
 
 
  



 

 
  

Insurance issues for property managers 

Be prepared: health and safety 

Be prepared: health and safety 

Fire Risk Assessment pdf 
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Hazards 
What could cause harm or 

damage? 

Who or what is at 
risk of being 

affected and how? 

What are you already 
doing? 

How have you reduced the risk 
already? 

Likelihood 
of risk 

occurring 
(L/M/H) 

Severity of 
risk 

(L/M/H) 

Are further controls 
necessary? 

What else needs to happen to reduce 
the risk to an acceptable level? 

Action by: 
name/date 

Long term closure 
means that systems 
may not have been 
working for an 
extended period. 
This could mean that 
statutory compliance 
has not been 
maintained. 

All users – may become 
ill or be 
put at greater risk 
because systems 
are not working 
correctly. 

Make sure that all systems are 
re-commissioned before any 
meetings take place. 
 
This must include checks for 
fire and water systems and 
gas safety. Checks should also 
be performed on heating and 
ventilation systems and 
emergency lighting. 
 
Perform deep clean prior 
to opening. 
 
Complete checklist for 
reopening. 

Medium 

 

High 

 

Legionnaires checks have been 
completed including disinfecting of 
shower heads on 14th June.  The 
water system is flushed through on 
a weekly basis.   
 
Emergency lighting and electrical 
tests have been carried out by a 
qualified electrician.   
 
Gas boiler to be serviced by a 
qualified gas engineer.   

Will be 
completed by 
6.7.2021 
Overseen by 
Management 
Committee 

Coronavirus infection 
risks below are in 
consideration of this 
risk and reducing it to 
an acceptable level. 

All people using the 
facility from spread of 
virus through close 
contact. 

 

Low 

 

High 

 

  

Staff, volunteers, 
contractors and users. 

All could be at risk of 
exposure to virus 
through their roles, 
likely to include those 
carrying out cleaning, 
caretaking or 
maintenance. 

Volunteers to make own 
assessment of whether it is 
appropriate for them to 
volunteer for taking part in or 
overseeing tasks linked to the 
reopening and maintenance of 
the property.  

 

Low High 

Request RA and procedure for 
Covid-19 from contractors and 
users and review them.                             
 
Cleaning regimes, all contact 
surfaces to be regularly cleaned. 
 
Doors on automatic release to keep 
open on regular walk ways. Fire 
evacuation procedure to be updated 
if you have doors open to ensure 
doors closed when not 
in use. 

Ongoing, 
individual 
volunteers 



 
 
  

Hazards 
What could cause harm or 

damage? 

Who or what is at 
risk of being 

affected and how? 

What are you already 
doing? 

How have you reduced the risk 
already? 

Likelihood 
of risk 

occurring 
(L/M/H) 

Severity of 
risk 

(L/M/H) 

Are further controls 
necessary? 

What else needs to happen to reduce 
the risk to an acceptable level? 

Action by: 
name/date 

All areas. 

 

Potential for cross 
contamination and 
passing infection, 
between users. 

 

Covid-19 Hire conditions will 
be emailed to the hirer on 
booking.  These will set out 
expectations and 
responsibilities of hirers in 
terms of providing cleaning 
materials and additional 
cleaning.     
 

Low High 

 Janet Cain 
07.07.2021 

Entrance halls/lobby, 
in corridors. 

 

Capacity for social 
distancing is reduced 
thereby increasing the 
risk to all users. 

 

Check the number of users 
meeting at the venue at the 
same time to allow for social 
distancing of 1m.    For 
residential events numbers 
must adhere to Girlguiding 
residential guidance, 
currently maximum of 12 girls 
plus volunteers for HWGH.  
 
 
Hirers will be asked to provide 
hand sanitiser. 
 
Provide signage. 

Low High 

 Janet Cain 
07.07.2021 



  

Hazards 
What could cause harm or 

damage? 

Who or what is at 
risk of being 

affected and how? 

What are you already 
doing? 

How have you reduced the risk 
already? 

Likelihood 
of risk 

occurring 
(L/M/H) 

Severity 
of risk 
(L/M/H) 

Are further controls 
necessary? 

What else needs to happen to reduce 
the risk to an acceptable level? 

Action by: 
name/date 

Car 
parks/paths/patios/ 
exterior areas. 

 

Start and end of 
meetings creates risk 
of breaching social 
distancing guidelines 
for property users and 
those dropping off or 
picking 
up users. 

 

Usual drop off and pick up 
process to be followed. For 
events for girls or a larger 
number of adults, cars to be 
parked in main car park and 
attendees walk up to Guide 
House. 
 
 
Keep all external areas clear 
of contaminated rubbish. 

Low High 

Encourage those picking up and 
dropping off from cars to remain 
in their cars. 
 
 

Janet Cain 
07.07.2021 
and hirer 

Main hall/meeting 
space. 

 

Capacity for social 
distancing is reduced 
thereby increasing the 
risk to all users. 

