
FRIENDS OF GUIDING KIKWALL 

GUIDE HALL KIRKWALL 

COVID RISK ASSESMENT – AUGUST 2021 

 

General risk assessment notes: 

Reviewed regularly by Friends of Guiding Kirkwall committee 

Outside path – salt in vestibule 

Keys for entry – log of all keys, special arrangements made for hire. 

Fire safety – regular fire safety checks, yearly checkup by registered Health and Safety 

Electrical equipment – all items PAT tested 

Cleaning – volunteer Weekly rota 

General maintenance – report to Friends of Guiding Kirkwall Committee.  Maintenance will be carried out in appropriate manner. 

Insurance – all appropriate insurances in place and reviewed on a regular basis 

Hire of Hall – booking system in place.  Instruction given for use of hall. 

 

 



Hazards 
What could cause harm or 

damage? 

Who or what is at 
risk of being 

affected and how? 

What are you 
already doing? 

How have you reduced the 
risk already? 

Likelihood 
of risk 

occurring 
(L/M/H) 

Severity 
of risk 
(L/M/H) 

Are further controls 
necessary? 

What else needs to happen to reduce 
the risk to an acceptable level? 

Action by: 
name/date 

Coronavirus 
infection 
 
Risks below are in 
consideration of 
this risk and 
reducing it to an 
acceptable level. 

All attendees from 
spread of virus 
through close 
contact. 

All attendees (except 
those who are exempt) 
must wear a mask while 
in the building. 
Masks may be removed 
during certain permitted 
activities. 

Low 

 

High 

 

Poster and guidelines on 
noticeboard highlighting 
expectations of hall users 

 

 All attendees 
entering the 
building. 

Each user group to 
collect contact details 
and keep a register of 
those attending each 
session (these must be 
discarded after 21 days).  
The relevant register 
will be passed on to 
Friends of Guiding 
Kirkwall in the event of a 
positive case. 

low low 

Group Leader, cleaning 
volunteers and maintenance 
workers entering the building 
details will be kept for 21 days 
in line with GDPR. 
 
Please note – young people do 
not need to sign in as unit 
registers will cover suitable 
contacts if needed 

 

 Volunteers in the 
vulnerable 
category. 
 
 
 
 

Volunteers in the 
vulnerable category are 
advised to adhere to latest 
Scottish Government 
advice. 
 

low High 

  



 

 Volunteers and 
young people – 
from spread of 
virus.  

Hand Sanitiser stations 
are located at the front 
door and throughout the 
building.  Hand sanitiser 
will be available in all 
rooms of the hall - main 
hall, the kitchen and in 
all toilets. 
 
 
 
 
 

Low high 

Scottish Government posters 
hung in every room to remind 
users of their responsibility to 
adhere to the FACTS guidelines 
(see appendix two). 
 
 
A stock of cleaning hand 
sanitiser will be available.  
Stock will be checked regularly 
to ensure nothing runs out. 
 
Everyone entering the building 
to use Hand Sanitiser stations 
and encouraged to wash hands 
regularly. 
 
Volunteers will be informed 
immediately if someone is 
tested positive for COVID19 
who has been on the 
premises. 
 

 



Cleanliness of 
Guide Hall 

Volunteers and 
young people and 
users– from 
spread of virus. 

The Guide Hall will have a 
professional clean before 
Hire of Hall is permitted. 
 
 
The hall to be deep 
cleaned every week by 
volunteers. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

low high 

Coopskea Cleaning will be used 
for Deep clean.   
 
 
 
A rota made up of parent 
volunteers with clear 
instruction to ensure all tasks 
are completed to a high level. 
(See appendix three) 
 
All volunteers will be 
instructed to follow Covid 19 
guidelines.   
 
Gloves and aprons will be 
provided for use when 
cleaning.  
 
Users will be instructed and 
encouraged to wipe surfaces 
and touch points before and 
after each session.  Anti-
bacterial spray and Blue 
Tissue paper will be 
available.   
 
