
COVID-19 Risk Assessment for the Memorial Hall, Lambourn 

This Risk Assessment will be updated in line with Government Guidelines and changing circumstances 

N.B. As from August 8th, face coverings have to be worn in community centres. This will be enforceable in law. 

 

KEY: MOP: Members of the Public; HU: Hall users (i.e. those attending meetings & events); EO: Event Organiser; PTU: Public 

toilet users; V: Vulnerable (i.e. those at higher risk if catch the virus); Staff: Clerks and cleaning staff; C = contractors/consultants 

Risk identified 
What are the hazards? 

Who at risk? 
Who might be 

harmed & how? 

Control 
What is being done to mitigate the 

risk? 

Further action 
What further actions need 
to be taken to control the 

risk? 

Person 
responsible 
Who needs to 
carry out the 

action? 

When? 
When is 

the 
action 

needed 
by? 

D
o

n
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Catching/spreading 
the virus in the 

exterior areas (Porch, 

exit passageway, 
pavement) 

MOP: Unable to 
social distance 
from queue to 

enter Hall/public 
toilet. 

HU; PTU; Staff; 
C; V: 

Not maintaining 
social distance; 

touching 
doors/door 

furniture 
 

Social distancing markers on 
ground in porch and 

passageway, 2 metres apart. 
No drop-off, delivery or 

collection parking on pavement 
included in C-19 Hall hire 

conditions. 
Double entrance doors to be 

kept open when HU 
entering/exiting to mitigate 

“pinch point”. 
One way system via side 

passageway if HU/ staff likely to 
be entering and exiting at same 

time. 
Staggered entry times arranged 

at booking.  

 Signs warning  
customers using the 
pizza takeaway to 

avoid parking on the 
pavement or sitting on 

the bench outside 
when Hall in use. 

 
Warning signs directed 

at MOP sitting on 
bench. 

 
 
 
 
 
 

SC 

  



Disabled entrance and exit has 
to be via front doors, EO to 

ensure distance kept. 
Reminder posters: keep your 
distance & wash hands; stay 

home if unwell. 
 Door furniture (including gate 
at side exit) wiped by cleaner 

and HU. Disinfectant spray and 
paper wipes provided for HU as 

well as cleaner. 
Event organisers to show in 

their risk assessment the 
measures they have taken to 
protect their vulnerable HU. 

 
 

Catching/spreading 
the virus in the foyer. 

Staff; HU; C;  
Becoming 
infected by 
touching 
infected 
surfaces or  
social distancing 
not maintained; 
 
(MOP accessing 
Clerk) 

Hand sanitiser on wall; poster 
directing everyone to sanitiser 
Social distancing tape on floor  

Inner doors open to allow 
entrance to hall and access to 
inside toilets to mitigate “pinch 
point”; poster on toilet doors to 
say no queuing; outer door of 
toilet to have engaged/vacant 

lock.  
Posters marking one way; keep 

your distance & wash hands; 
stay home if unwell; no coats 

hung on hooks. 

Booking 
system/arrangements 
for public accessing 

Clerk when Office 
reopens  

Hall & 
Streets 

Committee; 
Clerk 

  



Books secured. 
Door furniture and light 

switches wiped by cleaner and 
HU. Disinfectant spray and 

paper wipes provided for HU as 
well as cleaner. 

Event organisers to take 
measures for their vulnerable 

HU. 
Face covering to be worn 

Catching/spreading 
the virus in the inside 

toilets 

Staff; HU; C 
Becoming 
infected by 
touching 
infected 
surfaces or  
social distancing 
not maintained 

Toilets cleaned by cleaner daily; 
reminder to wash hands; soap 
and hot water available; hand 
drier in gents; paper towels in 

dispenser in ladies. 
Disinfectant spray and paper 
wipes provided for HU; bin for 
disposal of paper wipes. EO to 

ask and remind HU to wipe 
surfaces and light switches after 

use. Reminder posters: keep 
your distance & wash hands; 

stay home if unwell. 
No queuing outside the toilets. 

Vacant/engaged signs on doors 
between toilet and foyer. One 
person at a time in each toilet 

suite. 
Face covering to be worn 
N.B. Ladies’ toilet is the 

designated safe waiting area 

    



for anyone taken ill in the 
Hall.  

Catching/spreading 
the virus in the main 

hall 

Staff; HU; C 
Becoming 
infected by 
touching 
infected 

surfaces or  
social distancing 
not maintained 

Hand sanitiser dispenser on 
wall by fire exit. 

Disinfectant spray and paper 
wipes provided for HU; bin for 
disposal of paper wipes. EO to 

ask and remind HU to wipe 
surfaces after use.  Surfaces to 
include: tables, chairs (orange 
plastic until such time as we 

have advice about use of fabric 
upholstery), door and window 

handles, hatch shelf, light 
switches and window sills. 
Window curtains not to be 
touched; to be drawn using 
“litter grabber” ONLY;  long 

curtains to be tied back and not 
used. 

Ventilation: windows and doors 
to be opened to maintain 

airflow. 
Equipment associated with the 
projector will be set out in Hall if 
booked and will be wiped down 

by HU. 
Reminder posters: keep your 
distance & wash hands; stay 

home if unwell. No notices to be 
attached to noticeboard other 

    



than the laminated C-19 
warning/reminder notices 

permitted by Clerk. 
Hall floor will be cleaned twice a 

week. 
Face covering to be worn, 
except when taking part in 

exercise or sport which would 
also take place in indoor fitness 
studios, gyms, dance studios, 

leisure centres, or other 
premises for indoor sports or 
leisure activities, according to 

Government guidelines. 

