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COVID 19 RECOVERY PLAN/BUILDING RISK ASSESSMENT
Covid19 Recovery Plan/Building Risk Assessment for the business activities held at the Mencap Centre, a ground floor building located at
187a Portswood Road, Southampton, SO17 2NF
Rationale: Prevention of accidents and cases of work-related ill health by managing the health and safety risks in the workplace and a plan for
return to business activities following the pandemic of Covid-19 which forced closure from 26th March 2020.
Alexandra Iles: CEO has overall and final responsibility for health and safety and reporting to trustees
Gail Baker: Office Administrator has day to day responsibility for ensuring this policy is put into place
Eleanor Iles – Activities Manager has responsibility for overseeing all activities, staff/volunteer induction, training, support and supervision.
Support Staff: The organization employs the equivalent of 4.2 permanent staff working regular hours across its services along with the
equivalent of 1.0 sessional staff covering the school holiday activities.
Management: There are 7 trustees who govern the charity and direct how it is managed and run.
Mencap Centre opening times: The Centre is open 9am-5pm Monday to Friday and open for social activities on Wednesday evenings from 6pm9.30pm, alternate Saturdays from 9am-6pm and 1pm-5pm.
Cleaning: A cleaning programme is in place with an external provider, Aspire, on Tuesday and Thursday evenings and each Sunday. These
arrangements will be reviewed but meanwhile basic environment cleaning will take place regularly by staff through the use of cleaning sprays
and cloths to clean tables, door handles, etc. 0 Following this staff will wash their hands following guidelines.
Facilities/space available: Main hall, kitchen and lounge off hall, garden with summer house, computer room/meeting room, two ladies toilets,
two gents, one disabled toilet. On other side of the building is a café doubling as a hall with small outside patio area, kitchen, full accessible
toilet and wet room facilities. Maximum numbers in each area will be determined in line with social distancing rules.
Meon House: This building is adjacent to the Mencap Centre and is leased to the organization through a landlord for an annual fee. It currently
houses the Carers in Southampton service, a contracted service with the City Council. One full time and 8 part time staff make up the team.
COVID Plan since 26th March 2020
All building based services moved to online, postal and telephone support according to Government advice.
For clients attending Southampton Day Services and Fairplay Schemes the staff team has been engaged in providing:
 Regular key worker telephone calls to them and their carers
 Activity packs – hand delivered on a weekly basis and packed with themed ideas to keep our clients engaged and occupied.
 2 live Zoom sessions weekly, fitness and craft
 1 live Zoom session for learners on the Portswood Learning Centre programme.
 An easier to understand daily Facebook blog, simplifying Government advice and sharing news on the local support available to keep
our clients and their parents/carers updated
 Information has been mailed out where necessary
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We have developed good working relationships alongside tried and tested methods of communication with
 Our Staff
 Clients using services
 Their parents/Carers
 Commissioners
 Adult Social Care staff
 Health Staff
 Provider agencies
 Supported Living and Shared Lives providers
 Support Provider Agencies
Regular updates on services, including any proposed changes, are sent out in a range of ways to all the above, including post, by e mail, social
media. When time allows we know that these work best when verbally communicated face to face or through telephone discussions and we
have a number of people who have indicated this as their preferred contact method. A video showing visually the changes to expect is in
process of being developed.
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Zoom forums are being planned for:
 Parents/carers to ask questions, talk to each other and raise issues or concerns about this plan going forward
 Children and young people which have a more focused topic of interest, e.g. a supported cookery session with their carers
Staffing
 The staff team, including CIS team, in the main has worked from home since the end March 2020
 A few individuals have worked from the building when it has been essential to do so and with the prior approval of their line
manager.
 The Mencap and CIS administrators have worked from the 2 offices and this has helped to ensure the security of the building and
provide a point of contact for telephone calls and unexpected enquiries.
 The Southampton Mencap website has been undergoing an overhaul and transformation during the lockdown and will be going live at
the end of July.
 All service users have a risk assessment and care plan at the start of their placement within any activity. These are reviewed on an
annual basis, and updated with any changes throughout the year. It is highly likely that with the extended break for many of our clients
from all activities that these will be reviewed immediately for any major changes and in full before the end of the year.
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The proposals contained within this risk assessment following the extended closure of all services will be explained carefully to
 Staff via a planned training session (either via Zoom or at the Centre following social distancing and infection control guidance) where
they are able to comment on the practical issues or contribute new ideas. This training will take place during the week beginning 20th
July to help staff understand the contents of this risk assessment and the new procedures for delivering services.
 Parents/carers by e mail and post and in addition a Zoom session will be arranged for those who would prefer to join in a face to face
discussion where they can contribute to these plans and developments. Some will have concerns about the person they care for having
the ability to follow new procedures and these will be followed up carefully in a number of ways, e.g. reviewing the current care plan
and risk assessment and discussions with care managers/social workers if necessary.
 Service users initially via a Zoom session, followed by a focused first session on their return to help them understand the new rules and
where they will be encouraged to contribute their own ideas. These will be reinforced in the next few sessions.
Looking Ahead
Guidance and recommended risk control measures will be sourced directly from Public Health England and the GOV.UK website wherever
possible. https://www.gov.uk/guidance/coronavirus-covid-19-information-for-the-public when control measures will be revised and updated
daily in line with the release of the latest government guidance.
We will aim to continue offering remote support for as long as needed before all clients return to services. It will in the main consist of keeping
in touch calls and engaging through zoom sessions with clients and their parents/carers who opt/are unable to return immediately.
When we know how many clients, who these are, and when they will return we will organise our staffing to cover the building based service and
as far as possible continue with the virtual/remote support. As we intend to use a greater area of the building, e.g. both the main hall and café
there will be a need to ensure that each zone is staffed accordingly, particularly where clients have been assessed by ASC as requiring 1:1
support.




