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EXECUTIVE SUMMARY 

Following the lockdown and closure measures introduced during the COVID-19 pandemic, 

those operating venues will, when planning a return to active operations, need to identify the 

requirements to be able to open and operate in a safe manner, taking into account health, 

hygiene and safety measures. 

RB Health and Solutions have conducted COVID-19 assessments and audits throughout the 

industry, for clients including Delfont Mackintosh Theatres, the Royal Opera House, 

Nederlander Theatres & English Touring Opera. 

This document lays out a phased approach to returning to full operations, and control 

measures and systems that will be, or have been implemented by The Assembly Hall to 

ensure the safety of their staff, contractors, and visitors. 

Persons involved in the audit: From the Assembly Halls; JJ Almond, Dawn Gabriel, 

Mikey Powell, Mike Downs, Paul Doherr, Denise Haylett, Mike Catling. 

From RB Health & Safety Solutions: Richard Beale CMIOSH, MBA, FIIRSM & Phil 

Simpson TechIOSH, MBIFM 

Please note: where the word “Staff” is used, this may also indicate “Casual Workers” 

depending on the role and the workers used by the venue, and it is not to indicate any 

particular employment status of the individuals concerned. 

INTRODUCTION  

Aims and Objectives 

The aim of this document and the comprehensive checks and audits which have been 

undertaken in its production, is to clearly lay out systems and control measures which are 

being implemented and adopted by The Assembly Hall with the object of providing a COVID 

Secure public venue in line with government guidelines. 

This document should be read in conjunction with COVID Risk Assessment CV-19RA001 

(see Appendix 3). 

Please Note: This document is drawn up in line with advice and guidance from the UK 

Government, the NHS, and the World Health Organisation correct and current at the time of 

this document’s publication. This guidance is subject to change, and measures as laid out 

within may also be subject to revision in line with this.   

Whilst every effort has been made to stipulate the room occupancy ratings, there may be 

some rooms which the consultants were not made aware of, or will have a variable 

occupancy, based on room and furniture configuration. 

Key Areas 

This document begins by listing mitigating systems and equipment implemented (or due to 

be implemented) specifically to support minimising the ingress and spread of COVID-19 

within the venue, and details how these will be deployed throughout a phased remobilisation 

process. Areas covered include: 

• Mitigating Systems & Equipment 

• General Policies 
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• Phases of Remobilisation 

o Pre-Remobilisation 

o Phase 1 – Building Preparation 

o Phase 2 – Staff Mobilisation  

o Phase 3 – Building Occupancy by Producers 

o Phase 4 – Full Operations  

• De-escalation 

• Audit, Review & Record Keeping 

• Training & Communication Strategy 

• Emergency Procedures 

• Contingency Planning. 
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MITIGATING SYSTEMS & EQUIPMENT 

This section details systems and equipment, including PPE, which has been or will be 

employed by the venue to control the ingress and potential spread of COVID-19. 

 

Hand Sanitiser Stations 

High standards of personal hygiene have been identified as an effective control against the 

spread of the Coronavirus. To this end, hand sanitiser stations will be installed in areas 

identified in a Hand Sanitisation Audit. These locations are detailed in Appendix 2 – Action 

Plans 

It is recommended to use clearly visible automatic-type sanitiser dispensers in public areas, 

which should be either wall-mounted or installed as a purpose-built free-standing unit and 

supported by signage encouraging their use. The Sanitiser solution itself should be a 

minimum of 60% alcohol as recommended in NHS guidelines. Units in staff-only areas, such 

as behind the bar, can be the disposable pump-action bottles.  

It is also recommended that staff are issued, and encouraged to use, personal hand 

sanitisers which can be kept about their person. 

Hand Sanitiser stations will be monitored on a recorded rota to ensure they are kept stocked, 

and that battery levels are adequate to ensure continued usage (See Appendix 7 for an 

example of a suitable Sanitiser Station Check Sheet). 

 

Handwashing Areas 

In addition to the implementation of Hand Sanitiser Stations, all handwashing areas (toilets, 

bathrooms, washrooms, dressing rooms etc) will be kept supplied with ample levels of a 

suitable handwash, supported by signage where appropriate to encourage correct and 

regular use. 

 

Enhanced Cleaning Regimes & Laundry  

Enhanced cleaning regimes are/ will be in place throughout the venue, including the 

following: 

• Antimicrobial Fogging: A disinfection procedure that employs a fine disinfectant mist 

deployed around the building to destroy microbes, including Coronavirus. The system is 

effective for up to 30 days, after which the treatment will be reapplied (Note: even with 

this measure in place, high touch areas – see below- will still require regular 

disinfection). 

• Virucidal sprays being utilised by the Council. 

• High-Touch Areas: All areas identified as high-touch areas are to be added to a regular, 

recorded cleaning schedule, and cleaned using a suitable disinfectant at defined 

intervals throughout the day. These areas could include keypads, door handles, 

handrails/ banisters, telephone handsets or touch screens (this list is by no means 

exhaustive). 

• Steam Cleaning (of clothing, costumes or soft furnishings) 
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• Additional scheduled cleaning (e.g. cleaning and disinfection of auditorium in between 

morning and afternoon performances) 

• Ad hoc cleaning of shared equipment or surfaces, such as pianos, printers, computers 

etc (see General Policies – Shared Equipment) 

• Additional scheduled cleaning of toilets and washrooms 

Enhanced cleaning regimes are to be clearly recorded using suitable means to provide both 

visual reassurance to patrons (where appropriate) and an auditable record of actions. 

Laundry: 

Members of Hospitality teams carrying out laundry should wear short sleeves, disposable 

apron, and face and eye protection (i.e. mask and visor). Hands and arms should then be 

washed after handling the dirty laundry. 

 

Temperature Checking 

An elevated body temperature or fever is one of the key symptoms of Coronavirus infection. 

A system of temperature checking of individuals before entry acts as a powerful tool to 

prevent Coronavirus from entering the venue. It also instils confidence in staff and patrons, 

as a visible indication of measures in place to control the virus. 

A policy for temperature checking procedure is included in the General Policies Section. 

Temperature Checks can be undertaken using a variety of methods and equipment, 

including: 

• Mass Fever Screening – A standalone system, usually consisting of a thermal imaging 

camera and display (many variants are available, including freestanding and wall-

mounted versions). Capable of screening multiple individuals at a time and alerting to the 

presence of an elevated body temperature, this type of system is suited to main public 

entrances and busy Stage Doors. 

• Hand-held Fever Screening – This type uses a similar thermal imaging camera system to 

the mass fever screening system, but in a single hand-held unit. This system could be 

used by Stage door or office entry staff to screen smaller numbers of individuals. 

• Hand-held Contactless Thermometers – Simple to use, these should be of a type that 

enables accurate calibration. They are better suited to areas where the ingress of people 

is limited (e.g. Stage Door, or alternative audience entrances). 

Calibration of all temperature checking devices should comply with United Kingdom 

Accreditation Service (UKAS) standards.  

In the first instance, the arrangements for temperature screening at The Assembly Hall have 

been identified as: 

Patrons 

• All patrons will be screened on the way in using hand-held thermometers. 

• This will take place outside the main entrance, using 2 staff members. 

• If weather permits, the staff members will travel along the queue screening to save 

time. 
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• If anyone has a high temperature, they will be asked to wait in a pre-determined, 

external area for 10 minutes, and then their temperature will be taken again. If it is 

still high, they will be refused entry. 

• Signage will be in place at the entrance, and details of temperature screening will be 

included in the communication sent out with tickets. 

 

Staff 

• FOH staff will be screened on arrival in the cloakroom area with a handheld 

thermometer by the Duty Manager. 

• Rear of House staff will be screened by a staff member at the stage door on arrival. 

• Staff should be given specified arrival times across, for example, a half-hour period, 

to minimise queues at the stage door. They must be reminded that punctuality is 

essential to minimise the staffing impact of manning the stage door during this time. 

• If a staff/cast member is sent home because of a high temperature, this does not 

mean the whole bubble that person belongs to cannot work that show. The bubble 

would only be compromised if that person subsequently tested positive for COVID-

19. 

Temperature screening methods and effectiveness will be continually reviewed and changed 

if necessary. 

 

Social Distancing 

Social Distancing (or SD) has been widely recognised as a key behavioural method to 

prevent the spread of infection between individuals. The current guidance recommends a 2-

metre separation, or 1 metre, with suitable mitigations. 

Measures in place to encourage Social Distancing include: 

• Floor markers in queueing areas 

• Visual guidance via signage 

• Rearranging of office spaces to allow for a suitable separation 

• Reduced or Rearranged Auditorium Seating  

• Signage 

• Identified and signed area occupancies (see Appendix 1 – Area Specific Occupancies 

and Controls) 

One-Way Systems 

One-way systems are in place in specified Front of House areas for audience members 

(between their identified entrance points and their specific area of the auditorium), which are 

reversed following a performance to enable safe egress from the venue. 

There will be no one-way system in place in the Stalls, as this could lead to congestion and 

confusion. Instead, the corridors next to the seating rake will be marked with directional 

arrows and Keep Left signage. 

In back of house areas, the layout of the building does not lend itself to a one-way system, 

therefore there is a ‘Keep Left’ policy in place, with floor markings and signage where 

possible, all supported by the requirement to wear face coverings in common areas. 
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Medical Testing/Screening  

A regular COVID-19 screening regime is an invaluable way to ensure that members of staff 

who are infected by the virus, but not yet displaying symptoms, or only displaying mild 

symptoms are detected prior to entering the premises. The graph below indicates the 

efficacy of testing over the period of infection. 

 

 

There are a number of screening options available, including antibody testing and tests that 

detect the genetic material of the virus organism itself. The Government Guidance “Working 

Safely during Coronavirus, Performing Arts” states that the following controls should be 

considered for those involved in performing arts: 

- “Screening of anyone prior to entry into venues” 

- Consider regular private testing (noting that this will not allow any relaxation of other 

control measures).   

At the Assembly Hall, it is highly recommended, in line with the Performing Arts Guidance, 

that all contracted staff should have a baseline antibody test before return to work and those 

involved in close contact work, working between bubbles / teams and performers / musicians 

will undertake regular weekly antibody testing to identify IgG / IgM antibodies as per the 

figure below: 
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Fixed Teams/ Bubbles 

In some situations, it may not be possible for individuals to maintain the required separation 

when working together. In these situations, we will identify ‘Fixed Working Teams’ who will 

be able to work in close proximity with each other but will remain socially distanced from 

other teams and individuals. 

We will identify ‘Zones’ within the venue; areas which can remain separate from each other 

(e.g. Front and Back of House, individual areas of the auditorium etc.). 

Members of fixed teams and those members of staff required to work closely with one or 

more fixed teams are recommended to be added to any testing regime. 

Further details are in the ‘Fixed Teams/ Bubbles’ Appendix (Appendix 11). 

 

Training and Training Needs Analysis 

A training needs analysis will be undertaken as part of the Training and Communication 

Strategy to identify any additional training necessary for each member of staff. This 

additional training will include: 

• Return-to-work reinduction training 

• COVID-specific First Aid top-up 

• COVID Officer/ Champion training 

• Infection Protocol training 

Details of training and the training needs analysis can be found in the section entitled 

‘Training and Communications Strategy’. 

 

Personal Protective Equipment & Face Coverings 

 

PPE to protect specifically against COVID-19 will be 

provided only in the following instances: 

• First Aiders: These should be supplied with equipment 

in line with the existing Council policy for First Aiders in 

Council buildings during the Pandemic. 

