
NORCA and Sistema in Norwich

COVID 19 RISK ASSESSMENT 

Covid 19  is a new illness that can affect lungs and airways. It is caused by a virus called Coronavirus. 

Symptoms can be mild, moderate, severe or fatal. Whilst not classed as a High Consequence Infectious Disease (HCID)

it is a serious public health emergency and thousands of  people in the UK (and all over the world) have died. 

This Risk Assessment shows the measures we have put into place to attempt to minimise the spread of the virus however 

all employees have a duty  to take reasonable care for their own safety and those of others and to co-operate with the rules 

set down in this Risk Assessment 

Risk Assessment for:- Offices/Building and Workshop Space

NOTE:- NORCA and Sistema in Norwich is responsible for the overall health and safety of the offices, however each tenant 

organisation/independent is responsible for the health and safety of their own work space/area and to have their own 

risk assessment in place.

Venue:- Martineau Memorial Hall, 21, Colegate, Norwich, NR3 1BN

Venue Layout:- 

Ground Floor, with lobby, workshop space, two store rooms, two toilets (one disabled), cleaners cupboard, disabled lift, stairs

Lower Mezzanine with small meeting room

First Floor with open plan office, two toilets (one disabled), kitchen, large meeting room, disabled lift

Upper Mezzanine with small office

Second Floor with medium size office

Occupiers:-

Neon Tribe - 15 office based employees

Ugly Studios - 3 office based employees

Musical Keys - 2 office based employees (plus part time staff and freelancers)

1 x independent - office based

NORCA and Sistema in Norwich - 6 office based employees (1 fulltime) plus 23 tutors in the community

Description of work/activities:- Office, desk/computer work, carnival making, music making, film making etc 

Persons at Risk:- All employees, tenants, visitors, contractors, freelancers, volunteers, trustees, clients



Date Risk Assessment written:- June 2020

Date Risk Assessment to be reviewed:- Ongoing as new guidelines/legislation are announced by Government

Risk Assessment written by:- Cathie Davies, Operations Manager, NORCA

HAZARD RISK

RISK Low/ 

Medium/ 

High MEASURES TAKEN TO CONTROL RISK

Spread of Covid 19 

Coronavirus Illness, death H Handwashing

1. Employees asked to wash their hands as soon as they come into 

building, using one of the sinks in the toilets on the ground floor

2. Signs on inside lobby door reminding employees to wash hands

3. Signs next to each sink giving clear instructions on how to wash 

hands

4. Hot water and soap provided at 5 different sink locations

5. Hand towels provided at all sinks

6. Bins provided at each sink and emptied regularly

7. Signs in prominent places reminding staff to cough or sneeze into a 

hankie or their elbow if they don't have a hankie available

8. Employees encouraged to have box/packet of tissues on their desks

9. Bins at all desks and emptied regularly

10.Signs in prominent places reminding people not to touch their face 

with unclean hands.

Spread of Covid 19 

Coronavirus Illness, death H Cleaning

1. Normal cleaning resumed when employees start working from office 

with added emphasis on the cleaning of frequently used areas eg 

handrails, handles etc.



2. Cleaning stations set up with surface wipes/spray and bins at areas 

where surfaces are touched regularly by several people eg door 

handles, taps, flushes, light switches, intercom phone etc

3. All bins to have linings to enable easy disposal

4. Cleaner to use different gloves when disposing of rubbish

5. Employees to be encouraged to open windows to allow ventilation

6. Employees encouraged to wipe down their desks surfaces and 

equipment before and after their working day. No hot desking permitted. 

7. Employees requested to bring in their own cups, knives, forks and 

spoons, food and drink to avoid using the kitchen as much as possible. If 

have to use kitchen - employees to wash hands before touching 

anything; surface wipes provided and to be used on  frequently used 

areas eg kettle handle, taps, fridge door etc 

8. Employees encouraged to keep bags and coats with them on their 

chairs to avoid using communal coat racks

9. NORCA and Sistema in Norwich van to be equipped with surface 

wipes and bin bag for disposal; usage of van limited to only 3 drivers; 

drivers to wash hands before using van and after using van; disposable 

gloves used at fuelling stations.    

