SCDA Club Risk Assessment Template September 2021 COVID-19 precautions

This document has been created to provide you with guidance but also to provoke discussion in your own club about how to return to activity safely. It has been specifically designed so that once you have agreed your own version, you can update it as and when rules change so that you don’t have to keep creating a new document. You may wish to use it to update your existing risk assessments rather than create a completely new one – it is important that you use the information it contains in the way that best works for you. We do recommend that when you look at the different activities you are carrying out that you ask yourself this important question ‘Just because we may do something, should we?’ Hopefully that will guide you in your approach to keeping everyone safe.
Here is a list that we have come up with of all the things that you need to think about before embarking on a meeting, rehearsal, workshop, or performance.
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UK Theatre has created a free toolkit that you may find useful called ‘Se e it Saf ely’. Click to  follow the link for more details 	
Finally, please get in touch with us to share your experiences, concerns, and successes that we can share with others in our community of Scottish theatre makers.

Individuals can calculate their own risk from COVID-19 using this resource. 	
NOTES
1. The Scottish Government has, from 3 September 2021 relaxed the requirement that performers either are masked or maintain 1-metre social distancing on stage. This is not however a blanket relaxation.
· The exemption relates solely to the particular needs of staged public performances with movement.
· Use of the exemption should be the exception rather than the rule.
· It must be justified in the risk assessment.
· Where criteria are met, it relates only to rehearsal for performance and the performance itself.
2. The rules may have changed but the risks are the same or possibly higher.
3. You must read and follow the “ Guidance for the reopening of cultural performances and
 events sector ”. 
4. SCDA is providing this resource to our members in good faith. To the best of our knowledge, the advice is up to date and accurate and the links to on-line resources are current at the time of publication. We will endeavour to keep them current, but the COVID-19 rules and advice can change at short notice.
Individual clubs bear the final responsibility for managing their productions in a safe and secure manner.




Page 1	Version 1.1	7/09/2021




	Name of Section or Activity
	
	Date of risk
assessment
	
	Name of person who undertook this risk assessment
	
	Current COVID-
19 level
	




	Hazard Identified? / Risks from it?
	Impact
	Probability
	Who is at risk?
	How are the risks controlled (Mandatory)?
What extra controls could we consider (Recommended)?
	What has changed that needs to be thought about and controlled?

	Hazard – something that may cause harm or damage.
Risk – the chance of it happening.
	Estimate the impact of the hazard 1.insignificant 2.fairly serious 3.serious 4.very serious 5.major disaster
	Estimate the probability of the hazard occurring 1.very unlikely 2.unlikely 3.possible 4.likely 5.highly likely
	Identify all potential individuals
	Controls – Ways of making the activity safer by removing or reducing the risk from it.
For example - you might use a different piece of equipment, or you might change the way the activity is carried out.
	

	
	MEETINGS, PLAY READING, REHEARSALS PERFORMANCES.

	Individuals reluctant to return to activity
	These initial values are for guidance only – replace with your evaluation

3.serious
	These initial values are for guidance only – replace with your evaluation

3.possible
	All
	Recommended
· Ensure there is a process for making sure that everyone is confident in resuming activity and can voice any concerns.
· Communicate clearly all measures being taken by the club, and that personal responsibility is required.
· Whilst vaccinations are not mandatory, a club may recommend/request that participants undertake regular home testing before attending activity.
· Consider conducting an anonymous survey to gather an overview of members e.g. 85% of members are double vaccinated/90% are doing regular tests twice a week. This could be repeated at various points as a reminder and to monitor the situation.
	

	Links to relevant guidelines
	
	
	
	Government self-assessment tool for compliance 	
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	Hazard Identified? / Risks from it?
	Impact
	Probability
	Who is at risk?
	How are the risks controlled (Mandatory)?
What extra controls could we consider (Recommended)?
	What has changed that needs to be thought about and controlled?

	Difficulty maintaining social distance before, during and after meeting: higher risk of infection spread if social distancing not maintained.
	