• Those required to come into close contact with 

others (i.e. dressers): It is recommended that these use the 

same equipment as First Aiders. 

At the Assembly Hall, face coverings will be worn by: 

Patrons 

• At all times except when eating or drinking whilst seated at their allocated seat. 

Staff & Contractors 

• At all times except when seated and socially distanced. 

A face covering is defined as covering the nose and mouth down to the chin, and closely 

fitted at the cheeks. A visor on its own does not count as a face covering as required by the 

Government Guidance.  
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GENERAL POLICIES  

Toilets  

All toilets will be assessed to ensure social distancing.  Specific areas of concern are raised 

in the report recommendations, however whilst the 1m/2m/1m+ social distancing 

requirements are in place the following will be undertaken by the venue: 

• Every other urinal to be taken out of use or screens provided. 

• Every other sink to be taken out of use except where specified in the report – Note: Sinks 

may be left in use where their removal may impact the ability to maintain the expected 

hygiene levels. 

• Staff (ideally the COVID Officer) provided to monitor toilets during high footfall times (i.e. 

intervals) to monitor occupancy and social distancing (i.e. queuing systems) 

• Toilets to be included in enhanced and recorded cleaning regimes. 

 

Offices  

• Hot desking (shared workspaces) should be kept to an absolute minimum. Where this is 

unavoidable, the workspace (including surfaces, computer keyboards, mice etc) must be 

cleaned and disinfected using suitable disinfectant wipes before and after use. 

• Photocopiers to be provided with disinfectant wipes / dry wipes and signage to remind 

staff to clean after use. 

• Staff to be given personal issue stationery packs which should be labelled to avoid 

sharing of items.   

• Work areas to be arranged to maintain at least 2m/1m+ separation. 

• Windows to be opened where possible to maximise ventilation. 

• Operate a ‘clear desk’ policy; removing all nonessential items from desks to minimise the 

risk of transmission and facilitate easy cleaning of work areas. 

 

Showers 

• Shower areas to be added to any enhanced cleaning regime, paying attention to any 

high touch areas. 

• If showers are included in single use/ private dressing rooms, add these to the cleaning 

regime for the dressing room as a whole. 

• Dettol All-In-One Disinfectant Spray (or similar) is an effective product for cleaning down 

showers. 

 

Cloakrooms 

• Cloakrooms are not be used where possible 

• Where cloakrooms are in use, items must be kept completely separate, and contact 

between staff members and persons/ items must be kept to an absolute minimum. 

 

Bars 

It is anticipated that during the first period of business resumption, all drinks and snacks will 

be pre-ordered and delivered to seats, as per the Government stipulation of table service 

only. This to be reviewed once business is underway and according to the latest 
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Government rules. If and when the decision is taken to re-open the bars, the following 

general measures should be implemented: 

• One-way system of travel, with separate entrance and exit where possible 

• Perspex screens at all points of sale 

• Contactless payment only (or preferred if card payment only is not possible) 

• Hand sanitiser stations and signage in place at entrances & exits to bars. 

 

Merchandise Stands and Programmes  

Merchandise will not be sold during the first period of business resumption. This to be 

reviewed at a later date.  

When the sale of merchandise has resumed:  

• Customers are not permitted to touch the merchandise 

• Remove all items from customer areas – merchandise should be display only 

• Online ordering/ Pre-ordering/ Click and collect systems preferred 

• Perspex screens at all points of sale 

• Contactless payment only (or preferred if card payment only is not possible) 

• Merchandise points must not be located in travel areas where they could cause pinch 

points in pedestrian travel through the venue. 

• Programmes: consider providing electronic programmes. If hard copies are to be sold, 

these should be treated as bar sales, i.e. pre-ordered and delivered to seats. This to be 

reviewed once the resumption of business is underway. 

 

Wardrobe & Wigs 

• Separate clean and used costumes (e.g. clean and dirty rail) 

• All costumes to be washed or steam-cleaned after use 

• Costumes and wigs for specific actors to be kept together and isolated from other items. 

• Where costumes or wigs cannot be washed or steam-cleaned, and are required for use 

by a number of individuals, where possible, they should be bagged, and placed into 72 

hour quarantine after use, after which they can be used safely. 

• All wigs and costumes to be kept separately from one another (or separated by plastic 

bags/ covers where appropriate). 

• Dressers to wear mask, visor and apron if doing close-contact work with cast, i.e. fittings 

or quick change. 

• Recommend cast change their own costumes where possible. 

• Dressers/wardrobe staff to develop infection control (COVID) handbook/method 

statement. 

 

Leaflets 

• All leaflets and loose literature should be removed from public areas to remove the 

potential for cross-contamination 

 

Security Passes/ID Badges 

Where security passes are issued to visitors or contractors, these should be: 

• Issued on a 3-day rota, where passes are issued upon entry, and placed into a 

quarantine bin upon return. These must then remain quarantined for a minimum of 72 

hours, after which they can be safely re-used. 
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It is possible to clean passes upon their return (the passes must be removed from any wallet 

or holder, and the lanyard switched out for a clean item) 

Shared Equipment 

As far as possible, all equipment should be specific to the individual user. Where this is not 

possible (e.g. in the case of printers, photocopiers, pianos, shared workstations etc): 

• The equipment must be cleaned before and after use using suitable disinfectant wipes 

• Where appropriate this requirement should be supported by signage 

 

FOH / Usher’s Equipment 

• Radios (both FOH and ROH) to be sterilised before and after use by the user    

• If Booster cushions have washable covers, these should be laundered after each 

use, or whole cushion to be steam cleaned after each use (see NHS guidance for 

more information). If hard plastic boosters are used, these should be sterilised after 

each use with spray and wipes. 

• Ice cream trays if used to be sterilised prior to being stocked 

• Headsets will be cleaned & sterilised before and after use. 

• Torches to be made personal issue only and labelled with user’s name   

 

Hand Tools 

• Hand tools to be made personal issue where possible  

• Communal tools to be stationed in appropriate area with facilities and signage to 

sterilise before and after use 

• During fit up and get outs no sharing of tools to be allowed and this is to be 

communicated in advance and during the toolbox talk.  

 

Non-COVID PPE 

Includes Personal Protective Equipment supplied for use during normal work (e.g. safety 

glasses, hard hats, respirators etc) 

• These items must be either personal issue (preferred) or cleaned and disinfected using 

suitable disinfectant wipes before and after use (this is not suitable for respirators or any 

PPE with complex parts or hard-to-clean recesses). 

• Hard hats etc that are issued to visitors must be quarantined for a minimum of 72 hours 

after use, then bagged and placed into a ‘clean store’ from where they can be taken for 

re-use. 

 

Temperature Checking 

• Temperature should be checked prior to or upon entry to the venue 

• Individuals with temperatures detected over a pre-defined level (38.5°C) will be required 

to take a ten minute ‘cooling off’ period in an area isolated from other individuals. 

• These individuals will then undergo a second check. If their temperature has dropped to 

an acceptable level, they will be permitted into the venue. If they still present with an 

elevated body temperature of over the pre-defined level, they will not be permitted to 

enter the premises. 

• They will be asked to return home and contact NHS 111 for Coronavirus advice. 

 

Signage 

• Signage should be implemented as identified in the signage audit below. 

https://www.nhs.uk/live-well/healthy-body/how-to-prevent-germs-from-spreading/


COVID-19 REMOBILISATION PLAN 

Assembly Hall Theatre Sep 2020 VERSION 3                      RBHSS CV-19 RM V2 - 2020 Page 15 

 

• Signage should be visible and take into account visibility in an occupied venue (e.g. floor 

markings may be obscured). 

• Signage should be reviewed regularly to ensure it remains effective. 

Ventilation  

• Review ventilation with competent advice (i.e. Council air-conditioning contractor) to 

ensure that mechanical ventilation is adequate, utilising the correct filters, and using 

fresh air not re-circulating. (HSE guidance states that the risk of air conditioning 

spreading COVID-19 in the workplace is extremely low.  You can use most types of air 

conditioning systems as normal.  But if you use a centralised ventilations system that 

removes and circulates air to different rooms it is recommended that you turn off 

recirculation and use fresh air supply). 

• Introduce a policy whereby all windows which can be opened are opened at the start of 

work, where this does not compromise building security. 

• Risk of transmission through use of ceiling and desk fans is extremely low and 

consideration should be given for their use in improving the circulation of fresh air and 

prevention of pockets of stagnant air in enclosed spaces. 

 

Cleaning regime 

• Identify all touch points where cleaning will be required and document these on cleaning 

schedule 

• Agree frequency of cleaning during operating hours (recommend that this is pre-show, 

post in-coming and end of interval) 

• Purchase products and complete COSHH assessment   

• Identify and train staff who will be undertaking this.   

 

COVID Officer 

A COVID Officer should be appointed from the staff. This person will monitor the efficacy of 

and adherence to control measures, and also note areas and processes which require 

further controls.  Their responsibilities will include: 

• Supporting Managers on COVID-19 issues and support for proper planning & social 

distancing during operation. 

• Ongoing control of compliance and providing recommendations in line with guidance for 

the COVID-19 situation. 

• Assistance in updating documentation for COVID-19 policy. 

• Continuous assessment and planning of implementation of mitigation measures to 

reduce the risk for outbreak or spreading the COVID-19 virus at site. 

• Assistance in the development and review of COVID-19 Risk assessments. 

• Assistance in the development and review of COVID-19 Method Statements. 

• Provide COVID-19 guidance, support or training as necessary. 

• COVID-19 reporting (Incidents, suspected cases etc.). 

• Assist in incident investigation and communicate COVID-19 lessons learned. 

• Assist Theatre Managers to ensure plans and documentation for proper PPE are in 

place. 

• Assist in developing Emergency response plans to handle COVID-19 incidents at site. 

• Perform site inspections focus on social distancing and COVID-19 situation and support 

during site audits (including Contractors and Sub-Contractors). 

• Involvement in Permit to Work process related to the COVID-19 situation (quality-check 

all COVID-19 PTW's on behalf of Site Manager). 

https://www.hse.gov.uk/coronavirus/equipment-and-machinery/air-conditioning-and-ventilation.htm
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• Ensure that COVID-19 requirements, recommendations and guidelines relevant for 

specific tasks are met. 

• Perform daily monitoring of site activities in the form of informal site tours, which are 

performed regularly during each shift to ensure that all activities are carried out in a safe 

manner. 

• Communicate and enhance good cooperation and coordination between all departments 

on site 

This person will maintain a visual presence (it is recommended that they are given a labelled 

jacket or tabard which identifies them as a COVID compliance officer) during open hours and 

activities such as get-ins/outs etc. 

 

Construction and Set Design 

Government COVID-19 guidance for other industries notably working with vehicles and 

construction acknowledges that social distancing may not always be achievable for specific 

tasks. Activities within the Dock Area and within Set Design and Construction fall 

within this scope. This guidance  gives advice on risk reduction applicable to these 

activities and as such the following should be implemented: 

• Minimum number of people to carry out tasks 

• Implement work teams and / or pairing systems  

• Limit activity time where possible 

• Use back to back or side to side lifting when manual handling where possible 

• Increase handwashing and cleaning regimes 

• Implement one-way loading unloading system with appropriate signage 

• Allocating sufficient time and workspace for any off-set prep work to be carried out safely 

• Pre-Fabricating sets off site where possible and only assembling and painting on sight 

• Increase use of mechanical handling equipment where possible to reduce number of 

personnel required for manual handling tasks. 

Infection Control Protocols 

Infection Control Protocols are a set of COVID Safe Operating Procedures drawn up for 

specific areas and operations. In this venue, these have been drawn up and are in operation 

in the following areas: 

• Dressers/wardrobe staff to develop infection control (COVID) handbook/method 

statement. 

