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Name

COVID General Risk Assessment - Post Lockdown Risk Assessment

Assessment last
updated

26th July 2020

Assessment Author

Sara Ward, Chief Executive Officer

Assessment applies to

All Black Country Women’s Aid (BCWA) employees, onsite contractors and visitors

Assessment Purpose

Since March 2020 COVID 19 has brought many challenges to BCWA and BCWA has responded to keep all employees
and stakeholders safe.
Responses were swift and reactive during the initial stages of the outbreak until plans and risk assessments were in place
and subsequently reviewed on a regular basis. BCWA employees have been cooperative and responsive throughout and
this in turn has created safe working environments.
It is the long term intention of BCWA for employees to return to work and resume a level of normality however this will not
happen overnight and a continuous review of “what works” and “is working” is taking place. BCWA are in no rush for all
employees to return to work however as agencies increase their availability demand on face to face services is steadily
increasing.
BCWA is currently developing a future framework for productive working that will enable all business needs to be met.
This assessment reviews previous assessments incorporating practice that will be retained and reflect new government
guidance following the official end of lockdown effective from 19th July 2021. This framework will continue to outline the
framework and principles within which BCWA employees will work.
Each service area has agreed to the framework however each service has continued to identify additional risk
assessments that are relevant to specific service areas. These service-specific risk assessments must be read in
conjunction with the overall risk assessments.
The assessment gives clear lines of accountability and responsibility; however at the core of the assessment is the
responsibility of every individual.
We are all individually responsible to keep ourselves and each other safe during this global pandemic.
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COVID19 - How it is
spread. Most up to date
advice on the spread of
the virus.

The main way of spreading COVID-19 is through close contact with an infected person. When someone with COVID19 breathes, speaks, coughs or sneezes, they release particles (droplets and aerosols) containing the virus that
causes COVID-19.

Related Policies and
Procedures

Health and safety policies and procedures

Review

Monthly via SMT meeting

These particles can be breathed in by another person. Surfaces and belongings can also be contaminated with COVID-19,
when people who are infected cough or sneeze near them or if they touch them.

Service specific risk assessments will be an addendum and retained within corporate documents

Employee feedback is encouraged via service manager or Tracey Alexander, Executive Officer.
New Language

Future framework for productive working – BCWA recognise that there are alternatives to office working post the pandemic
and will explore models of working that may incorporate more flexible and agile working avoiding the one desk one
employee principle. This is work in progress.
Optimum Operating Numbers (OON) - this is the term used to describe the maximum number of specialist advocates that
are needed onsite at a BCWA site at any one time as clients start to access face to face services. Where an OON is not
met the manager reserves the right to make contact with specialist advisers to attend a BCWA site. OON’s replace
previously agreed work bubbles.
Personalised space - where one desk is allocated to one individual and no other. This will apply to positions that are
attending BCWA sites on a regular (75% +) basis. Employees not attending BCWA sites at this level will be allocated a
safe working space when attending BCWA sites.
Safe working space - a desk that is available for employees to work from when they attend BCWA sites. All safe working
spaces will be appropriately cleaned and located with similar positions prior to employee arrival on site however the
employee is required to satisfy their own need for sanitation and wipe the desk/ equipment down again. The exceptions
relate to employees who have specialist equipment (workplace assessments) that is exclusively to meet their specific
needs.
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Safe distance - there is no requirement to socially distance however BCWA wish to maintain the principles of keeping
colleagues and clients socially distanced and will from this risk assessment use the term safe distance. Safe distance is
considered to be a minimum of 1 metre from one person to another. BCWA will not enforce Safe Distance but encourage
employees to maintain this principle within its work environment.
Gender space strategy – this is an approach that BCWA are working towards where possible in certain sites to create
trauma informed allocated gender space to allow female only spaces for specialist abuse services. This is in line with good
practice (Women’s Aid standards) and avoid compromising the Violence Against Women and Girls strategy (VWAG) as
male services become more prominent within BCWA.