We made a welcome back video, shared our risk assessment with our clients and their families/carers and gradually welcomed some
back into our day services from September 2020 following a thorough review of their needs with ASC.
The highest attendance rate on any one day reached 12 clients.
We continued to offer Zoom Fitness and Zoom Cookery with Pula for those who were unable to return.
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Update 2021





A further lockdown in January 2021 once again forced the closure of day service and short break provision from 4th January 2021.
Priority clients were identified and forwarded onto ASC and if requested we will run a reduced building based provision for some of
these in the high risk group where other support is not appropriate.
During this lockdown we are:
o Offering remote support in the form of 10 Zoom sessions each week set at 11am and 2 pm every day from Monday to Friday.
These cover a range of topics such as Fitness, Numeracy & Literacy, Gardening, Cooking, Wellbeing and Quizzes. Last week was
the first week and we had an average of 12 participants at each session.
o Loaning out IPADs from our new IPAD library funded through the Lottery for those who need these to join in with the Zoom
sessions.
o Keeping everyone up to date by sharing easy read relevant information and a Friday bulletin via social media, e mail or phone
calls where necessary and sharing information on behalf of the City Council.
o Making weekly keeping in touch calls using our staff to call clients and their families/carers to help them feel connected and to
ask for help if necessary. Some clients/carers are being called more frequently at their request.
o Inviting carers to let us know if they have any concerns and are making sure that we signpost where appropriate and share this
feedback at the carers coproduction group.
o Encouraging day service clients with an interest in the topic to participate in the Treat me well virtual meetings with Becky
Sparks.
o Linking in with the Learning Disability Partnership Board and Carer Co-production meetings to make sure the voice of our clients
and their families/carers during these difficult times is heard.
All staff have been offered and all have taken up the COVID-19 vaccination. Second doses will be due during April.
o All staff in contact with clients will be expected to conduct a home test twice a week unless they are working for less than 3
days, and will share the results with management.
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Activity
1. STAFFING
Provide clear
instructions and
information, and
adequate training, to
ensure employees
are competent to do
their work.

Detail of Risk

Risk Level

Precautions Taken

Employees unclear on
health and safety risks
in the workplace

LOW

Employees given necessary health and
safety induction and provided with
appropriate ongoing training and on
the job support.

Further Action
A risk assessment
conducted on
individuals before a
return to work.

By Whom
CEO
Activities
Manager

These will be
reviewed in line with
changing
circumstances as
they arise to ensure
the safety and
wellbeing of all staff.
Employees routinely
consulted on health
and safety matters
as they arise.
LOW




Temperature taken on arrival.
Staff classified as key workers
provided with information on how
to request a test will be provided.
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Contactless
thermometer to be
used or staff use
their own which will
be recorded and
stored within
reception.

Activities
Manager
Admin

5

Staff who are unwell
infecting others.
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Staff healthy and
well.
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In the absence of an
alternative reason,
and if the
temperature remains
above 37.8 the staff
member will be
advised they should
consider requesting
a test for COVID 19
and self-isolate in
line with current
guidance.
HIGH









Available staffing levels (7 staff =
4.2 fte) to deliver day service
programme safely
A further 1.0 fte available for club
activities with sessional staff
available as required for summer
holiday activities as well as to
cover absences
Minimum staffing levels to be
considered
Allocate ‘floating’ staff member
responsible for contacting and
producing resources for those not
attending the service and will be
available to step in if staff are
absent through illness.
Staff ratios to be set at required
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Staff (and clients) to
wear personal face
coverings during
sessions particularly
as some clients may
be unable to follow
social distancing
rules.

Activities
Manager
Admin

Supplies of masks,
gloves, aprons
available.
Review exemptions
for wearing face
coverings.

6

Risk of transmitting
infection to users of
building through
poorly
organised/supervised
activities.
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Developing and
delivering a revised
programme of
activities to ensure
their personal safety
and that of clients
within the building.
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2:1 ratio required for
personal care in line
with intimate
personal care policy,
including the need
for full PPE when
required.
An allocated area
within the building
will be available for
staff breaks.Time
needed to cover
breaks will be spread
across a longer
period to
accommodate fewer
people at a time.
The supervisor
and/or the ‘floating’
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Staff (including
office) to stay on site
and not leave unless
permission has been
given to do so within
strict guidelines.
This will minimise
the potential of
transmission of
Covid-19.
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levels depending on clients’
individual needs and in order to
ensure all physical spaces are
covered.
Number of users in building and
participating in activities to be
determined and implemented by
staff at all times.
Markers to be placed on floor to
show distance to be maintained.
Rules to prevent accidents clearly
understood and shared with all
users of building.
Any staff member providing first
aid to clients or supporting with
personal care needs to wear full
PPE.
Staff/volunteers trained on the
use of PPE equipment, how and
when to use it and how to dispose
of it.
Staff encouraging clients to wear
face coverings to prevent cross
contamination with each other.
Staff (and clients) to be advised to
remove and wash all clothes as
soon as they return to their home
environment. This will be
monitored to ensure they are not
wearing the same clothes two
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Office staff to work
safely.