Catching/spreading 
the virus in the 

kitchen 

Staff; HU; C 
Becoming 
infected by 
touching 
infected 

surfaces or  
social distancing 
not maintained 

Social distancing allows only 
one person in the kitchen at one 
time. Hand sanitiser dispenser 
on wall; soap, hot water, paper 

towels available. 
Fridge, Hall crockery and 

cutlery not to be used. 
HU to provide own tea towels. 

HU to clean all surfaces, 
handles, light switches, and 

equipment. 
Doorway is a “pinch point”, so 

no waiting in entrance. 

High risk area – 
kitchen to be closed 

to HU.  
The likelihood that HU 
will properly clean all 

equipment and 
surfaces which may be 
used by others eating 
and drinking is low, 

especially as only one 
person can be in the 
kitchen at any one 
time, due to social 

distancing. Keeping the 
kitchen closed, except 

for staff, will 
significantly reduce the 
risk. HU are asked to 

   



bring their own food 
and drink if required 

Catching/spreading 
the virus in the back 

room 

Staff; HU 
(Volunteer 
Group); C; 

Police 
Becoming 
infected by 
touching 
infected 

surfaces or  
social distancing 
not maintained 

 

Max. 2 people in the room at 
one time. Face covering to be 

worn, 
Disinfectant spray and paper 
wipes provided for HU; bin for 

disposal of paper wipes in main 
Hall. Surfaces to include: 

tables, chairs (existing black 
upholstered chairs can be 
wiped) door and window 
handles, hatch shelf, light 
switches and window sills. 

.Reminder posters: keep your 
distance & wash hands; stay 

home if unwell. 
Volunteer Group can enter and 
exit via front entrance unless 

Hall is in use, then use one way 
system. 

Volunteer Group’s risk 
assessment should show 

mitigating factors for vulnerable 
Volunteers. 

 

    

Catching/spreading 
the virus in the 

storage cupboard 

Staff; Methodist 
Church 

members 
getting out their 
own equipment 

Reminder posters on door: 
keep your distance & wash 
hands; stay home if unwell. 
HU to ask staff to put out 

sufficient furniture OR HU to 

    



stored in the 
cupboard; 

Camera Club or 
other HU who 

normally set out 
tables and 

chairs 
Becoming 
infected by 
touching 
infected 

surfaces or  
social distancing 
not maintained 

 
 

clean all furniture before and 
after use, as well as during. 

Disinfectant spray and paper 
wipes provided for HU; bin for 

disposal of paper wipes in main 
Hall. 

Handles, door where touched, 
switch to be wiped down. 
Face covering to be worn, 

Catching/spreading 
the virus in the 

cleaner’s cupboard 

Staff Surfaces to be wiped as 
necessary. 

    

Catching/spreading 
the virus in the office 

Staff; 
Councillors; 

MOP 
Becoming 
infected by 
touching 
infected 

surfaces or  
social distancing 
not maintained 

Staff desks to be positioned so 
that social distancing can be 

maintained; desk surfaces to be 
kept clear; surfaces (including 
copiers and computers) to be 
wiped before and after use; as 

far as possible, staff to use their 
assigned computer or laptop; 
PPE – masks, gloves, face 

shields, aprons – available for 
staff; disinfectant spray and 
paper wipes in office. Face 
covering to be worn by all 

Need for revised risk 
assessment  before 
opening the office to 
the public will require 
additional measures. 

Need for sneeze 
guards to be reviewed 

when Clerks’ desks 
moved.  

Hall & 
Streets 

Committee; 
Clerk 

  



visitors to the office. Staff to 
wear face covering when social 

distancing not possible. 

Staff 
catching/spreading 

the virus in the 
course of their duties 
if they fall ill with C-19 

on the premises 

Staff 
 

Chairman of Hall Committee to 
be notified asap on 

07900221504. Cleaner to be 
notified by Chairman. Hall 

closed immediately. Deep clean 
to be done by a cleaning 
company NOT the Hall 

cleaners. 
Any staff coming into contact 

with the case to follow Test and 
Trace advice and isolate 
according to Government 
guidelines. Other HU to be 
notified. Staff to wear face 
coverings in all communal 

areas. 

Organise firm to do 
deep cleaning if 

necessary 

SC; Clerk   

Someone falls ill with 
C-19 on the premises 
or after attending an 
event in the Hall, or a 
contact is identified 

through Test & Trace. 

HU; Staff; Instructions on what to do to be 
given out with each booking 

confirmation. Chairman of Hall 
Committee to be notified by HU 
on 07900221504. Hall closed 
immediately. Cleaner to be 
notified by Chairman of Hall 

Committee. Deep clean to be 
done by a cleaning company 

NOT the Hall cleaners. 
Chairman of Hall Committee to 

have list of bookings each 
week. 

Details of bookings 
need to be stored on 

the laptop. In the event 
of someone falling ill in 
the Hall, the Hall will be 
closed and the contact 
details from bookings 

may be needed. 

Clerk    



Any staff coming into contact 
with the case to follow Test and 

Trace advice and isolate 
according to Government 

guidelines. HU to be informed 
by Clerk. 

Lack of protective 
equipment . 

Staff; HU; 
contractors 

PPE - Masks, gloves, aprons 
and face shields provided for 
staff. Contractors and HU to 

provide own as required. Covid-
19 First Aid box provided. 
(Contents list attached) 

    

Increased stress due 
to Coronavirus: e.g. 
changes to working 
practices; anxiety 
about potential of 

contracting it.  

Staff Ensure staff can communicate 
any concerns and anxieties to 

line management, who will 
endeavour to monitor the 

situation and ensure suitable 
adjustments are considered.  

    

 