Hazard (hazard and hazard description):
Failure to follow government policies will lead to the spread of coronavirus infection amongst our workforce and anyone they come into
contact with.
Control Measures (existing):
The government's Coronavirus Act 2020 and associated regulations and orders have set a framework to prevent the spread of the virus.
BCWA has developed procedures and arrangements to work within those rules and guidance.
In accordance with the government guidelines the services provided by BCWA fall into the category of essential activities.
Each service area/location has produced a set of detailed COVID-19 operating guidance in line with government guidelines. This is
published at local offices and all employees and service users are made aware of it.
Each employee has been issued guidance for use of equipment and restrictions on moving across sites.
Procedures/operating guidance are reviewed on a 2 weekly basis by senior managers and where necessary amendments made.
Where new guidance is published via gov.uk/coronavirus, immediate action is taken to adhere to new guidance and minimise risk.
The UK Government updated its COVID Road map on 11 June 2021 and published new guidance on 14 July in preparation for the nation to
unlock, effective from 19th July 2021. BCWA has subsequently adjusted its Roadmap in accordance with the new guidance. This Roadmap
has been amended in line with this updated Risk Assessment
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BCWA will update/inform employees via their manager following regular SMT meetings, via Employee newsletter and CEO direct emails to
all staff.
BCWA continues to keep a database relating to employees (vulnerable, shielding, isolating, contracted COVID-19 cases) reporting, breaches
and actions taken to ensure compliance at all times.
All employees have access to PPE applicable to the risks assessed within the service (sanitizer (alcohol-based at least 60-95% alcohol)
hand wash (must wash for min 20 secs), disinfectant, face masks, gloves, face shields, desk dividers, signs)
Where employees display symptoms onsite they will be instructed to seek a COVID-19 test at a local test centre. Where employees have
been contacted by NHS Test and Trace and requested to self-isolate. BCWA require notification including evidence of the email/text
message instructing this and will maintain a record to assess any patterns of infection/spread. BCWA will work within Public Health
England’s instructions for reporting incidents in an area.
Contractors on site have all been notified of new operating guidance and advised in advance of BCWA’s onsite COVID-19 operating
procedures. Contractors are requested to provide BCWA with their risk assessments prior to attendance on site and provide their staff with
access to PPE. Where applicable BCWA will provide PPE where work is essential/emergency. Contractors who attend BCWA premises
must have the following information logged for Track and Trace purposes – Name contact number, date of visit, time of arrival and departure
and employees they interacted with.
Clients will be informed that services are available onsite and advised of safe distancing and COVID arrangements. All client spaces will
work within agreed optimum operating numbers.
Further Control Measures Required:

Assigned To:

Due Date:

BCWA to audit control measure to ensure compliance and reduced risk for minimal
cross contamination.

SMT/HR administrator

Ongoing

BCWA to maintain a list of external meetings attended

SMT/HR administrator

Ongoing

Hazard (hazard and hazard description):
Personal protective equipment (PPE). Contact with potentially cross contaminated PPE may transmit infection.
Control Measures (existing):
BCWA will make available a range of PPE including facemasks, hand sanitiser, gloves and aprons for employee use.
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Employees should wear face masks when they move around the BCWA site. They do not have to wear a mask when sat at their desk. If an
employee chooses to wear a mask while sitting at their desk they can do. Where employees are exempt from wearing a face covering they
should inform the HR Administrator who will keep a record.
Employees must not accept any PPE offered by any host agency or by a client.
Employees must not share or borrow PPE from each other. Allocated PPE remains personal to whom it was issued.
If PPE is not available for the visit, meetings must not take place.
If PPE is left in offices and or communal areas BCWA will dispose of it in a plastic bag and put into communal bins (emptied daily) with all
work surfaces disinfected and wiped down.
PPE provided by BCWA is disposable and should not be reused. Used PPE should be disposed of in communal bins.
Employees are required to sanitise/disinfect all work areas before and after they are used.
Employees are required to enter and exit using hand sanitiser and handwash.
Further Control Measures Required:

Assigned To:

PPE service audit to take place to ensure appropriate use

Finance team

Where PPE is left office audits to identify risks and employee notified

Service manager

Office cleaning rota’s and audits

Service manager

Due Date:

Hazard (hazard and hazard description):
As work bubbles are phased out and employees return to the BCWA work environment contamination/spread increases.
Control Measures (existing):
Service and office employee rotas will be developed to maintain the on and offsite working arrangements. BCWA managers will be
responsible for communicating all rotas to employees.
Operational Managers will be available onsite on a daily basis to address any matters and manage the rota system.
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Each service/workspace will work within Optimum Operating Numbers (OON). Managers will identify OON’s maintain agreed levels of
staffing making contact with employees working from home to attend the onsite workspace at short notice to maintain the OON’s.
Managers will assess all employees within their team identifying any issues/anxieties or vulnerabilities preventing them from accessing the
work environment and make any necessary adjustments including scheduled days to return to work to reduce any anxiety and build
confidence that the workspace is a safe space.
Employees are allocated designated areas to undertake their work. Where possible this will be within the same service however there may
be occasions where the employee is allocated a safe space outside of their usual team/service/office. Each workstation will have appropriate
screens and access to cleaning/sanitation and PPE.
BCWA workspaces are disinfected at the start of the day and at the end of the day by employees’ onsite. All surfaces are wipe able and
wiped on a regular basis. Employees are encouraged to wipe down any surface prior to commencing their day’s activities as a secondary
measure to ensure that it is free from any contamination.
BCWA safe distancing across all sites and within each office/location and request that there is minimal/no physical contact with colleagues
and/or others.
BCWA discourage movement across sites and floors and if it is necessary that this undertakes only for essential business. Face masks must
be worn across sites/different floors. Safe distance is encouraged amongst the staff as they move around BCWA sites.
BCWA Employees do not need to wear a face covering when seated at their desk but should wear a face mask when moving around the
site.
Procedures/operating guidance are reviewed on a 2 weekly basis by senior managers and where necessary amendments made.
Where an individual presents symptoms the operational manager will encourage the employee to take a COVID test and anyone that has
been within close contact with the employee. Where necessary the manager will position the employee away from others and no direct
contact with clients and other members of staff until such time that results have been received. If positive the employee and manager will
discuss how tasks/ duties and responsibilities can be undertaken offsite. Each service area maintain a list of all the positions and details of
on and offsite working arrangements should this occur. Each manager will define the role/ function and tasks expected during this isolation
period and the standard of work expected and hours of work.
BCWA will update/inform employees via their manager following regular SMT meetings, via Employee led newsletter and CEO direct emails
to all staff.
BCWA maintains an onsite and offsite operating model that meets all good practice guidance issued by the government. Health and safety
risk assessments/homeworking agreements must be completed to ensure compliance by all employees working outside BCWA offices.
BCWA to review homeworking risk assessments with individual employees via Microsoft Teams/appropriate video call platforms and or
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undertake home visits to ensure that employees are working within health and safety regulations. Employees have adhered to the BCWA
Roadmap to return to work during May, June and July and will continue to return to work against agreed rota’s and OON’s.

