RISK ASSESSMENT 
HOTEL/VENUE


	Hazard/Task 

Hotel & venue showrounds/site visits during the Coronavirus pandemic
Date …………………………….    Signed by …………………………………….
IMPORTANT: Keep up to date with Government Covid-19 Guidelines as these are changeable

	Severity

1 Negligible

2 Minor injury

3 Major injury

4 Single death

5 Multiple 

   death
	Probability

1 Improbable

2 Possible

3 Occasional

4 Fairly   

   frequent

5 Frequent

6 Certainty
	Risk rating

1-6 low

7-14 Medium

15 to 36 high

	Risk 
	People at risk 
	Current controls 
	Severity x Likelihood = Risk Rating 
	Additional control measures 
	New risk rating 

Severity x Likelihood = Risk Rating

	Organising Site Visit 
Reduce the risk of spreading the Covid-19 virus 
	· Hotel Employees 

· Visitors/Guest
	Government guidance that has been in force since beginning of 2020. Working Safely in Hotels and Offices & Contact Centres
· Social distancing 1-2 m

· Washing hands frequently

· Not touching face 

· Not working if ill or symptoms

· Wearing face coverings, visors or gloves where applicable 

	4 x 3 = 12
MED
	Issue guest with Covid-19 check document explaining what will happen on arrival and when walking around the Hotel/Venue

Advise Hotel/Venue team of Guest/Visitor including date of visit and expected time of arrival

Ensure full details recorded for Guest/Visitor for Track and Trace purposes and held for 14 days

Advise Hotel/Venue team of room layouts, refreshments and any AV equipment needed

Allocate meeting rooms as close by to each other as possible and ensure they are sanitised and sealed prior to entering

PPE and Sanitiser Stations available for Visitor/Guest and used during the showround
Identify any mobility issues so that a safe route can be planned for to maintain social distancing and if there is an emergency

Inform Visitors/ Guests of any fire tests and run through emergency/evacuation procedures
Ensure trained First Aider on duty

	3 x 2 = 6

LOW 

	Risk 
	People at risk 
	Current controls 
	Severity x Likelihood = Risk Rating 
	Additional control measures 
	New risk rating 

Severity x Likelihood = Risk Rating

	Pre visit 

Training Room, Breakout Rooms, Bedrooms being shown
Reduce the risk of spreading the Covid-19 virus

	· Hotel Employees 

· Visitors/Guests
	General cleaning 
Current controls 

Government Covid-19  guidance that has been in force since beginning of 2020

· Social distancing 1-2 m

· Washing hands frequently

· Not touching face 

· Not working if ill or symptoms

· Wearing face coverings, visors, or gloves where applicable 

	4 x 5 = 20
HIGH 
	Hotel/Venue to ensure that the following is sanitised:

All seats, tables, and AV equipment to be sanitised

All bedroom furniture, phones, TV remotes etc to be sanitised. Bedroom/Training Room/s to be sealed prior to use

All hand contact points e.g. light switches/phones/door handles to be sanitised and doors sealed
Remove in-room information, marketing literature and training materials as applicable


	3 x 2 = 6

LOW

	Risk 
	People at risk 
	Current controls 
	Severity x Likelihood = Risk Rating 
	Additional control measures 
	New risk rating 

Severity x Likelihood = Risk Rating

	Pre arrival 

Reduce the risk of spreading the Covid-19 virus
	· Hotel/Venue

Employees
· Visitors/Guests

	Current controls 

Government Covid-19 guidance that has been in force since beginning of 2020

· Social distancing 1-2 m

· Washing hands frequently

· Not touching face 

· Not working if ill or symptoms

· Wearing face coverings, visors, or gloves where applicable 


	4 x 5 = 20

HIGH
	Guests/ Employees to not attend showround showing any symptoms of Covid-19 or have ‘cold/flu like symptoms’

Designated point to meet Guest/Visitor 
· PPE/ Sanitiser point 

· Temperature check 

· Issue laminated guidance

· Check Covid-19 Visitor/Guest Agreement signed and handed in to include full contact details for Track and Trace purposes
Employees to make choice of wearing a face covering or visor/gloves if they want to (to be available at Hotel/Venue)

Based on current Government Guidelines, Guests/Visitor must wear a face covering in public areas of the Hotel/Venue


	2 x 3 = 6

	Risk 
	People at risk 
	Current controls 
	Severity x Likelihood = Risk Rating 
	Additional control measures 
	New risk rating 

Severity x Likelihood = Risk Rating

	Showround/Site Visit
Reduce the risk of spreading the Covid-19 virus

	Hotel/Venue Employees 

Visitors /Guests
	Current controls 

Government Covid-19 guidance that has been in force since beginning of 2020

· Social distancing 1-2 m

· Washing hands frequently

· Not touching face 

· Not working if ill or symptoms

· Wearing face coverings, visors, or gloves where applicable 


	 4 x 5 = 20

HIGH
	Distance of 1-2 metres between employees and Visitors/Guests
Designated coffee/refreshment station

Individual lunchtime packs if offering food
Employee/Visitor/Guest to leave showround if feel unwell or show symptoms of Covid-19

Employees/Visitors/Guests to sanitise hands each time they enter/leave a training room or bedroom or where they have touched anything new 
Employees to make choice of wearing a face covering or visor/gloves if they want to (to be available at Hotel/Venue)

Based on current Government Guidelines, Guests/Visitor must wear a face covering in public areas of the Hotel/Venue


	2 x 3 = 6

LOW 

	Risk 
	People at risk 
	Current controls 
	Severity x Likelihood = Risk Rating 
	Additional control measures 
	New risk rating 

Severity x Likelihood = Risk Rating

	Post Show round/ Site Visit 

Reduce the risk of spreading the Covid-19 virus

	Hotel/Venue Employees 

Visitors/Guests 
	
	 
	Hotel/Venue advised if Visitor/Guest in contact with persons who have symptoms or confirmed case of Covid-19

Visitor/Guest advised if employee or persons in contact with employee have symptoms or confirmed case of Covid-19

Persons with suspected Covid-19 to follow government guidelines regarding track and trace 

Hotel/Venue contact is responsible for holding phone and email details for all Visitors/Guests for track and trace purpose


	2 x 3 = 6

LOW 
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