
 
CHORLEYWOOD PARISH COUNCIL 

 
RISK ASSESSMENT RECORD  

 

Project/Activity name Chorleywood Parish Council Office based working during Coronavirus Pandemic 

Assessment date 27.05.2020 Assessed by Deputy Clerk 

Task location South Lodge, Rickmansworth Road, 
Chorleywood, Herts  WD3 5Sl 

Task date Ongoing  

Site description 
To include site limitations, size, restrictions (i.e. 
no smoking), security, access, other users, 
vehicle movements, environmental factors 
(shade, exposure, proximity of waterbodies etc.)  

 South Lodge is a small single storey building with access via a porch with a step at the entrance door. The inner door to the 
office is a stable door arrangement with the bottom half usually kept closed.  There is also a fire exit from what is known as the 
Council Chamber on the side of the building. The accommodation consists of several rooms linked by short corridor.  There is a 
small kitchen for preparing hot drinks, heating food and washing up. There are separate Male and Female toilets.  During 
normal working the site is occupied by up to 4 officers with Parish Rangers and the Halls caretakers coming in at various times 
for briefing or instruction. Cllrs visit the office on an ad hoc basis on council business.  Members of the public come to the front 
door for a variety of reasons.  Meetings with members of the public, local organisations etc. are occasionally held in either the 
Clerk’s office or what is known as the Council Chamber.  Occasionally Council meetings are held at the office. The office is 
cleaned outside office hours by a member of staff employed as a cleaner.  Windows are cleaned internally and externally by an 
outside contractor during office hours. 

Access point and procedures 
To include access procedures such as a need to 
sign in or any time restrictions 

Access is through the front entrance door and porch.  Office hours are flexible but usually within the hours of 8am – 6pm with 
the office being open to the public 9am to 1pm during the coronavirus pandemic.  There are no sign in requirements for either 
officers, Cllrs or members of the public. 

Task Description 
 

This Risk assessment is specific to the processes to be followed for working in the office during the Coronavirus 
pandemic and is in place for the protection of Officers working in the office, Rangers, Councillors and Members of the 
Public visiting the office taking into account Government guidelines at the time of the assessment. It is additional  to 
the Office Based Working Risk assessment. 
Officers undertake their work using the usual office type equipment e.g.: PCs, telephones, photocopier, laminator etc.  Records 
are stored electronically and in files stored on shelves and filing cabinets. 

Officers and Cllrs are personally responsible for their own safety and the safety of associates and the adherence of 
the activities identified in this risk assessment.  As a general rule of safety first, clean before, clean after use and 
frequent hand washing in accordance with Government guidelines 

Tools and equipment required N/A 

First Aiders REQUIRED      NO  NAMES: N/A 



 

PPE and H&S equipment required Masks, disposable gloves, antibacterial wipes, sprays and hand sanitiser are available for use throughout the office and in the 
Kitchen and Toilets. 

Nearest hospital 
Including address, postcode and number Watford General Hospital, Vicarage Road, Watford, WD18 0HB. 01923 244366 

Estimate the number of people you expect to 
be involved.  If children and/or young people 
and/or adults at risk of abuse are involved see 
acceptable supervisory ratios and definitions 
overleaf. 

No. Adults: Parish Council staff  

No. and age range of children/young people or adults at risk of abuse: N/A 

No. Competent Adults: Parish Council staff 

Special considerations for any participants: N/A 

 
 
 
 

WHAT ARE THE 
HAZARDS?

WHO MIGHT BE HARMED AND 
HOW? H,M,L CONTROL MEASURES H, 

M, L 
Entry to the office – 
door handles etc 
infected by the virus 
lingering after use by 
other users 

Officers, Cllrs and members of the 
pubic entering the office using the 
door handles etc with bare hands at 
risk from lingering virus bacteria. 

 
M 

 Door handles and any surfaces likely to have been touched and be at risk 
of having traces of the virus to be wiped down at beginning and end of day 
and at any point contamination may have occurred during the day using 
antibacterial wipes. 

 Hands then to be washed in accordance with government guidelines and/or 
hand sanitiser used following each clean. 

 The Cleaner to be made familiar with this risk assessment for coming into 
the office to clean at the weekend and be given specific instructions on the 
additional cleaning required during the pandemic.  She should be given any 
additional time necessary to comply with the thorough cleaning and 
sanitising regime. 

L 

Manual handling Staff or participants could be open 
to infection from deliveries  e.g. 
boxes of paper etc.. 

 
M 

 It is understood that the virus does not linger on cardboard for more than 
24hours therefore the moving of deliveries should be safe after this time.  It 
is however recommended that moving and unpacking is still done using 
gloves which are then disposed of after use in the flip top bin in the kitchen. 

 Hands should then be washed according to Government guidelines or 
hands sanitised using hand sanitiser available at key entry points and in 
common areas 

 

 
L 



 
WHAT ARE THE 

HAZARDS?
WHO MIGHT BE HARMED AND 

HOW? H,M,L CONTROL MEASURES H, 
M, L 

Visitors as potential 
carriers of the virus 
bringing it to the office. 
Officers and Cllrs as 
possible asymptomatic 
carriers passing the 
virus to other officers 
and Cllrs using the 
accommodation and 
equipment. Cllrs, 
Members of the public 
by contamination of 
surfaces touched.  
 

