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	THIS IS RISK ASSESSMENT FORM is to be completed
by the person booking the Teaching Space i.e. the RESPONSIBLE PERSON

	Risk Assessment
Number:
	
	Date
Submitted:
	
	

	Name of the Meeting
	
	

	Day and Date of the Meeting or
Event:
	
	

	Bookable Slots: 10am–11am &
2pm-3pm
	
	

	Purpose of the Meeting
	
	

	Name of the Responsible Person:
	
	

	Contact details of the Responsible
Person:
	
	

	Number of attendees
( Maximum of 8)
	
	

	I have read Instructions and issued
these to attendees in advance of session.
	
	

	 Don’t forget to send this completed risk assessment to the Department Administrator at least 24 hours prior to your intended session when possible. fcc21@cam.ac.uk
	Signature of the
Responsible Person: Date:
	


 (
Use of Teaching Space Risk Assessment
)

 (
Use of Teaching Space Risk
 
Assessment
) (
Person location Plan – to be completed for each session
Fire Door
)Use of the space is on a pre-agreed specific priority list (named people). Only people on the list may book the space.
The Space can be booked via James Glasberg: jg286@cam.ac.uk or David Webb: dw534@cam.ac.uk. They can only book those on the priority list.
The use of Teaching Space Risk Assessment must be completed prior to any session. All return to work documents and fire safety training must also be completed to allow access to re-enter the building.

Sessions may only take place between 10am–11am & 2pm-3pm Sessions may not exceed 1 hour and there will be a 2hour gap between sessions to allow cleaning. The maximum capacity for the room is 8. A window should remain open in the space whilst the session is in progress. (heating is on)
Students must be sent instructions in advance of arrival:
1. Students must queue outside the Fire exit door to the teaching space (see photo) on the marked distancing stickers and wait to be given access the space. Face coverings should be worn when entering and exiting the space and during the session (if exceeding 15 mins) as per recent university guidance.
2. On entering the space, students must use the hand sanitisation station
3. Fill in the attendance register and position plan.
4. Proceed to a desk marked at 2 metre intervals and remain at the same desk throughout the session. Enter their position in the space on the desk plan sheet.
5. Students must remain in the space for the whole session. Use of the toilet facilities will be only for exceptional cases. (The building team will need to be notified via phone (3)33568and one student may use the toilet at a time using the hand sanitisation station on entering and exiting the space)
6. Once the session has finished students must use the hand sanitisation station and exit the space via the Fire door.
Please note there will be no provision for technical or other support available once the session has commenced.
Teaching Space Fire Door






	Hazard
	Area of concern
	Who may be harmed and how?
	Existing Controls: See:
“Teaching Space Rooms Risk Assessment – COVID-19”, “Return to Work documents
	Low- High
	

	
	
	
	
	Risk Level
	Agree
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	Further comments

	Spread of COVID-19
	Main Department Psychology Building
	All people who are working in the main building.
	As the Responsible Person:
· I have read and understood and Instructions for use of the room and procedures set out in the “Teaching Space Rooms Risk Assessment – COVID-19” and the Department “Return to Work documents” I have completed the return to work procedure and been cleared to re-enter the building.
· I will ensure to inform all students in advance of the COVID- Secure Measures as described in the risk assessments, including all social distancing physical measures, handwashing, self- cleaning, test and trace requirements.
· I will ensure that the maximum number of attendees specified for the room or area are not exceeded and that 2m social
distancing is maintained at all times.
	
	
	

	Spread of COVID-19
	Those people displaying symptoms of COVID-19
	All people who are working in the main building.
	As the responsible person I will:
· Inform all students in advance NOT attend if they, or any members of their Household (the people with whom they share kitchen and/or bathroom facilities with) are unwell or displaying such as a persistent cough, fever, anosmia or flu-like symptoms.
· Inform any student to immediately leave the if they fall ill during the meeting and they should go home to self-isolate as soon as possible (using the external routes, wearing a face mask or covering and avoiding touching any surfaces) and to inform the COVID helpdesk arrange for a COVID-19 test.
	
	
	

	Spread of COVID-19
	Test and Trace
	All people who are working in the main building.
	As the responsible person I will:

· Provide an attendance sheet and person location sheet for each session.
· Check that it is accurate during each meeting.
	
	
	


 (
Use of Teaching Space Risk Assessment
)


	
	
	
	· Make it available if requested.
	
	
	

	Spread of COVID-19
	Social Distancing
	All people who are working in the main building.
	As the responsible person I will:

· All attendees maintain 2m social distancing at all times and do not exit the space other than via the Fire Door
	
	
	

	Spread of COVID-19
	Face Coverings
	All people who are working in the main building.
	As the responsible person I will:

· Confirm with the students in advance of the session as to that face coverings are to be worn.
· Confirm these arrangements upon arrival, with those attending the protocol for face masks or coverings but making it clear that should an attendee wish to wear a mask or covering or ask others to do so they this is permissible
· Be aware that some people are exempt from wearing these coverings due to underlying health conditions.
	
	
	

	Spread of COVID-19
	Underlying health conditions
	Student
	As the responsible person I will:
· Confirm with the students in advance of the session if any of the attendees have an underlying health condition or disability that would require further assistance from the responsible person or
the department.
	
	
	

	Accidents
	Accident / injury / medical emergency
	All people who are working in the main building.
	As the responsible person I will:
· Inform all students of where to seek first aid if they have an accident (behind partitioned area) First Aiders on site: David Webb: dw534@cam.ac.uk
	
	
	

	Date:
Signed:
Print name:
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