 

  

https://www.gov.uk/guidance/working-safely-during-coronavirus-covid-19/construction-and-other-outdoor-work
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PHASES OF REMOBILISATION 

The equipment and systems covered in previous pages will be used as part of this COVID-

19 Remobilisation Policy, which outlines use of the systems, and how staff members, 

contractors and members of the public would interact with the systems and each other to 

maximise mutual safety. 

This would involve managing the remobilisation of the venue in four phases (listed below)  

 

Note: The measures introduced in each Phase will continue to be in force throughout 

each subsequent Phase, unless a measure has been either superseded, or removed 

due to de-escalation.   

Pre-Remobilisation Phase 

People Skeleton Staff, Contractors 

Activities 

Pre-remobilisation is the initial phase prior to remobilisation proper and will 
include a skeleton staff to maintain the security and operational readiness 
of the building. Pre-remobilisation also includes the preparation of the 
building for reopening to safely receive the absolute minimum of staff and 
contractors (e.g. cleaners / sanitisation etc) to make the building safe and 
suitable for use during Phase 1 of the remobilisation. 

Staff members will complete and return a COVID-19 Health questionnaire 
to be returned before starting work. See Appendix 9. 

It is important that contractors undertaking this work also submit health 
questionnaires and their COVID-19 controls prior to entering the building. 

When? Prior to commencement of staff return on 10th of September. 

Comments 

• This Phase will also include catching up with or maintaining legal 
compliances for the building (e.g. Gas Compliance, Fire Risk 
Assessment etc.). 

• Create and communicate any online inductions or information packs 
for those who will be attending site.   

 

Phase 1 – Building Preparation 

People Essential Staff, Contractors, Cleaning Staff 

Activities 

During this phase the organisation will prepare the building for re-opening.  
Essential staff will be brought back to work to implement the management 
and physical controls which will be needed to make the building COVID-
19 secure. 

This includes the installation of equipment and systems detailed within this 
document for COVID-19 control, including hand sanitisers, signage, etc.  

See Appendices for specific arrangements. 

Council contractors to clarify the position with the air conditioning/handling 
systems. 

Communications to be prepared and sent to staff in readiness for their 
return to work in Phase 2. 

When? 10th September until present time. 
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Comments 

• Ensure that measures to control the ingress of COVID-19 into the 
premises take a priority to enable safe work to continue throughout 
subsequent Phases. 

• Ensure that all returning staff complete the Health Questionnaire and 
adhere to Social Distancing and PPE requirements as per this plan 
and the COVID-19 Risk Assessment. 

 

Phase 2 – Staff Mobilisation 

 

People 
(In addition to previous Phases) Partial FOH and BOH staff, elements of 
the production team to prepare the stage and backstage areas.  

Activities 

In this Phase, members of the production team will return in conjunction 
with Theatre Back of House staff members to undertake the necessary 
work to ensure the building is show-ready.  

Communications to be prepared and sent to remaining staff in readiness 
for their return to work in Phase 3. 

When? Present time until 13th of October. 

Comments 
• Ensure that all returning staff complete the Health Questionnaire and 

adhere to Social Distancing and PPE requirements as per this plan 
and the COVID-19 Risk Assessment. 

 

Phase 3 – Building Occupancy by Producers 

People 
Majority of remaining staff, members of the production teams, orchestra 
for rehearsal. 

Activities 

The re-introduction of the majority of staff will happen at this stage.  This 
will include Front of House, box office and Rear of House staff to ensure 
that competencies are maintained and training on COVID-19 precautions 
is given.  Operational considerations will be introduced to the team 
including areas such as management of audience.  
Rehearsing/auditioning cast members and orchestra. 

When? 13th October to 17th October (first scheduled performance). 

Comments 

• By the end of this Phase, all COVID-19 control measures will be in 
place and fully operational. 

• Staff to be trained in any additional measures and processes relevant 
to their area of operation. 

• Ensure all pre-communications and agreements from producers have 
been received and finalised. 

• All shows to be fully risk-assessed for COVID-19 control. 
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Phase 4 – Full Operations 

People 
Full Staff & Production Crew (with the exception of those required to self-
isolate due to pre-existing medical conditions or potential COVID-19 
contact). Audience Members. 

Activities 
Running of productions when the Government Guidance allows.  This will 
include additional controls for both staff and public as identified within the 
risk assessment and this document in line with current industry guidance. 

When? 17th October (first scheduled performance). 

Comments 
Continual audit and review of all COVID-19 control systems in place to 
ensure they remain effective and relevant. 
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DE-ESCALATION 

In the future, once the immediate threat level posed by the Coronavirus has decreased to a 

stable and sustainable low level, it may be appropriate to begin the de-escalation of some of 

the protective measures outlined in this document. 

This will be governed by common sense and prudence, as well as governmental and NHS 

advice, this will likely include: 

• Removing or reducing the requirement for social distancing 

• Removing or reducing the requirement to wear (COVID specific) PPE 

• Re-opening all bars and facilities 

• Allowing free passage around the Front of House areas for all patrons 

• A reduction in screening and other technological measures 

• A relaxation in the cleaning/ disinfection regime. 

 

This list is not exhaustive but suggests some of the measures which may be taken to begin 

de-escalating the response to the COVID-19 pandemic once the threat has sufficiently 

diminished. 

 

Note: As well as de-escalation, there should also be plans in place in the event of re-

escalation, in the event of a resurgence in the spread of the illness – see Contingency 

Planning. 
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AUDIT, REVIEW AND RECORD KEEPING 

For any policy to be effective, it needs to be monitored, measured and audited. For the 

processes and procedures outlined above, there should be written records maintained to 

ensure compliance, and to have a checkable evidence trail should there be an incident. 

Temperature Checking 

A log is to be kept of any individuals denied entry to the premises due to a failed temperature 

check (as far as possible), including the date, their name, and, in the case of staff members, 

any individuals who may be part of a fixed team with the affected person. 

These should be input on a specific form (see Appendix 6 – Record of Denied Access) 

and these sheets retained for reference. 

Enhanced Cleaning Regimes 

All disinfection and cleaning should be recorded on a check-sheet (Appendix 8), including 

the time, date and person undertaking the disinfection of a given area. 

Sanitiser Stations 

Sanitiser stations should be checked and refilled regularly, and this should also be recorded 

on a check-sheet (see Appendix 7 – Sanitiser Station Check sheet). 

Test & Trace 

Records must be kept of individuals entering the premises and retained for a minimum 

period of 21 days to comply with the legal requirements of the NHS Test and Trace system. 

Records should include a name, contact details (phone number or email address), and (in 

the case of audience members) their seating location. 

Note: the electronic ticketing system records this information for patrons purchasing tickets. 

In the case of audience members entering as part of a group, it is acceptable to retain only 

the contact information for the lead members of the party. 

If a staff/cast member tests positive for COVID-19, the most recent Government rules for 

Test and Trace should be applied, and the appropriate authorities notified without delay. The 

working bubbles should be adjusted accordingly, and members of affected bubbles informed 

immediately by Theatre managers. 

The QR code for the NHS Test and Trace App should be displayed at entrances.  

Auditing 

Immediately prior to reopening (i.e. at the end of Phase 3, and immediately prior to the 

commencement of Phase 4, we will undertake a COVID-19 Ready to Go Audit, to 

ensure all controls and systems as outlined within this document and the associated 

Risk Assessment have been implemented in a satisfactory manner. 

Finally, these records, the systems themselves, and the staff who follow the processes 

should be audited both internally and externally on a regular basis to ensure compliance and 

identify where improvements can be made, and when a movement towards de-escalation 

can be made. 
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TRAINING & COMMUNICATION STRATEGY 

Efforts must be made to reassure staff and patrons that every effort is being made to ensure 

their safety and wellbeing, and to maintain open and transparent channels of communication 

and training to support this. 

Internal Training and Communication: 

• Online Inductions for Staff Members 

An online induction to be taken by staff prior to their restarting work is an ideal way of 

reassuring them that every effort has been made to ensure their safety. The induction 

could include measures that have been taken to sanitise the building, and an introduction 

to new systems and procedures that have been / will be put in place, including those 

specified in this document. 

 

• Regular Updates for Staff  

Daily updates for staff (available online or through staff noticeboards) will reassure staff 

members, keep them ‘in the loop’ of what is happening, and discourage the spreading of 

rumours and scaremongering. 

 

• Training Needs Analysis 

Training (whether online, or classroom based) should be given to staff in addition to the 

online re-induction covering Coronavirus and COVID-19, effective pandemic control 

measures, the new systems they will be using and the new processes they will be 

following. The COVID-19 officer role should be given specific training to a higher level 

than others. 

 

External Communication: 

• Visiting Companies 

Visiting Companies will be required to provide copies of all risk assessments, method 

statements and any other safety information relating to COVID-19, prior to arrival at the 

venue, for the consideration and approval of The Assembly Halls management team. 

They will be required to demonstrate that they are following their own protocols 

throughout the duration of their presence at the venue.  

The Assembly Halls will provide their own COVID-19 documentation for the 

consideration and approval of visiting companies, prior to the arrival of that company, 

and will be required in turn to demonstrate that these are being observed whilst the 

visiting company are on site. 

• Pre-visit Communications for Patrons 

Information to be given to audience members during and following the ticketing process, 

detailing what to expect when they arrive at the venue, and also what will be expected of 

them. This will include the standard request to not attend if you have been in contact with 

someone who has been confirmed to have COVID-19, or if you are displaying any of the 

key symptoms. 

This will also include any information specific to entry – e.g. separate queues for Stalls 

and Circle, fever screening 

 

• Use of PA Systems 
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Theatre PA systems can be used to repeat information to the audience members whilst 

on their journey to the auditorium (e.g. reminders about social distancing, hygiene, use of 

hand sanitisers etc). 
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EMERGENCY PROCEDURES 

 

Emergency situations are one area where it would be easy for the rules to become blurred, 

especially during those situations involving a large number of people, like an emergency fire 

evacuation. 

First Aid 

First Aiders are at risk from cross-infection due to the necessity for close proximity to the 

casualty. There are, however, measures that can be put into place to help protect those 

involved in First Aid from infection: 

• It is recommended that all relevant First Aiders are to undergo a 2 to 2.5-hr training 

refresher including additional measures specific to COVID-19 

• Whilst the risk of cross-infection remains high, and until other measures are in place (see 

below), remove mouth-to-mouth resuscitation from First Aid requirements, and update 

the training and information to reflect this 

• PPE should be specified for First Aiders – e.g. suitable gloves, aprons or gowns, and 

facial protection. This PPE would then be included in a ‘grab bag’ to be kept at every 

First Aid station 

• Once again, training and information to be updated for first aiders around any changes in 

requirement for PPE. 

 

Emergency Evacuation Measures 

Emergency (e.g. Fire) evacuation raises the possibility of complications due to the number of 

people who need to exit the building as expediently as possible.  

 

Note: Government Guidance states that social distancing can be relaxed in the event 

of an emergency, however, measures should be taken where possible to maximise the 

ability to socially distance once an evacuation has successfully taken place.  

