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1. Symptoms of Coronavirus (COVID-19)
The most common symptoms of COVID-19 are recent onset of:

e A new continuous cough
e A high temperature
e Loss of taste and smell

Most people infected with the COVID-19 virus will experience mild to moderate respiratory illness and recover without requiring special treatment.
Older people, and those with underlying medical problems like cardiovascular disease, diabetes, chronic respiratory disease, and cancer are more
likely to develop serious illness.

2. How coronavirus is spread
Because it's a new illness, it is not exactly known how coronavirus spreads from person to person.

However, similar viruses primarily spread through droplets of saliva or discharge from the nose when an infected person coughs or sneezes. It's
very unlikely it can be spread through things like packages or food.

3. How long can the virus survive?

It is not certain how long the virus that causes COVID-19 survives on surfaces, but it seems to behave like other coronaviruses. Studies suggest that
coronaviruses (including preliminary information on the COVID-19 virus) may persist on surfaces for a few hours or up to several days. This may
vary under different conditions (e.g. type of surface, temperature or humidity of the environment).

If you think a surface may be infected, clean it with simple disinfectant to kill the virus and protect yourself and others. Clean your hands with an
alcohol-based hand rub or wash them with soap and water. Avoid touching your eyes, mouth, or nose.

4. Treatment for coronavirus

There is currently no specific treatment for COVID-19

Antibiotics do not help

Treatment aims to relieve the symptoms while your body fights the illness
You need to stay in isolation until recovered
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5. How to lower risk of catching and spreading COVID-19

Wash your hands with soap and water often, for at least 20 seconds
Always wash your hands when you get home or arrive at work

Use hand sanitiser if soap and water is not available

Clean and disinfect frequently touched objects, e.g. light switches and door handles
Cover your mouth and nose when coughing and sneezing

Used tissues must be put in the bin immediately

Avoid contact with people who are displaying symptoms of COVID-19
Only travel on public transport if you need to

Work from home if you can

Avoid large crowds

Social distance - stay at least 2 meters form other people where possible

6. High risk people

Some people are at risk of getting seriously ill from COVID-19. These people:

Have had an organ transplant

Are having cancer treatment

Have blood or bone marrow cancer

Have a severe lung condition

Are taking medication that weakens immune system
Have heart conditions

Are over 70 years old

7. Limiting spread of COVID-19 in the workplace

Keep everyone updated on actions being taken to reduce risks

Ensure employees follow social distancing guidelines

Provide hand washing facilities and encourage everyone to use them often
Provide hand sanitizer

Registered Charity No. 1063631
stclarehospice.org.uk



¢ Where 2m social distancing is not possible, provide PPE

8. What to do if someone develops symptoms of COVID-19

e Ifit's not an emergency, contact NHS 111 online, or call NHS 11. In emergency conditions call 999

¢ You should self-isolate immediately and inform your line manager or HR

¢ You should self-isolate for 7 days minimum if symptoms persist, then you must isolate until they have gone (cough and loss of smell
and taste can last for weeks. If these are the only symptoms left, you may return to work)

e You or your employer can arrange for a COVID-19 test

¢ If someone in your household develops symptoms, everyone in that house must isolate for 14 days from the first day they developed
symptoms, or until a result of a COVID-19 test for the person is provided - if negative, then you can return to work.
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Risk Assessment Form

This Risk assessment has been written following UK Government guidance on COVID-19 secure workplaces.

Assessment Date:
01/06/20

Location: St Clare Hospice

Manager Responsible: Facilities
Manager (LM)

Activity/Risk to be assessed:  COVID-19

Date for review: Review with
any new government guidance

Action

Review latest Government /
World Health Organisation
guidance and update as
required.

Consideration should be given
to the displaying of posters on
“cough etiquette,” hand and
respiratory hygiene.

Likelihood is low because risk
assessments completed, and
procedures followed.

sneeze. The used tissue should then be placed
in the bin immediately. Persons should then
wash their hands with soap and hot water for a
minimum of 20 seconds.

CATCH IT, BIN IT, KILL IT.

Persons should wash their hands at least every
30 minutes using hot water and soap — use

Identified Hazard Control Measures Who Likelihood | Severity Risk
might be Rating
harmed

(LxS)

Communication Educate staff via regular communications All 1 3

without causing panic. For example, develop persons

and communicate a Coronavirus COVID-19

management plan, send emails or display

posters, perform team briefs outlining the current

situation and any updated Government advice.

