
Covid Risk Assessment for Hirers of Rooms at the Arts Centre, 4 West Street, Penicuik
The overal hazard is the spread of Covid-19 Coronavirus, leading to ill-health or death. COVID-19: a respiratory illness caused by a novel 
coronavirus (SARS cov-2)) Symptoms include a fever, cough, shortness of breath, breathing difficulties, muscle pain and tiredness. The 
hazard is divided into sections below. 
The following categories of people might be harmed: Room Hirers, Attenders of groups and workshops, Other Visitors to the Arts Centre 
particularly Vulnerable groups  (elderly, pregnant, those with existing underlying health conditions), the cleaner, Contractors, PCAA 
committee members and volunteers, Anyone else who physically comes in contact with the room users in relation to their activity. 
Before Controls are in place, the Likelihood score of the hazard occurring is “3 - Likely”, and the Severity score is “5 - Potentially Fatal”, 
resulting in a risk score of “15 - High”.  
After control measures are in place, the Likelihood score is “2 - Unlikely”, and the Severity score is “5 - Potentially Fatal”, resulting in a 
risk score of “10 - Medium”. 

What are the specific hazards? Controls & further action to reduce the risk

Getting or spreading coronavirus by not 
washing hands or not washing them 
adequately 

1. No reusable towels/nail brushes/face cloths permitted  

2. Waste bin bags containing tissues/cleaning waste to securely tied and removed by room 
hirer wearing disposable gloves.  

3. Hand sanitiser provision in place. Soap and sanitisers provided via pump dispensers.  

4. Disposable paper towels provided in toilets 

Penicuik Community Arts Association (PCAA)
Date 1st September 2020 Next Review Date 1st December 2021

Review Date 1st September 2021

Assessor Sue Owen (Chair)

This Risk Assessment is a dynamic document and is subject to change. We will inform 
you of any revision of this document.
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What are the specific hazards? Controls & further action to reduce the risk

Getting or spreading coronavirus by not 
washing hands or not washing them 
adequately…cont’d 

5. Large lined waste pedal bins for used towels provided in the toilets and Room 1 

6. Increased hand washing advised to all visitors to the Arts Centre (wash for a minimum of 20 
seconds). NHS handwashing advice provided. 

7. Information to be posted in toilet facilities on how to wash hands properly  

8. Provide instruction for cleaner and PCAA commttee on safe cleaning of toilet faciliies and 
disposal of waste 

9. A Rota will be operational for cleaning toilets between room uses; for replenishing soap, 
hand sanitizer and emptying bins

Getting or spreading coronavirus in 
common use high traffic areas such as 
café, corridors, rest rooms, toilet 
facilities, entry/exit points to room 1, the 
corridor between room 1 and room 2, the 
entrance and exit to the building 
including stairways.

1. NO physical contact between anyone in the Arts Centre 

2. Physical distance between individuals of at least 1 metre in Room 1, and 2 metres when 
moving through the building - marked by tape on the stairs, corridors and Room 2 

3. One-way route into and out of the building marked out. Request all room users to follow 
the one-way signage 

4. Face-coverings must be worn at all times. 

5. Numbers stricly limited to 25 people total in Room 1 to observe 1 metre social distancing, 
or 35 people for seated concert, wearing face coverings with no social distancing; Room 2 
to act as a corridor in the one-way system. A maximum of 5 people can meet by the 
window in room 2, and 6 people in room 3 (the old craft shop) 

6. Tables in Room 1 organised so social distancing rules can be met. A suggested table plan 
will be provided
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Getting or spreading coronavirus in 
common use high traffic areas such as 
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7. Leave non-fire doors open to reduce the amount of contact with doors and also potentially 
improve workplace ventilation  

8. Provide hand sanitiser mounted on the door frame between to two entrances, & in Room 1 

9. Put in place cleaning regimes to make sure pinch-points are kept clean  

10. Put up signs to remind people to wash and sanitise hands and not touch their faces. 

11. Put in place monitoring and report procedure (including near miss) to help room hirers 
make sure people are following controls put in place, eg hygiene procedures, washing hands, 
one-way systems.

Getting or spreading coronavirus by not 
cleaning surfaces, equipment and 
workstations 

1. The PCAA will use the guidance on https://www.hse.gov.uk/coronavirus/cleaning/index.htm 

2. When regular room bookings are back in place, the PCAA cleaner will work 1 hour per day 
to do the routine normal cleaning, and may be asked to work more hours to help with room 
change-over. 

3. Frequently touched surfaces include handrails, door handles, door surfaces around the 
handles, table tops, chair backs, taps and toilet flush handles. These should be cleaned before 
and after each room use. 