 

Set a limit on numbers 
attending – check relevant 
government guidance for your 
local area. 
 
 
Social distance guidance to be 
observed by hirers in 
arranging their activities.  
 

Low High 

 Janet Cain 
07.07.2021 
and hirer 



 
  

Hazards 
What could cause harm or 

damage? 

Who or what is at 
risk of being 

affected and how? 

What are you already 
doing? 

How have you reduced the risk 
already? 

Likelihood 
of risk 

occurring 
(L/M/H) 

Severity 
of risk 
(L/M/H) 

Are further controls 
necessary? 

What else needs to happen to reduce 
the risk to an acceptable level? 

Action by: 
name/date 

Kitchen. 

  

Capacity for social 
distancing is reduced 
thereby increasing the 
risk to all users. 

 

Ask hirers to control the 
numbers using the kitchen 
area so as to ensure social 
distancing. 
 
Hirers to clean all areas likely 
to be used before use, wash, 
dry and stow crockery and 
cutlery after use. 
 
Hirers to bring own tea 
towels.  
 
Hirer to bring own hand soap 
and hand sanitiser.  
 
 

Low High 

Hirers to provide own cleaning 
materials.  

Janet Cain 
07.07.2021 
and Hirer 

Use of shared 
resources. 
 

Leads to risk of 
increased 
transmission. 

 

Thorough cleaning between 
different groups.  There is 
usually 72 hours plus between 
hire periods.  

Low High 

Users to be asked to clean the play 
equipment if it is used.   

Janet Cain 
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Hazards 
What could cause harm or 

damage? 

Who or what is at 
risk of being 

affected and how? 

What are you already 
doing? 

How have you reduced the risk 
already? 

Likelihood 
of risk 

occurring 
(L/M/H) 

Severity 
of risk 
(L/M/H) 

Are further controls 
necessary? 

What else needs to happen to reduce 
the risk to an acceptable level? 

Action by: 
name/date 

Toilets. 

  

Social distancing 
difficult. 

 

Hirer to control access to 
toilets with particular 
attention to more 
vulnerable users. 
 
Hirer to clean all surfaces etc 
(basins and other surfaces, 
toilet pans/seats) after use. 

Low High 

Hirer to provide own hand soap, 
hand sanitiser and cleaning 
materials. 

Hirer 

Poor respiratory or 
handwashing hygiene 
on the part of meeting 
attendees. 
 

Risk of increased 
transmission. 

 

Ensure clear signage that 
reinforces cleaning and 
hygiene routine in line with 
Covid-19 Secure guidelines: 
Minimise contact with 
individuals who are unwell. 
 
Clean your hands often. 
 
Avoid touching mouth, eyes 
and nose. Dispose of tissues in 
a bin. Display catch it, 
kill it, bin it poster. 
 
Hirer to be asked to ensure 
regular cleaning of surfaces 
that are touched frequently. 
 
Maintain social distancing 
in line with current Girlguding 
UK requirements. 
 
 

Low High 

Display relevant posters. 

 

Keys available to unlock and open 

doors and windows to allow good 

ventilation.  Hirers to be mindful of 

any safeguarding issues this may 

raise. 

  

Janet Cain 
07.07.2021 
And Hirer 



 

Hazards 
What could cause harm or 

damage? 

Who or what is at 
risk of being 

affected and how? 

What are you already 
doing? 

How have you reduced the risk 
already? 

Likelihood 
of risk 

occurring 
(L/M/H) 

Severity 
of risk 
(L/M/H) 

Are further controls 
necessary? 

What else needs to happen to reduce 
the risk to an acceptable level? 

Action by: 
name/date 

Someone becomes ill 
during the course of 
a meeting or event. 
  

All participants Hirer to set up a designated 
safe area that should be used 
if someone becomes ill. (one 
of leader bedrooms) 
 
Hirer to inform rest of group if 
a participant later tests 
positive for Covid-19.  
 
Hirer to make sure that 
appropriate and relevant 
cleaning arrangements can 
be implemented. 

Low High 

QR code provided for property for 
adults to scan when entering the 
property for test and trace.   
 
Hirers should also keep a list of 
those who have attended an event  
for a month after the event and 
should be able to contact all 
participants.   
 
Hirers are responsible for providing 
their own first aid kit with 
adequate PPE including face masks 
and gloves. 

Janet Cain 
07.07.2021 
and Hirer 

Property users do not 
adhere to guidelines. 
 

All participants Share this property risk 
assessment with the hirers 
in advance. Hirers to confirm 
they have read risk assessment 
as part of declaration on 
booking form.   
 
The hirer is responsible for 
making sure that an 
appropriate risk assessment for 
their group/activity has been 
completed.  
 
 
 

Low High 

Covid-19 Hire conditions to be 
emailed to all hirers when the 
event is booked.   
 
 
 

Janet Cain 
07.07.2021 
and Hirer 


