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Background: 

This report has been prepared, having taken into account Government guidance 

detailed within the documents entitled: ‘Working Safely during Covid-19 in Offices and 

Contact Centres (Guidance for Employers, Employees and Self-Employed 11th May 

2020’); ‘Covid-19: Guidance for Safe Use of Council Buildings 30th June 2020’ and 

‘Covid-19: Guidance for the Safe Use of Multi-Purpose Community Facilities 30th June 

2020’. 

As an employer, New Romney Town Council has a legal responsibility to protect its 

workers and others from risk to their health and safety. Essentially, in the case of 

Covid-19, before the Council can consider whether to open the Town Hall to re-

establish face to face provision of public services, it must consider the risks that its 

employees and visitors to the Town Hall will face and take all steps reasonably 

practicable to mitigate those risks, recognising that the risk of contracting Covid-19 

cannot be entirely eliminated. With this in mind, the first step in preparing a pathway 

for re-opening of the Town Hall is to undertake a risk assessment to identify sensible 

measures with which to reduce and control the level of risk in the workplace and to 

visitors to the Town Hall. 

Guidance is clear that in the current pandemic, wherever possible, every reasonable 

effort must be made to enable employees to work from home. Only where this is not 

possible, every reasonable effort must, instead, be made to comply with social 

distancing measures in the workplace ie. Employees and others must be kept 2 metres 

apart. If it is not possible to adhere to social distancing guidelines in respect of any 

particular activity, then the employer (New Romney Town Council) must consider 

whether such activity is essential in order for it to operate or whether that particular 

activity can be undertaken in another, remote, manner. If the activity is essential and 

cannot be dealt with in any way other than in person, then all possible mitigation steps 

must be put in place, such as: 

 Increasing the frequency of handwashing and surface cleaning 

 Keeping the duration of the relevant activity as short as possible 

 Using screens or barriers to separate individuals from each other 

 Using ‘back to back’ working stations (rather than face to face) where possible 

 Reducing the number of employees having contact with each other by using 

‘fixed teams’ or ‘partnering’ 

 



Guidance is also clear that, if employees must work together with more than a small 

team of fixed partners within a limited area, then serious consideration must be given 

as to whether a particular activity may go ahead and that no-one is obliged to work in 

an unsafe work environment. 

As an employer, the Council must give particular regard to the health and safety of 

those employees who are especially vulnerable to Covid-19; such as those in the older 

age groups, those with specific underlying health conditions and those with caring 

responsibilities. 

Risk Assessment 

New Romney Town Hall - Covid-19 Risk:     

 Transmission of Covid-19 amongst Town Council Staff, Town Council Members 

and Town Hall Visitors/Contractors/Members of Public       

Impact: 

 Serious risk to health of Town Council Staff, Members and Visitors to the Town 

Hall 

 Potential staff absences may reach such extent as it is not possible for the Town 

Council to operate 

Mitigation of Risk: 

Employees: 

 All staff should work from home, except where this is not possible, for instance, 

to undertake general maintenance tasks or where it is necessary to operate a 

face to face service provision – or except whereby it is deemed to be in the best 

interest of staff on grounds of mental well-being ie in order to re-establish a 

reduced element of team contact to reduce isolation 

 Clinically vulnerable employees have been strongly advised by the Government 

not to work outside the home and this advice must be observed by the Town 

Council in consultation with relevant employees; special consideration must 

also be given to those employees with caring responsibility 

 Workers critical to undertake essential maintenance tasks or operate essential 

service provision must be kept to an absolute minimum to operate safely and 

effectively  

 No employee  who is displaying Covid-19 symptoms, or with a family member 

displaying symptoms, should attend work for a period of 14 days or until the 

negative result of a Covid-19 test is received 

 Within the Town Hall office space, since the clerical workforce only consists of 

five employees in total, ‘fixed teams’ are less applicable; the entire clerical 

workforce is small enough to be viewed as a small fixed team as contact 

between employees is limited to a very small group anyway. However, due to 

the limited physical space within which the Council’s clerical staff work, a 

maximum limit should be set at 3 clerical employees working from the Town 



Hall at the same time so that adequate space is maintained to be able to adhere 

to social distancing measures  

 Workplace social distancing measures and hygiene measures must be put in 

place, to include: floor markings and signage to indicate the required minimum 

distance of 2m to be maintained; signage to remind employees to undertake 

more frequent handwashing; sole use of individual workstations; provision of 

alcohol based hand sanitiser gel; use of hand gel on entry to and exit from the 

premises and before and after use of shared equipment (eg photocopier) and 

toilet facilities; more frequent surface cleaning, paying particular attention to 

door handles and light switches as well as toilet facilities; installation of Perspex 

barrier between employees and visitors to the Town Hall 

 Create ‘drop off points’ where employees can transfer items to others within 

the workplace without contact 

 Wherever possible, employees should only use a single telephone handset, 

which should be cleaned at the start and end of each working day; where this is 

not possible, consideration must be given to a single nominated party receiving 

all calls from a shared phone (eg in Town Clerk/Deputy Town Clerk office) 