Further Control Measures Required:

Assigned To:

Due Date:

BCWA to audit OON’s/rotas and manager site presence and their implementation to
ensure compliance and reduced risk for minimal cross contamination.

Operational leads/ HR
administrator

Ongoing

BCWA to audit the safe distancing limited to 1 metre

Operational leads/HR
administrator

Ongoing

BCWA to audit wipe clean surfaces by daily rota ticked and signed to say BCWA has
completed/complied

This task to be allocated to
someone via management for
each site/ HR

Ongoing

Hazard (hazard and hazard description):
BCWA staff are unaware of the changes that are occurring within BCWA sites post reorganisation at some sites (Landchard house, Karen
house). During the COVID lockdown BCWA has been reviewing the use of space within its current locations and has undertaken some
reorganisation.
Control Measures (existing):
Managers to advise staff of changes to the sites and the change of use for the sites
Quick Summary of use of space
Location
Sandwell Landchard
house Floor 1

BCWA Service



Corporate services
Counselling Suite

Gender Space Strategy ( this
applies to BCWA space only)

Other Partners sharing the
same floor

Female and male

Yes
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Sandwell Landchard
House floor 2



Modern Day Slavery Outreach
service and MDS Regional office



Women’s Justice New probation
contract
New Chance
Women’s Street Homelessness
Service

Female

Yes

Domestic Abuse Community
Rape and Sexual Violence
Community
Stalking
Counselling administration
Fundraising and volunteering
Women’s Centre - work in progress

Female

Yes



Sandwell Lanchard
Floor 3








Sandwell

DVA Accommodation FOC – this is the
administrative hub of DVA accommodation
services

Female

No

Sandwell

MDS safe house - this is the administrative
hub of MDS accommodation services

Female

No

Domestic Abuse Community
Rape and Sexual Violence
Community
Stalking

Female and Male

No

Domestic Abuse Community
Rape and Sexual Violence
Community
Stalking
Children’s Services

Female and Male

Yes

Female

No

Dudley





Walsall






Birmingham

Women’s Justice New probation contract
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Wolverhampton

Proposal - To be the regional office for the
Rape and Sexual abuse Service - In
development

In development

In development

Internal meetings: where these need to take place, BCWA has designated meeting spaces which meet COVID-19 standards (including
cleaning, screens, available PPE etc.). No other identified space is considered a safe meeting space.

Further Control Measures Required:

Assigned To:

Due Date:

BCWA to review use of rooms and service allocation

DCEO/ HR administrator

Ongoing

BCWA to use a rota system to monitor use of rooms available for booking and
sanitations procedures

DCEO/ site nominee//HR
administrator

Ongoing

BCWA to review on a weekly basis the number of face to face meetings via
prearranged/drop in

Service Manager/lead and or
nominated representative of
service

Hazard (hazard and hazard description):
Where BCWA is located with other organisations/businesses and they are returning to the building increasing footfall and their clients/staff
into the building increasing the potential for cross contamination.
Control Measures (existing):
BCWA will ascertain from other agencies operating in the building how they intend to work around the building in communal areas. A list of
the agencies and their approaches will be gathered and made available to employees working onsite. BCWA have no powers to enforce
other agencies to adhere to guidance.
Request from the landlord their risk assessments for the building they are responsible for.
Where received cross reference against BCWA Risk assessment and make necessary adjustments to keep all people in the building safe
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Where necessary discuss with partner agencies any concerns, suggested adjustments and concerns.