 

Measures to reduce the risk of cross-infection during an evacuation could include: 

• Emergency exit routes have been reviewed to maintain (as far as is reasonably 

practicable) social distancing 

• PPE (such as face masks) to be made available for performers and others when leaving 

the building due to evacuation if they wish to wear them 

• Evacuation muster points have been reviewed and are capable of maintaining social 

distancing for the number of expected individuals (audience have a dispersal policy) 

• Updated training and information for all relevant staff, and updates to induction etc to 

reflect any changes 

• Issue of hand sanitiser to performers, staff & patrons prior to re-entering the building (e.g. 

in the case of a false alarm etc.) 
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CONTINGENCY PLANNING 

 

Business continuity is highly important, and, given the unusual nature of recent 

circumstances, contingency plans must be made to cover all eventualities. These could 

include: 

Staff 

• Ensure there are enough staff to cover the normal running of the business, and also the 

additional tasks outlined above without staff becoming overworked or covering multiple 

tasks (as this may be counterproductive to the measures which are being put in place) 

• Additionally, ensure that there are cover staff available in case of sickness or existing 

staff not being able to work due to a high temperature (and failing to pass the fever 

screen). 

• Identify which staff are working in close proximity and as such could be asked to self-

isolate in an outbreak. 

• Adjustment of risk assessments and method statements if the COVID-19 testing kits 

become unavailable. 

Re-escalation 

Once the process of de-escalation has begun, there should be protocols in place to get 

those measures put back into place in short order, in the event of a resurgence in the illness. 

This is not the same as dealing with an outbreak etc during the earlier stages of 

remobilisation but will deal with putting processes in place to reinstate phased out safety 

measures quickly if required. 

A five-stage roadmap of COVID-19 readiness in the entertainment sector has been defined 

in governmental advice as shown below: 

 

Stage One Rehearsal and training (no audiences) 

Stage Two Performances for broadcast and recording purposes 

Stage Three 
Performances outdoors with an audience and pilots for indoor 
performances with a limited socially distanced audience 

Stage Four 
Performances allowed indoors and outdoors (but with a limited socially 
distanced audience indoors) 

Stage Five 
Performances allowed indoors / outdoors (with a fuller audience 
indoors) 
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APPENDICES 

 
APPENDIX 1 – Area Specific Occupancy & Notes 

APPENDIX 2 – Action Plans 

APPENDIX 3 – COVID-19 Risk Assessment 

APPENDIX 4 – Risk Assessment Annex 

APPENDIX 5 – ‘COVID SAFE’ Declaration and link 

APPENDIX 6 – Temperature Checking – Record of Denied Entry 

APPENDIX 7 – Sanitiser Station Check Sheet 

APPENDIX 8 – Area Specific Cleaning Record 

APPENDIX 9 – Health Questionnaire (employees) 

APPENDIX 10 – One Way Systems 

APPENDIX 11 – Fixed Teams / Bubbles 

APPENDIX 12 – Training Needs Analysis 
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APPENDIX 1 – AREA SPECIFIC OCCUPANCY AND NOTES 

Based on the 2m/1m+ Social Distancing rules the following room occupancy has been 

identified and should be clearly signed, and also communicated on the induction process for 

staff.   

Room Occupancy Notes / Control Measures 

Marketing Office 6 At desks facing the walls. 

Photocopy Room 2  

Admin Room 5 At desks facing the walls. 

LX Box 2  

Spot Box 2 
Same 2 operators within each weekly bubble, 
equipment wiped down before and after use. 

Sound Desk 1 
Equipment cleaned/wiped before and after each 
use. No guests/visitors allowed at the sound 
desk. 

Lower Foyer Bar 50 

12 x 7.5m This will be used for pre-show 
talks/meetings for staff. All to be wearing face 
coverings and observing Social Distancing. 
Provide a bottle of hand sanitiser on the bar. 

Lift  1/2 

One person only or wheelchair user with 
companion. This to be clearly signed on lift 
doors on all floors. Buttons to be sanitised 
regularly, including call buttons on all floors. 

Main Bar 3 3 persons serving maximum. 

FOH Ops Office 3 
However, it is likely that only 1 person will be 
using at a time due to shift patterns. 

Bar Stock Area 2  

Laundry Room 1  

Main Kitchen 15 
This will be converted into the staff changing 
room. 

Kitchen Storerooms 1 1 person each. 

Patch Floor 2  

Circle Gents  2  

Circle Ladies 3  

Amp Room 3 2 in main area, 1 in mezzanine. 

Dressing Room (DR) 
5 

8 
6 seated plus 2 visitors. Mark alternate seating 
positions as out of use in all dressing rooms. 

DR 11 9 7 seated plus 2 visitors. 

DR 4 2 1 seated plus 1 visitor. 

DR 3 3 2 seated plus 1 visitor 

Tech Office 2  
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Room Occupancy Notes / Control Measures 

DR 2 2/3 

If used for tea making, 1 making and 1 waiting 
maximum. Suggest supplying a tea urn for busy 
times, i.e. interval. 

If used for wardrobe, 2 staff and 1 cast member 
maximum. 

DR 6 7 6 seated plus 1 visitor. 

DR 7 5 4 seated plus 1 visitor. 

DR 8 7 6 seated plus 1 visitor. 

DR 9 4 3 seated plus 1 visitor. 

DR 10 4 3 seated plus 1 visitor. 

Crew Room 2  

Hemp Floor 2  

Fly Floor 2  

Loading Gallery 2  

Gel Store 1  

Sound Store 1  

Distro Floor 2  

Beer Cellar 1  
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APPENDIX 2 – ACTION PLANS 

The list below comprises of actions that need to be completed as part of the preparation to ensure the 

Assembly Hall is ready for reopening in Phase 4.  

The location and type of Hand Sanitisers and Signage requirements will be identified during specific 

audits during our visit to the venue. 

Hand Sanitisers 

The areas below have been identified as locations where hand sanitiser stations should be installed. 

Ideally, these should be automatic, touch free units that dispense liquid rather than gel, as these are 

cleaner and simple to operate. This will have the added benefit of speeding up ingress of patrons’ pre-

show and avoiding queues and bottlenecks. The Sanitiser solution should contain a minimum of 60% 

alcohol to be effective. 

# Location Notes Quantity 

1.  Main Entrance 
2 freestanding stations for each entrance (stalls & circle). 

After incoming, 2 of these will be moved to the Police 
Station Exit 

4 

2.  Town Hall Exit 2 freestanding units 2 

3.  Auditorium  2 wall mounted units at entry points at each side 4 

4.  Main Bar 1 wall mounted unit at each entrance 3 

5.  Circle 1 wall mounted unit at each entrance (fixed to rails) 2 

6.  
Doors from back of 
house into Auditorium 

1 wall mounted unit on each side 2 

7.  
DR Corridor Ground 
Floor 

1 wall mounted unit at each end 2 

8.  
DR Corridors 1st & 2nd 
Floor  

1 wall mounted unit at the end near the stairs 2 

9.  Prompt Corner 1 wall mounted unit 1 

TOTAL NUMBER OF UNITS 22 

INSTALLATION OF HAND SANITISERS TO BE COMPLETED BY THE END OF 
PHASE 1 
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Signage 

Visitors will be subject to control measures designed to promote minimal contact with others, 

and to detect potential cases of infection prior to entry. Clear signage should reassure, and 

make individuals aware of these measures, stressing the point that these are in place to 

keep them and the staff safe and healthy. 

The table below indicates the recommended signage requirements: 

# Location Signage Type Quantity Comments 

10.  
Outside Main 
Entrance 

Large, clear signage 
indicating queues for 
Stalls and Circle 

2 

1 of each, this should be 
reviewed and more added if 
there is confusion amongst 
customers whilst queuing. 

11.  
Outside Main 
Entrance 

Signage indicating fever 
screening will be taking 
place 

2 
These could be suspended 

from the canopy. 

12.  
Outside Main 
Entrance 

Banner signage with the 
core messages on the 
brick areas between the 
front doors 

2 

These should contain the core 
messages, with pictograms: 

• Keep Left 

• Face covering at all 
times except when 
eating or drinking whilst 
seated 

• Social Distancing 
where possible 

• Handwashing / 
sanitising. 

13.  Foyer  
Large banner signage in 
front of the box office 
pillars 

2 
Same as no. 3, containing the 

core messages. 

14.  Foyer/queue  
QR code signage for the 
NHS test and trace app.  

2 
These should be prominently 

displayed.  

15.  Auditorium  Same signage as no. 12 2 
Suggest on the walls at each 

side of the auditorium. 

16.  Circle  Same signage as no. 12 2 
Suggest on the walls at each 

side of the circle. 

17.  All Staircases  
At least 1 sign saying 
‘Keep Left’ with reference 
to Covid. 

As 
required 

Front and Rear of House. 

18.  Toilets  

Inside of stall doors to 
have Covid awareness 
signage. This can be 
downloaded free from 
the RBHSS website. 

As 
required 

 

19.  
Circle and 
Stalls 

Signage at hand 
sanitizing stations 
‘Please Sanitize Before 
Taking Seats’ 

6  

20.  
Stalls corridors 
next to seating 
rake 

‘Keep Left’ signage 4  

21.  Stage Door 

Signage outside: ‘All 
Staff And Visitors Will Be 
Fever Screened On 
Entry’ 

1 
Plus any other relevant 
information, e.g. hand 

sanitizing, etc. 
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# Location Signage Type Quantity Comments 

22.  
All rooms 
identified in 
Appendix 1 

Room occupancy 
signage 

As 
identified 

Including lift doors on all floors. 

23.  

Doors from 
Back of House 
through to the 
auditorium 

Clear signage indicating 
that crossing the iron will 
potentially break bubbles 
and should be avoided 
where possible, also 
prompting persons to 
hand sanitize 

2 One on each side. 

24.  
Prompt side 
ear protection 
dispenser 

Signage prompting users 
to hand sanitize before 
use 

1  

INSTALLATION OF SIGNAGE TO BE COMPLETED BY THE END OF PHASE 1 

 

Toilets 

To allow for maintenance of social distancing in toilet areas, it may be necessary as detailed 

below, to remove some of the washbasins or urinals from use temporarily. This can be 

accomplished with tape or using a polythene cover over the facility that is to be taken out of 

use. 

Only toilet facilities with specific controls are listed here. All other toilets within the venue 

should comply with the measures set out in the General Policies section. 

# Location Controls Photo 

25.  
Lower Foyer 

Ladies 

Take hand driers out of 

use so far wall can be 

used for queuing. Provide 

hand towels by the sinks 

instead. Mark 2 metre 

queuing on the floor. Sink 

usage to be carefully 

monitored initially. 

 

26.  Circle  Gents 2 persons maximum.  

27.  Circle Ladies 

Sinks are facing away 

from each other so both 

can remain in use. 3 

persons maximum 

occupancy. Stairs leading 

up outside should be split 

in half for persons 

queuing and marked for 

2m Social Distancing. 

Suggest area is staffed 

during the interval to 

direct persons passing by 

past the queue to 

maintain Social 

Distancing and Keep Left. 

 

28.  
Backstage 

Gents 

All sinks can be left 

operational. 
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Additional Actions 

The table below lists additional actions for various parts of the venue. 

# Location Controls Photo Phase 

29.  Foyer 

During incoming, barrier off the 

route to the circle entrance door, 

so patrons accessing the circle 

are funnelled upstairs. This 

should be manned at all times it 

is in place whilst the building is 

occupied so barriers can be 

removed during an emergency 

evacuation. 
 

4 

30.  Foyer  

Form a one-way system on the 

inner stairs. Right 2 flights up, left 

flight down. This to be manned 

with ushers. 

 

4 

31.  
External 

area 

Arrange 2 queues, 1 for the stalls 

and one for the circle. Close 

down the short area of road 

immediately in front of the theatre 

to vehicles to give plenty of room 

for the queues. Suggest a metal 

barrier at 90 degrees to the wall 

between the stalls and circle 

door, with clear signage 

indicating which queue is which.   