	
	All participants
	Mandatory
· Limit group sizes to [INSERT REHEARSAL ROOM CAPACITY]
· Participants will be requested to wear masks for times when close proximity is necessary and use hand sanitiser. UNLESS…
· Rehearsal meets criteria for relaxation of face mask/1 meter distancing rule.
· Each person to be responsible for their own personal equipment (bags, clothes, mask, sanitiser etc.) and limit what they bring into the space.
· Participant not to attend if themselves or anyone in the household is experiencing COVID symptoms.
Recommended
· Avoid car sharing
· Take cough and hand hygiene precautions
· Ventilate before reoccupying.
· Stagger rehearsal start and finish times to avoid congestion
· Club to create a COVID safety briefing that the Director or COVID Officer goes through with attendees at the start of every activity Encourage participants to leave the building as soon as they are
no longer required.
	

	Links to relevant guidelines
	
	
	
	Coronavirus (COVID-19): face coverings guidance - gov.scot 	  (www.gov.scot)

Performers on stage and in rehearsal may be exempt from face mask/1 meter distancing rule if the criteria laid out in Government Guidance are met.
Covid 19 reopening of cultural performances and events guidance Otherwise, performers are exempt from wearing masks, providing the 1 metre social distancing rules are followed at all times.

The Health Protection Coronavirus Requirements Scotland 	  Regulations 2021
	




	Hazard Identified? / Risks from it?
	Impact
	Probability
	Who is at risk?
	How are the risks controlled (Mandatory)?
What extra controls could we consider (Recommended)?
	What has changed that needs to be thought about and controlled?

	
	
	
	
	Venue capacity calculator
	

	Individual tests positive for Covid
	
	
	All participants who have come into close contact with the individual when they were at risk of transmitting Covid
	Mandatory
· Ensure that contact details are up to date.
· Ensure that accurate records are kept of everyone attending.
· Ensure that participants have the contact details of the person holding these records to give to Track and Trace if required to following a positive PCR test.
· Ensure that the club has a policy for retaining individual data that meets GDPR requirements.
Recommended
· Consider using the MyGov.Scot QR code service.
· Ensure that everyone understands that their contact details will be passed to Track and Trace if required following a positive test (sharing of personal data is permitted when it is in the interests of public health).
· Agree whether you will put in place any additional protocols if someone receives a positive home test or PCR test.
· Communicate to everyone the club policy for retaining data to meet GDPR requirements.
	

	Links to relevant guidelines
	
	
	
	Coronavirus (COVID-19): safer businesses and workplaces - gov.scot 	  (www.gov.scot)
coronavirus-covid-19-general-guidance-for-safer-workplaces  Data Protection
	




	Hazard Identified? / Risks from it?
	Impact
	Probability
	Who is at risk?
	How are the risks controlled (Mandatory)?
What extra controls could we consider (Recommended)?
	What has changed that needs to be thought about and controlled?

	Covid spread due to use of building
	
	
	All participants
	Mandatory
· Utilise natural ventilation wherever possible before, during and after activity.
Recommended
· Consider use of standalone HEPA filter, but be aware of limitations (see separate document)
· Club should keep a supply of masks available in case they are forgotten or become unusable.
· Request personnel not involved in activity not to enter room being used.
· Locate hand sanitiser dispenser at entrance.
· Wherever possible, do not share equipment and sanitise it regularly.
· Encourage individuals to leave the building as soon as they are no longer required.
· Take regular breaks. Encourage participants where possible to exit to allow the room to be ventilated and to get some fresh air.
· Consider use of CO2 monitors to identify when the room should be cleared and ventilated.
· A nominated person should perform a ‘walkthrough’ of the venue before each session with a checklist of COVID related safety and hygiene protocols.
	

	Links to relevant guidelines
	
	
	
	coronavirus-covid-19-general-guidance-for-safer-workplaces-  ventilation
Ventilation and air conditioning during the coronavirus (COVID-19) 	  pandemic (hse.gov.uk)
identifying-poorly-ventilated-areas  Coronavirus (COVID-19): Protective measures
	

	Hygiene: higher risk of infection spread if proper hand washing not carried out and
	
	
	All activity participants
	Recommended
· Communicate with participants (email) specifying expectations; bring hand sanitiser; mask; wash hands before arriving; go to
	




	Hazard Identified? / Risks from it?
	Impact
	Probability
	Who is at risk?
	How are the risks controlled (Mandatory)?
What extra controls could we consider (Recommended)?
	What has changed that needs to be thought about and controlled?

	toilets not fully cleaned
	
	
	
	toilet before arriving).
· Remind participants at meeting of precautions.
· Display suitable signage in bathrooms and kitchens.
· If toilet facilities are to be used, clean before and after activity.
· Take toilet cleaning equipment to each activity (gloves, spray etc).
	