Officers coming into close proximity 
of visitors to the office if correct 
social distancing rules are not 
followed.  
Transfer of the virus through the 
handling of writing material etc. 
Transfer of the virus through 
contamination by touching of 
general surfaces within the office 

H  Notice to be placed on outside and inside door of the office requesting that 
only one person or set of associated people visit at a time, that they are to 
ring the doorbell and wait outside.  They will then be invited to stay just 
inside the lobby, by the outside door and do not approach the stable door.  
If more than one visitor from a different family etc approaches, the second 
and subsequent visitor to maintain a distance of 2m from the visitor in front 

 Officers to remain behind the inner door at a safe distance to maintain the 
2m distance guideline from the visitor. 

 Masks are available to officers should they want to use them either in the 
office with other officers or during a conversation with a visitor.  They 
should then be disposed of safely following the conversation and hands 
washed or sanitised after safe disposal. 

 Visitors are to be encouraged to use their own pens etc for signing any 
paperwork but if an office pen is used it can either be given to the visitor to 
take away or is to be fully sanitised following use. 

 If an exchange of papers/documents is made, single use gloves are 
available (to be disposed of after use) if required and hand sanitiser is 
available to be used before and after handling documents for the safety of 
officers, Cllrs and Members of the public. 

 Cllrs, Rangers and Caretakers needing to visit the office to be asked to 
remain in the lobby adhering to the same rules as members of the public if 
by entering they would be unable to keep the required social distance of 
two meters away.  If entry is required and allowed, adjustments to be made 
according to the location of the officer (s) present in the office at the time. 
Cllrs, Rangers and Caretakers entering the office on business to be 
requested to use the hand sanitiser on entering and advised of all other 
procedures to be followed whilst in the office according to this assessment 

 
 Members of the public will not be permitted to enter the building during the 

duration of the pandemic unless with specific permission of the Clerk (eg 
for small meetings). 
 

 The window cleaners to be asked to clean the outside of the windows only 
during this time 

 

Low 



 
WHAT ARE THE 

HAZARDS?
WHO MIGHT BE HARMED AND 

HOW? H,M,L CONTROL MEASURES H, 
M, L 

Display Screen 
Equipment 
& telephones 

 Officers switching the PCs on and 
off at the start/end of the working 
week and using other officer’s PCs 
during the day possibly unwittingly 
transferring the virus onto 
keyboards etc 

M  Anti-bacterial and screen wipes to be used to be used to wipe down the 
keyboards, switches and screen at the end of each use/switch off.   

 Hand sanitiser to be used following this. 
 Where possible own desk telephone to be used for calls made and 

received during the day and both keypad and handset sanitised using the 
telephone wipes available at the start and end of the day.  Any other 
telephone equipment used to be wiped down following use. 

 If Cllrs have need to use the telephones the phones are to be sanitised 
before and after use as per the above procedure. 

L 

Working at Height 
Filing on top shelves, 
putting up decorations 
etc 

 Officers transferring the virus 
through touch of surfaces 

 
M 

 
 If the pop-up stool or small step ladder is used to safely access or store 

files on high shelves, the stool or step ladder to be wiped down when 
returned to storage space.   

 Officers should only access files that are safe to do so without the help of 
other officers to pass files etc. to whilst on the pop-up or step ladder to 
prevent handling of documents 

 
L 



 
WHAT ARE THE 

HAZARDS?
WHO MIGHT BE HARMED AND 

HOW? H,M,L CONTROL MEASURES H, 
M, L 

Stress & General Health All officers could be affected by the 
pandemic and additional 
requirements to follow the 
Government Guidelines.  Officers 
may also be concerned at 
becoming infected, or affecting 
others with the virus 

M  This Risk assessment aims to make working in the office as safe as 
possible during the pandemic if all guidance, (employer and Government 
directives), is followed. 

 Paramount it remains the individual council employees responsibility to 
maintain their own good level of health to enable them to best cope during 
this pandemic. 

 Government guidelines relating to the actions to be taken wrt self isolation 
etc  in the circumstances of employees or their family members displaying 
symptoms or being diagnosed with the coronavirus must be adhered to by 
all officers and Cllrs. 

 Despite best practice working environment it is accepted that infection can 
occur outside of the office therefore no-one will be criticized if infection 
occurs if all guidelines have been followed. 

 Officers can talk to the Deputy Clerk or Clerk to discuss any issues 
surrounding the pandemic and its effects causing them stress.  They also 
have access to the Chair of the HR Committee Cllr Jackie Worrall if they 
would feel more comfortable speaking to her and raising their concerns 
with her rather than another officer.  

 The Council has a policy on stress which is readily available to all officers 
and can be found referenced in the Employee Handbook available to all 
employees. 

 If at any time whilst working in the office an officer becomes stressed, then 
the office should be closed with a notice on the outside door advising that 
the office is closed and the outside door locked.  The Clerk or Deputy 
Clerk should then be called immediately.