A stock of cleaning 
products/PPE and hand 
sanitizer will be available.  
Stock will be checked regularly 
to ensure nothing runs out. 
 
Users will be expected to 
dispose of rubbish after each 
session. 

Deep clean  
complete on 
15th Jan 
2020. 
 
Weekly.  
Parent Rota 
organised 
by cleaning 
coordinator. 
 
 
 
 
 
Cleaning 
volunteers. 
 
 
All users 
after use of 
Hall. 
 
 
 
 
Cleaning 
coordinator. 
Fortnightly 
check. 
 
 
All users 
after use of 
hall. 
 



 
 
 
 
 
 
 
 
 
 
 
If a case of CV19 is 
reported or contact 
tracing identifies the Hall 
within the process a deep 
clean will be given. 
 

 
Scottish Government posters 
hung in every room to remind 
users of their responsibility to 
adhere to the FACTS 
guidelines. 
 
 
 
 
 
 
To be complete by professional 
cleaners. 

Complete 
Jan 2021 
 
 
 
 
 
 
 
 
 
Coopskea 
Cleaning.  
When and if 
required. 

 Occasional entry 

of workers - eg. 

Maintance 

workers Health 

and Safety Officers 

etc. 

Expected to wear a mask 
and instructed to wipe 
down surfaces and touch 
points on arrival and when 
leaving.   
 
To use Hand Sanitiser 
stations (if they don’t 
carry their own.) 
 
Contact details will be 
kept for 21 days as per 
GDPR. 

Low High 

Scottish Government posters 
hung in every room to remind 
users of their responsibility to 
adhere to the FACTS 
guidelines. 
 
Encouraged to undertake 
maintenance when Guide Hall 
is unoccupied to avoid 
unnecessary contact with 
others. 

Complete 
Jan 2021 
 
 
 
 
As and 
when. 



Crowding at the 
start and end of a 
meeting creates a 
risk of breaching 
social distancing. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Dropped tissues. 
 

Car Park/paths/ 

exterior 

areas 

Friends of Guiding 
Kirkwall advise that no 
parent/guardian is to 
enter the building unless 
pre-arranged.  
  
All adults must adhere 
to social distancing and 
wear masks. 
 
If waiting outside, please 
adhere to 1-meter social 
distance.   
 
 
 
 
 
 
 
Be extra vigilant and 
pick up any used tissues 
if dropped.  
 
 
 

  

All parents to have received 
info from unit leader 
explaining expectations as 
noted in unit Risk assessment.  
 
 
Instruction on social distancing 
and hand washing on posters 
throughout the building. 
 
 
 
 
 
 
 
 
 
 
 
Cleaner asked to check area 
outside doors for rubbish 
which might be contaminated, 
e.g. tissues. Wear plastic 
gloves and remove and dispose 
of. 
 
 

 



 

Use of shared 
Kitchen facilities 

All attendees from 

spread of virus 

through close 

contact. 

Hirers to bring own tea 

towels and cloths. 

 

Hand sanitiser, soap and 

paper towel are 

provided. 

 

 

 

Use of kitchen facilities 

will be discouraged.  If 

used all surfaces and 

touch points must be 

cleaned adhering to 

Covid cleaning 

requirements. 

low high 

No towels or cloths will be 
available. 
 
All items can be found in the 
cupboard under the sink.  If 
stocks are running low, please 
let the cleaning coordinator 
know. 
 
Users encouraged to bring own 
food and drink. 
 
Users will be instructed and 
encouraged to wipe surfaces 
and touch points before and 
after each session.  Anti-
bacterial spray and Blue Tissue 
paper will be available.   
 

Users of Hall 

Use of shared 
bathroom facilities 

All attendees from 
spread of virus 
through close 
contact. 

Only one person in toilet 
at a time. 
 
 
 
 

low high 

Users will be encouraged to 
use the toilet before entering 
and joining a session. 
 
 
Users will be instructed and 
encouraged to wipe surfaces 
and touch points before and 
after each session.  Anti-
bacterial spray and Blue Tissue 
paper will be available.   
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