 Employees should undertake frequent cleaning down of their own work 

stations using usual cleaning products / antibacterial wipes – as a minimum at 

the start and end of each working day 

 If absolutely necessary to use a colleague’s work station, hands must be 

sanitised and the workstation wiped down before and after use 

 If necessary to use first floor facilities, one way use of stairways to be 

implemented to maintain social distance 

 All non-essential movements should be avoided (eg use telephone to advise 

another staff member of a required action or duty rather than travel to an 

alternative work site / area) 

 Face to face service provision (ie public opening times) to be reduced to keep 

third party interaction to a minimum 

 Wherever possible, meetings with third parties (contractors, members of public 

etc) should take place remotely by telephone or video conferencing methods; 

where not possible, essential meetings only should take place outdoors 

(contractors) or in such (well-ventilated) location as 2m social distance can be 

maintained. No objects should be shared between meeting participants (pens, 

pads etc) 

 Provide all employees with training materials (Covid-19 Office Protocols) for 

personal reference 

 Use of the Town Hall Meeting Room and Mayor’s Parlour to be limited to use by 

one person only; hands to be sanitised and work surface to be wiped down 

before and after use 

 Staff tea-making area closed off if adjacent workstation is in use; individual 

members of staff to prepare own refreshment and wash own mugs/utensils; 

when using shared equipment (eg kettle/ microwave / refrigerator etc) hands 

to be sanitised and contact points / surfaces to be wiped down before and after 

use 



Further Provisions Necessary to Implement Mitigating Actions: 

 All necessary equipment must be provided to enable employees to work safely 

and effectively from home, including mobile phone which can be used in an 

emergency as well as for routine business contact due to potential lone working 

status at home 

 The well-being of employees working from home should be regularly monitored 

and assistance provided to help them maintain connection with the rest of the 

staff team 

 Employees to be reminded of the need to maintain eye health and physical 

well-being when working from home; regular breaks from working at a screen; 

use of a suitable seating position / screen height and regular breaks from sitting 

to move around 

 Employees to be reminded to continue to follow all relevant government 

guidance regarding hand hygiene and social distancing when working from 

home. 

 

Town Hall Visitors (Including Contractors and Delivery Persons): 

 Hand sanitiser gel to be provided on entry and exit to the Town Hall with 

signage to request that visitors sanitise hands at the relevant stations 

 One way system to be established through visitor area with floor markings 

 Limit number of visitors within the Town Hall at any one time and install 

relevant signage 

 Viewing of Town Council documents by appointment only 

 Use of Town Hall meeting room and Mayor’s Parlour limited to one person only; 

hands to be sanitised and work surface to be wiped down before and after use 

 Social distancing signage and floor markings installed to indicate minimum 

distance of 2m to be maintained 

 Perspex barrier to be installed between Town Council employees and Town Hall 

Visitors 

 Continued PR to encourage members of public, wherever possible, to contact 

the Town Hall by telephone, email or post 

 Adapt visitor book to request name and phone contact information in case of 

the need to ‘track and trace’ following any Covid-19 outbreak at the Town Hall; 

to be completed by staff member for each Town Hall visitor to avoid shared use 

of writing utensil 

 

Town Council Members: 

 Hand sanitiser gel to be provided on entry and exit to the Town Hall with 

signage to request that visitors sanitise hands at the relevant stations 

 One way system to be established through visitor area with floor markings 

 Limit number of visitors within the Town Hall at any one time and install 

relevant signage 



 Viewing of Town Council documents by appointment only 

 Use of Town Hall meeting room and Mayor’s Parlour limited to one person only; 

hands to be sanitised and work surface to be wiped down before and after use 

 Social distancing signage and floor markings installed to indicate minimum 

distance of 2m to be maintained 

 Perspex barrier to be installed between Town Council employees and Town Hall 

Visitors 

 Continued protocol that, wherever possible, Members should contact the Town 

Hall by telephone, email or post as opposed to visiting the Town Hall in person 

 Adapt visitor book to list name and phone contact information in case of the 

need to ‘track and trace’ following any Covid-19 outbreak at the Town Hall; to 

be completed by staff member for each Town Hall visitor to avoid shared use of 

writing utensil 

 

Further Provisions Necessary to Implement Mitigating Actions: 

 Government guidance remains that meetings in excess of two persons should 

not take place physically (and only then with social distancing and hygiene 

measures in place). NALC guidance is, therefore, that Council Meetings should 

not currently take place except in a remote capacity 

   

General: 