Further Control Measures Required:

Assigned To:

Due Date:

BCWA to audit the receipt of partner/other agency COVID plans

CEO

Ongoing

BCWA to audit landlord COVID plans for buildings to ensure synchronicity/
compatibility

CEO

Ongoing

Hazard (hazard and hazard description):
Where there is insufficient ventilation for employees to work within and or client space causing spread and contamination
Control Measures (existing):
Each room is assessed and listed to identify adequate ventilation either via doors, windows and vents, by mechanical means using fans and
ducts and or a combination of both. BCWA does not consider traditional desk fans suitable for any workspace.
All spaces will aim to have natural ventilation via doors, windows and vents.
Where natural ventilation is not available all spaces will have a mechanical source of ventilation via BCWA approved mechanical ventilation
sourced via the finance team. No alternative can be used. (Product used is Dyson Air purifiers). BCWA does not consider traditional desk
fans suitable for any workspace nor fan heaters as a source of heating.
Employees and clients will be encouraged to wear face masks provided by BCWA in shared spaces and requested to maintain safe
distance.
Where BCWA feel that there is a concern regarding the clients health and they are accessing a mechanically ventilated room the employee
can a) continue to use the room if they feel comfortable to do so or b) find a window ventilated room when next available c) set up an
meeting via an IT platform in another room to communicate with the client. BCWA employees reserve the right to reschedule any
appointment where they feel that the client/ agency will put them at risk of COVID 19. Meetings in these rooms should be kept as short as
possible.
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All spaces will maintain screens and have available face masks, hand sanitation for both Employee and Client and both are encouraged to
wear them

Further Control Measures Required:

Assigned To:

Due Date:

BCWA to audit the use of the mechanically ventilated rooms for confidence in BCWA
systems

CEO

Ongoing

Hazard (hazard and hazard description):
Where employees are anxious or reluctant to return to the office as they do not deem the work environment to be safe.
Control Measures (existing):
All employees will be a part of a rota to return to build confidence and share all risk assessments and measures put in place. This will be
done via site visits to offer reassurance.
BCWA will continue to promote the COVID vaccination programme and maintain a list of all the employees who have had 1 or both jabs.
BCWA will not force any employee to take the vaccination but will promote its benefits.
Managers will identify employees who at higher risk, people who need to self-isolate and those that have not been vaccinated and plan
return to the office environment. BCWA will not exclude this cohort from return but work with the employee for a return to the work/office
environment. It is in the interest of equity that BCWA will ensure that all employees work towards returning to work. The Future Framework
for Productive Working will be developed assessing efficiency and effectiveness of all the tasks and responsibilities that BCWA has and how
best to meet them in the future. Whilst BCWA will consider hybrid models of working it is not a right of employees to expect it. BCWA will
define its services to meet the needs of the client/stakeholders in due course.
BCWA at all times reserves the right to request that employees return to the BCWA work environment where it is felt that they could be
better supported or work progressed within the work environment. No notice needs to be given and a request from the manager on the day
can be given. The manager will ensure that a safe space to work from is available. BCWA will ensure that all decisions are fair and equitable
meeting employee’s needs.
Further Control Measures Required:

Assigned To:

Due Date:
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BCWA to audit individual risk assessments for employees identified as vulnerable
and/or reluctant to return to work.

CEO

Ongoing

Hazard (hazard and hazard description):
Where employees consider post 19 July as “freedom day” and COVID is no longer a risk and subsequently change behaviours that may put
them and others at risk.
Control Measures (existing):
Despite the unlocking of COVID measures BCWA still considers COVID 19 to be a significant risk and will ensure that information regarding
the contamination and spread of the virus is made available to all employees.
BCWA will encourage employees to consider their social activities outside of BCWA and the potential consequences to them and to others: it
is pointless if BCWA put in the measures to protect, only for them to be “undone” by the employee who chooses to work within a different set
of COVID arrangements.
BCWA will encourage employees to take lateral flow tests prior to attending work where their social activity has/may have put them at risk.
Whilst this is not enforceable this measure is preferable to keep everyone safe. Please note lateral flow tests are only used where there are
no symptoms. Where symptoms presents a PCR test should be booked and taken.
BCWA will monitor employee COVID numbers on a weekly basis.

Further Control Measures Required:

Hazard (hazard and hazard description):
Local areas BCWA work within have increases of COVID Cases

Assigned To:

Due Date:
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Control Measures (existing):
BCWA to receive regular information from local authority public health departments via local commissioners on updates to area risks
BCWA to keep up to date with local news regarding risks in the areas
Operational senior management team to notify employees affected and review operational arrangements
If premises remain operational instructions for hyper-vigilance (including but not exclusive to cleaning, assessments)
If an area is identified as a local lockdown CEO and relevant operational SMT to hold an emergency planning meeting to assess impact on
employees, BCWA premises and services.

