
 
 



 
 



 

 
 



 

 
 
 
 



 

 
 
 
 
 
 

Topstones County Campsite  17/04/2021 

Sam Harrold  
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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. 

Topstones Committee have 
completed the checklist for 
reopening, including: 
Making sure that all systems have 
been checked. 
Fire Extinguishers & emergency 
lighting have been checked. 
A thorough clean has taken 
place. 
Water has been run through as 
required. 

Low 

 

High 

 

 
Users are requested to 
report any issues they find 
to the Booking Secretary, 
Pam Gilbert. 
 
Tuesday working group 
check property weekly.  
 

 
 
 
Tuesday working 
group  

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. 

The premises and land are only 
available for use when the 
government / local authority has 
not imposed a lockdown in the 
area. 
 

Low 

 

High 

 

Bookings Secretary, Pam 
Gilbert will 
cancel bookings if local 
restrictions are imposed. 
Cancellation policy in place  

 
Booking secretary / 
Girlguiding 
Leicestershire  

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. 
 

Anyone who is at high risk / 
vulnerable should consider 
whether they need to attend the 
venue at this current time.  
There is no expectation from 
Girlguiding to attend. 
 
No one should attend if anyone 
in their household, is 
experiencing symptoms of 
COVID-19, or is in a school 
bubble that has closed, or has 
returned from abroad and is 
required to quarantine. 
 
QR code poster at entrance for 
track & trace purposes 

Low High 

Request RA and procedure 
for Covid-19 from 
contractors and review 
them.           
         
 
Cleaning (as detailed in this 
document) is the 
responsibility of users and 
will be checked weekly by 
the working group. 
When cleaning, it is 
recommended that 
appropriate PPE is worn (eg 
gloves, apron and mask) 
 
Masks should be worn by all 
persons indoors who are 
Guide age or older.  Those 
excluded for health reasons 
should make the person in 
charge aware. 

 
 
 
 
 
Topstones 
Committee 

 



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. 

 

Every user is required to 
complete all cleaning that is 
required, at the start and end of 
use. This must include: 
door handles, light switches, 
tables, chairs and all other 
equipment used and surfaces 
that have been touched. 

Low High 

Hand sanitiser is available  
 
Cleaning materials are 
supplied in the toilet 
blocks.
 
All other cleaning materials 
to be supplied by the users. 
 
Aprons, gloves and masks to 
be worn whilst cleaning. 

 

Entrances and 
corridors. 

 

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

 

The number of users meeting at 
the venue at the same time is 
limited. Hirers to be clear 
numbers attending when 
booking.  
 
If multiple hirers wish to use the 
venue on the same night, their 
arrival and departure times will 
be specified on the booking form 
and checked to ensure they do 
not clash by booking secretary   
Field location will be specified 
when booking accepted. 
 
On arrival & departure, a leader 
must ensure everyone sanitises 
their hands. 
Users to ensure they have hand 
sanitiser available and encourage 
everyone to regularly reapply 
and always clean hands before 
and after any contact. 
 
Leaders to put a one-way system 
in place if necessary – use one 
door for entrance and one for 
exit.
 

Low High 

The Booking Secretary, Pam 
Gilbert will monitor the 
number of bookings to 
ensure numbers are not 
exceeded. 
 
Booking confirmation forms 
to specify arrival and 
departure times.  
 
QR code poster at entrance 
for track & trace purposes. 
 
Hirers required to clean all 
areas thoroughly when 
leaving and empty all bins. 
 
Rubbish must be taken away 
or placed in bins in the car 
park by the hirer. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
Topstones Committee 
 
 
 
 
 

 



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/ 
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. 

 

Leaders need to agree a drop off 
and collection procedure to 
maintain social distancing. 
 
Leaders to make sure that 
parents/carers are told in 
advance about the drop off/pick 
up plans that have been put in 
place. 
 