 Prior to the re-opening of the Town Hall, which has been closed for some weeks 

now, it will be necessary to undertake a routine clean, using usual cleaning 

products and paying particular attention to hard surfaces, high-contact points 

such as light switches, door handles, shared equipment (photocopiers / 

telephone handsets etc) and toilet areas 

 Town Hall toilets to be strictly restricted to employee use only (including 

contractors/delivery drivers); hand sanitiser gel to be located outside toilet 

facilities – for hand sanitising before and after use of facilities 

 Following any known or suspected incidence of covid-19 linked to the Town 

Hall, specific Government guidance should then be followed 

 

NB: Government advice is that employers should be implementing social distancing 

and hygiene measures to mitigate the risk of transmitting Covid-19 and, therefore, the 

Council should not encourage the precautionary use of additional PPE (face coverings) 

by employees over and above that which would normally be worn when going about 

their routine duties, except where the risk of Covid-19 is very high. If this is the case, it 

must be considered whether the high risk activity is essential in the running of the 

Council and, if not, such activity should be temporarily suspended. If it is essential and 

high risk, then PPE must be supplied free of charge by the Council and correctly fitted. 

New Romney Town Council does not engage in any activity that cannot be undertaken 

solely by adhering to social distancing and hygiene guidance. 



Whilst Government guidance advises that the Town Council should not actively 

encourage the use of facial PPE by providing for same, as an employer, the Town 

Council should support its employees if they chose to wear facial PPE (face 

mask/covering) at work to protect themselves/others from Covid-19, whilst noting 

scientific evidence that suggests that the benefit in wearing a face covering is very 

limited, except in a clinical setting. In this sense, signage should be in place to advise 

those employees choosing to wear their own face covering of the following: 

 Wash hands thoroughly with soap and water for at least 20 seconds before 

putting on a face covering and after removing it 

 When wearing a face covering, avoid touching the face in case of contamination 

 Change the face covering if it becomes damp or if inadvertently touched with 

hands whilst wearing 

 Continue to wash hands regularly throughout the day 

 Change / wash the face covering daily in line with manufacturer’s washing 

instructions. Alternatively, disposable face coverings should be disposed of with 

usual waste at the end of each day 

 Continue to practise social distancing 

 

NB: Government guidance further confirms that in case of an accident or emergency at 

the Town Hall, employees and / or visitors do not need to maintain social distancing if 

it would be unsafe to do so; anyone involved in the provision of assistance to others in 

such instance should pay particular attention to hygiene measures immediately 

afterwards, including hand-washing.  

Signed: 

C. Newcombe  Town Clerk   22/06/20 (Reviewed 03/07/20) 

P. Thomas  Chairman of the Council 23/06/20 

 

 

Risk assessment to be reviewed prior to re-opening Town Hall and quarterly thereafter 

Quarterly review due: 10th September 2020 

 

 

Summary: 

Having undertaken the required Covid-19 risk assessment (above) and, having engaged 

with Town Council employees regarding details therein, relevant signage and other 

physical materials/measures will be installed at the Town Hall in readiness for re-

opening. Further discussion with employees has taken place regarding the 

establishment of any ‘reduced team’ working, taking into account, in particular, those 



employees that fall into the higher risk categories or those employees with caring 

responsibilities. Employee training materials have been prepared (Covid-19 Office 

Protocols) and distributed to all staff. Noting the limitations imposed on the Council 

due to the make-up of its staff team and, in light of current Government guidance 

which provides that the public (including Town Council employees) should continue to 

remain at home as much as possible, continue to work from home if possible and 

continue to avoid making any unnecessary journeys, any re-opening of the Town Hall 

should, initially – and when it is the right time to do so -  return to significantly reduced 

opening hours (having recently extended public opening times) – potentially returning 

to a maximum of three mornings a week in the first instance.  

It is important that the Town Council continues to promote the message to avoid 

unnecessary travel and to remain at home as much as possible. Therefore, the opening 

of the Town Hall – at such time as it is right to do so - will be, in the main, for the 

benefit of those residents who cannot contact the Town Council by telephone, post or 

email for any reason.  

The following items (together with approximate costs) have been purchased in 

readiness to prepare the Town Hall for opening: 

Perspex screening      £350 

Alcohol based hand sanitiser gel    £65 

Antibacterial Surface Wipes    £12 

Barrier, Signage, floor markings, distancing tape £70 

 

Whilst preparations to re-open the Town Hall in a limited capacity have now begun, it 

is absolutely not the time, as yet, to take the step to provide a face to face service. 

However, when that time comes – and this may potentially be any time from 4th July 

2020  - the Town Council will be in a position to do so. Government guidance is being 

regularly reviewed by the Town Clerk and Chairman of the Council and the actions of 

the District and County Councils are being monitored so that the Town Council, as and 

where appropriate, can move in step with other tiers of Local Government. 

 

Town Clerk 

16th June 2020 

 