4. Room users will be asked to do this themselves or pay £10 per use cleaning charge. 

5. A cleaning kit will be provided and left in Room 1 for this purpose - to include disposable 
plastic gloves, appropriate cleaning spray, cleaning cloths, anti-bacterial wipes, double lined 
container for cloths that have been used for cleaning.  

6. Posters will be displayed on cleaning procedure. 

7. Room hirers will be given guidelines on cleaning if they opt to do it themselves.

https://www.hse.gov.uk/coronavirus/cleaning/index.htm
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What are the specific hazards? Controls & further action to reduce the risk

Getting or spreading coronavirus by not 
cleaning surfaces, equipment and 
workstations….cont/d 

8. Where possible, doors will be left open to reduce touching 

9. Surfaces will be kept clear to make it easier to clean and reduce the likelihood of 
contaminating objects  

10. Larger bins, with liners, will be provided in the toilets and room 1 

11. If someone develops symptoms of coronavirus in in the Arts Centre, the cleaning 
procedures folowing suspected Covid case should be followed. (Guidelines document 1). 

12. Room hirers to bring only essential equipment with them, and to remove major waste 
items. 

13. Room hirers must ensure that no food or drink is shared within their groups.

Contracting or spreading the virus by not 
social distancing  

1. Social distancing in the Arts Centre will be challenging but not impossible. It is vital that all 
visitors observe the distancing guidelines. 

2. Marker tape will be installed at entrances, up the entrance stairs and down the exit stairs, 
and along routes into and out of Room 1. Room 2 will be used as a corridor. 

3. A one-way system will be implemented and a plan of this will be posted at various locations 
in the Arts Centre. 

4. Only 16 people maximum will be allowed into the upstairs events space. Carers collecting 
children will need to wait outside - socially distanced. It is the responsibility of Room Hirers to 
arrange with Carers a staggered time for bringing and collecting children, or for taking children 
to an appropriate pick-up point outside the building. 

5. Tables in Room 1 will be set up to allow proper distancing.
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What are the specific hazards? Controls & further action to reduce the risk

Contracting or spreading the virus by not 
social distancing….cont’d  

6. Attendees in Room 1 should sit side by side, and not opposite each other at work tables. 

7. Signs will be displayed to remind people to socially distance 

Poor workplace ventilation leading to 
risks of coronavirus spreading  

1. Room 1 has many sash windows which can be opened for ventilation. Rooms 2 and 3 
each have sash windows which can be opened 

2. Room 1 can be cold in winter. Room users are advised to light the fire, but open at least 
one window and leave the door open to encourage circulation of fresh air. Rooms 2 and 3 
have electric heaters.

Increased risk of infection and 
complications for vulnerable workers 

It is the responsibility of Room Hirers to advise any of their group participants who are in the 
“Vulnerable” category to consider their enhanced risk of contacting coronavirus by attending 
their group.
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What are the specific hazards? Controls & further action to reduce the risk

Contracting or spreading the virus by 
lack of communication

1. Maintain a record of room hirers and group attenders and contact information for each 
event, workshop, group meeting; according to Scottish Government guidelines. 

2. Commitee and Room hirers to be regularly updated and consulted on the current situation.  

3. Clear printed recommendations and guidelines to be provided to all Room Hirers, to 
include how to respond to a visitor displaying symptoms of Covid-19:  

i. Everyone who develops symptoms of COVID-19 – a new, continuous cough; fever or 
loss of, or change in, sense of smell or taste - should isolate straight away and arrange 
a test via www.nhsinform.scot 

ii. Any surface recently touched by affected individuals to be isolated and thoroughly 
cleaned in line with current guidance at: https://www.gov.uk/government/publications/ 
covid-19-decontamination-in-non-healthcare- settings/covid-19-decontamination-in-
non- healthcare-settings  

iii. Self-isolation periods for affected individuals should follow current Government advice. 

iv. If any group leader develops symptoms, they should not return to the Arts Centre until 
they have a negative Covid test, or until 14 days after the onset of symptoms, 
whichever is soonest. 

4. Regular PCAA committee meetings by Zoom to discuss ongoing developments and 
feedback to room hirers via email and other mediums which minimise social contact.  

5. Room hirers to provide their own activity-specific Risk Assessment and give a copy to the 
PCAA committee

https://www.nhsinform.scot/illnesses-and-conditions/infections-and-poisoning/coronavirus-covid-19/test-trace-and-isolate/coronavirus-covid-19-testing
https://www.gov.uk/government/publications/