 
 

Low High 

Leaders to encourage those 
picking up and dropping off 
from cars to remain in their 
cars. 
 
Hirers to try to limit drop 
off and pick up to one 
parent/carer/adult. 
 
All drivers and other people 
not part of the event should 
remain in their vehicles in 
the car park. 
 
Make sure that there is a 
suitable gap between 
different hirers entering 
and exiting the site, to 
ensure there can be no 
cross-over between groups. 

 
 
 
 
 
 
 
 
 
Hirer 

Chalet Main 
room/meeting space. 

 

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

 

Numbers attending are limited 
by government rules – users to 
check relevant government 
guidance for the local area. 
 
Social distance guidance to be 
observed by hirers in arranging 
their activities. 
 
Masks worn by Guide age and 
above. 

Low High 

All tables, chairs and 
equipment used by hirers 
must be sanitised and 
replaced in its original 
location before leaving the 
building. 
 
All door handles and light 
switches sanitised. 
 
All rubbish bagged and 
removed from building 

 
 
 
 
 
 
Hirer 

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

The bedroom is not to be used.  
Please do not enter this area. 
 
Activity room can be used for the 
isolation of an ill person who is 
awaiting collection. 

Low High 

 
If the rooms are used, the 
chairs, door handles and 
light switch must be 
thoroughly sanitised. 

 
 
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. 

 

The kitchen is not in use as 
Girlguiding is not encouraging 
food activities currently. 
 
Hirers to encourage their 
participants to bring their own 
food and drink. 
 
Hirers may use the sinks to clean 
up.  Please bring your own tea 
towels and cloths. 
 
Please sanitise all areas that 
have been touched. 
 

Low High 

Cleaning materials to be 
supplied by the hirer. 
 
All rubbish to be removed 
from building  
 
All door handles, light 
switches and the cupboard 
door must be sanitised 
before leaving. 

 
 
 
 
 
Hirer 

Use of shared 
resources. 
 

Leads to risk of 
increased 
transmission to all 
person’s present. 

 

There is a limited number of 
games equipment that can be 
used by hirers.  Hirers should 
sanitise these before and after 
use. 
 
 
Ensure thorough cleaning 
between different groups if areas 
and resources are shared. 
 
 
Various areas are out of use to 
avoid use by hirers - eg bedroom, 
kitchen cupboards, 
some toilets, etc.  Users are 
asked to avoid entering these 
areas. 
 

Low High 

Hirers are encouraged to 
bring their own equipment. 
 
Ensure all personal items, 
coats, bags etc are stored 
in a designated area not 
touching. 
 
All areas should be cleaned 
after use – tables, chairs, 
door handles and light 
switches. 
  
Topstones Committee will 
carry out a visual inspection 
of the premises weekly  
Hirer will be contacted if 
the premises is found to be 
unsatisfactory. 



 

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. 
Risk of increased 
transmission to all 
person’s present. 

Hirer to control access to toilets 
with particular attention to more 
vulnerable users. 
 
Only one person at a time to be 
permitted to use the bathroom.  
Leaders should ensure that the 
person sanitises their hands 
before leaving the area they are 
in and sanitises their hands upon 
return to the group. 
 
Signs on toilets out of use 
 
If multiple groups using site, 
identify specific toilets for each 
group.  
 
 

Low High 

Leaders to ensure that 
anyone who uses the 
bathroom sanitises their 
hands before leaving the 
group and upon return. 
 
Hirer to clean all 
touchpoints (basins and 
other surfaces, toilet 
pans/seats/flush, door 
handles, light switches) 
before and after use by 
their group. 
 
Cleaning materials are 
provided for the bathroom 
and some toilets are closed 
to prevent use.

 

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

Risk of increased 
transmission to all 
person’s present. 

 

Clear signage that reinforces 
cleaning and hygiene routine in 
line with Covid-19 Secure 
guidelines. 
 
Users to minimise contact with 
individuals who are unwell. 
 