Further Control Measures Required:

Assigned To:

Due Date:

Hazard (hazard and hazard description):
BCWA services are open and available for face to face contact effective from 19 July 2021. Agencies have been notified and are already
sending clients to local offices. Contact with visitors, customers or clients. Risk of infection being passed from contacts or with contaminated
premises and equipment.
Control Measures (existing):
BCWA continue to prefer meetings via Microsoft Teams and other IT platforms to conduct business.
External meetings: employees are required to notify their manager of any external meetings they have been invited to. The manager is then
to assess whether the meeting is to be attended by the employee. The manager must be satisfied that arrangements are in place for safe
practice and COVID-19 risk assessments have taken place. The manager reserves the right to refuse attendance where it is felt the space
will have a detrimental effect on the BCWA employee.
Managers to monitor the request for external/face to face meetings
Where possible access to services should be prearranged to ensure full compliance with COVID-19 guidance and BCWA operating
procedures.
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All access points have protective equipment that must be used prior to entry and on departure (hand sanitizer, hand wash and other PPE as
appropriate).
Face coverings remain mandatory for visitors to BCWA sites.
Visitors and clients must sign in, complete health and safety assessments and provide up to date contact details as part of NHS test and
trace procedures. If the client refuses BCWA reserves the right not to provide face to face support the client but to agree alternative support
and make referrals to statutory agencies for help and support. This must be completed in designated areas and BCWA must be satisfied that
there are no risks whilst in BCWA space (clients must confirm that they have no symptoms when accessing BCWA sites).
All face to face group activity has been suspended until the foreseeable future within BCWA offices however alternative group support is
available via IT platforms. Schedules are made available to relevant client group.
Contact with clients has been reviewed and service delivery redefined to ensure that risk of harm to victims of abuse is not affected during
COVID-19. The main offer is telephone support however face to face meetings are available subject to individual risk assessment. Where
appropriate BCWA link with statutory partners (police, social services, health) to refer risk and concerns to adult/child for statutory
assessment.
A COVID-19 client survey has been undertaken to assess impact on client in relation to risk of harm and impact of support. Following this
service models have been adjusted as appropriate.
Face to face meetings are available via 2 methods 1) emergency response (walk in request for help and support) and 2) pre booked
appointment. Emergency response procedures have been developed to enable the service to deliver help and support. Masks, gloves and
sanitised spaces are available. Clients are requested to complete health and safety checks prior to support. Pre booked appointment
procedures have been developed and clients are advised of the procedures in advance of the appointment. Masks gloves and sanitised
spaces are available. Clients are requested to complete health and safety checks prior to support. Meetings/contact should last no more than
1 hour.
Where BCWA employees are requested to return to co-located premises BCWA to receive an updated risk assessment. BCWA will
undertake a risk assessment on the space that is available to the employee returning to partner locations and ensure that there is
appropriate access to PPE. Ventilation and assess movement/flow of people. BCWA will assess employees potential return including have
regard to any vulnerabilities/ issues that may prevent this return to work. All risk assessments to incorporate consultation with employee and
host organisation. BCWA maintain the right to refuse for a return to co-location if it is felt that it doesn’t meet the standard/and or requirement
to that of all BCWA employees.
Reception spaces have been risk assessed and designated numbers identified in the space at any one time. Operating procedures have
been developed, this includes practicing social distancing, protective screens and PPE is available for employees and clients. Clients are
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requested to arrive and leave within a designated time to enable full clean pre and post attendance. Furniture is appropriate (no soft
furnishing) and all toys and books have been removed to minimise cross contamination.
If at any time there are more than the permitted number of clients in a space BCWA will provide support on a first-come, first-served basis
and request clients attend the space at designated times.
Where clients display symptoms onsite they will be instructed to seek a COVID-19 test at a local test centre. BCWA will work within Public
Health England’s instructions for reporting incidents in an area.
Where a client informs BCWA that they have tested positive, and we have been in direct contact with them we will assess if employee has
followed guidance for staying safe. If employee is contacted by track and trace we will adhere to national guidance.
Notices and information are available for clients at all sites.
Clients are advised that there will be no physical contact e.g. handshakes, hugs, comforting or refreshments provided. Should refreshments
be provided these must be in a disposable cup and disposed of by the client and/or removed by employee using appropriate facemasks and
hand sanitation.
Any items given to comfort e.g. tissues must be disposed of by the client and/or removed by employee using appropriate PPE
Counselling clients or those accessing the service on a regular basis, not one off contact, will be provided with a PPE pack. This will be
signed for and clients should bring to each appointment. Where this is not provided the session/contact cannot take place and telephone
support offered.
Due to cleaning/limited rooms available appointment times must be maintained by clients with an expectation of 5 minutes either side of the
appointment being acceptable. Clients are encouraged to notify the service if there are any delays which may prevent the service operating
as arranged. BCWA will reserve the right to cancel the appointment.
Clients accessing the service on site will be monitored on a weekly basis.
If a client has been tested and traced they are advised to notify the local public health department of when they were in contact with BCWA
and identify employees who have supported them.
Offsite visits. Where it is essential to meet up with a client in service for support/subsistence/emergency, a risk assessment must be
completed in advance detailing the location and space that the employee is due to enter. Where possible meetings should be undertaken in
the open with relevant PPE being worn. The client is required to complete the health and safety checklist (as with an onsite visit) prior to
support. Employees are not permitted to access a client’s home during COVID-19 unless risk assessed and with prior knowledge of the
health and safety risks, ventilation, history of COVID-19 symptoms. Where provisions e.g. food parcels are being made available employees
are required to hand them over allowing sufficient distance between themselves and the client.
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BCWA will notify the local public health department of clients in contact with the employee should they test positive for COVID-19.
All employees, visitors and clients are expected to comply with the current COVID 19 restrictions/guidance in place at the time of their visit.
Further Control Measures Required:

Assigned To:

Due Date:

BCWA to establish individual room checklists and audit control measure to ensure
compliance and reduced risk for minimal cross contamination

SMT/ HR administrator

Ongoing

Test and trace list of clients and follow up support recorded

Operational service

Ongoing

BCWA to maintain lists of PPE allocated to client and usage including DNAs, failure
to bring equipment provided

Operational service

Ongoing

BCWA to review offsite visits on a weekly basis and monitor contact with clients

Operational service

Ongoing

BCWA to audit control measure to ensure compliance and reduced risk for minimal
cross contamination.