Promote good hand and respiratory hygiene,

promoting infection control procedures.
Good personal Persons should cover their mouth and nose with All 1 3

hygiene a tissue (not your hands) when they cough or persons

Review latest Government /
World Health Organisation
guidance and update as
required.

Ensure there is a ready supply
of hot water, soap and also
paper towels / hand drying
facilities.
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hand sanitiser gel if soap and water are not
available. In addition, persons should try to

avoid close contact with other people i.e. no
shaking of hands etc.

Staff member with
symptoms

A staff member who is experiencing symptoms
similar to those present with the Coronavirus
(cough, sore throat, fever, breathing difficulties,
chest pain), or who has had close contact with
someone experiencing these symptoms, must
not come to work. The staff member should
contact their GP / Government helpline to notify
them of their travel, current status and to receive
further advice. The staff member should then
contact the company and update them in
relation to their condition and advice they have
been given. If the staff member is advised by
medical professionals to self-quarantine, they
must do so, and only return to work when the
incubation period is over, and symptoms have
gone. If a staff member becomes unwell with
coronavirus related symptoms whilst on site,
they must make their way to a confined area,
and contact their manager or a member of
management with immediate effect. The person
will be advised to liaise with their GP /
Government helpline to seek further advice
before leaving site, to ensure they reduce the
likelihood of infecting other persons i.e. may be
advised not to use public transport etc. The
working area of any staff member who suspects
they may have contracted Coronavirus,
(including welfare facilities), will be subject to a
“deep clean” in accordance with Government

All
persons

On-going monitoring by
management.

Likelihood is low because risk
assessments completed, and
procedures followed.
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Review latest Government /
World Health Organisation
guidance and update as
required.

Current Government advice
requires persons who have
either developed symptoms or
who have been in contact with
a family member who has
presented with symptoms of
Coronavirus to self-isolate,
along with all members of the
household for 14 days.

Likelihood is low because risk
assessments completed and
procedures followed.




guidance. All other staff will be advised of any
persons within the workplace who have shown
signs of the infection, and who are being tested
for Coronavirus. However, the individual’s
identity will not be disclosed during any
communication / updates to staff.

Higher risk groups

Consideration must be given to allowing high-
risk individuals to work from home, particularly if
there are coronavirus cases confirmed near the
workplace. The company will review the
situation regarding localised cases on an on-
going basis and ensure good communication
with all high — risk individuals.

All
persons

Review latest Government /
World Health Organisation
guidance and update as
required.

Persons within the high-risk
categories, including those
over the age of 70, have been
advised to self-isolate starting
from 20th March 2020 until the
end of June 2020. This may
change due to government
guidance.

All staff that are vulnerable will
have a risk assessment
completed by their line
manager.

Likelihood is low because risk
assessments completed and
procedures followed.

Internal cleaning

A cleaning regime is in place within the
company, with dedicated cleaning personnel in
place to ensure the workplace, including welfare
facilities, is serviced and suitably cleaned on a
regular basis. Staff are encouraged to disinfect

All
persons

Review latest Government /
World Health Organisation
guidance and update as
required.

Consideration should be given
to increasing the frequency of
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their workstations during the day, particularly
after eating and returning from the toilet.

cleaning of frequently-touched
communal areas, including
door handles, kitchens, toilets,
showers, bin lids, light
switches, handrails and hot-
desk keyboards, phones and
desks.

Likelihood is low because risk
assessments completed and
procedures followed.

Personal protective
equipment

Wearing of gloves where the company has
identified the wearing of gloves as a requirement
of the job, an adequate supply of these will be
provided. Staff will be instructed on how to
remove gloves carefully to reduce contamination
and how to dispose of them safely.

Respiratory Protective Equipment (RPE) Public
Health guidance on the use of PPE (Personal
Protective Equipment) to protect against COVID-
19 relates to health care settings. In all other
settings, individuals are asked to observe social
distancing measures and practice good hand
hygiene behaviours.

Where RPE is a requirement for risks associated
with the work undertaken the following
measures will be followed: Tight-fitting
respirators (such as disposable FFP3 masks
and reusable half masks) rely on having a good
seal with the wearer’s face.

All staff to wear face coverings when entering,
leaving and moving around site.

All
persons

Staff to be reminded that
wearing of gloves is not a
substitute for good hand
washing.

To minimise the risk of
transmission of COVID-19
during face-fit testing the
following additional measures
should be carried out:

Both the fit tester and those
being fit tested should wash
their hands before and after
the test.