‘Wash your hands’ signs in 
bathroom. Catch it, kill it, bin it 
posters on display.
 
Avoid touching mouth, eyes and 
nose. Dispose of tissues in a bin. 
 
Ensure regular cleaning of 
surfaces that are touched 
frequently. 
 
Maintain social distance 
where possible. 
All doors are capable of being 
opened for ventilation during 
meetings. 

Low High 

Relevant posters displayed 

around the building. 

 

Unwell visitors to be isolated 
using the small room. (see 
below) 
 
Encourage all to bring their 
own tissues and provide 
spare tissues. Ensure that all 
used tissues are thrown 
away into a bin or 
disposable rubbish bag, then 
hands are washed or 
sanitised. 
 
 

 

 



 

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? 
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(L/M/H) 

Severity 
of risk 
(L/M/H) 
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reduce the risk to an 

acceptable level? 

Action by: 
name/date 

Someone becomes ill 
during the course of 
a meeting, or 
afterwards. 

  

Risk of increased 
transmission to all 
person’s present. 

The activity room is a designated 
safe area that should be used if 
someone becomes ill. 
 
 
Users must ensure cleaning 
arrangements are implemented 
after the room is used. 
 

Low High 

Leaders should bring with 
them their own first aid kit 
and PPE. 
 
If this has been forgotten, 
there is a very limited 
supply of PPE with the 
onsite first aid kit. If it is 
used, please arrange to 
purchase/ pay for 
replacements. 
 
Users should inform their 
local Commissioner and the 
Bookings Secretary Pam 
Gilbert, if someone 
becomes unwell. 

 

 

Property users do not 
adhere to guidelines. 
 

Risk of increased 
transmission to all 
person’s present. 

The property risk assessment is 
shared with the hirers in advance 
and is on the Topstones website. 
 
Users are expected to have 
completed the appropriate risk 
assessments for their group and 
activities and obtained the 
appropriate permissions from 
their local commissioner. 
 
No one should attend if anyone in 
their household, is experiencing 
symptoms of COVID-19, or is in a 
school bubble that has closed, or 
has returned from abroad and is 
required to quarantine, etc. 
 

Low High 

Clear instructions about 
cleaning responsibilities, 
maintaining social 
distancing, maximum 
attendance numbers, 
disposal of rubbish and 
appropriate activities are 
provided to hirers. 
 
Users should refuse access 
to anyone who appears 
visually unwell when they 
arrive onsite. 
 
Topstones Committee will 
carry out a visual inspection 
of the premises weekly.  
Hirer will be contacted if 
the premises is found to be 
unsatisfactory. 

 

 



 

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 
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reduce the risk to an 

acceptable level? 

Action by: 
name/date 

From members of the 

public 

Girlguiding 
members, parents 
and general public 

Topstones is private property and 
only accessed by groups who 
have booked to use the site or 
building. 
 
 
 
 
 
 
 
Public footpaths run across the 
field.  COVID Socially Distancing 
signs placed at access points. 

Low High 

Members of the public are 
not permitted on site, 
except to provide transport 
for an approved event. 
 
Leaders are asked to arrive 
before girls to ensure 
parents know not to leave 
their vehicles. 
 
Leaders should ask any 
members of the public they 
encounter to stick to the 
footpath and maintain 
social distancing.

 

Fire Evacuation from 
the building 

All persons present 
from spread of virus 

Leaders to safely exit the 
premises with all participants 
through any fire exit deemed 
appropriate, maintaining social 
distancing if possible.  On re-
entry to the building, all fire 
doors to be wiped clean and 
closed. 

Low High 

Leaders to agree an 
emergency signal with their 
members, should they need 
to evacuate and familiarise 
themselves with the 
meeting point (by flag pole) 
Smoke detectors are fitted 
in the premises. 

 

   

  

  

This do                  This document should be signed-off by the commissioner who supports your unit.     Commissioner’s signature: Sam Harrold      

                                     
               


