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	Risk Assessment for Group Visits to Gloucestershire Archives and Open Days

	Hazards
	Who is at risk?
	What are you already doing?
	Is enough to manage the risks? 
	What further action is necessary?
	Action by whom?
	Action by when?
	Done

	Covid-19 
	All
	Refer to the risk assessment for the whole site; limiting numbers; pre-booked visits only (as at 08/2020, following national lockdowns; a further national lockdown was in place from 5th November 2020 until Jan. 2021); use of PPE; regular cleaning; wearing of face coverings. Group visits to the site were suspended (as at 03/2020, because of the COVID-19 pandemic, at the time of the first lockdown, and resumed in summer 2021).
	Y
	None, unless government advice changes. There is a separate COVID-19 risk assessment, first written in 03/2020, and regularly updated since by HF.
	
	
	

	Parking and walking on site 
(shared space – at risk of collision involving pedestrians and vehicles) 

	Visitors 
	Car park available, including designated spaces for blue-badge holders. 
Entrance barrier slows traffic onto and off site; mirrors positioned at blind corner; disabled parking will be re-designated when car park reopens; clear signage around the site
	Y
	Where large numbers expected, have a welcomer at the gate to explain arrangements/direct traffic; second car park at rugby ground (now no longer used, since building works finished in August 2019)
	
	
	

	Walking on site 
(tripping or falling)
	As above 
	Some paths recently resurfaced; clear signage; pedestrian areas are kept free of tripping hazards; temporary disabled access ramp is in place (until new main entrance created). 
	Y
	Car park and walkways need resurfacing following building work; done in 2019. 
	Lakehouse/Beards

 Phase 1 May 2019; phase 2 July 2019 
	31 July 2019
	All work on-site now done.

	Using the Dunrossil (electrocution, fire, tripping) 
	As above
	All GA electrical equipment is PAT tested; groups of vulnerable people are accompanied at all times by their own adult leaders; visiting groups to be advised that smoking is not allowed in any building – stubs should be extinguished in metal container provided (outside main entrance); furniture should be of BS quality (non-flammable); evacuation procedures to be explained at start of visit and notices displayed; all floors are kept tidy and free from tripping hazards; rubber strips are used to cover any wires from portable equipment
	N
	Smoking now allowed in a designated area in the garden only, away from the buildings. 
	Building work ended August 2019; building formally handed over by Beards in September 2020.
	31 July 2019
	2020

	Tour of Archives building (tripping; disorientation)
	As above 
	Floors are kept clean and clear of tripping hazards; tours are guided by staff
	Y
	
	
	
	

	Moving around strong rooms (tripping; being trapped in rolling shelving
	As above
	Access to strong rooms is only allowed as part of a staff-led guided tour; guide keeps visitors clear of moving shelving
	Y
	
	
	
	

	Working with children and vulnerable adults
	As above
	Visiting groups of children or vulnerable adults are accompanied by their own responsible adult; particular needs are discussed with the CHDM (SM) before visit.
	Y
	
	
	
	

	Children’s activities (if applicable) 
	As above
	Supervised by staff at all times; accompanied by responsible adults; form signed before any photos taken.  Have assessed risks of cuts, stapling, glue and contamination, choking on loose items and elastic striking eyes. 
	Y
	
	
	
	

	Over-crowding; first aid 
	As above 
	Adequate space, circulation routes and emergency exits.

Designated entrance and exit points.

Adequate numbers of staff 

Agreed emergency procedures in place. Checked with SHE unit.
	Y
	
	
	
	

	Site still partly occupied by builders 
	As above
	Building elements securely fenced off.  Raised ironworks in car park (prior to tarmacking) identified with bollards – users notified in advance.
Lakehouse/Beards H&S review prior to open day.  Electrical and other certificates all in place for areas being used.
	Y
	
	
	
	

	Tea, coffee, cakes 
	As above
	Access to hand washing facilities Personal hygiene

Exclusion for food handlers following illness.

Tie back long hair.

Staff/volunteers wash hands before handling food and after visits to the toilet etc.

Cuts etc. are covered with waterproof adhesive dressings

Transport / Storage

Food kept covered wherever possible outdoors.

Staff/volunteers encouraged to transport food in sealable containers. 

Food handling

Minimise handling of ready to eat foods, use tools (cutlery, tongs scoops etc) where possible to handle food.

Limit preparation of food in advance if displayed at ambient temperatures.

Any cakes or desserts containing cream are out of the fridge for the shortest time possible.

Food appropriately signed and detailed to prevent allergies and anaphylaxis.

Urns and kettles sited on firm level surfaces, not over filled – competent persons operate.
	Y
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