4 

32.  

Stairway 

by Lower 

Foyer WCs 

Make this one-way using floor 

markings (tape to split down the 

middle and arrows). 

 

1 

33.  
FOH Staff 

Cloakroom  

This will be set up in the main 

kitchen. Using taped marks on 

the floor, delineate 2-metre areas 

along the wall for each staff 

member. Install coat hooks in 

each area. 

 1 

34.  
Stage 

Door 

Install signage and fever 

screening equipment.  
 1 
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35.  
Backstage 

Staircases 

Recommend staircases are split 

in half with tape and directional 

arrows installed. 

 1 

36.  
Dressing 

rooms 

Mark alternate seating positions 

as out of use with tape, signage, 

etc. 

 1 

37.  
Backstage 

corridors 

These have already been split 

with tape, recommend installing 

left and right directional arrows 

also. 

 

 

38.  
Technical 

areas 

Devise a system for safely 

sanitising props; trucks; fly lines; 

winches; lighting, sound, 

automation and cue / prompt 

desks; and any other items that 

may be touched by staff during 

the course of a performance.   

 4 

39.  WCs 

Mark sinks and urinals as out of 

use as stated in the General 

Policies and Toilets sections of 

this report. 

 1 

40.  
DR 2/green 

room 

Suggest installing a tea urn for 

busy times such as intervals. 
 4 

41.  Stalls  

Install directional arrows on the 

floors in the corridors next to the 

seating rake. 

 1 
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Complete the table below as each action is completed: 

Action No 
Completed 

(Initial) 
Date Comments 

1.     

2.     

3.     

4.     

5.     

6.     

7.     

8.     

9.     

10.     

11.     

12.     

13.     

14.     

15.     

16.     

17.     

18.     

19.     

20.     

21.     

22.     

23.     

24.     

25.     

26.     

27.     

28.     

29.     

30.     

31.     

32.     

33.     

34.     

35.     

36.     

37.     

38.     

39.     

40.     

41.     
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APPENDIX 3 – COVID-19 RISK ASSESSMENT 

Company Name The Assembly Hall Theatre Title COVID-19 Safe Working Risk Assessment 

RA Reference Nos CV-19 RA - 001 New Assessment X Review Annually, or periodically following significant changes in guidance. 

Date of RA / Review  02/10/2020 Review  

Business Type/ 
Work Activities  

This is a producing & receiving theatre. In the short term, no large-
scale productions will take place, only smaller shows like comedy, 
bands / orchestras, flat floor cabaret, and a scaled-down panto are 
scheduled. Audience numbers have been reduced from 970 to 350 
during the pandemic. 

Assessor / Reviewer Phil Simpson, RBHSS 

People Involved (Estimated numbers of people at risk)  

Employees 50+ Contractors 10+ Any other relevant information 

Visitors 750+ Members of the Public 100+ This assessment has been completed taking into account the government and industry 
guidance currently available.  Prior to the opening of the venue to public this assessment 
will be reviewed; the assessment will also be reviewed following the publication of new 
official guidance on the opening of theatres and other places of entertainment.   

Production Companies 50+ Others Unknown 

 

 

Hazard 

 

Risk 

 

What control measures are currently in 
place? 

Risk Rating 
(RR) 

L x S = RR 

Actions / Next Steps 

(If nothing extra is required, 
please write “Nothing Required in 

Further control column 

Revised RR 

L x S = RR 

L S 
R
R 

 L S RR 

PRIMARY RISKS FROM COVID-19 

The primary risks are as listed below and include the three main transmission routes of the virus. The control measures are general and are addressed in detail throughout the 
main body of this assessment. 

Airborne / Droplet 
Infection (e.g. through 

sneezing, coughing etc). 

Risk of contracting 
COVID-19 through 
airborne droplet infection 

 

• Adequate staff to monitor staff 
movements / crowing, etc. when fully 
operational 

2 4 8 

• Risk is considered to be 
adequate providing control 
measures are adhered to. 
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Hazard 

 

Risk 

 

What control measures are currently in 
place? 

Risk Rating 
(RR) 

L x S = RR 

Actions / Next Steps 

(If nothing extra is required, 
please write “Nothing Required in 

Further control column 

Revised RR 

L x S = RR 

L S 
R
R 

 L S RR 

• Distancing of employees and customers 
from one another 

• PPE – Wearing of face coverings if in 
close proximity to other members of staff 

• Signage as specified in the plan 

• Pre-entry information sent to all staff and 
customers  

• Health questionnaire for staff prior to 
returning to work 

• Temperature checks taken of anyone 
entering the building 

• Social distancing measures in place (i.e. 
seating layout in auditorium, queuing 
system for entry, WCs, etc.) 

Infection through person 
to person contact 

Risk of contracting 
COVID-19 through 
contact with others 

• No immediate person to person contact 
(e.g. shaking hands) 

• Minimal numbers of employees and 
customers in any one area 

• PPE – Gloves or regular handwashing to 
be worn if there is a likelihood of 
accidental physical contact (e.g. 
customer service, cashier, etc.) 

• Government Guidance to be followed on 
control measures for places of 
entertainment 

2 4 8 

• Risk is considered to be 
adequate providing control 
measures are adhered to. 
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Hazard 

 

Risk 

 

What control measures are currently in 
place? 

Risk Rating 
(RR) 

L x S = RR 

Actions / Next Steps 

(If nothing extra is required, 
please write “Nothing Required in 

Further control column 

Revised RR 

L x S = RR 

L S 
R
R 

 L S RR 

• Pre-entry information sent to all staff and 
customers  

• Health questionnaire for staff prior to 
returning to work 

• Temperature checks taken of anyone 
entering the building 

• Enhanced cleaning regimes in place 

Infection through person 
to object contact (e.g. 

doorhandles, keypads etc) 

Risk of contracting 
COVID-19 through cross-
infection due to multiple 
people coming into 
contact with high-touch 
areas 

• Regular disinfection regime for high-
contact areas (e.g. door handles, 
computer equipment, keypads, kettles, 
washroom fittings, etc.) 

• No sharing of desk / office equipment. No 
hot-desking (assigned desks only) 

• PPE – Gloves to be worn or increased 
handwashing if multiple contact with an 
item unavoidable (e.g. money, keypads, 
etc.) 

• Personal Hygiene – Display correct 
handwashing procedure, and the 
importance of personal hygiene as an 
effective control against COVID-19 

• Customers required to sanitise hands on 
entering building and encouraged to 
sanitise at key locations in building (i.e. 
entering and exiting the building) 

2 4 8 

• Risk is considered to be 
adequate providing control 
measures are adhered to. 
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Hazard 

 

Risk 

 

What control measures are currently in 
place? 

Risk Rating 
(RR) 

L x S = RR 

Actions / Next Steps 

(If nothing extra is required, 
please write “Nothing Required in 

Further control column 

Revised RR 

L x S = RR 

L S 
R
R 

 L S RR 

• Pre-entry information sent to all staff and 
customers  

• Health questionnaire for staff prior to 
returning to work 

• Enhanced cleaning regimes in place 

• Temperature checks taken of anyone 
entering the building 

Note: All PPE should be regarded as a last-defence measure. Masks should be kept clean, and in good condition, and gloves should be clean and changed 
regularly, depending on the policy for their use. 

STAFF 

Employers have a duty to reduce workplace risk to the lowest reasonably practicable level by taking preventative measures. Employers must work with any other employers or 
contractors sharing the workplace so that everybody's health and safety is protected. 

 

Current Government Guidance states ‘that everyone should work from home where possible’.  

Staff should work from home if at all possible. Consider who is needed to be on-site, for example: 

•Workers in roles critical for business and operational continuity, safe facility management, or regulatory requirements and which cannot be performed remotely. 

•Workers in critical roles which might be performed remotely, but who are unable to work remotely due to home circumstances or the unavailability of safe enabling equipment. 

 

You should plan for the minimum number of people needed on site to operate safely and effectively. 

Requirement to work / 
Number of employees on 

site 

The more employees on 
site, the higher the 
potential risk of cross-
infection 

• Any employees who are able to work 
from home have been told to continue 
until otherwise instructed 

1 4 4 

• Risk is considered to be 
acceptable providing control 
measures are adhered to. 
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Hazard 

 

Risk 

 

What control measures are currently in 
place? 

Risk Rating 
(RR) 

L x S = RR 

Actions / Next Steps 

(If nothing extra is required, 
please write “Nothing Required in 

Further control column 

Revised RR 

L x S = RR 

L S 
R
R 

 L S RR 

• Staggered shift patterns to minimise the 
number of people on site at any one time 

• During the Pre-Remobilisation phase the 
majority of staff are either furloughed or 
working remotely. Only staff essential to 
preparing the building will return prior to 
reopening 

Travelling to and from 
work 

Commuting using public 
transport raises the risk of 
infection 

• Employees are encouraged to avoid 
public transport where possible, and use 
a personal vehicle or cycle or walk where 
appropriate 

1 4 4 

• Risk is considered to be 
acceptable providing control 
measures are adhered to. 

   

Arriving at / Departing 
from the workplace 

Access / egress points 
can be areas that involve 
a high degree of person-
to-person and person-to-
object contact 

• Regular sanitisation / disinfection of 
doorhandles / keypads, etc. 

• Staggered arrival times for staff to avoid 
too many people arriving at any one time  

• Hand sanitiser stations (preferably 
electronic, touch-free units) to be 
installed at all access/ egress points 

1 4 4 

• Risk is considered to be 
acceptable providing control 
measures are adhered to. 

   

Break Times 

Break times are 
traditionally times for 
social congregation and 
interaction, raising the risk 
of infection 

• Staggered break times to avoid high 
numbers of staff using facilities  

• Staff encouraged to take breaks at their 
workstations, or use an outdoor area if 
available 

1 4 4 

• Risk is considered to be 
acceptable providing control 
measures are adhered to. 
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Hazard 

 

Risk 

 

What control measures are currently in 
place? 

Risk Rating 
(RR) 

L x S = RR 

Actions / Next Steps 

(If nothing extra is required, 
please write “Nothing Required in 

Further control column 

Revised RR 

L x S = RR 

L S 
R
R 

 L S RR 

• Staff encouraged to bring food and drink 
from home rather than use work facilities 

• Staff using work facilities to use one cup, 
which is to be washed after use and kept 
at their workstation 

• Staff to make only drinks for themselves, 
not for other members of staff 

• Work facilities e.g. kettles to be wiped 
and disinfected before and after every 
use 

• Green room layouts to maintain social 
distancing and procedures in place to 
sterilise eating areas before and after 
use  

Staff Hygiene 

Regular and thorough 
handwashing has been 
identified as an effective 
control against the spread 
of Coronavirus 

• All washrooms to have signage to 
instruct in correct handwashing 
technique and the importance of 
maintaining the practice 

• Hand Sanitiser stations to be installed 
throughout the building, especially in 
high-contact areas 

• Ensure there are adequate supplies of 
soap, sanitiser and moisturiser available 

1 4 4 

• Risk is considered to be 
acceptable providing control 
measures are adhered to. 
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Hazard 

 

Risk 

 

What control measures are currently in 
place? 

Risk Rating 
(RR) 

L x S = RR 

Actions / Next Steps 

(If nothing extra is required, 
please write “Nothing Required in 

Further control column 

Revised RR 

L x S = RR 

L S 
R
R 

 L S RR 

Office / Desk Work 

Office desks and other 
work areas (e.g., 
photocopier/ printer) can 
be high-contact areas 

• No hot-desking unless workstations are 
sterilised before and after use (staff to 
ideally use assigned workspaces only) 

• No sharing of office equipment (e.g. 
pens, computer mice, keyboards, etc.) 