Risk of contamination
and spreading
infection.

MEDIUM





member of staff will
supervise a ‘bubble’
during staff breaks
where needed.

A staff member will
take responsibility
for a bubble of 5
clients. They will
remain in their
identified zone
during the day with
the exception of
when they are
accessing an
additional zone as
part of activities, i.e.
garden.
The Mencap Centre will have strict Office staff to
operating hours between 8.30 am restrict access to
main hall before
– 5pm and unless there is an
start of group
emergency sit0uation, e.g.
activities; if entry is
delayed pick-up, then all staff
necessary in an
must vacate the building outside
emergency social
of these hours. Identify most
distancing and
efficient and productive way of
working and providing office cover infection control
rules to be followed.
when necessary.
Identify specific working areas for
Individual staff to
each member of staff.
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sessions in a row.
All staff, including office staff, to
avoid non-essential trips within
the building; essential trips are
deemed as using toilet, going to
eat lunch, getting equipment.
Staff travel to work will preferably
be on foot or by car/cycle and will
form part of their RA.
Staff must take responsibility for
cleaning surfaces/ equipment
used as they finish.

Page



COVID 19 RECOVERY PLAN/BUILDING RISK ASSESSMENT







Visitors and
meetings

Risk of transmitting
infection

Medium
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clean their own desk
area and wipe their
phone after each
use.
Laptops to be linked
to printers/photocopier.
Photocopier/printers
moved and a 2m
area marked around
it on the floor to
remind staff to keep
their distance from
people while
copying. Poster
reminding staff to
use a pen rather
than their fingers on
the keypad.
Use video meetings,
phone calls and
email support as
necessary.
Maintain distance
and conduct
discussions and
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Whilst activities are not running
there will be minimal staff
presence at the Mencap Centre
and if this is essential a rota must
be agreed so that the number
present at any one time allows for
social distancing.
No sharing of equipment, e.g.
mugs, telephones and computers.
Photo-copier wiped down after
each use.
Use screens to create a physical
barrier where appropriate, e.g.
reception, and avoid face to face
working.
No sharing of computers. Staff
requiring the use of one will be
allocated a laptop for specific use.
Any staff moving around the office
must wear masks at all times
which may only be removed when
seated.
Face to Face meetings should be
avoided unless approval given by
Management. For essential
meetings, staff to phone ahead to
check the visitor or members of
their household aren’t
symptomatic.
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meetings within
social distancing
rules.

2. PERSONAL HYGIENE
Infection prevention Risk of infection to
and control
staff and clients.

MEDIUM



Phased return for staff in process
with some part time work
continuing until the end of the
year.



Easy read signage and rules for
good hygiene displayed in reception
and throughout building.
Hand sanitizer to be used at
reception on entering the building.
Hand washing for everyone.
remaining on site on arrival for 20
seconds using hot water/soap/
disposal paper towels for drying.
Paper towels disposed in
contactless bins.
Those who will not comply with
washing hands will be encouraged
to use hand sanitizers placed in
various strategic locations.
Encourage safe infection control
personal measures such as not
touching face, using and safe
disposal of tissues. If necessary
clean hands afterwards.
Clients once in the building will not
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A review of
arrangements will
take place at the end
of the year.
Clients who
struggle to follow
instructions will be
supported through
visual prompts and
demonstrations.
All staff must aim
to adhere to social
distancing rules but
must be aware that
we are supporting
people who may
not understand
this. If this happens
then follow the
guidelines about
face coverings and
washing hands.
Sufficient

10

A plan is being
developed by the CIS
Project Manager.
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Special
considerations for
CIS team
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LOW



Communication Diary will be
changed to a daily update slip to
avoid diary going back and forth.
 Parents and carers will be advised
to do the same and not write in
Communication Diary.
3. ACTIVITIES AND CAPACITY – ALL ABOVE APPLIES IN ADDITION TO THE FOLLOWING
To restrict the
Not possible to follow
Up to 14 clients in the building per day;
number of people in these rules if too many
10 people in the main hall with 2 x staff
the building to
people are in the
support, and up to 4 in the café area
ensure social
building, particularly if
with 1 x staff support. In addition a
distancing guidance
some cannot
programme leader and where possible a
is followed.
understand social
‘floating’ staff member will be available
distancing/infection
to monitor activities throughout the day
control procedures.
and to supervise ‘bubbles’ during staff
breaks. Numbers in the garden will
vary and will consist of no more than 3
people with 1 x staff support.

Limit service user
contacts with others
throughout the day

Contact with
numerous people
throughout the day

HIGH



Reduce numbers if
clients have higher
support needs.