Spread of Covid 19 

Coronavirus Illness, death H Social Distancing

1. All employees, where possible, should maintain a 2 metre distance 

between each other. Signs in prominent places to remind employees. 

2. Designated tenant representatives to communicate to other tenants 

how many people they plan to have in the office at any one time to limit 

the amount of employees in the same space and to allow for safe 

distancing between them. No two employees should be sitting next to 

each other. Tenants to consider work bubbles or fixed teams to reduce 

the number of people they are in contact with.



3. Designated tenant representatives to communicate the time their 

employees will arrive and leave to ensure they do not coincide

4. One person in the kitchen at any time

5. Floor tape on floor to show which way employees should use to get to 

kitchen/toilets/exits etc, using a one way system arrangement.

6. Bikes not permitted in the building to allow for employees safe 

distancing in entrance hall.

7. Employees to use the same toilet each time they are in the building 

(there are 4 toilets in the building)

8. NORCA and Sistema in Norwich van - no one except the driver 

permited to travel in the van.

9. Any face to face meeting must be conducted 2 metres apart; if not 

possible then there must be a time limit set of 15 minutes for the 

meeting. 

10. Visitors not permitted into building

11. Deliveries - courier/postman asked to place the parcel on the front 

step and stand back. Collect the parcel and put it in front of the pigeon 

holes if not for you. Wash hands. Do not let the courier/postman in the 

building.

12. Employees taking a smoking break need to ensure that they socially 

distance whilst outside and keep well away from the entrance to the 

building. 

13. Only one person in the lift at any one time.

14. If social distance in the office is not possible, consider and discuss 

using the other rooms in the building as work spaces. E.g. the meeting 

room, workshop space, the mezzanine rooms 

15. Social distancing rules do not apply if someone needs first aid and it 

would be unsafe not to get closer and there is no other way of 

administering first aid.

S+A83:A89pread of 

Covid 19 Coronavirus Illness, death H Showing symptoms of Covid 19 Coronavirus



1. If an employee is showing signs of Covid 19 Coronavirus they must 

contact their manager immediately and self isolate for 7 - 14 days. The 

employee must NOT come into the office. 

2. If a member of an employees household or someone they have been 

in close contact with is showing signs of Covid 19 Coronavirus, the 

employee must contact their manager immediately, and self isolate for 

14 days. The employee must NOT come into the office. 

3. If an employee tests positive for Covid 19 Coronavirus they must 

inform their manager immediately. They must NOT come into the office. 

4. The manager must contact the rest of the people in the employees  

bubble/fixed team to let them know. The members of the bubble must 

also self isolate for 14 days and NOT come into the office. Due to GDPR 

the manager may not let the others in the bubble know who has, or who 

has been in contact with, Covid 19 Coronavirus unless they specifically 

have asked the affected employee first. The manager must also inform 

anyone else who the employee has been in touch with during their 

working day that the employee has symptoms or needs to self isolate.

5. The manager to let NORCA and Sistema in Norwich Operations 

Manager know as soon as possible if someone on their team has had to 

self isolate. If necessary, the Operations Manager will contact the 

relevant Public Health Authority to discuss the case and to take advice. 

6. If someone falls ill with symptoms of Covid 19 Coronavirus at the 

office, they need to be isolated in a separate room, without touching 

anyone or anything. The manager needs to contact the employees 

emergency contact to collect them if they are too unwell to drive 

themselves home or if they came by public transport. 



7. All managers must make sure their employees contact details and 

emergency contact details are kept up to date and that their companies 

sickness and disciplinary policies are up to date to include employees 

with Covid 19 Coronavirus. 

8. If an employee has been contacted by NHS Test and Trace they must 

self isolate for 14 days. They must let their manager know immediately.

9. Employees must keep in touch with their manager whilst they are self 

isolating to let him/her know immediately if they start to develop Covid 

19 Coronavirus symptoms.

Spread of Covid 19 

Coronavirus Illness, death H Mental Health

1. It is the individual organisations responsibility to promote mental 

health and well being awareness to employees during the Covid 19 

Coronavirus crisis. Employees can be signposted to websites to help 

them with their mental health eg:- www.hseni.gov.uk/stress or 

www.mind.org.uk/information-support/coronavirus-and-your-wellbeing 


