• Personal office equipment and area to be 
wiped and disinfected at the beginning 
and end of every shift / day 

• When using shared office equipment 
(e.g. office printer/ shredder, etc.), clean 
with suitable disinfectant wipes before 
and after use.  Wash / sanitise hands 
immediately after 

2 4 8 

• Risk is considered to be 
adequate, providing control 
measures are adhered to. 

   

Clinically Extremely 
Vulnerable Staff Members 

Clinically Extremely 
Vulnerable people have a 
very high risk of severe 
effects from COVID-19 

• Staff members designated as ‘Clinically 
Extremely Vulnerable’ are required to 
stay at home until notified by their GP 
that this is no longer required 

1 2 2 

• Risk is considered to be 
acceptable providing control 
measures are adhered to. 

   

Clinically Vulnerable Staff 
Members 

Clinically Vulnerable 
People have a high risk of 
serious effects from 
COVID-19 

• Staff members designated as ‘Clinically 
Vulnerable’ are assigned work that can 
be undertaken remotely where possible  

• Where Clinically Vulnerable staff 
members are not able to work from 
home, controls are to be put in place 
where they are isolated from others 
during work (e.g. Assigned office / room 
to be used by that individual only) 

2 4 8 

• Risk is considered to be 
adequate providing control 
measures are adhered to. 
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Hazard 

 

Risk 

 

What control measures are currently in 
place? 

Risk Rating 
(RR) 

L x S = RR 

Actions / Next Steps 

(If nothing extra is required, 
please write “Nothing Required in 

Further control column 

Revised RR 

L x S = RR 

L S 
R
R 

 L S RR 

There are groups of people who have been designated, due to their health or other factors, as either Clinically Vulnerable, or Clinically Extremely Vulnerable. These 
terms are explained in greater detail in APP 1 – VULNERABLE & HIGH-RISK INDIVIDUALS. 

Staff working from home 

Working from home 
decreases the risk of 
infection from COVID-19, 
but can result in isolation, 
depression, and other 
physical and mental 
health issues. 

• All members of staff working from home 
are included in regular, online meetings 

• All members of staff working from home 
are contacted on a regular basis for work 
purposes, and to check on their welfare, 
and physical and mental wellbeing 

1 4 4 
• Risk is considered to be 

acceptable providing control 
measures are adhered to. 

   

Staff with special 
requirements  

Some staff members (due 
to disability or other 
characteristic) may have 
special access or other 
requirements  

• All employees requiring special 
consideration will be risk assessed, and 
control measures specific to their 
requirements put in place (currently, 
there are no staff members attending 
with special requirements) 

1 4 4 
• Risk is considered to be 

acceptable providing control 
measures are adhered to. 

   

Staff with special requirements can include any members of staff with one or more of the protected characteristics as defined in the Equality Act 2010. These 
include staff with disabilities and expectant mothers. A full list can be found in APP 2 – PROTECTED CHARACTERISTICS. It is an employer’s duty to ensure that 

these individuals are afforded the same opportunity to attend work safely (or work from home, where appropriate) as their colleagues. 

Staff members potentially 
infected with COVID-19 

Infected staff members 
present in the workplace 
will hugely increase the 
risk of the disease 
spreading within the 
organisation 

• All staff members who display potential 
symptoms of COVID-19 (or who share a 
household with someone who has 
symptoms) are required to stay at home 
and isolate for 14 days in line with 
Government Guidance 

• Staff are encouraged to check their own 
temperature prior to leaving for work 

2 4 8 

• Risk is considered to be 
adequate providing control 
measures are adhered to. 
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Hazard 

 

Risk 

 

What control measures are currently in 
place? 

Risk Rating 
(RR) 

L x S = RR 

Actions / Next Steps 

(If nothing extra is required, 
please write “Nothing Required in 

Further control column 

Revised RR 

L x S = RR 

L S 
R
R 

 L S RR 

• All staff will have their temperature 
checked before entering the building and 
turned away if they have a temperature 

Staff Awareness 

Lack of factual awareness 
of COVID-19 can lead to 
confusion, which in turn 
could result in potentially 
infected people coming to 
work, or those at work not 
taking control measures 
seriously 

• All staff to complete a health screening 
questionnaire before returning to work 

• All staff to be informed of the control 
measures as detailed in this Risk 
Assessment (either via website, email, or 
recorded letter) 

• Staff to be given online re-induction 
covering the company’s controls and 
COVID-19 awareness training 

• Staff to be given factual information on 
COVID-19, including the symptoms, and 
actions to be taken etc.  

• All staff members to be made aware that 
no negative opinions will be held if they 
are requiring to isolate due to suspected 
symptoms, etc. 

2 4 8 

• Put in place extra staff 
training where required (e.g. 
on new processes or 
equipment). 

1 4 4 

See APP 3 – RECOGNISING SYMPTOMS OF CORONAVIRUS 

Symptoms presenting 
whilst at work 

Infected staff members 
present in the workplace 
will hugely increase the 
risk of the disease 
spreading within the 
organisation 

• Staff who begin to present symptoms 
whilst at work are required to return 
home immediately and seek medical 
advice (using the NHS 111 Coronavirus 
Service), and comply with the most 
recent Test & Trace rules 

2 4 8 
• Risk is considered to be 

adequate providing control 
measures are adhered to. 
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Hazard 

 

Risk 

 

What control measures are currently in 
place? 

Risk Rating 
(RR) 

L x S = RR 

Actions / Next Steps 

(If nothing extra is required, 
please write “Nothing Required in 

Further control column 

Revised RR 

L x S = RR 

L S 
R
R 

 L S RR 

• Staff are encouraged to check their own 
temperature prior to leaving for work 

• That person’s work area, etc. is to be 
fully disinfected by a member of staff 
wearing full and correct PPE (i.e. apron, 
gloves, facemask and eye protection). 
The used cleaning materials are to be 
double bagged, and the bags retained for 
72 hours (or disposed of immediately as 
Class 1 Clinical Waste) before collection 

WORKING, CARRYING OUT TASKS AND EVERYDAY OPERATIONS 

All areas of working will carry their own specific risks and control measures. 

Meetings 

Potential for contact with 
a number of other staff 
members in (usually) 
close proximity 

• Meetings to be undertaken remotely (e.g. 
online, telephone or video-call) where 
possible 

• Where the above is not possible, the 
meeting room is to be arranged so as to 
allow current social distancing guidelines 
between participants 

• Meeting rooms to be ventilated naturally 
(via open windows) where possible  

1 4 4 

• Note: Consider whether a 
meeting is essential. Can 
communications be 
undertaken via telephone or 
email? 

• Risk is considered to be 
acceptable providing control 
measures are adhered to. 
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Hazard 

 

Risk 

 

What control measures are currently in 
place? 

Risk Rating 
(RR) 

L x S = RR 

Actions / Next Steps 

(If nothing extra is required, 
please write “Nothing Required in 

Further control column 

Revised RR 

L x S = RR 

L S 
R
R 

 L S RR 

Training 

Potential for contact with 
a number of other staff 
members in (usually) 
close proximity 

• Staff training to be undertaken remotely 
(e.g. webinar or e-learning) where 
possible 

• Where the above is not possible, the 
training room is to be arranged so as to 
allow current social distancing guidelines 
between participants 

• Meeting rooms to be ventilated naturally 
(via open windows) where possible. No 
desk or portable fans to be used 

2 3 6 

• Training traditionally requiring 
physical contact (e.g. First 
Aid) will need to be modified 
for safety whilst these 
restrictions are in force. 

1 3 3 

Moving around the 
building 

Potential for unnecessary 
contact whilst moving 
around the building 

• Staff only to move around the building if 
absolutely necessary 

• Staffing Levels are kept to a minimum 

• Staff to pay attention to other personnel, 
and keep social distancing where 
possible 

2 3 6 

• Reinforce the ‘Keep Left’ 
message with signage, 
instruction etc. 

1 3 3 

OTHER PEOPLE IN THE WORKPLACE 

This section covers controls put in place to manage the risk posed by people entering the building who are not members of staff (including those employed by the same 
company, but at a different location) 
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Hazard 

 

Risk 

 

What control measures are currently in 
place? 

Risk Rating 
(RR) 

L x S = RR 

Actions / Next Steps 

(If nothing extra is required, 
please write “Nothing Required in 

Further control column 

Revised RR 

L x S = RR 

L S 
R
R 

 L S RR 

Customers (any members 
of the public attending the 

premises with the 
intention of purchasing 

goods or watching a 
performance) 

Potentially infected 
members of the public 
could increase the risk of 
infection 

• There is no public access to the Theatre 
or administration buildings during Phase1 
– 3 

• Audience numbers limited to 350 

• Thermal fever screening upon entry, 

using a fixed or hand-held fever 

screening system  

• Social Distancing measures in place for 
members of the public  

• Customers required to use Hand 
Sanitiser on entry and offered to all 
customers at key points around the 
building  

• Any members of the public visually 
showing symptoms (e.g. a cough) will be 
asked to undergo a secondary 
temperature check (using a touch-free 
thermometer) and asked questions to 
identify if they are a high risk 

2 4 8 

• Risk is considered to be 
adequate providing control 
measures are adhered to. 
 

   

Contractors (any external 
company or person 

entering the premises to 
undertake works) 

Potentially infected 
contractors could increase 
the risk of infection, or 
contact could increase the 
risk of contractors 
becoming infected 

• Only work deemed essential is to be 
undertaken by contractors whilst COVID-
19 restrictions are in place (until 
guidance changes) 

• Contractors to include their COVID-19 
controls in documentation submitted 
during vetting 

2 4 8 

• Risk is considered to be 
adequate providing control 
measures are adhered to. 

   



COVID-19 REMOBILISATION PLAN 

Assembly Hall Theatre Sep 2020                         RBHSS CV-19 RM V1 - 2020       Page 47 

 

Hazard 

 

Risk 

 

What control measures are currently in 
place? 

Risk Rating 
(RR) 

L x S = RR 

Actions / Next Steps 

(If nothing extra is required, 
please write “Nothing Required in 

Further control column 

Revised RR 

L x S = RR 

L S 
R
R 

 L S RR 

• Anyone entering the building will have 
their temperature checked and denied 
entry if showing a temperature 

• Contractor inductions  

Delivery Processing 

Potential for infection due 
to contact with delivery 
personnel or 
contaminated goods 

• All delivered items (where appropriate) to 
be disinfected or sanitised upon delivery 

• Delivery drivers only to enter the 
premises if absolutely necessary (this 
includes using the toilet if required), and 
time spent within the premises to be kept 
to an absolute minimum 

• Delivery drivers to wear masks and 
gloves whilst in the premises 

• Staff members engaging with delivery 
drivers, etc. to wear face masks and 
gloves 

• Anyone entering the building will have 
their temperature checked and denied 
entry if showing a temperature 

• Staff discouraged from arranging 
personal deliveries to the theatre (e.g. 
Amazon, etc.) 

1 4 4 

• Risk is considered to be 
acceptable providing control 
measures are adhered to. 

   

Internal Visitors 
(employed by the same 

company, but at a 
different location) 

Potential for infection due 
to contact with extra 
personnel, or confusion in 

• Any internal visitor to undergo a site 
safety induction, including COVID-19 

1 4 4 
• Risk is considered to be 

acceptable providing control 
measures are adhered to. 
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Hazard 

 

Risk 

 

What control measures are currently in 
place? 