Garden group is
not in addition to
the number in the
building but used
as an additional
zone for the
bubbles to move in
and participate in
outdoor activities.
Adapt activities to avoid items being Rota system/part
time hours to be
touched by multiple people or rely
on people being too close together. considered if too
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Risk of contamination
through shared diary
by multiple users.

contactless rubbish
bins with bin liners
will be provided
with removal of
securely tied bin
liner disposed at
end of each day.
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To safely share
information between
home and Mencap.

go out e.g. to purchase lunch due to
the risk of contamination.
Arrangements for clients travelling
by taxi or public transport will be
reviewed.
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Create smaller groups located
throughout the building and ensure
that the same area is used
consistently by each group.
It may be difficult to create
‘bubbles’ as the same people and
staff do not come in each day.
Where possible we will aim for 5
clients in each bubble, depending
on their needs and the zone they
are in, supported by one member of
staff.
Specific zones in the building will be
allocated to each bubble with
consistent support from the same
staff as far as possible. Where an
individual in a ‘bubble’ requires 1:1
support an additional member of
staff will join the bubble. The main
hall will be divided into zones and
the café area another.
Provide each client with a plastic A3
wallet/box containing pen, pencil,
glue, felt tips, books for writing and
activities to avoid the sharing of
commonly used objects. These
packs will need to be sanitized on
arrival and at the end of each
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many clients wish
to return at same
time.
Staggered start
times will be
organised to avoid
congestion at start
and end of each
day.
Younger clients to
be allowed to bring
an item (which will
be sanitized on
arrival) from home
for their personal
use.
At the moment we
do not have plans
to open the café
until at least the
New Year.
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will increase the risk of
infection.

Page

by grouping them
into bubbles with
fewer others and the
same staff each day.
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session but will mainly only be
handled by clients. Those that
access services throughout the
week will only require one pack to
be used across these.

HIGH




Liaise with Longdown Farm.
Review transport arrangements to
identify if a bigger vehicle is
available to enable greater distance
between everyone
Those travelling on vehicle to be
encouraged to wear face coverings.
No classroom session due to lack of
space – use for storage of
bags/equipment only.
Activities conducted outdoors.
Initially open for a shorter session,






Covid19 Recovery Plan/Building Risk Assessment August 2020 – Review 26/01/21

Farmer Bryan at
Longdown has
been approached
and further contact
will be made to
discuss these
options.
Look to city bus
guidance for their
social distance
requirements.
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Risk of infection
through close contact
on mini-bus.

Cooking activities which have
formed part of our healthy
living/lifestyles programme are
considered high risk areas due to
the size of the kitchens. Other
activities, e.g. music/dance/ drama,
are also considered high risk areas
as activities requiring close
proximity between clients/staff will
also be adapted to manage COVID
risks.

Page

To safely access
Longdown Farm
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Bad weather will
restrict activities.

MEDIUM












Set a poor weather plan by offering
alternative building based activities
(in the café).
Advice participants on coming
prepared for poor weather
Approach current group and
identify any others who wish to join
amongst the larger group
Majority of activities will take place
in open air
Limited access to building, e.g.
breaks, organised in line with social
distancing rules and closely
monitored.
Initially offer a shorter day, e.g. 9.30
am to 2pm.
Consider offering shorter sessions
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To safely deliver the
Gardening/
Maintenance work

A separate risk
assessment will be
drawn up for this
activity.
A poor weather
plan to be
developed with the
group leader.
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e.g. 9.30 am to 1.30pm returning
back by 2.30pm.
Stagger short break in café area by
splitting group of 11 clients into 2
Those interested in participating in
gardening activities will form a
‘bubble’ of up to 5 people
supported by 1 x staff member.
Depending on client/carer wishes it
may be possible to offer shorter
sessions a couple of times each
week to this bubble.
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HIGH

throughout week.
Café activities will be reviewed in the
New Year.

Consider possibilities of initially reopening a bakery with home-made
cakes, scones, biscuits and bread.
To safely open adult
social club activities:
Adult Gateway
Access2Leisure
Livewire 18+ and 25+
Adult holiday club

To safely open
children/young
people activities:
Fairplay Junior/Teen
Saturdays and school
holidays

Risk of social
distancing rules not
being followed.

Risk of social
distancing rules not
being followed.

HIGH

MEDIUM

Our 18+ clubs are different in their aims
to day services and under 18 Fairplay
activities which are more structured.
We will need to carefully consider the
purpose of these which are for clients
to interact socially. How we can
achieve the balance of client
interactions while implementing social
distancing rules may be challenging.





Liaise with other short break
providers to share mutually
beneficial information.
Determine when these can operate
safely.
Ensure the space required to run
these safely is available.
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To be notified via
normal
communication
channels.

Admin

To be promoted
and marketed in
order to reach a
wide audience.
To be reviewed in
line with
recommendations
in this risk
assessment.
While we cannot
proceed with these
activities, provide
corresponding
Zoom sessions to
fulfil the need for
social interaction.
To be reviewed in
line with guidance
from SCC short
breaks framework.
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Risk of taking up
available space for
other activities.
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To safely open café
to the public.
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Size of available space to be
measured and furniture re-arranged
prior to opening.
Create one-way systems where
possible with clear signage.
Areas in building which may
become congested if they are not
monitored to be marked with clear
signage indicating a waiting area
until the other person has passed so
that the social distancing rules can
be observed.
Arrange tables appropriately.
Mark floor with clear signage.
Monitor movement throughout the
day so it is as minimal as possible.
Staff supporting clients one to one
who cannot follow social distancing
rules to wear full protective
equipment, including mask/visor.
Windows to be kept open weather
permitting.
Implement a one in one out policy.
The number of people using toilet
facilities at any one time to be
restricted by staff.
Wipe down all surfaces after each




Safely use main hall
and café area

Avoid risk of infection
and over-crowding

MEDIUM







Safely use all toilet
facilities.