SMT/ HR administrator

Ongoing

BCWA to maintain a list of external meetings attended

SMT/HR administrator

Ongoing

Hazard (hazard and hazard description):
Employees working on or within other host sites. Risk of spread of infection from non BCWA employees into BCWA sites
Control Measures (existing):
A full list of employees working within a host site to be maintained and updated monthly by HR. BCWA to distinguish employees working on
a regular basis e.g within LA partners and those that attend other sites on an ad-hoc basis e.g. visits to other premises
COVID-19 risk assessments for each host site to be shared in advance of BCWA employee working or attending a site for BCWA assurance
that that they meet with government guidelines and BCWA standards.
PPE to be made available for employees working within host sites based upon their risk assessment and role/function.
Movement across sites or in different workspaces must be limited to essential movement only. Should the need arise employees should
wear face masks and ensure hands are sanitized.
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As employees return to work in line with the BCWA Roadmap full plans of employees on site must be maintained via rotas/employee listing
BCWA employees have been offered the vaccine via Sandwell MBC Public Health or can access vaccine through normal NHS routes. A list
of those vaccinated will be maintained by HR and employees are required to notify HR of any vaccination dates/details. This list will be
reported to Trustees. It is not mandatory that employees have the vaccine to work within BCWA offices/accommodation and/or with clients.
BCWA respect the rights of employee choice however will monitor the impact of vaccines.
Employee to notify BCWA HR if host has identified COVID-19 symptoms/cases within the space and or test and trace cases.
Where COVID-19 has been identified within a team member in the host space BCWA employee may be required to self-isolate in
accordance with test and trace guidance.
If the employee has symptoms and/or contracts COVID-19, employee to notify BCWA advising of all people they have been in contact with
both within host and BCWA so BCWA can assess risk. The employee must not enter into any BCWA office until after a period of isolation
and or full recovery.
Employees working in host sites not to access BCWA sites without prior notice of their attendance and meeting BCWA onsite attendance
numbers. On arrival to BCWA office a health and safety form to be completed.
Supervision and support to be provided offsite either via face to face meetings in host venue or via IT platforms.
Where the employee is required to drive this must be for essential work business and risk assessments on use of vehicle use to be followed.
Further Control Measures Required:

Assigned To:

Due Date:

Hazard (hazard and hazard description):
Travel and vehicles. Risk of the spread of infection from vehicles and during travel.
Control Measures (existing):
Where possible employees are encouraged to use their own vehicle to arrive/depart from work. Employees are advised to ensure that
surfaces and controls are routinely sanitised. Upon arrival employees are required to wash hands and/or sanitize their hands before touching
any work surfaces and/or equipment.
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If public transport is used employees are required to comply with public transport arrangements of face coverings and social distancing.
Upon arrival employees are required to wash hands and sanitize their hands before touching any work surfaces and/or equipment. It is
important to note that hand washing is essential to stop the spread of COVID 19. Sanitiser should be used after washing hands and when
handwashing is not available. However hands should be washed as soon as possible.
Employees are discouraged from providing transport to other members of staff. Should this be absolutely essential and related to work PPE
must be worn during the journey. Employees are asked to consider sitting at the back of the car if not driving to maintaining some element of
social distancing and windows should be open to provide ventilation. Prior to the journey the employee is required to complete a health and
safety risk assessment.
Employees are discouraged from providing transport to clients and their children. Should this be absolutely essential or if a second worker is
required for any part of the work activity they will travel separately. Employees will;









Complete the health and safety assessment for every individual on the trip/in the vehicle.
Agree terms of the transportation with the client in advance of the journey.
Provide Information on social distancing and hygiene to clients when entering the vehicle.
Ensure that the employee cleans the vehicle to avoid cross contamination.
Wash hands before entering the vehicle and upon exit. Hand sanitiser should be provided for use by all in the vehicle.
Consider seating arrangements within the vehicle with as much room between passengers as possible. No more than 1 additional
adult and 2 children in the vehicle at any one time.
Windows should be open for ventilation regardless of the temperature outside.
No car heating or air circulation to be used to minimise circulation of any virus.