Risk Rating 
(RR) 

L x S = RR 

Actions / Next Steps 

(If nothing extra is required, 
please write “Nothing Required in 

Further control column 

Revised RR 

L x S = RR 

L S 
R
R 

 L S RR 

the case of differing 
protocols 

control measures, prior to visiting or 
entering the premises 

• Internal visitors permitted only if 
absolutely necessary 

• Anyone entering the building will have 
their temperature checked and denied 
entry if showing a temperature 

BUILDING 

Measures taken to ensure the building is kept as clean and infection-free as possible 

Premises (General) 

A high standard of 
general hygiene and 
sanitisation has been 
identified as an effective 
control measure against 
the spread of infection 

• All hard surfaces (e.g. desks / counter-
tops), and especially those identified as 
high-contact areas to be disinfected 
regularly and records maintained 

• Anti-microbial fogging of building monthly  

2 4 8 
• Risk is considered to be 

adequate providing control 
measures are adhered to. 

   

Access / Egress 

Access / egress points 
can be areas that involve 
a high degree of person-
to-person and person-to-
object contact 

• Regular sanitisation / disinfection of 
doorhandles / keypads etc. 

• Hand sanitiser stations (preferably 
electronic, touch-free units) to be 
installed at all access/ egress points 

2 4 8 
• Risk is considered to be 

adequate providing control 
measures are adhered to. 

   

Wash / Bathroom 
Facilities 

Washroom facilities are 
high-contact areas 
frequented by the majority 
of staff during the day. 
Personal hygiene can 
also be a factor 

• All washrooms to have signage to 
instruct in correct handwashing 
technique and the importance of 
maintaining the practice 

2 3 6 

• Consider the allocation of 
facilities (where possible) to 
departments to minimise the 
potential for cross-
contamination. 

1 3 3 
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Hazard 

 

Risk 

 

What control measures are currently in 
place? 

Risk Rating 
(RR) 

L x S = RR 

Actions / Next Steps 

(If nothing extra is required, 
please write “Nothing Required in 

Further control column 

Revised RR 

L x S = RR 

L S 
R
R 

 L S RR 

• All common facilities to be subject to a 
recorded and checked cleaning regime 

• Public toilets to be cleaned at key points 
during performances (i.e. before 
incoming, before / after interval and post 
show) 

• Public toilets to have staff monitoring the 
area during busy periods 

Kitchen / Break-Room 
Facilities 

Kitchen and Break-room 
facilities are high-contact 
areas frequented by the 
majority of staff during the 
day. General hygiene can 
also be a factor 

• Staggered break times to avoid high 
numbers of staff using facilities 

• Staff encouraged to take breaks at their 
workstations, or use an outdoor area if 
available 

• Staff encouraged to bring food and drink 
from home rather than use work facilities 

• All common facilities to be subject to a 
recorded and checked cleaning regime 

• Green room laid out to maintain social 
distancing 

• Work facilities e.g. kettles to be wiped 
and disinfected before and after every 
use 

2 4 8 
• Risk is considered to be 

adequate providing control 
measures are adhered to. 
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Risk 

 

What control measures are currently in 
place? 

Risk Rating 
(RR) 

L x S = RR 

Actions / Next Steps 

(If nothing extra is required, 
please write “Nothing Required in 

Further control column 

Revised RR 

L x S = RR 

L S 
R
R 

 L S RR 

Workstation Layout 

A poor layout of work 
areas can lead to social 
distancing being hard to 
maintain, and increase 
the risk of infection 

• Workers to be positioned to maintain 
social distancing. Where workstations 
are closer than this, alternate 
workstations should be used, or screens 
provided 

• Where members of staff falling under the 
Vulnerable category (see above) are 
involved, they should be allocated a 
room or office to themselves (where 
possible) 

1 4 4 
• Risk is considered to be 

acceptable providing control 
measures are adhered to. 

   

Use of Equipment 

Improper or untrained use 
of COVID-19 safety 
equipment could lead to 
an infected individual 
entering the premises 

• All relevant staff should receive 
comprehensive training on the use of any 
equipment installed or supplied 
specifically for COVID-19 control (e.g. 
thermal fever-screening systems, 
touchless thermometers, etc.) 

• Technical areas.  Staff to be provided 
with personal issue tools (which should 
be labelled, or colour coded) and larger 
tools to be disinfected after each use 

1 4 4 
• Risk is considered to be 

acceptable providing control 
measures are adhered to. 

   

Maintenance of 
Equipment 

Improperly maintained 
COVID-19 safety 
equipment could result in 
an infected individual 
entering the premises, or 
hygiene levels to be 
compromised 

• All safety equipment to be subject to 
recorded checks 

• Any battery-powered items (e.g. 
thermometers / cordless hand sanitiser 
dispensers) to be regularly checked, and 
a ready supply of replacement batteries 
to be kept on hand 

1 4 4 
• Risk is considered to be 

acceptable providing control 
measures are adhered to. 
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Hazard 

 

Risk 

 

What control measures are currently in 
place? 

Risk Rating 
(RR) 

L x S = RR 

Actions / Next Steps 

(If nothing extra is required, 
please write “Nothing Required in 

Further control column 

Revised RR 

L x S = RR 

L S 
R
R 

 L S RR 

Ventilation 
Lack of ventilation could 
cause dead spots where 
bacteria could linger 

• All ventilation to be fresh air where 
possible – i.e. open windows, air 
conditioning which does not re-circulate 
between rooms 

• Council contractor to ensure all HVAC 
systems are COVID-19 compliant 

1 4 4 
• Risk is considered to be 

acceptable providing control 
measures are adhered to. 

   

EMERGENCIES & FIRST AID 

Emergency evacuations and situations calling for the use of First Aid will require a modified approach, within reason 

Emergency Evacuation 

Potential for injury due to 
fire or other emergency 
event, as well as the 
heightened potential for 
cross infection due to 
inevitable contact with 
others during the 
evacuation 

• Separate fire exits for different areas/ 
departments where possible 

• Muster points to be arranged to maintain 
social distancing 

2 3 6 

• Ensure that any changes 
made to Emergency 
Evacuation plans are trained 
out to staff immediately  

• Consider a ‘dispersal’ 
system, where evacuees, 
after a roll call to ascertain 
their presence, can disperse 
to avoid crowding if required. 

   

Government Guidance indicates that an emergency evacuation is to be regarded as an extenuating circumstance (e.g. Social Distancing should not be regarded as 
a priority where this would impede a safe evacuation). However, where control measures are able to be safely observed, they should be. 

First Aid Situations 

Increased potential for 
infection due to necessity 
for person-to-person 
contact 

• Mouth-to-mouth discouraged, in favour of 
‘compression only’ CPR 

• PPE (such as aprons, gloves and masks) 
to be kept with every First Aid Kit to 
protect First Aiders if required 

2 4 8 
• Risk is considered to be 

adequate providing control 
measures are adhered to. 
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Hazard 

 

Risk 

 

What control measures are currently in 
place? 

Risk Rating 
(RR) 

L x S = RR 

Actions / Next Steps 

(If nothing extra is required, 
please write “Nothing Required in 

Further control column 

Revised RR 

L x S = RR 

L S 
R
R 

 L S RR 

• Trained First Aiders to receive a COVID-
19 First Aid Refresher  

PPE 

Supply and correct use of personal protective equipment 

Improper use of PPE 

Improper use of PPE 
negates its effectiveness, 
increasing the risk of 
infection  

• All personnel are to be trained in 
company requirements and the correct 
use of any PPE supplied 

• Use of PPE is to be monitored by 
supervisory staff, with non- or improper 
usage to be taken seriously 

1 4 4 
• Risk is considered to be 

acceptable providing control 
measures are adhered to. 

   

Lack of PPE 

A lack of PPE may mean 
that protocols cannot be 
followed correctly, 
increasing confusion, and 
a risk of infection 

• PPE will be supplied. In the event of this 
supply failing, secondary measures can 
be taken (e.g. further reducing staff 
numbers / increasing distancing, etc.) 

1 4 4 
• Risk is considered to be 

acceptable providing control 
measures are adhered to. 

   

Note: All PPE should be regarded as a last-defence measure. Masks should be kept clean, and in good condition, and gloves should be clean and changed 
regularly, depending on the policy for their use. 
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Risk Rating System 

RR (Risk Rating) = L (Likelihood) x S (Severity) 
 

  Severity (S) 

  1 2 3 4 5 

L
ik

e
lih

o
o
d
 (

L
) 

5 5 10 15 20 25 

4 4 8 12 16 20 

3 3 6 9 12 15 

2 2 4 6 8 10 

1 1 2 3 4 5 

 

 Risk Rating  

1 - 4 Acceptable – No further controls required but ensure controls 
are maintained 
 

5 - 9 Adequate – Monitor control measures to ensure they are being 
implemented  
 

10 - 16 Tolerable – Look to improve control measures within specified 
time scale 
 

17 - 25 Unacceptable – Task is deemed too high and urgent control 
measures are required 
 

 

 
 
Important: 
 

LIKELIHOOD 

1 Improbable – very unlikely  
 

2 Low – unlikely  

3 Medium – Possibility 

4 High – likely  

5 Almost Certain – very likely 

 
 
 

SEVERITY 

1 Negligible – minor injuries, cuts, scratches 
 
 
 

2 Minor – first aid treatment, sprains, bruises, cuts 
 
 

3 Moderate – temporary disability, fracture 
 

4 Serious – major injury, permanent disability, life-threatening illness 
 

5 Major – fatality, serious loss or damage 
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APPENDIX 4 – RISK ASSESSMENT ANNEX  

Annexes for CV-19 RA – V2 (RBHSS) – Updated 04/08/2020(MC) 

RA ANNEX 1 – VULNERABLE AND HIGH-RISK INDIVIDUALS 

Clinically Extremely Vulnerable People 

Clinically extremely vulnerable people will have received a letter telling them they are in this 

group or will have been told by their GP. Guidance on who is in this group can be found 

here: 

Extract from the .Gov website (Click to follow link) 

Expert doctors in England have identified specific medical conditions that, based on what we 

know about the virus so far, place someone at greatest risk of severe illness from COVID-19. 

Clinically extremely vulnerable people may include the following people. Disease severity, 

history or treatment levels will also affect who is in this group. 

• solid organ transplant recipients 

• people with specific cancers: 

o people with cancer who are undergoing active chemotherapy 

o people with lung cancer who are undergoing radical radiotherapy 

o people with cancers of the blood or bone marrow such as leukaemia, 

lymphoma or myeloma who are at any stage of treatment 

o people having immunotherapy or other continuing antibody treatments for 

cancer 

o people having other targeted cancer treatments that can affect the immune 

system, such as protein kinase inhibitors or PARP inhibitors 

o people who have had bone marrow or stem cell transplants in the last 6 

months or who are still taking immunosuppression drugs 

• people with severe respiratory conditions including all cystic fibrosis, severe asthma 

and severe chronic obstructive pulmonary disease (COPD) 

• people with rare diseases that significantly increase the risk of infections (such as 

severe combined immunodeficiency (SCID), homozygous sickle cell) 

• people on immunosuppression therapies sufficient to significantly increase risk of 

infection 

• women who are pregnant with significant heart disease, congenital or acquired 

• other people who have also been classed as clinically extremely vulnerable, based 

on clinical judgement and an assessment of their needs. GPs and hospital clinicians 

have been provided with guidance to support these decisions 

 

People in this group should have been contacted to tell them they are clinically extremely 

vulnerable. 