	Medical incident. Spread of COVID when being treated.
	
	
	Person administering first aid
	Recommended
· Make sure First Aid kit is available. Include medically approved masks, hand sanitiser and gloves and brief participants on their use.
	

	
	
	
	
	
	

	Limited space both on stage and backstage including dressing room area
	
	
	All cast and backstage staff
	Mandatory
Guidance above on rehearsal applies to performances.
Recommended
· Consider social distancing requirements throughout the rehearsal period to include entrance and exit to the whole performance area.
· Cast should leave the stage area completely unless required to wait in the wings for an immediate entrance.
· Backstage staff are limited to those required and only occupy restricted space when necessary.
· Wear masks If social distancing is not possible.
· Only use dressing rooms when absolutely necessary and restrict the number of people at any one time.
· Use natural ventilation wherever possible and make available cleaning materials/hand sanitiser.
	

	
	
	
	
	National Theatre risk assessments for Front of House
	

	Safe working for backstage staff including handling of costumes and props
	
	
	All
	Recommended
· Individuals should be responsible for their own costumes and props including laundering clothes and sanitising props.
· Where possible cast should arrive and leave in costume. They
	




	Hazard Identified? / Risks from it?
	Impact
	Probability
	Who is at risk?
	How are the risks controlled (Mandatory)?
What extra controls could we consider (Recommended)?
	What has changed that needs to be thought about and controlled?

	
	
	
	
	should avoid costumes coming into contact with the public.
· Where costumes have to be stored and changed at the venue, signage should be utilised to ensure there is limited contact.
· If props have to be shared and/or handled by backstage staff, these should be sanitised before and after use in a well- ventilated, designated space.
· Where props have to be stored at the venue, this should be in a designated space with limited access at all times they are not being used
	

	Links to relevant guidelines
	
	
	
	Working-safely-during-coronavirus--performing-arts-in-England Scottish theatre - Health-safety-updates
	

	Front of House staff in contact with members of the public who do not understand or are unwilling to follow current safety guidelines
	
	
	All FOH staff
	Mandatory
· Audience to wear masks indoors.
Recommended
· Allow tickets to be purchased and collected in advance wherever possible to avoid congestion at Box Office.
· Provide a transparent partition for Box Office staff.
· Ideally use an on-line ticketing service.
· Issue paperless tickets wherever possible.
· Introduce contactless payments wherever possible.
· Communicate with audience at point of ticket sale on what is expected of them while in the building.
· Clear signage to be displayed to assist Front of House staff to manage queries.
· Use natural ventilation wherever possible – clear guidelines to be provided to FOH staff.
· Put in place a system for ordering and collecting refreshments with minimum contact. Consider providing delivery to audience members in their seats.
· Provide hand sanitiser at entrance and at suitable locations throughout.
	




	Hazard Identified? / Risks from it?
	Impact
	Probability
	Who is at risk?
	How are the risks controlled (Mandatory)?
What extra controls could we consider (Recommended)?
	What has changed that needs to be thought about and controlled?

	
	
	
	
	· Provide face coverings to FOH staff and ensure worn at all times.
· Make a public announcement of safety measures.
	

	Links to relevant guidelines
	
	
	
	Covid-19-supporting-safer-capacity-in-public-settings-and-events
	

	Venue owned by the club responsible for all Covid safety.
If not owned by club –
seek advice from owner
	
	
	
	Mandatory
· Current Government guidelines must be followed at all times
Recommended
· For Local Authority run venues, you should consult with them to establish their Policy/Protocols.
· Similarly for other venues not owned by club – seek guidance from owner
	

	Links to relevant guidelines
	
	
	
	Covid-19-Reopening-of-Cultural-Performances-And-Events     - 	 Precautionary-Measures
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