or bath thoroughly when you get home; and 
 Wash and dry clothes thoroughly. 

Coming into work with COVID-
19 or the symptoms of COVID-
19 

Do not come into the workplace with COVID- 19 or the 
symptoms of COVID-19. 
 
Instead phone your line manager to report sickness 
absence in the usual way. 
 
Employees self-isolating should also report this absence to 
their line manager. 

Other concerns If you have other concerns, contact your line 
manager. 

 