Clinically Vulnerable People 

Clinically vulnerable people include those aged 70 or over and those with some underlying 

health conditions, all members of this group are listed in the ‘clinically vulnerable’ section 

here: 

https://www.gov.uk/government/publications/full-guidance-on-staying-athome-and-away-

from-others/full-guidance-on-staying-at-home-and-awayfrom-others 

Extract from the .Gov website (link above) 

https://www.gov.uk/government/publications/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19/guidance-on-shielding-and-protecting-extremely-vulnerable-persons-from-covid-19#clinically-extremely-vulnerable-groups
https://www.gov.uk/government/publications/full-guidance-on-staying-athome-and-away-from-others/full-guidance-on-staying-at-home-and-awayfrom-others
https://www.gov.uk/government/publications/full-guidance-on-staying-athome-and-away-from-others/full-guidance-on-staying-at-home-and-awayfrom-others
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If you have any of the following health conditions, you are clinically vulnerable, meaning you 

are at higher risk of severe illness from coronavirus. You are advised to stay at home as 

much as possible and, if you do go out, take particular care to minimise contact with others 

outside your household. 

 

Clinically vulnerable people are those who are: 

• aged 70 or older (regardless of medical conditions) 

• under 70 with an underlying health condition listed below (that is, anyone instructed 

to get a flu jab each year on medical grounds): 

• chronic (long-term) mild to moderate respiratory diseases, such as asthma, chronic 

obstructive pulmonary disease (COPD), emphysema or bronchitis 

• chronic heart disease, such as heart failure 

• chronic kidney disease 

• chronic liver disease, such as hepatitis 

• chronic neurological conditions, such as Parkinson’s disease, motor neurone 

disease, multiple sclerosis (MS), or cerebral palsy 

• diabetes 

• a weakened immune system as the result of certain conditions or medicines they are 

taking (such as steroid tablets) 

• being seriously overweight (a body mass index (BMI) of 40 or above) 

• pregnant women 

 

RA ANNEX 2 – PROTECTED CHARACTERISTICS 

The protected characteristics below are defined in the Equality Act 2010. Staff members 

possessing one or more of these characteristics must be granted the same opportunities and 

ability to work safely as their other colleagues. Where this cannot be achieved due to control 

measures put in place to control the spread of COVID-19, a mutually agreed solution must 

be reached. 

The protected characteristics are: 

• Age 

• Disability 

• Gender reassignment 

• Marriage and civil partnership 

• Pregnancy and maternity 

• Race 

• Religion or belief 

• Sex 

• Sexual orientation. 

 

An example of a mutually agreeable solution might be for an expectant mother (who also 

comes under the category of a Clinically Vulnerable person – see Appendix 1), who is not 

able to undertake her work from home to be placed on suspension with full pay. 
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RA ANNEX 3 – RECOGNISING SYMPTOMS OF CORONAVIRUS 

The main symptoms of coronavirus are: 

• High temperature – this means you feel hot to touch on your chest or back (you do not 
need to measure your temperature). Consideration needs to be given to low-grade 
pyrexia (raised body temperature) of 37.5° – 37.9°. However, the NHS classifies pyrexia 
as 38° and above.  A low-grade pyrexia may need a repeat temperature check 

• New, continuous cough – this means coughing a lot for more than an hour, or 3 or 

more coughing episodes in 24 hours (if you usually have a cough, it may be worse than 

usual) 

• Loss or change to your sense of smell or taste – this means you've noticed you 

cannot smell or taste anything, or things smell or taste different to normal. 

 

Most people with coronavirus have at least one of these symptoms. 

This information comes directly from the Government / NHS website advice, which 

can be found at: https://www.nhs.uk/conditions/coronavirus-covid-19/check-if-you-have-

coronavirus-symptoms/ 

 

  

https://www.nhs.uk/conditions/coronavirus-covid-19/check-if-you-have-coronavirus-symptoms/
https://www.nhs.uk/conditions/coronavirus-covid-19/check-if-you-have-coronavirus-symptoms/
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APPENDIX 5 – ‘COVID SAFE’ DECLARATION 

 

Link: 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attach

ment_data/file/903464/staying-covid-19-secure-2020-230720.pdf  

To sign and display to show that measures have been put in place to protect against 

the risk of COVID-19  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/903464/staying-covid-19-secure-2020-230720.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/903464/staying-covid-19-secure-2020-230720.pdf
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APPENDIX 6 – FEVER SCREENING – RECORD OF DENIED ACCESS 

 

FEVER SCREENING – VENUE NAME 

RECORD OF DENIED ACCESS   

Premises 

 

  

Location VENUE NAME 

NAME Date Time 
Temperature as recorded by 

clinical thermometer (°C) 

Entry 

Allowed 

Yes/No 

Temperature 

Checked By: 
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APPENDIX 7 – SANITISER STATION CHECKSHEET 

 

 

HAND SANITISER STATION CHECK – VENUE NAME 

WEEK STARTING: _____________________ 

 

Premises VENUE NAME 

  

LOCATION TIME 
Checked 

☒ 

Wiped Down 

☒ 

Refilled 

☒ 
Checked By: 

day  

location  ☐ ☐ ☐  

  ☐ ☐ ☐  

  ☐ ☐ ☐  

  ☐ ☐ ☐  

  ☐ ☐ ☐  

day  

location  ☐ ☐ ☐  

  ☐ ☐ ☐  

  ☐ ☐ ☐  

  ☐ ☐ ☐  

  ☐ ☐ ☐  

day  

location  ☐ ☐ ☐  

  ☐ ☐ ☐  

  ☐ ☐ ☐  

  ☐ ☐ ☐  

  ☐ ☐ ☐  

 

Signed Off By:  Date:  
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APPENDIX 8 – AREA SPECIFIC CLEANING / DISINFECTION RECORD SHEET: 

 

CLEANING CHECKLIST – VENUE NAME 

    

WEEK STARTING: _____________________ 

 

Area/Item 

to be 

cleaned 

Time Days of the week 

 

COVID Officer 

signature 

  Mon Tues Wed Thurs Fri Sat Sun  

Reception  11:00hrs         

Kitchen (3rd) 11:00hrs         

Kitchen (4th)  11:00hrs         

Door 
Handles  

11:00hrs 
        

Reception 13:00hrs         

Kitchen (3rd)  13:00hrs         

Kitchen (4th)  13:00hrs         

Door 
Handles 

13:00hrs         

Reception 15:00hrs         

Kitchen (3rd)  15:00hrs         

Kitchen (4th)  15:00hrs         

Door 

Handles  
15:00hrs 

        

 

TO BE CHANGED ACCORDING TO SPECIFIC VENUE REQUIREMENTS 
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APPENDIX 9 – HEALTH QUESTIONNAIRE (EMPLOYEES) 

 

COVID-19 Return to Work Form 

Name: 

Company: 

Venue: 

This questionnaire is confidential and will be shared only with specific managers 

from your company.  

Please answer the following questions: Yes No 

Have you been in direct contact with anyone who has tested 
positive for COVID-19 in the last two weeks?  

  

Have you or anyone in your household been in direct contact 
with anyone who has displayed symptoms of COVID-19 in the 
last 2 weeks? 

  

Have you or anyone in your household developed a new, 
persistent cough?  

    

Have you, or anyone in your household shown any other 
symptoms of COVID-19?  

    

 

If you feel uncomfortable or are unwilling to answer any of the questions below, 

please leave blank. 

How do you plan to travel to work? 

I drive alone in my car  

I car share with another colleague  

I car share with another family member / friend outside of work  

I use public transport  

I use a mixture of these methods  

If you use another mode of transport, please fill in the box below 

 
 
 
 
 
 

 

We are implementing a range of controls to minimise the impact of COVID-19.  
Please select the controls you would be comfortable using. 

Working unsociable hours (e.g. later or earlier than previous) to reduce my 
chances of infection. 

 

Working from home for all/part of my role.  

Medical Testing (e.g. finger prick tests) to see if I have, (or have had) 
COVID-19 

 

COVID-19 Awareness Training (before returning to my physical workplace)  
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COVID-19 poses a risk to our Mental Health and sense of Wellbeing.  
Please select the statement that best fits you 

 

COVID-19 does not negatively impact my Health & Wellbeing  

COVID-19 has affected me, but I am feeling resilient  

COVID-19 concerns me – I feel uncomfortable returning to work  

I am unsure how I feel about returning to work  

If you would like to expand on any of the select statements, please do so in the 
box below. 
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APPENDIX 10 – ONE WAY SYSTEMS 

 

Details of these can be found in the General Policies section. 
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APPENDIX 11 – FIXED TEAMS & BUBBLES 

 

Consideration should be given by the Assembly Hall Theatre Management Team into the 

application and staffing of Fixed Team working to minimise staff interaction across all work 

areas. 

 

Zone Fixed Teams Staff working in zone 

Front of House  
- FOH 

- Bars 

- Ushers 

- Bar staff 

- Security 

- Duty Managers 

- COVID Officer 

Front of House 

Technical 
- FOH Technical 

- Lighting 

- Sound 

- Follow Spots 

Cast/Orchestra 
- Cast 

- Orchestra 

- Cast  

- Orchestra 

- Stage Managers 

Rear of House 

Technical 
- Tech staff 

- Technical full time 

- Technical casual 

- Show staff and crew 

- Wardrobe  

 

Recommendations 

When implementing any fixed team working Front of House the following should be 

considered: 

 

• Management to work rotas to ensure that they are not working at the same times where 

possible. 

• The opening schedule means the Assembly Hall Theatre will be dark on Mondays, 

Tuesdays and Wednesdays.  

• FOH staff will be one bubble which will be alternated from week to week with a 

completely different team. 

• ROH teams will be split into 2 bubbles which will be rotated where possible, as directed 

by the Technical Manager on a case-by-case basis. 

• FOH and ROH technical teams should be considered as separate bubbles and should 

not mix where possible. FOH Tech staff should be reminded not to ‘cross the iron’, apart 

from when absolutely necessary, when the building is open to the public. 

• Fireman and security officer, where applicable, to be given own area and not roaming 

until specific times when social distancing can be maintained.  This person should not 

remain within close contact of any staff unless necessary, where this is necessary time 

should be at the absolute minimum.  

• To protect the integrity of the bubbles for business continuity reasons, it is strongly 

advised that Assembly Hall staff bubbles do not alternate between other venues, for 

example the Ice Rink. 

• It is also advised that cast/crew are reminded that going to the pub together after the 

show would negate the efficacy of the bubbles.  
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APPENDIX 12 – TRAINING NEEDS ANALYSIS 

 

RB Health and Safety Solutions offer a full range of training and E-Learning, including First 

Aid COVID-19 additional training for existing First Aiders. 

 

COVID-19 Training Needs Analysis 

 
General 
Induction 
(Virtual) 

CV-19 First 
Aid Top-Up 
(Virtual) 

Effective 
Cleaning 
During CV-
19 (Virtual) 

CV-19 
Officer 
Training 

CV-19 
Awareness 
(Virtual) 

Cleaners Yes   Yes   Yes  

First -Aiders  Yes     

Ushers Yes  Yes   Yes  

Bar Staff Yes   Yes   Yes  

Tech Staff 
(ROH & 
FOH) 

Yes     Yes  

Stage 
Managers 

Yes     Yes  

Admin Staff Yes     Yes 

Theatre 
Managers 

Yes     Yes  

COVID-19 
Officer 

Yes   Yes  Yes  Yes   

 

RB Health and Safety Solutions also offer a Re-entry to Work Anxiety course. 

This is a free 15-minute eLearning course which has been designed to help anyone 

returning to work either from furlough or working from home to recognise the signs and 

symptoms of re-entry anxiety and provide practical tips and strategies. 

 