Avoid risk of infection
and over-crowding

HIGH
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To be monitored to
ensure this is not
changed.

Staff

Ensure all staff and
cleaner is aware of
the need to
maintain
placement of
furniture.

Admin.

PPE equipment is
available.
Designated toilets
to be identified.
Staff to follow
guidance given in

Staff
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Identify a safe space if outdoor area
not available.
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4. THE PHYSICAL BUILDING AND OUTSIDE AREAS
Room layout
Users of building are
MEDIUM
arranged in line with too close and at risk of
social distancing
or transmitting
rules
infection.
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Avoid risk of infection
and over-crowding

HIGH
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intimate personal
care policy and
social distancing
rules.
All group cooking
activities
suspended till
further notice.

Group
Leaders

To comply with
social distancing
rules kitchen areas
to be used by one
person and one
staff member at a
time only.
At the end of each
day – food left in
fridge will be
thrown out
including
containers.
Disposable paper
towels will be
provided as no
shared towels will
be used including
tea towels

17

Safely use Kitchens 1
and 2.

use.
Designate disabled toilet in main
area for use by those who require
personal support.
Regular cleaning to be undertaken
after use.
Fire precautions displayed.
All electrical appliances PAT tested
annually.
No client unsupervised in either
kitchen – double handle doors
restrict access in main one.
Secure storage of sharp equipment,
e.g. knives
Temperature control set on taps to
avoid scalding.
Food prepared/stored in line with
food hygiene practice and fridge
hygiene rules monitored
No hot drinks around vulnerable
clients left unattended
Window available in Kitchen 2 for
ventilation.
Extractor fan in main kitchen to be
serviced.
Cleaning procedure for all
appliances, e.g. kettles
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Avoid risk of infection
and over-crowding

HIGH

HIGH







NEW PART OF BDG
Safely use Café Area

Avoid risk of infection
and over-crowding

MEDIUM





Safely use Wet Room

Avoid risk of infection

MEDIUM

Safely use Disabled
toilet facilities (in
new part of building)

Avoid risk of infection.

LOW




Use in an emergency situation only,
i.e. if someone requires time out or
away from others.
Wipe down all surfaces with antibac spray after each use.

Used on a planned basis only with
no more than 2 clients and 1 staff at
any one time.
Wipe down all surfaces with antibac spray/wipes after each use.
Window to be kept open for
ventilation weather permitting.
Up to 4 clients supported at any one
time to comply with social
distancing rules.
Wipe down all surfaces with antibac spray/wipes after each use.
 Designated as staff toilet.
 Wipe down all surfaces with
anti-bac spray/wipes after each
use.
Available as toilet facility for bubble
using the Café are as their zone
Wipe down all surfaces with antibac spray/wipes after each use.
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To comply with
social distancing
rule.
Remove soft
furnishings i.e.
cushions which can
increase spread of
infection.
To comply with
social distancing
rules.

To comply with 2m
social distancing
rule.

Staff to wipe down
before using for
added protection.
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Safely use computer
room

Avoid risk of infection
and over-crowding
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Safely use lounge
area.
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HIGH







Use of garden area
for organised small
group activities.

Risk of poor weather
preventing plans to go
ahead.

HIGH






Outside areas well
maintained and free
of hazards to avoid
slips, trips and falls.

Users of the building
exposed to risk of
poorly maintained
premises.

HIGH




Guidelines for lunchtime
arrangements to be set out.
Staff team clear on actions.
Tables and chairs to be arranged for
each bubble and placed within
social distancing rules.
Markers placed on floor to show
distance to be kept.
Staff/clients leaving building (where
authorised) to strictly follow
hygiene rules on return.
Consider number of people in
garden at any one time, including
the use of the summer house, and
plan activities in the open air in line
with social distancing rule.
This should not exceed 4 with 1
staff support at any one time.
Mark areas in garden to indicate
distance to be maintained.

Number of people in garden at any
one time to be restricted within
social distancing rules.
Activities in the garden to be well
supervised whilst in use and where
appropriate observed from a
distance.
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Use one 2 meter
table per 2 clients
with 2 chairs each.
One chair will be
used for personal
belongings so no
need to be stored
anywhere during
session.

Staff

Consider needs of
group as part of
selection.

Admin

Contingency plan
to be available if
weather restricts
plans going ahead.
Consider erecting a
gazebo to create
outdoor activity
area under cover.
A visual check of all
outside areas
accessed by clients
to be made before
the start of each
session.

Group
Leaders

Supervisor

All
Group
leader to
designate
responsibili
ty before

19

Risk of social
distancing rules,
allergies and dietary
requirements being
ignored.

Page

Monitoring during
lunch and break
periods.
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5. SECURITY, ARRIVALS AND DEPARTURES
To keep the Mencap Unauthorised access
Centre and premises to the Mencap Centre
a safe and secure
place for users and
avoid criminal
activity.

HIGH






Arrival and departure Clients exposed to
to and from Mencap infection
Centre
Unable to safely
access the building

MEDIUM







All surfaces to be
inspected regularly
and repaired as
necessary.