L 

Use of office equipment 
e.g. Photocopier, 
laminator, pens etc. 

Officers and Cllrs using office 
equipment may unwittingly transfer 
the virus. 

L  Officers to use antibacterial wipes to wipe down all equipment used in the 
course of a day.  If working on their own the office this can be done once at 
the end of the day but if working with anyone else it will need to be done 
after each use, leaving it sanitised for the other occupant (s) 

 Use of other officers’ pens, stapler etc to be avoided where possible but if 
used to be sanitised immediately after use and before placing back on or in  
the other officers desk. 

 Attempts should be made to reduce the amount of equipment, pens 
staplers etc on desk to reduce what needs to be cleaned and facilitate 
thorough cleaning of the desks 

L 



 
Use of common areas 
and facilities, kitchen, 
toilets, use of common 
files, reloading the 
copier with paper, 
getting stationery from 
the cupboard, 
refilling/replacing 
supplies of dog poo 
bags in the lobby – 
anywhere that the virus 
may linger if an infected 
person has used the 
area 

Officers and Cllrs may pick up the 
virus through use of these areas 
and facilities 

M  Internal door handles and alarm key pad to be wiped down at the start of 
the day and after use if working with others in the office or at the end of the 
day if working on their own. 

 Surfaces, handles etc of Kitchen equipment used in the course of the day 
should be wiped down immediately with the antibacterial wipes if working 
with others in the office or at the end of the day if working alone in the 
office. 

 Toilets to be disinfected after each  use using the disinfectant sprays and 
wipes available in the toilet area. 

 If drinks are made for another officer with their permission, then surfaces, 
jars etc to be sanitized following use. 

 Single use gloves are available but must be disposed of in the flip top bin 
after use. 

 Hands to be washed with soap and water often (for at least 20 seconds) 
and /or hand sanitiser used regularly throughout the day. 

 The Office will be given a complete clean and thoroughly sanitised every 
weekend by the Cleaner. 

 Notices to be provided in key areas to give regular reminders on the need 
to avoidi touching your face and cough/sneeze into your arm and reminders 
of good handwashing technique 

 Each officer to be responsible for washing up their own mug, crockery and 
kitchen utensils used during the course of the day and sanitising equipment 
used in the kitchen immediately after use. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

L 



 
WHAT ARE THE 

HAZARDS?
WHO MIGHT BE HARMED AND 

HOW? H,M,L CONTROL MEASURES H, 
M, L 

Numbers of officers 
present in the office 

The  size and layout of the office 
premises and application of the 
Government guidelines for social 
distancing dictates that the full 
complement of officers (ie 4) will be 
difficult to achieve but more than 
one is possible provided that 
officers meticulously observe the 
2m distancing guideline and make 
the necessary adjustments. 
 
Officers with medical conditions 
that may be exacerbated by stress 
or lone working  may suffer an 
episode that could harm them as 
individuals and have potential to 
bring the Council into disrepute. 

M  It is the Employers responsibility under the Duty of Care to ensure that no 
employee with a known medical condition or disability is asked to work in a 
way that would endanger their health  

 For one person working in the office without any medical condition and 
adhering to the guidance in this assessment, the risks should be minimal. 

 If two or more officers are present in the office risks should be mitigated as 
follows: 
1. Officers should work at locations in the office that maintain the 2m rule 

by either utilising the Clerks office (but not her PC if she is working 
from home) if she is not present herself or working in the Council 
Chamber.  Periods of working in the Council Chamber to be shared 
with the other officer (s) in the office on that day. 

2. If a member of the public comes to the door requiring an officer to pass 
another officer within the 2m in order to speak to the member of the 
public, Cllr or ranger then the other officer to be asked to move 
temporarily to maintain the required distance. 

3. If use of any of the office equipment would lead to the breaking of the 
social distancing guidelines then other officers to accommodate this by 
moving the required distance away. 

4. Use of the photocopier should where possible be combined into a 
minimum no of trips to reduce the inconvenience to other officers.  The 
guidelines concerning the sanitising of the equipment followed after 
use. 

5. Notice of use of the toilets or Kitchen to be given to other officers in the 
accommodation to ensure distancing guidelines are adhered to. 

6. General awareness by individuals of other officers’ location in the office 
to be maintained at all times. 

 All officers have access to a personal mobile phone and all officers have 
family members at home who would follow up non return from work. 
Officers alone for the day in the office are asked to advise a family member 
at the end of their day of their imminent return from work  

 During normal office hours Parish Rangers will make regular checks on 
officers working on their own in the office. 

 Consideration to be given to staggered working ie am and pm with no 
overlap unless guidelines can be followed in the overlap period. 

 The Clerk or Deputy Clerk to keep in regular contact with someone working 
on their own in the office to manage safety and stress levels of the 
individual. 

L 



 
WHAT ARE THE 

HAZARDS?
WHO MIGHT BE HARMED AND 

HOW? H,M,L CONTROL MEASURES H, 
M, L 

 
Checked by: 
Clerk to the Council

 
Yvonne Merritt 

 
Date 

 
28.05.20 

 

 
 
H= High risk of hazard occuring 
M=Medium 
L=Low 
 

 

 