.
Further Control Measures Required:

Assigned To:

Due Date:

BCWA to maintain a list of employees taking public transport to work

HR

Ongoing

BCWA to maintain a list of car journeys undertaken with clients

Operational manager

Ongoing

BCWA to review whether client journeys are viable

Operational manager

Every 2 weeks

Hazard (hazard and hazard description):
Donations new and 2nd hand. Risk of spread of infection from donated items to employees and clients
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Control Measures (existing):
New items
New items can be received in to designated sites preferably on dates and times pre agreed with the donor (site list to be provided).
New items to be received by a BCWA employee at all times and a health and safety checklist must be completed by donor household.
Schedule to be published and made available.
Non-BCWA staff are unable to handle new items donated into the service.
New items to be stored in a space away from all employees where the items can be quarantined for 72 hours.
New items will be distributed via a tracking system to ensure that all items are logged and distributed safely.
2nd hand items
BCWA are unable to receive 2nd hand donations during COVID-19.
Where items are brought to the BCWA offices the staff on site/commissionaire (Landchard House) will refuse items presented.
Where items are brought to BCWA offices and left at the building without the knowledge of a BCWA staff member, these items will be
automatically sent to a cash for clothes agency so that BCWA can benefit from the generosity of its kind supporters.

Further Control Measures Required:

Assigned To:

Due Date:

List of items presented without prior knowledge

Fundraising team

Monthly

Cash for clothes totals to be published as part of annual accounts as part of donations

Finance

Annually

Hazard (hazard and hazard description):
Personal hygiene. Inadequate personal hygiene standards pose a risk of contracting the infection and cross contaminating surfaces.
Control Measures (existing):
BCWA employees are required to attend work meeting high standards of hygiene in accordance with their employment conditions.

Black Country Women’s Aid
COVID-19 rIsk assessment
All BCWA sites and services
All PPE to be made available at each site and used appropriately.
Notices available at all sites regarding personal hygiene.
In line with Government guidance employees should wash their hands when they attend work or arrive at home.
At all BCWA site entry hand sanitizer containing at least 60% alcohol in available for staff to use. This must be repeated when exiting and reentering throughout the working day. This should be in addition to regular handwashing.
Employees are instructed to wash hands in line with government standards (soap and water for a minimum of 20 seconds) and every 1-2
hours regularly especially where they may be moving throughout the office space.
Employees are instructed to only use their own equipment and not share with others. This included any PPE, stationary, desk, chairs IT,
telephones, mobile phones, crockery and cutlery. Where a phone has to be shared it is wiped down after each use.
Employees are encouraged not to not to touch their eyes, nose or mouth, if their hands are not clean nor touch or be close others.
Employees to maintain safe distance at all times and use where appropriate screens and facemasks.
Employees are instructed not to make any physical contact with another employee, however if contact is made in the spirit of friendliness and
safety employees must use accepted ways to connect such as connecting elbows.
Employees are instructed to ensure that any items e.g. tissues containing any bodily fluid must be disposed of using a plastic bag and then in
a shared/office bin or pocketed until that procedure can be followed. Work surfaces must be disinfected/wiped down immediately after
sneezing and or coughing and at the start and end of the day by the employee.
Employees are instructed that any potentially contaminated clothing and or personal protective equipment should be taken off and placed in
a suitable plastic bag or container and disposed of.

Further Control Measures Required:

Assigned To:

Due Date:

SMT to assess personal hygiene of employees on a daily basis.

Service manager

Weekly

Hazard (hazard and hazard description):
Food and drink on and offsite. Potential for cross-infection.
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Control Measures (existing):
On BCWA premises
Employees are required to provide their own food and drinks to sustain them through a working day.
Employees are required to provide and use their own crockery and cutlery for food and drinks provided and ensure that they are washed and
stored on their desk at the end of each day.
Employees are encouraged not to share food from their crockery/cutlery or have communal food such as a biscuit box.
Where employees purchase food offsite they are required only to purchase food from outlets that meet high standards of government health
and safety standards and maintain COVID-19 regulations to minimise potential exposure to infection.
Food and beverages purchased from outside that contain packaging must be disposed of in BCWA bins (emptied every day). No food or
packaging must be left on desks. Any leftovers must be put in a plastic bag/packaging and stored in the BCWA fridge and consumed the
next day. Food will only be stored for maximum 72 hours before it is removed and binned.
Off BCWA premises
Employees are instructed to politely refrain from consuming food and beverage offered by clients to avoid risks associated with cross
contamination.
Employees are required not to touch food or equipment to prepare, store or present food/drinks in a client’s/host home/venue.
Employees are instructed not to provide food or refreshments to clients at their own homes as a good will gesture. Only food via agreed
methods e.g. foodbanks must be provided.
Employees are required to provide their own food and refreshments when working within a host agency or attending meetings.
Further Control Measures Required:

Assigned To:

Due Date:

Tea and coffee canisters to be cleaned out weekly

Agreed with teams

Weekly

Observations on a daily basis that desks are clean and food/drink free

Service manager

Daily

Hazard (hazard and hazard description):
Contacts on client premises. Potential for cross-infection at client premises.
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Control Measures (existing):
Where possible employees do not enter into clients houses for appointments unless approved by senior manager and a risk assessment
completed. Lone working procedures would also need to be adhered to.
In advance of any face to face contact employees must be aware of the setting that they are going into e.g. house, flat, bedsit to assess in
advance the logistics and privacy of the meeting and advise the client of the arrangements prior to the appointment.
Employees must complete where possible a pre site visit health and safety assessment and complete on arrive to the property to assess
immediate risk or any changes to previous risk assessments.
Where face to face contact occurs employees must maintain 2m distance with all parties involved and wear a face covering. Additional PPE
is available if preferred. If at any stage the COVID-19 standards are not maintained the employee must leave the premises to avoid further
risk to themselves.
The employee is instructed to avoid shaking hands, hugs and other personal contacts.
Employees are instructed not to accept any items from the client to hold/read without PPE.
Before entering into a client’s space/property the employee must sanitise their hands and/or wear gloves. The employee must avoid touching
any surfaces within the client’s space. On departure the employee is required to sanitize their hands prior to entering into their vehicle. The
employee should ask the client to open windows to provide ventilation.
Workforce instructed that where any client contact may have been made or surfaces touched or handled, they must sanitise their hands
before getting back into their vehicle.
If the employee returns to a BCWA office they are required to submit a risk assessment summary and sanitize prior to entering into any
BCWA office.
If the employee returns home they are required to submit a risk assessment summary and sanitize prior to entering into their home to
minimise cross contamination.
BCWA offices are undergoing some refurbishment/reorganisation. Where this is occurring the client must be informed of the activity, likely
disruptions, contractors on site and potential impact on the direct service delivery to enable them to make an informed decision about their
support onsite. BCWA support staff will assure the client that despite the disruption the service will be maintained to the highest standard.
Further Control Measures Required:

Assigned To:

Client visit logs produced on a weekly basis

Service Manager

Due Date:

Black Country Women’s Aid
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Hazard (hazard and hazard description):
Telephone and IT equipment. Contact with potentially cross contaminated equipment may transmit infection.
Control Measures (existing):
Employees will be provided with fully furnished workstations containing desk, chair, computer/laptop and telephone/mobile phone (as
appropriate). These must only be used by the employee and wiped down at the beginning and end of the day.
Employees must not utilise equipment provided or made available by clients during any offsite visit.
Employees working within a host site must only use equipment agreed by BCWA and adhere to cleaning/sanitising requirements
Employees must use sanitising PPE provided by BCWA to sanitise and clean BCWA equipment.
Where equipment is returned to the corporate team by employees the employee is required to have cleaned it down before handing it over.
The corporate team will quarantine the equipment for 48hours minimum before making it available to another employee. Before allocating, it
will be cleaned again and once again in front of the employee receiving it.
Further Control Measures Required:

Assigned To:

Due Date:

Asset register of equipment to be updated listing who has what equipment/ access to
equipment

Finance team

Monthly

Once a month a through clean of all equipment

Service manager

Monthly

Hazard (hazard and hazard description):
Smoking. Inhalation of tobacco smoke and or vapours from e-cigarettes may make smokers vulnerable to coronavirus infection.
Control Measures (existing):
Employees are reminded to comply with no smoking regulations at all times
Where employees smoke within designated spaces they must not smoke in groups (2 defines a group). They must smoke on their own in the
designated area to finish and or return to their work. BCWA does not pay for smoking breaks all time must be taken out of the breaks
employees are entitled to. If more than one employee wishes to smoke in the designated area they must wait until the space is free and no
one else present to minimise shared smoke/cross contamination. Smoking breaks are not permitted in line with current standards of
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employment. Employees are required to use their own time for smoking. Employees must enter into BCWA premises having washed their
hands thoroughly and using hand sanitizer.
BCWA employees are advised not to smoke and to avoid inhaling tobacco smoke and e-cigarette vapour
BCWA employees must refrain from smoking when working within host agencies, visiting clients and or other partners.
BCWA can refuse entering into client space/property if it known that they are a smoker to reduce vulnerability to chest infections/COVID.

Further Control Measures Required:

Assigned To:

Due Date:

Random Audit of smoking shelter space in each site

Service managers

Monthly

Identify smokers within the team

Service managers

Immediately

Hazard (hazard and hazard description):
Employees travel abroad to countries not on the Government green list or that the country’s risk changes whilst the employee is abroad
Control Measures (existing):
Employees are reminded to comply with Government guidance on overseas/ foreign travel including any pre travel assessments/tests and
post travel arrangements. Where applicable, employees should build in any isolation period.
Employees will also be required to adhere to Employee Handbook conditions when booking time off and considering any period of isolation.
Prior to return to work, BCWA will need to be satisfied that the employee returning to work has not contracted COVID by requesting that a
lateral flow test is taken within 48 hours before returning to work. Lateral flow tests will be obtained by the employee available in community
setting such as supermarkets, pharmacies free of charge.
Further Control Measures Required:

Assigned To:

Due Date:

Annual leave to be monitored for oversea travel in line with Government guidance
and reported to Trustees.

Service managers

Monthly

Service managers

Immediately
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