All entrances to be secured and
monitored at all times.
Entry system installed to front door
and doors leading into main hall.
Entry procedures to be adhered to
by all visitors.
Visitors will be kept to a minimum
but those requiring entry will have
contact details taken (if not already
held) for ‘Test & Trace’ purposes.
Arrival and departure times to be
staggered avoiding congestion.
Parents/carers dropping of and
collecting advised to follow new
security processes in advance.
Staff member to greet and bring in
clients 1 at a time.
Others to wait in car for their turn
to be admitted.
A staff member will be allocated to

Security systems to
be reviewed and
maintained on at
least an annual
basis.

Admin

Contactless
thermometer used
on clients and
anyone requiring
access to the
building.

Mencap
Manageme
nt

Payment of
invoices for
services will be

Admin
Officer
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each
session.

Issues or concerns
relating to any
outside area to be
reported.

Activities
Manager

20




Any problem which poses an
immediate or significant risk will
result in an outside area being
closed until rectified.
Good lighting in outside areas.
Mats at entrance to stop rain
water/debris being carried in.
No unauthorised storage in outside
areas.
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Unauthorised visitors
gaining access to
building and posing a
risk to vulnerable
clients and users of

MEDIUM
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Staff

Where necessary
visitors will be
signed in to avoid
shared use of pen.

Purchase
contactless
temperature
thermometer
which will be kept

Staff/
Admin

21

To monitor all
visitors to the
building and the
purpose of their visit.

encouraged via
BAC as far as
possible. Methods
for contactless
payments will be
explored.

Page

take responsibility for this.
Strictly only ‘client’ rule for access
to the building.
 Temperature via contactless
thermometer to be taken before
allowing access to building.
 In the absence of an alternative
reason, and if the temperature
remains above 37.8 when taken the
parent carer will be advised they
should consider requesting a test
for COVID 19 and self-isolating in
line with current guidance. The
service user will only be able to
return to the setting within the
isolation period if there is evidence
from a medical professional of an
alternative reason for the raised
temperature, or a negative test for
COVID 19.
 Clients travelling independently will
follow the above procedures.
 Notification in advance if the carer
needs access to building, e.g. to pay
fees, etc.
Visits will be planned and expected.
Unexpected callers will be met at the
entrance to identify the purpose of
their visit and only admitted if deemed
necessary.
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Those visiting the day service will have
their temperature taken before being
given access to the main activity area.
Visitors not to be left unsupervised at
any time if not known to Mencap.
Staff not to approach delivery drivers
and will request that packages are left
at the door.
Hands are to be thoroughly washed by
anyone handling packages.
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by the office for
use with all users
of the building
within strict health
and safety
guidelines.
Explore use of
contactless signing
in methods.
Visitors and
contractors to
notify the staff of
all areas visited in
building so that
these can then be
thoroughly cleaned
Only contractors
carrying out
essential
maintenance
deemed necessary
to the safe running
of the centre
allowed on site and
will comply with
signs in reception
regarding good

22

All visitors will be expected to:- Ring the bell land wait in line with
social distancing guidance to be
admitted into the building
- Use hand sanitizer on entry
- Sign the visitor book on entry and
departure – they will be advised to
use their own pen or a communal
one will be wiped after each use.
- Wait in designated place in until
met by the person they have come
to see.
- Asked to give their contact details
for Test & Trace purposes.

Page

building.

COVID 19 RECOVERY PLAN/BUILDING RISK ASSESSMENT
hygiene and social
distancing. They
will be asked for
their contact
details for Test &
Trace purposes.
LOW

Clients arriving by taxi will have an
identified plan of action which has been
shared with the taxi company
instructing drivers to enter the car park
and wait until a staff member signals for
the client to get out.
Taxis arriving to collect clients at end of
session instructed to phone the Mencap
number to advise they are waiting
outside or ring the bell and wait in their
car until allocated member of staff
escorts client from the building.

Parents/carers clear
on drop off/pick up
arrangements

Parents/carers unclear
on processes for
dropping off or
collecting from
Mencap Centre.

LOW

Ensure clients, carers and taxi drivers
understand any changes to transport
arrangements.
Parents/carers to be informed and kept
up to date on expectations and
arrangements in writing/e mail in
advance.
Same arrangements for arrival and
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Guidance on
transport to and
from day service to
be made available safer travel
guidance for
passengers and
safer transport
guidance for
operators
Taxi bay to be
allocated for dropoffs and
collections.

Late arrivals for
drop offs/pickup
will follow the
same procedures
and wait until met
at the door by a

Staff

23

Taxi drivers unclear on
processes for dropping
off or collecting from
Mencap Centre.

Page

Clients arrive safely
and are not exposed
to any risk.
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Risk of infection
through close contact.

6. STORAGE AND EQUIPMENT
Safe storage of
Risk of poisoning.
hazardous
Skin problems, e.g.
substances e.g.
dermatitis and eye
cleaning products
damage, from direct
contact with cleaning
chemicals.
Vapour causing

MEDIUM

Perspex screening to be installed at
reception hatch.

Advise users of
hall, through hire
agreement, to
consider whether
they need to
control car parking.
Advise users of the
hazards of the lane
and whether they
want to consider
alternative car
parking.
Investigate cost of
installation of
Perspex screen.

Admin

Admin.