Those being fit tested with
non-disposable masks should
clean the mask themselves
before and immediately after
the test using a suitable
disinfectant cleaning wipe
(check with manufacturer to
avoid damaging the mask).
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Staff to be reminded to wear
face covering when not at
desk.

Likelihood is low because risk
assessments completed and
procedures followed.

when out of work. In addition, persons will be
advised whilst at work to:

» Suspend meetings with external persons

Mental health Management will promote mental health & All
wellbeing awareness to staff during the persons
Coronavirus outbreak and will offer whatever
support they can to help.
Social distancing | Persons must undertake advice from the All
Government with regards to social distancing persons

Internal communication
channels and cascading of
messages through line
managers will be carried out
regularly to reassure and
support employees in a fast-
changing situation.

Line managers will offer
support to staff who are
affected by Coronavirus or
have a family member
affected.

Regular communication of
mental health information and
open-door policy for those who
need additional support to be
adopted by management.

Likelihood is low because risk
assessments completed and
procedures followed.
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Review latest Government /
World Health Organisation
guidance and update as
required.

Visitors to the premises should
be reviewed, with no
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» Operate a policy of staggered lunches and
breaks to reduce footfall in these areas at any
one time

* Encourage remaining a distance of 2 metres
from work colleagues where possible

* Reduce the number of persons in any one
area to ensure compliance with 2 metre gap
recommended by the Public Health Agency

« Review work schedules, internal start and
finish times, shift patterns, working from home
etc.

* Redesign processes to ensure social
distancing is in place

» Conference calls to be used instead of face to
face meetings

» Ensure sufficient rest breaks for staff

« Staff canteen, welfare facilities and smoking
areas to comply with social distancing
requirements

+ Consideration to be given to a one-way system

on pedestrian walkways

* Floor marking to promote social distancing
required where staff assemble i.e. dining hall
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authorisation provided to those
persons from high-risk areas,
or who should be self-isolating
in accordance with
Government guidance.

On-going monitoring by
management.

Staff to be regularly reminded
of the importance of social
distancing both in work and
outside of it.

Likelihood is low because risk
assessments completed and
procedures followed
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Action Plan to Control/Treat Risk

Summary of Actions Required to Minimise or Remove Risk

(Consider what action needs to be taken to reduce the level of risk e.g. making changes to the working
environment, introducing a safe system of work, identifying manual handling training needs,
introducing changes to working practices, maintaining present equipment, purchasing new equipment,
purchasing and wearing PPE, communicating problem areas through the management structure etc.)

Person Responsible
for Taking this Action

(Give name and title)

Target Dates

(e.g. what can be
carried out
immediately/short
term/medium term/long
term)

¢ Review latest Government / World Health Organisation guidance and update as required.

Luke Matthews,
Facilties Manager

On-going

Further Comments:

Constraints for achieving target date:

This is an on-going document that will be updated as government guidance changes

Form completed by Luke Matthews
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Risk scoring matrix x likelihood

Severity | None/minimal | Moderate/serious Major/high

Likelihood

Rare/possible 1

Medium/probable 2

High/certain 3

2 3

Likelihood
Descriptor Examples of detailed description
1 Rare/possible The event may occur only in exceptional
circumstances or at sometime.
2 Medium/probable | Will occasionally re-occur.
3 High/certain Will occur in most or all circumstances.
Severity
Descriptor Examples of detailed description
1 None/minimal None or minor injuries that may require first aid.
No service disruption & adverse publicity unlikely.
2 Moderate/serious | Medical treatment required, external assistance
required, financial loss, risk of litigation & local
adverse publicity likely.
3 Major/high Extensive injury or death. Temp./extended closure
of services & wide ranging effects on stakeholders.
Significant financial loss & litigation. Significant
adverse publicity.
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How to complete the risk assessment form:

1. Identify Hazards
Look at the risks that could have an
impact on organisation, staff or patient

4. Assess the risk
Multiply the likelihood against severity to get
the level of risk, this is called the risk rating

A 4

2. Existing control measures Consider
any control measures in place at time
of assessment, that reduce risk

'

A 4

5. Action required

This is the action required to reduce the level
of risk, which needs to be implemented

3. Who might be harmed?

Consider all those that could be at risk
including staff working out of hours or
alone

!

6. Monitor and review
Periodically review e.g. via new legislation,
practices and procedures
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