All staff to be advised not to enter
reception office but to speak through
the hatch when necessary.
LOW






Cleaning products marked ‘irritant’
replaced with milder alternatives.
Users of building trained to use
products safely, e.g. follow
instructions on the label, dilute
properly and never transfer to an
unmarked container.
Cleaning products stored securely in
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Allocated locked
space for
storage/use of
substances.

Admin

24

To prevent
congestion in the
entrance where
distancing may not
be possible.

Users of building
coming and going
could suffer serious
injury if struck by cars
entering/ leaving car
park or moving in it

staff member.

Page

To avoid serious
injury to pedestrians
and drivers while
moving in the car
park.

collections as taxis. Those on foot will
be asked to wait in clearly marked
designated areas.
 Car park surface maintained
 Parking spaces clearly marked
 Apply 5 mph speed limit in car park
and put up signs.
 Good lighting in car park
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Maintain safety of
equipment

Electricity Supply

MEDIUM

Users may suffer back LOW
pain or injury if they
try to lift objects that
are too heavy or
awkward
MEDIUM
Users of building at
risk from poorly
maintained equipment
and machinery
Risk electric shocks or
burns from faulty
equipment

HIGH








Equipment wiped down with antibacteria spray/wipes each day
before and after use.
Equipment monitored to ensure it is
fit for purpose, including visual
checks on electrical appliances.
Fixed installation correctly installed
by qualified electrician, and
inspected regularly.
All repairs by qualified electrician.
Safety plugs in sockets.
Portable equipment checked for
visual signs of damage before use.
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Users of building
trained on use and
storage of all
equipment.

Staff

Users of
building

Programme for
review set.

Staff
Admin

Make sure that
Users of building
know where the
fuse box is and how
to switch supply off
in an emergency.

25

Manual Handling

breathing problems.
Users injured by
collapsing equipment
not stored correctly

Page

Safely store
equipment

locked cabinet
 Equipment visually checked before
use.
 Systems in place for routine
inspections and testing of
equipment and machinery and for
ensuring that action is promptly
taken to address any defects.
 Users know that they must stack
tables and chairs carefully and in
the correct place so that they do
not collapse.
 No storage in corridors
Trolleys available to move heavy
equipment and users know where they
are kept.
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7

CLEANLINESS/HEALTH & SAFETY
To maintain a high
Exposure to health
standard of
hazards if standards
cleanliness of the
are not maintained.
Mencap Centre

MEDIUM








-

Remind users that
portable
equipment
considered unsafe
should be
reported, marked
and taken out of
use.

External cleaning company
arrangements in place throughout
the week and reviewed regularly to
ensure they are fit for purpose.
Cleaning takes place when building
is vacant but date and time of any
changes to the usual cleaning
programme will be recorded for
Trace & Track purposes.
A deep clean to be arranged before
services resume.
Robust morning building visual
check undertaken for hazards
before activities commence,
including:Kitchen x 2
All toilet and washing facilities
Internal areas for trip hazards
External areas for broken glass or
rubbish

To review and
update cleaning
arrangements with
external cleaning
company so that
schedule includes
cleaning of all
shared surfaces,
touch pads, door
handles and taps
daily.
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Plan an annual
deep clean of all
areas with the
cleaning company
before services
resume in full.
Supplies

Staff/
Admin
Designated
members of
staff

26




Electrical equipment undergoes
regular PAT testing by qualified
electrician.
No trailing leads or cables.
Hall users know they are
responsible for any equipment used
on site.
Emergency lighting checked
annually.

Page
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Only staff members operate light
switches and will wash/sanitize hands
immediately after.
All doors, excluding those which act as
prevention of greater risk e.g. fire are
propped open to stop the need for
clients and staff to use door handles.
Weather permitting, ensure windows
are left open to increase ventilation

To avoid
contamination.

Exposure to health
hazards through
shared use of
equipment





All users of the building to have
their personal belongings (see
Section 3- Activities) as well as cups,
drinking bottles, thermos with preprepared hot drinks if required,
plates, eating utensils for their own
personal use throughout the day.
All clients advised to bring in pre-
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replenished each
morning, including
hand sanitizer,
anti-bac
sprays/wipes,
cleaning cloths,
disposable face
masks and gloves.
A realistic cleaning
programme to
wipe down
surfaces will be set
throughout the
day, including at
the end of session,
with a checklist of
actions. This will
generally be the
responsibility of
the ‘floating’ staff
member.
Clients/parents and
carers to be
advised.
Staff to be
reminded of risk of
shared equipment.

Admin

27

Immediate cleaning of spillages
Encourage minimal contact as far as
possible of surfaces which require
more frequent cleaning throughout
the day

Page

-
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HIGH

Food and drink
should only be
consumed by each
bubble in their
allocated zone.

Protective clothing
and hazard bags
provided for
cleaning these
fluids.
First Aid boxes
available.

8

EMERGENCY PROCEDURES
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Risk of inflection
through incorrect
cleaning of body fluids

Personal drinking
bottles/cups will be
topped up with
water if required.
All areas used for
eating must be
thoroughly cleaned
at the end
including chairs,
tables, door
handles, and all
boxes packed
away.

Page

Cleaning of Body
Fluids

prepared food in an appropriate
container, which can be used to eat
out of, and will be informed that
food needs to be ready to eat
rather than anything which needs
preparation or heating up. There
will a supply of plastic spoons for
yogurts etc. for those who forget.
We will avoid handing out cutlery to
reduce the amount of objects
passed back and forth.
 Desk areas to be cleaned before
and after food consumed.
 Hands to be washed before and
after lunch.
 Clients to bring their own named
water bottle or thermos for hot
drinks which are returned home
with them and cleaned each night.
 Staggered times for lunch breaks
will be organised.
Specific training and information on
dealing with sickness/soiling, etc. and
the cleaning and disposal procedures to
be followed provided as part of
induction and ongoing support to all
staff.
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LOW

Implement
emergency
procedures and
evacuation in case of
fire or other
significant incident.

If trapped, users of
building and users of
building could suffer
fatal injuries from
smoke
inhalation/burns

MEDIUM

In the event activities are cancelled due
to an unavoidable emergency all those
due to attend will be notified by phone
with as much notice as possible in
advance. In order to notify those it has
not been possible to reach a sign will be
placed on the gates (if locked) or the
main door stating reason for closure.
 Fire risk assessment/policies and
procedures available and will be
reviewed to reflect the changes
required to manage COVID risks.
 Fire drills conducted and recorded
more regularly to identify those
requiring a higher level of support
involving physical contact, to vacate
the building. These aspects will be
considered with ASC when
reviewing individual client risk
assessments.
 The car park will be divided into 2 fire
zones and clients will be kept in their
bubbles until it is considered safe or the
action to be taken is determined.





Escape routes well signed and kept
clear at all times.
Emergency lighting available.
Evacuation plans are tested from
time to time and updated as
necessary.
Annual testing of emergency
lighting and all fire equipment.
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Admin

The Mencap Centre
is a fully accessible
building
conforming to fire
regulations which
makes it a safer
environment and
easier to vacate in
an emergency.

Admin

Staff will be trained
to understand
these new
procedures.

29

Cancellation of
activities at the
Mencap Centre.

Page

To ensure users of
the Mencap Centre
are kept informed of
any changes to the
usual programme of
activities.
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LOW

All users of building aware of the
location of first aid boxes and accident
book.
Admin to be advised when first aid
boxes need replenishing with supplies.
Staff to receive regular certificated First
Aid training.

10. Procedures if someone becomes unwell
All users in building
Risk of passing on
remain healthy and
infection if people are
well
unwell

LOW

All clients, staff and volunteers
instructed to follow government
guidance on self-isolating and adhere to
advice given.
Guidance to clients and their carers to
ensure they do not attend if they feel
unwell.
The staff team is well placed to be alert
to changes in usual behaviour to spot
signs that a client’s health may be
deteriorating throughout the session
e.g. not eating or drinking, looking
flushed, shakiness, vomiting, etc. Many
clients will let us know if they feel
unwell, and staff will take action in line
with the risk assessment in these
circumstances.
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Accidents and ill
Admin
health at work
reported under
RIDDOR (Reporting
of Injuries, Diseases
and Dangerous
Occurrences
Regulations)
http://www.hse.go
v.uk/riddor
Self-isolation
guidance to be
followed if
someone has
symptoms of
Covid-19.
If this is an
emergency then
call emergency
helpline or 999 and
follow the
organisation’s
policy on
emergencies.
Anyone worried
about symptoms
call NHS 111 or use
the online tool.
They must NOT go
to their GP or other

30

FIRST AID AND ACCIDENT PROCEDURES
Users of building
First aid equipment
clear on First Aid and and accident book not
accident processes
available.

Page
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healthcare centre.









Taking temperature as a starting
point.
Arranging for client to be collected.
If the sick person is a staff member
determine whether they are fit to
go home alone.
Moving the sick person to an area
behind a closed door and with a
window for ventilation.
If a toilet is needed or has been
used earlier this should be deep
cleaned and closed for the rest of
the session.
Designate responsibilities above to
the ‘floating’ staff member where
possible.
If the staff member providing care
for a client who is unwell/displaying
symptoms cannot maintain a 2m
distance, they should wear full PPE.

11. Home Testing Procedures for Staff
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The zone in which
someone becomes
unwell will be
sectioned off and
cleaned thoroughly
and not used for
the rest of the
session. If
necessary, an
alternative area
will be identified,
e.g. one of the
smaller rooms in
the building which
can accommodate
social distancing.
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If someone needs
to remain with the
sick person this
should be within
the social
distancing rule and
unless they also
display symptoms
they are safe to
remain on site.
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If someone’s health deteriorates during
the session or they display Covid-19
symptoms such as a high temperature,
new/continuous cough or change in
sense of smell or taste, that everyone is
clear on the process to follow by:
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To ensure the safety
and wellbeing o all
clients and staff.

Risk of being infected
or passing on virus to
others.

HIGH

All staff who come into contact with
clients will be expected to take part in
the government’s testing programme
for COVID-19 in accordance with
national guidance and ensure that the
results are communicated to senior
management. Where test results reveal
that the individual has contracted
COVID-19, a decision will be made on
when they can return to work.

Staff to take
responsibility for
collecting home
testing kits from
the Mencap Centre
and posting them
in accordance with
the guidance given.

Our UON
(Unique
Org. Ref.
No) is
50052281

A Return to Work Form must be
completed when someone has returned
from self-isolating or has been
diagnosed with COVID-19.
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All staff have been strongly encouraged
to take part in the government’s
vaccination programme for COVID-19
and there has been a 100% take up to
date.
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